MEETING OF THE BOARD OF DIRECTORS OF THE
MUNICIPAL WATER DISTRICT OF ORANGE COUNTY
Jointly with the
ADMINISTRATION & FINANCE COMMITTEE
March 13, 2024, 8:30 a.m.

Teleconference Site:
25652 Paseo De La Paz
San Juan Capistrano, CA 92675
(Members of the public may attend and participate in the meeting at both in-person locations.)

This meeting will be held in person at 18700 Ward Street, Fountain Valley, California, 92708 (Conference
Room 101). As a convenience for the public, the meeting may also be accessed by Zoom Webinar and will be available
by either computer or telephone audio as indicated below. Because this is an in-person meeting and the Zoom component
is not required, but rather is being offered as a convenience, if there are any technical issues during the meeting, this
meeting will continue and will not be suspended.

Computer Audio: You can join the Zoom meeting by clicking on the following link:
https://zoom.us/j/8828665300

Telephone Audio: (669) 900 9128 fees may apply
(877) 853 5247 Toll-free

Webinar ID: 882 866 5300#
A&F Committee: Staff: H. De La Torre, C. Harris,
Director Crane, Chair H. Chumpitazi, M. Baum-Haley,
Director Thomas K. Davanaugh, M. Goldsby

Director Nederhood

Ex Officio Member: President McVicker

. ________________________________________________________________________________________________________________|
MWDOC Committee meetings are noticed and held as joint meetings of the Committee and the entire Board
of Directors and all members of the Board of Directors may attend and participate in the discussion. Each
Committee has designated Committee members, and other members of the Board are designated alternate
committee members. If less than a quorum of the full Board is in attendance, the Board meeting will be
adjourned for lack of a quorum and the meeting will proceed as a meeting of the Committee with those
Committee members and alternate members in attendance acting as the Committee.

ROLL CALL

PUBLIC COMMENTS - Public comments on agenda items and items under the jurisdiction of the
Committee should be made at this time.

ITEMS RECEIVED TOO LATE TO BE AGENDIZED - Determine there is a need to take immediate action
on item(s) and that the need for action came to the attention of the District subsequent to the posting of the
Agenda. (Requires a unanimous vote of the Committee)

ITEMS DISTRIBUTED TO THE BOARD LESS THAN 72 HOURS PRIOR TO MEETING -- Pursuant to
Government Code section 54957.5, non-exempt public records that relate to open session agenda items
and are distributed to a majority of the Board less than seventy-two (72) hours prior to the meeting will be
available for public inspection in the lobby of the District’'s business office located at 18700 Ward Street,
Fountain Valley, California 92708, during regular business hours. When practical, these public records
will also be made available on the District’s Internet Web site, accessible at http://www.mwdoc.com.

PROPOSED BOARD CONSENT CALENDAR ITEMS
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A&F Committee Meeting March 13, 2024

1. TREASURER'S REPORT

Revenue/Cash Receipt Report — February 2024

Disbursement Approval Report for the month of March 2024
Disbursement Ratification Report for the month of February 2024
GM Approved Disbursement Report for the month of February 2024
Consolidated Summary of Cash and Investment — January 2024
OPEB and Pension Trust Fund statement

X N EL

2. FINANCIAL REPORT
a. Combined Financial Statements and Budget Comparative for the Period
Ending January 31, 2024
PRESENTATION ITEM

3. OVERVIEW OF BROWN ACT AND AB 2449 EXEMPTIONS BY LEGAL COUNSEL
(Oral Report)

ACTION ITEMS
4. APPROVE CHANGES TO RECORDS RETENTION POLICY
5. APPROVAL OF PERSONNEL MANUAL REVISIONS

6. AUTHORIZE CONTRACT FOR INFORMATION TECHNOLOGY (IT) CONSULTANT
FOR IT SUPPORT SERVICES

DISCUSSION ITEMS
7. MWDOC’S SECOND DRAFT BUDGET FOR FY 2024-25
INFORMATION ITEMS - (THE FOLLOWING ITEMS ARE FOR INFORMATIONAL
PURPOSES ONLY — BACKGROUND INFORMATION IS INCLUDED IN THE PACKET.
DISCUSSION IS NOT NECESSARY UNLESS REQUESTED BY A DIRECTOR.)
8. DEPARTMENT ACTIVITIES REPORTS

a. Administration

b. Finance and Information Technology
9. MONTHLY WATER USAGE DATA AND WATER SUPPLY INFORMATION
OTHER ITEMS

10. REVIEW ISSUES REGARDING DISTRICT ORGANIZATION, PERSONNEL
MATTERS, EMPLOYEE BENEFITS FINANCE AND INSURANCE

ADJOURNMENT

NOTE: At the discretion of the Committee, all items appearing on this agenda, whether or not expressly
listed for action, may be deliberated, and may be subject to action by the Committee. On those
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A&F Committee Meeting March 13, 2024

items designated for Board action, the Committee reviews the items and makes a
recommendation for final action to the full Board of Directors; final action will be taken by the
Board of Directors. Agendas for Committee and Board meetings may be obtained from the
District Secretary. Members of the public are advised that the Board consideration process
includes consideration of each agenda item by one or more Committees indicated on the Board
Action Sheet. Attendance at Committee meetings and the Board meeting considering an item
consequently is advised.

Accommodations for the Disabled. Any person may make a request for a disability-related
modification or accommodation needed for that person to be able to participate in the public
meeting by telephoning Maribeth Goldsby, District Secretary, at (714) 963-3058, or writing to
Municipal Water District of Orange County at P.O. Box 20895, Fountain Valley, CA 92728.
Requests must specify the nature of the disability and the type of accommodation requested. A
telephone number or other contact information should be included so that District staff may
discuss appropriate arrangements. Persons requesting a disability-related accommodation
should make the request with adequate time before the meeting for the District to provide the
requested accommodation.
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Municipal Water District of Orange County
REVENUE / CASH RECEIPT REPORT

WATER REVENUES

Date From

2/01/2024 Laguna Beach County Water District
2/01/2024 Serrano Water District
2/01/2024 South Coast Water District
2/02/2024 Irvine Ranch Water District
2/05/2024 City of Buena Park

2/05/2024 City of La Palma

2/05/2024 B Toro Water District
2/08/2024 City of Garden Grove
2/09/2024 City of San Clemente
2/13/2024 East Orange Co Water District
2/13/2024 Santa Margarita Water District
2/13/2024 Santa Margarita Water District (109)
2/15/2024 City of Orange

2/15/2024 Golden State Water Company
2/15/2024 Moulton Niguel Water District
2/15/2024 Orange County Water District
2/15/2024 Yorba Linda Water District
2/23/2024 City of Huntington Beach
2/27/2024 City of Newport Beach
2/28/2024 City of La Habra

2/29/2024 City of Westminster

February 2024

Description
December 2023 Water deliveries

December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
December 2023 Water deliveries
January 2024 Water deliveries

January 2024 Water deliveries

January 2024 Water deliveries

January 2024 Water deliveries

ltem 1a

Amount
307,928.35
8,906.38
524,402.34
777,907.33
23,992.22
964.18
241,499.45
64,535.86
633,357.27
493,571.50
1,700,976.94
430,183.51
145,819.46
548,387.28
1,781,569.36
156,733.96
326,255.80
298,149.87
274,223.00
6,879.32
11,236.61

TOTAL WATER REVENUES $ 8,757,479.99
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MISCELLANEOUS REVENUES

Date

2/13/2024
2/13/2024
2/02/2024
2/02/2024
2/22/2024
2/08/2024
2/20/2024
2/27/2024
2/28/2024
2/07/2024
2/12/2024
2/20/2024
2/26/2024
2/27/2024
2/29/2024
2/09/2024

2/13/2024
2/26/2024
2/09/2024
2/16/2024
2/20/2024
2/20/2024
2/20/2024
2/01/2024
2/09/2024
2/14/2024
2/16/2024
2/20/2024
2/20/2024
212712024
2/07/2024
2/09/2024

2/13/2024
2/09/2024
2/09/2024
2/20/2024
2/20/2024
2/09/2024
2/29/2024
2/27/2024
2/05/2024
2/09/2024
2/09/2024
2/29/2024

From

Steven Andrews Engineering
OC Realtors

WePay

Square

The Westin South Coast Plaza
Karl Seckel

Igoe and Company Inc

Keith Lyon

Steve Hedges

US Bank Custodial Account
US Bank Custodial Account
US Bank Custodial Account
US Bank Custodial Account
US Bank

US Bank

OC Sherrifs Department

City of Newport Beach

City of Seal Beach

City of Fountain Valley

City of Tustin

B Toro Water District
Mesa Water District

Mesa Water District

City of Westminster
Laguna Beach County Water District
City of La Habra

Irvine Ranch Water District
City of Buena Park

City of Orange

City of Newport Beach
Irvine Ranch Water District
City of San Clemente

City of Anaheim

Department of Water Resources
City of San Clemente

City of Santa Ana

City of Garden Grove

South Coast Water District
City of Westminster

City of Anaheim

Trabuco Canyon Water District
City of La Habra

South Coast Water District
City of Westminster

Municipal Water District of Orange County
REVENUE/ CASH RECEIPT REPORT
February 2024

Description

1/31/2024 Water Policy dinner registration

1/31/2024 Water Policy dinner registrations

1/31/2024 Water Policy dinner registrations

1/31/2024 Water Policy dinner registrations

Refund for 1/31/2024 Water Policy dinner

February 2024 Retiree Health insurance

COBRA Health and Vision insurance

March 2024 Retiree Health insurance

Mar-Apr 2024 Retiree Health insurance

Capital One Interest payment

State Bank of India Interest payment

Chase Bank and Societe Generale Interest payment

Bank of America and FHLB Interest payment

Cal Card rebate check

Monthly Interest

UASI grant funded WEROC - Motorola 800Mhz Portable Radios

and Accessories Project

November 2023 Spray to Drip rebate program

November 2023 Turf Removal rebate program

December 2023 Turf Removal rebate program

December 2023 Turf Removal rebate program

October 2023 High Efficiency Clothes Washers rebate program

August 2023 Turf Removal and Spray to Drip rebate program

November 2023 Turf Removal and Spray to Drip rebate program

December 2023 Turf Removal and Spray to Drip rebate program

December 2023 Turf Removal and Spray to Drip rebate program

December 2023 Turf Removal and Spray to Drip rebate program

December 2023 Turf Removal and Spray to Drip rebate program

December 2023 Turf Removal and Spray to Drip rebate program

December 2023 Turf Removal and Spray to Drip rebate program

December 2023 Turf Removal and Spray to Drip rebate program

December 2023 Smartimer and Rotating Nozzles rebate program

December 2023 Spray to Drip and High Efficiency Clothes Washers

rebate program

Dedicated Irrigation Meters Measurement Program FY 22-23

Comprehensive Landscape WUE grant retention

Water Loss Control Technical Assistance CY 2023 - E Source

Jul-Dec 2023 School Billing

Addition to the Choice School Program FY 23-24

Addition to the Choice School Program FY 23-24

Addition to the Choice School Program FY 23-24

25% Upfront Lead and Copper Rule Revisions Service Line Inventories Project
50% Upfront Lead and Copper Rule Revisions Service Line Inventories Project
50% Upfront Lead and Copper Rule Revisions Service Line Inventories Project
50% Upfront Lead and Copper Rule Revisions Service Line Inventories Project
50% Upfront Lead and Copper Rule Revisions Service Line Inventories Project

Amount
140.00
420.00
1,054.76
251.82
1,784.09
187.02
869.78
187.02
89.76
2,836.48
5,734.25
2,437.50
1,593.75
1,038.56
81.86
19,664.06

264.39
111.00
111.00
222.00
575.00
1,221.00
555.00
222.00
222.00
222.00
193,372.50
611.43
444.00
222.00
529.01
425.95

30,098.43
25,000.00
10,120.00
16,411.72
2,196.90
771.98
908.80
46,259.75
49,009.00
107,680.00
41,204.00
70,280.00

TOTAL MISCELLANEOUS REVENUES _$  637,641.57
TOTAL REVENUES $ 9,395,121.56

Harvey De La Torre, General Manager

«

Hilary CI@\S\ZL Treasufer U
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Municipal Water District of Orange County
Disbursement Approval Report
For the month of March 2024

Item 1b

Vendor/

Invoice Description Amount to Pay
Core Dishursements:

Ackerman Consulting-Richard C Ackerman

1400 February 2024 Legal and regulatory specialized consuiting services 3,500.00
**ETotal*** 3,500.00
Aleshire & Wynder LLP

84578 February 2024 Legal services 345.00
x4 Total*** 345.00
Alta FoodCraft

12409540 February 2024 Coffee and tea supplies 155.61
**kTotal*** 155.61
Avram Electric

(02092024 02/01/24 Electrical circuit installation in one cubicle 1,970.00
022624 Electrical conduit work in courtyard 2,140.00
*RETotabhrs 4,110.00
Best Best and Krieger LLP

55401-}AN24 lanuary 2024 Legal services 18,217.65
55401-JAN24 lanuary 2024 Legal services 2,520.00
*EFTotal* k™ 20,737.65
Brown and Caldwell

12512156 January 2024 Hydraulic model work services for Moulton Niguel Water District 3,856.35
***Total*** 3,856.39
Constant Contact Inc

XR8WAFECAB2324 Renewal for online event registration software 2,192.40
***Total**+* 2,192.40
Green Thumb (Indoor Plant Care) LLC-Dedo Verde Interior

20240256 March 2024 Indoor plant service and purchase of a plant for office 466.53
**3Total*** 466.53
E Source Companies LLC

11863 January 2024 Retail Agency Techinical Assistance services 4,960.00
#*FTotal*** 4,960.00
GovConnection inc

75024188 Increase of cloud storage capacity 839.66
*xEFotal** 839.66
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Municipal Water District of Orange County
Disbursement Approval Report
For the month of March 2024

Vendor/
Invoice Description Amount to Pay

GTS Architecture Inc

1305 January 2024 MWDOC Office kitchen architectural and engineering services 4,813.68
*xkTotalh** 4,813.68

Hashtag Pinpoint Corporation

1824 February 2024 Social Media consultation and services 7,913.00
* AR o * R * 7,913.00

Hazen and Sawyer, DPC

2 November 2023 LCRR Service Line Inventory Project 189,152.44
3 December 2023 LCRR Service Line Inventory Project 100,565.60
*EATotahh** 289,718.04
Lee Jacobi

032524 January-March 2024 Retiree medical premium 524,10
**+*¥Totalt ¥ * 524.10

Jill Promotions

12030 Promaotional item - Sunglasses 830.05
*hRETotalt*+ 830.05

Lawnscape Systems inc

443794 February 2024 Landscape Maintenance for Atrium 495.00
***Total**+* 495.00

Natural Resource Resuits LLC

4781 February 2024 Federal Advocacy Agreement services and travel expense 8,735.49
#dkTotaltr* 8,735.49
NDS

830859 02/05/24 HR pick-up/drop-off of MWDOC property & 02/09/24 Board packet delivery service 208.71
831026 02/16/24 Board packet delivery service 134.72
*¥F¥Total*** 343.43

Occu-Med, Ltd

02244100a Preemployment screening 36.00
***Total*** 36.00
ODP Business Solutions LLC

355714010001 02/27/24 Office supplies 552.31
FAR*Totalh** 552.31
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Municipal Water District of Orange County
Disbursement Approval Report
For the month of March 2024

Vendor/
Invoice Description

Amount to Pay

Office Solutions

[-02199410 02/15/24 Business cards
1-02201896 02/26/24 Office supplies
1-02202440 02/28/24 Office supplies

***Totapk**

Orange County Water District

26225 January 2024 Postage, shared office & maintenance expense

***Totallk**

Predict Success-Anne Sandberg
03624 Team report and employee debrief sessions
***“Fotalﬁ**

Red Wing Business Advantage Account
20240210112477 Boots for Engineer
***Tﬂtai***

Soto Resources-Joey C Soto
GA-FEB-86 February 2024 Grant Research and Acquisition
***Totaf***

Ralph Anderson & Associates
INV-04650 January 2024 Compensation and Benefits Study
***Totaf***

Spectrum Specialties and Awards
37537 02/14/24 Promaotional items
***Totai***

Syrus Devers Advocacy LLC
1029 February 2024 State Legislative Advocacy services

***Total***

USAFact, Inc

4023128 February 2024 Background check for new hire
***Total***

VC3 Inc

160974 February 2024 IT Support services

Aok *Total***

Water District Jobs -Stephen Hirano
1012403 lob posting for Assistant General Manager
***Total**"‘

143.67
7597
1,460.03
1,679.67

9,481.98

9,481.98

2,600.00
2,600.00

280.14
280.14

3,250.00
3,250.00

16,400.00

16,400.00

1,629.98
1,629.98

8,000.00
8,000.00

31.39
31.39

6,985.00

6,985.00

145.00
145.00
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Municipal Water District of Orange County
Disbursement Approval Report
For the month of March 2024

Vendor/
Invoice Description

Amount to Pay

Whittingham Public Affairs Advisors-WPAA
2332 March 2024 Strategic guidance services on local & regional issues

Total Core Expenditures

Choice Expenditures:

Bryton Printing Inc
17744 Water Use Efficiency Spring 2024 bill inserts for member agencies
***Total***

Building Block Entertainment tnc
3683-4 February 2024 Choice Elementary School Program K-2
***Tota|***

GardenSoft Corp
5912 Water wise gardening website upgrades and improvements to 78%
***Tota|***

Mission RCD
3396 February Field inspection and verification for Water Use Efficiency rebate programs
***Total*#*

Orange County Dept of Education
S4TI3013 January 2024 Choice School Programs for grades 3-8
***Total***

Orange County Water District
26225 January 2024 Postage for water Use Efficiency rebate programs
***TOta'***

Red Wing Business Advantage Account
20240210112477 Boots for Water Loss Control Technician

***Tota|***

Total Choice Expenditures

7,500.00

7,500.00

413,107.50

3,649.25
3,649.25

5,550.00
5,550.00

1,460.00
1,460.00

3,191.02

3,191.02

5,957.00
5,957.00

46.75
46.75

284.04
284.04

20,138.06
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Municipal Water District of Orange County
Disbursement Approval Report
For the month of March 2024

Vendotr/
Invoice Description

Amount to Pay

Other Funds Expenditures:

Animal Pest Management Services, inc

712226 10-day Mouse Trapping services for the WEROC Alternate EOC beginnning on 02/20/24
712227 Rodent exclusion and sealing of entry points for the WEROC Alternate EOC on 02/20/24
712515 Beehive removal for the WEROC Alternate £0C on 02/13/24

**#Tota!#**

E Source Companies LLC
11863 January 2024 Retail Agency Techinical Assistance services
***Total***

Human-{-T
16254775982 Service costs for donation of color copier from the WERQC Primary EQC
***Total***

Mission RCD

3396 February 2024 Field inspection and verification for Water Use Efficiency rebate programs
***Total***

Santa Margarita Plumbing & Air

16167-37499 February 2024 Services for Pressure for Regulating Valve program

***Total***

Totai Other Funds Expenditures

Total Expenditures

350.00
100.00
150.00
600.00

52,695.00

52,695.00

400.00
400.00

5,915.02
5,915.02

1,155.00
1,155.00

60,765.02

494,010.58
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Ttem 1c

Municipal Water District of Orange County
Disbursement Ratification Report
For the Month of February 2024

Name/ Check/
Date EFT Invoice Description Amount

Core Dishursements:

Heather Baez
2/25/2024 EFT 12324 january 2024 Business expense 52.11
FHETota|* e 52.11

Hilary Chumpitazi
2/29/2024 EFT 12924 lanuary 2024 Business expense 25.58
**XTatal*** 25.58

Corodata Records Management Inc

2/29/2024 EFT RS4986591 January 2024 Records Storage Fee 108.60
FRFTtal*** 108.60
Larry Dick

2/29/2024 EFT 13124 January 2024 Business expense 162.14
FEETota|e** 162,14

Leah Frazier
2/15/2024 £FT 122923 December 2023 Business expense 42.84
*EETta|*F* 42.84

Lina Gunawan
2/29/2024 EFT 121923 December 2023 Business expense 20.00
¥EATotal*** 20.00

Melissa Haley
2/29/2024 EFT 121423 December 2023 Business expense 204.41
b ] b 204.41

Cathleen Harris
2/29/2024 EFT 111823 November 2023 Business expense 93.46
***Total*** 93.46

Robert McVicker
2/29/2024 EFT 13124 January 2024 Business expense 38.86
*ENTotal ¥ ** 38.86

Al Nederhood

2/29/2024 EFT 13124 January 2024 Business expense 261,17
*e*Total*** 261.17
Petty Cash

2/15/2024 143048 OCT-DEC23 Oct-Dec 2023 Petty Cash reimbursement 60,97
Rl 1] 7 Rl 60.97
Megan Schneider

2/29/2024 EFT 12424 ranuary 2024 Business expense 246.45
**EETotal*** 246.45
Karl Secke!

2/29/2024 EFT 11824 January 2024 Business expense 60.97
LLid 117 Ak 60.97
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Municipal Water District of Orange County
Disbursement Ratification Report
For the Month of February 2024

Name/ Check/

Date EET Invoice Description Amount

Nathan Shepherd

2/29/2024 EFT 13324 tanuary 2024 Business expense 111.50

k1) 71 il 111.50

Spectrum Business

2/15/2024 143050 343564021024 February 2024 Telephone expense for one fax line 39.99

2/15/2024 143050 375210013024 February 2024 Telephone and internet expense 2,075.63

#*XTotg|*r+* 2,115.62

Jeffery Thomas

2/29/2024 EFT 13124 January 2024 Business expense 112.56

*x¥Total*** 112.56

US Bank

2/29/2024 143116 2978/4192/8910-1AN24 12/23/23-01/22/24 Cai Card Charges 25,035.31

***Total|*** 25,035.31

Verizon Wireless

2/08/2024 143040 9954985546 January 2024 4G Mobile broadband unlimited service 114.03

*+*ETotal*+* 114,03

Katie Vincent

2/29/2024 EFT 13124 January 2024 Business expense 61,64

*ExTotal*** 61.64

Rachel Waite

2/29/2024 EFT 13024 lanuary 2024 Business expense 399.96

*¥:Total*** 399.96

Total Core Disbursements 29,328.18

Choice Disbursements:

Joseph Berg

2/29/2024 EFT 13124 January 2024 Business expense 135.23

*ExTotal*** 135.23

Petty Cash

2/15/2024 143048 OCT-DEC23 Oct-Dec 2023 Petty Cash reimbursement 25.61

***Total*** 25.61

US Bank Voyager Fleet Systems

2/15/2024 EFT 8694349932404 12/25/23-1/24/24 Fuel for Water Loss Control Shared Services 489,98
Vehicles

*ekrotat*++ 489.98

Total Choice Disbursements 650.82
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Municipal Water District of Orange County
Disbursement Ratification Report
For the Month of February 2024

Name/ Check/

Date EFT Invoice Description Amount
Other Funds Disbursements:

AT&T

2/15/2624 143042 21175103 January 2024 Tetephone expense for WEROC N. EOC 38.09
*AETota|** 38.09
Mesa Water District

2/15/2024 EFT 11357 December 2023 Credit for Local Resources Program 19,584.43
***Total*** 19,584.43
Santiago Aqueduct Commissien

2/29/2024 143112 122023 December 2023 SAC Pipeline Operation Surcharge 2,120.05
***Total*** 2,120.05
Santa Margarita Water District

2/29/2024 EFT 122023 December 2023 SCP Operation Surcharge 23,295.86
*k*Total*** 23,295.86
Spray to Drip Rebate

2/28/2024 143073 $2D5-R-SC-47280-18847 B. Hisey 1,913.00
2/28/2024 143090 $2D6-C-IRWD-49032-21760 Orange Tree Patio {Irvine) 25,000.00
2/28/2024 143097 $2D6-C-5C-49691-22101 Seaview Maintenance District {San Clemente) 34,820,00
2/28/2024 143060 S52D6-C-YLWD-51560-22024-PA City Of Yorba Linda (Yorba Linda} 2,730.00
2/28/2024 143093 52D6-R-MESA-42278-22056 A, Riordan 523.00
2/28/2024 143068 S5207-C-FV-48768-22212 R. £Edgley (Fountain Valley) 1,253.00
2/28/2024 143061 S207-C-YLWD-51758-22117-PA City Of Yorba Linda (Yorba Linda)} 478.50
2/28/2024 143088 §207-8-FV-51704-22129 L. O‘Connell 990.50
2/28/2024 143102 $2D7-R-LB-53061-22230 G. Unterberger 1,204.00
2/28/2024 143055 $207-R-EH-51781-22159 A. Bergman 2,054.00
2/28/2024 143065 $207-R-LH-51781-22174 R. Dacudi 1,842.50
2/28/2024 143095 $207-R-MESA-47479-22268 D. Schenk 983.14
2/28/2024 143075 $207-R-SC-52975-22224 R. Hurtey 1,254.00
2/28/2024 143078 $2D7-R-$C-52991-22255 1. Johnsen 1,857.00
2/28/2024 143100 $2D7-R-5M-54170-23287 T. Sullivan 275.50
2/28/2024 143070 $2D7-R-TUST-52534-22196 C.Eng 818.50
2/28/2024 143082 $2D7-R-WEST-51893-22181 E. Lammers 684.00
*¥*Tatal*** 78,680.64
Turf Rebate

2/28/2024 143085 TRI5-R-MNTF-46190-44818 J lee 2,648.00
2/28/2024 143074 TR15-R-5C-47280-45881 B. Hisey 3,411.00
2/28/2024 143080 TR16-C-LH-51347-49788 l.a Habra Assoc LLC (La Habra) 57,536.00
2/28/2024 143081 TR16-C-LH-51347-49808 La Habra Assoc LLC {La Habra) 54,992.00
2/28/2024 143104 TR16-C-MNT-38663-49831 Valencia Condamunium {Mission Viejo) 21,969.00
2/28/2024 143099 TR16-C-MNT-49838-48381-PA Saddleback College (Mission Viejo) 506,256.00
2/28/2024 143091 TR16-C-NWPT-49459-47973 Piaza Homeowners Community Assoc {Newport Beach) 3,084.00
2f28/2024 143098 TR16-C-5C-49631-50187 Seaview Maintenance District (San Clemente) 27,435.00
2/28/2024 143062 TR16-C-YLWD-51560-50019-PA City Of Yorba Linda {Yorba tinda) 21,840.00
2/28/2024 143058 TR16-R-BP-51622-50083 C. Chan 10,044.00
2/28/2024 143077 TR16-R-GG-49765-48309 J. Jacobs 2,481.00
2/28/2024 143094 TR16-R-MESA-42278-44530 A. Riordan 1,545.00
2/28/2024 143087 TR16-R-MMNT-50885-49445 S. Mohammadi 1,980.00
2/28/2024 143072 TR16-R-MMNT-51511-50207 M. Fischetti 2,016.00
2{28/2024 143059 TR16-R-0-43120-47643 L. Charnes 2,550.00
2/28/2024 143057 TR17-C-BREA-42600-51587 Brea-Clinda Master Community Assoc {Brea) 15,468.00
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Municipal Water District of Orange County
Disbursement Ratification Report
For the Month of February 2024

Name/ Check/

Date EFT Invoice Description Amount
Turf Rebate (continued)

2/28/2024 143069 TR17-C-FV-48768-51466 R. Edgley (Fountain Valley) 2,788.00
2/28/2024 143052 TR17-C-MNT-51534-51468 Aliso Viejo Community Assoc (Laguna Hills) 5,492.00
2/28/2024 143063 TR17-C-YLWD-51759-50236-PA City Of Yorba Linda (Yorba Linda) 3,828.00
2/28/2024 143086 TR17-R-ETWD-49341-47860 H. Mayer 9,789.87
2/28/2024 143089 TR17-R-FV-51704-50178 L. O'Connell 5,679.00
2/28/2024 143092 TR17-R-FV-54177-52646 J. Pull 2,964.00
2/28/2024 143064 TR17-R-IRWD-52987-51478 C. Dacquay 830.00
2/28/2024 143105 TR17-R-IRWD-53124-51590 J.Yu 1,270.00
2/28/2024 143103 TR17-R-LB-53061-51515 G. Unterberger 3,625.00
2/28/2024 143066 TR17-R-LH-51781-50278 R. Daoudi 9,564.00
2/28/2024 143056 TR17-R-LH-51781-50343 A. Bergman 12,087.00
2/28/2024 143096 TR17-R-MESA-47479-51554 D. Schenk 6,015.00
2/28/2024 143054 TR17-R-MNT-51849-50330 L. Behm 3,488.00
2/28/2024 143084 TR17-R-MNT-53098-51559 S. Laruffa 4,672.00
2/28/2024 143053 TR17-R-MINT-53122-51586 T. Anderson 2,912.00
2/28/2024 143076 TR17-R-5C-52975-51460 R. Hurley 1,863.00
2/28/2024 143079 TR17-R-5C-52991-51483 J. Johnson 2,250.00
2/28/2024 143101 TR17-R-5M-54170-52636 T. Sullivan 546.00
2/28/2024 143067 TR17-R-SOCO0-52944-51426 L. De Bellis 1,956.00
2/28/2024 143071 TR17-R-TUST-52934-51419 C.Eng 4,911.00
2/28/2024 143083 TR17-R-WEST-51893-50378 E. Lammers 3,762.00
K% *Total*** 825,546.87
US Bank

2/29/2024 143116 6066-JAN24 12/23/23-01/22/24 Cal Card Charges - WEROC 1,709.06
**kTotal*** 1,709.06
Verizon Wireless

2/08/2024 143040 9954985946 January 2024 4G Mobile broadband unlimited service 116.03
***Total*** 116.03
Total Other Funds Disbursements 951,091.03
Total Disbursements 981,070.03

%‘7’/f S~

Harvey De La Torre, General Manager

né%w/r Ching g,

Hilary Chu

i, Treasurer I
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Cal Card Charges
Statement Date: January 22, 2024
Payment Date: February 29, 2024

Date Description Amount
General Manager Card:
12/21/2023  Urban Water Institute Spring Conference 2024 in Palm Springs, CA on February 21-23, 2024 - 1,220.25
Registration for H. De La Torre & D. Micalizzi
12/21/2023  Urban Water Institute Spring Conference 2024 in Palm Springs, CA on February 21-23, 2024 - 1,830.12
Early registration & PayPal fee for [. Thomas, R. Crane & A. Nederhood
12/28/2023 ACWA Fall Conference in Indian Wells, CA from Novemnber 28-30, 2023 - Accommodations far M. (22.64)
Baum-Haley - Refund for incorrect charges
1/02/2024 ACWA DC 2024 Conference in Washington D.C. on February 27-29, 2024 - Registration for H. 1,650.00
Baez & M. Baum-Haley
1/02/2024  ACWA DC 2024 Conference in Washington D.C. on February 27-29, 2024 - Registration for X, 1,650.00
Seckel & R. Crane
1/03/2024  Urban Water Institute Spring Conference in Palm Springs, CA, on February 21-23, 2024, 435.00
Accommodations (First Night Room & Tax) for D. Micallizi & A. Heide
1/03/2024  Urban Water institute Spring Conference in Palm Springs, CA, on February 21-23, 2024. 652.50
Accommodations (First Night Room & Tax) for 1. Thomas, A. Nederhood & R. Crane
1/03/2024 Urban Water Institute Spring Conference in Palm Springs, CA, on February 21-23, 2024. 435,00
Accommaodations (First Night Room & Tax) for two extra rooms. Refund Credit issued
01/17/2024 shown on next billing statement
1/03/2024  Doodle Poll Pro annual subscription 83.40
1/05/2024 ACWA DC 2024 in Washington D.C. on February 27-29, 2024 - Airfare for H. Baez & M. Baum- 1,511.92
Haley
1/05/2024 ACWA DC 2024 in Washington D.C. from February 27-29, 2024 - Airfare for R. Crane 755.96
1/10/2024 01/10/24 Meals for H. De La Torre's Meetings 75.52
1/11/2024 01/11/24 Meals for H. De La Torre Meeting with guest 21.80
1/12/2024 CMUA Capital Days in Sacramento, CA on February 5, 2024 - Airfare for H Baez 456,97
1/12/2024 CMUA Capital Days in Sacramento, CA on February 5, 2024 - Registration for H. Baez 325.00
1/14/2024  CMUA Capital Days in Sacramento, CA on February 5, 2024 - Accommodations for H. Baez 254.47
1/16/2024 AWWA Membership Renewal for §. Berg 321.00
1/18/2024 Controfling Non-Revenue Water in Drinking Water Utilities Certificate Program Reglstration - G. 920.00
Zavala & M. Escamilla
1/19/2024 Meal for H, De La Torre’s Meeting with R. Crane 26.05
1/20/2024 Business Expense for H. De La Torre 40.00
1/20/2024 AWWA 2024 individual Webinar subscription - S. Sriboonlue 195.00
Totak: 12,877.32
Public Affairs Card:
12/28/2023  Supplies for upcoming Scouts BSA Clinic 2438
12/30/2023  lanuary 2024 Open Al monthly subscription, language processing tool 20.00
1/03/2024  lanuary 2024 Monthly Public Storage Unit for Public Affairs 619.00
1/03/2024 Two folding tables for community and education events 118.27
1/08/2024  Public Affairs team lunch 235.80
1/15/2024 Frames for awards to display in the office 26.08
1/17/2024 Speaker gifts for the Water Policy Dinner on 01/31/24 213.42
1/18/2024 Framing of two scouts certificates for El Toro Water District and retirement gift for M. Marcus 409,69
Total: 1,666.64
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Cal Card Charges
Statement Date: January 22, 2024
Payment Date: February 29, 2024

Date Description Amount
Administration Card:
12/22/2023  Canva Pro annual subscription 135.62
12/25/2023  UPS delivery fee 8.75
12/25/2023 11/25/23-12/24/23 Monthly charge for web hosting 15.00
12/27/2023  {6) Windows Home to Pro license upgrades for iT 594.00
12/27/2023  Flowers for staff member 96.97
12/28/2023  Entry door maintenance on 12/27/23 451,29
12/29/2023  Chair cleaning service 400.00
1/02/2024 01/02/24-02/01/24 Zoom Video Communications fee with audio licenses 174.93
1/05/2024 {2} Samsung Galaxy Book3 laptops 2,734.60
1/06/2024  Adapters to convert displayport to HDMI for IT 45,60
1/08/2024 Domain name renewal {ocwatersmarthomes.com) for two years 44,34
1/08/2024  FedEx Delivery fee 25,10
1/08/2024 Water Facilities Corporation Biennial California - Statement of information Form 20.00
1/11/2024 {3} Dell docking stations and power cables 477.09
1/11/2024 {2} Dell Optiplex 7010 Desktop Computers 2,305.48
1/12/2024 ESRI User Conference in San Diego, CA on luly 15-19, 2024 - Registration for R, Davis 1,750.00
1/12/2024 Two Staff Anniversary gift cards - 20 year and 30 year 500.00
1/13/2024 Mouse for staff 24.05
1/16/2024 Two wire keyboards for staff 32.60
1/17/2024  Society of Human Resource Managers annual membership renewal for C. Harris 244.00
1/18/2024 Two manual suction water pumps for Water Loss Control Shared Services 124.06
1/18/2024  Staff name plates 248.43
1/20/2024 2023 W2 Federal E-file 359.44
Total: 10,491.35
WEROC Card:
1/04/2024  Survey Monkey annual subscription 372.00
1/08/2024 Breakfast for WEROC Quarterly Meeting on 01/05/24 294.71
1/10/2024  Personalized embroidery of tactical jacket for WEROC 243,35
1/15/2024  California Emergency Services Association {CESA) Membership Dues for V. Oshorn from 2024 75.00
through lanuary 14, 2025,
1/16/2024 California Emergency Services Association {CESA) Annual Conference Registration Fees on May 6- 724.00
9, 2024 for ). Schunk
Total: 1,709.06
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Municipal Water District of Orange County

GM Approved Dishursement Report

(1
For the Month of February 2024

Item 1d

Name/ Check/

Date EFT Invoice Description Amount

Core Disbursements:

Aleshire & Wynder LLP

2/29/2024 EFT 84031 January 2024 Legal services 487.50

*¥**Total*** 487.50

E Source Companies LLC

2/29/2024 EFT 11864 January 2024 Business Implementation services 4,550.00

***Total*** 4,550.00

SPS Data Communications

2/29/2024 143114 22418 Samsung LCD, wall mount, ClickShare 20, camera, and labor for 3,856.95
GM office

***Total*** 3,856.95

Sunbelt Controls

2/29/2024 143115 5059024 Replacement of temperature controller in the accounting area 2,075.00

***Total*** 2,075.00

Syrus Devers Advocacy LLC

2/29/2024 EFT 1028 January 2024 State Legislative Advocacy services 8,000.00

**5Total*** 8,000.00

Total Core Disbursements 18,969.45

Choice Disbursements:

Total Choice Disbursements =

Other Funds Disbursements:

Total Other Funds Disbursements -

Total Disbursements 18,969.45

/47'/: A2~

Harvey De La Torre, General Manager

Udoor Uhiscilsns

Hilary Chumpitazi, Tredsurer V

™ For disbursements that did not make the cut-off of previous month's Disbursement Approval report.
Disbursements are approved by GM for payment and need A & F Committee ratification.
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MWD

Street Address:
18700 Ward Street
Fountain Valley, California 92708

Mailing Address:
P.0. Box 20895
Fountain Valley, CA 92728-0895

(714) 963-3058
Fax: (714) 964-9389

www.mwdoc.com

Bob McVicker, P.E., D.WRE
President

Jeffery M. Thomas
Vice President

Randall Crane, Ph.D.
Director

Larry D. Dick
Director

Al Nederhood
Director

Karl W. Seckel, P.E.
Director

Megan Yoo Schneider, P.E.
Director

Harvey F. De La Torre
General Manager

MEMBER AGENCIES

City of Brea

City of Buena Park

East Orange County Water District
El Toro Water District

Emerald Bay Service District
City of Fountain Valley

City of Garden Grove

Golden State Water Co.

City of Huntington Beach
Irvine Ranch Water District
Laguna Beach County Water District
City of La Habra

City of La Palma

Mesa Water District

Moulton Niguel Water District
City of Newport Beach

City of Orange

Orange County Water District
City of San Clemente

Santa Margarita Water District
City of Seal Beach

Serrano Water District

South Coast Water District
Trabuco Canyon Water District
City of Tustin

City of Westminster

Yorba Linda Water District

Item le

Municipal Water District of Orange County

Consolidated Summary of Cash and Investment
January 31, 2024

District investments and cash balances are held in various funds designated for certain purposes
as follows:

Fund Book Value % of Portfolio
Restricted Reserves
WEROC Operating Fund $ 507,458 3.20%
Pension 115 Trust 1,327,664 8.38%
Total Restricted Reserves $1,835,122 11.58%
Designated Reserves
Operating Reserves $3,819,350 24.11%
Election Reserve 1,146,947 7.24 %
OPEB Reserve 297,147 1.88%
Total Designated Reserves $5.263 444 33.23%
General Operations Fund $9,433,861 59.56%
Water Purchase Payments Fund 453,747 2.87%
Conservation Fund (1,165,997) (7.36%)
Trustee Activities - AMP 19,008 0.12%
Total Other Funds $8,740,619 55.19%
Total $15,839,185 100.00%

The funds are invested as follows:

% of

Term of Investment Portfolio Book Value Market Value
Cash 0.63% $ 100,149 $ 100,149
Pension 115 Trust 8.38% 1,327,664 1,327,664

Short-term investment
e LAIF 44.84% 7,102,974 7,102,974
e OCTP 26.57% 4,208,448 4,208,448

Long-term investment

e US Government Issues 1.58% 249,950 232,875
e Corporate Bond 7.58% 1,200,000 1,120,356
e« Certificates of Deposit 10.42% 1,650,000 1,631,856
Total 100.00% $15,839,185 $15,724,322

The average number of days to maturity/call as of January 31, 2024 equaled 136 and the average
yield to maturity is 3.725%. During the month of January 2024, the District’'s average daily balance
was $21,388,306.93. Funds were invested in US Bank, Pension 115 Trust, Negotiable Certificate of
Deposits, Corporate Bonds, US Government Issues, Local Agency Investment Funds (LAIF) and
Orange County Treasurer's Pool (OCTP).

The ($114,863) difference between the book value and the market value on January 31, 2024
represents the exchange difference if all investments had been liquidated on that date. Since it is
the District's practice to "buy and hold" investments until maturity, the market values are a point of
reference, not an indication of actual loss or gain. There are no current plans or cash flow
requirements identified in the near future that would require the sale of these securities prior to
maturity.

%7/ A2~ % MM%

Harvey De La Torre pitazi
General Manager Treasurer
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PUBLIC
AGENCY Item 1f

RETIREMENT

SERVICES

MUNICIPAL WATER DIST OF ORANGE COUNTY Account Report for the Period
PARS Post-Employment Benefits Trust 1/1/2024 to 1/31/2024

Hilary Chumpitazi

Accounting Manager

Municipal Water Dist of Orange County
18700 Ward Street

Fountain Valley, CA 92708

Account Summary

Balance as of Balance as of
Source 1/1/2024 Contributions Earnings Expenses Distributions Transfers 1/31/2024
OPEB $2,723,022.87 $0.00 $991.15 $1,313.19 $0.00 $0.00 $2,722,700.83
PENSION $1,402,218.81 $500,000.00 $773.06 $676.21 $0.00 $0.00 $1,902,315.66
Totals $4,125,241.68 $500,000.00 $1,764.21 $1,989.40 $0.00 $0.00 $4,625,016.49
Investment Selection
Source
OPEB Moderate HighMark PLUS
PENSION Moderate HighMark PLUS

Investment Objective

Source

The dual goals of the Moderate Strategy are growth of principal and income. It is expected that dividend and interest income will comprise a
OPEB significant portion of total return, although growth through capital appreciation is equally important. The portfolio will be allocated between equity
and fixed income investments.
The dual goals of the Moderate Strategy are growth of principal and income. It is expected that dividend and interest income will comprise a
PENSION significant portion of total return, although growth through capital appreciation is equally important. The portfolio will be allocated between equity
and fixed income investments.

Investment Return

Annualized Return

Source 1-Month 3-Months 1-Year 3-Years 5-Years 10-Years Plan's Inception Date
OPEB 0.04% 12.00% 8.47% 2.20% 6.03% 5.62% 10/26/2011
PENSION 0.04% 12.00% 8.51% 2.21% 6.03% - 7/31/2018

Information as provided by US Bank, Trustee for PARS; Not FDIC Insured; No Bank Guarantee; May Lose Value

Past performance does not guarantee future results. Performance returns may not reflect the deduction of applicable fees, which could reduce returns. Information is deemed reliable but may be subject to change.
Investment Return: Annualized rate of return is the return on an investment over a period other than one year multiplied or divided to give a comparable one-year return.
Account balances are inclusive of Trust Administration, Trustee and Investment Management fees

Headquarters - 4350 VVon Karman Ave., Suite 100, Newport Beach, CA 92660 800.540.6369  Fax 949.250.1250  www.pars.org

Page 26 of 242



ltem 2

MWD

MUNICIPAL WATER DISTRICT OF ORANGE COUNTY
COMBINED FINANCIAL STATEMENTS
AND
BUDGET COMPARATIVE

JULY 1, 2023 THRU JANUARY 31, 2024

Page 27 of 242



Municipal Water District of Orange County
Combined Balance Sheet
As of January 31, 2024

ASSETS

Cash in Bank

Investments

Accounts Receivable

Accounts Receivable - Other
Accrued Interest Receivable
Prepaids/Deposits

Leasehold Improvements
Furniture, Fixtures & Equipment
Less: Accumulated Depreciation

TOTAL ASSETS

LIABILITIES AND FUND BALANCES

LIABILITIES
Accounts Payable

Accrued Salaries and Benefits Payable
Other Liabilities
Unearned Revenue

TOTAL LIABILITIES

FUND BALANCES

Restricted Fund Balances
WEROC Reserve

Pension 115 Trust
Total Restricted Fund Balances

Unrestricted Fund Balances

Designated Reserves

General Operations
Election Expense

OPEB
Total Designated Reserves

General Fund
General Fund Capital
Total Unrestricted Fund Balances

Excess Revenue over Expenditure

Operating Fund
Other Funds
TOTAL FUND BALANCES

TOTAL LIABILITIES AND FUND BALANCES

Amount

100,149.41
15,739,035.12
16,129,627.18

354,106.19

108,952.31

881,925.73

7,011,190.45

913,949.69

(4,112,749.23)
37,126,186.85

15,622,440.83
661,831.24
509,102.35

1,164,929.60
17,958,304.02

317,999.82

1,120,664.29
1,438,664.11

3,819,350.00
1,146,947.00

297,147.00
5,263,444.00

7,284,339.52
86,023.20

12,633,806.72

5,288,5650.14

(193,138.14)
19,167,882.83

37,126,186.85
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REVENUES

Retail Connection Charge
Ground Water Customer Charge

Water Rate Revenues

Interest Revenue

Subtotal

Choice Programs

MWD Revenue - Shared Services
Miscellaneous Income

Revenue - Other

School Contracts

Delinquent Payment Penalty
Transfer-In from Reserve

Subtotal
TOTAL REVENUES

Municipal Water District of Orange County

Revenues and Expenditures Budget Comparative Report

General Fund

July 1, 2023 thru January 31, 2024

Budget

Month to Date Year to Date  Annual Budget % Used Encumbrance Remaining
0.00 9,206,255.25 9,206,255.00 100.00% 0.00 (0.25)

0.00 383,697.00 383,697.00 100.00% 0.00 0.00
0.00 9,589,952.25 9,589,952.00 100.00% 0.00 (0.25)
72,050.11 516,333.92 319,410.00 161.65% 0.00 (196,923.92)
72,050.11  10,106,286.17 9,909,362.00 101.99% 0.00 (196,924.17)
2,546.00 1,429,118.87 1,591,032.00 89.82% 0.00 161,913.13
0.00 137,861.00 0.00 0.00% 0.00 (137,861.00)

0.00 1,906.63 3,000.00 63.55% 0.00 1,093.37
3.93 913.94 0.00 0.00% 0.00 (913.94)
1,318.14 41,625.09 435,950.00 9.55% 0.00 394,324.91
0.00 1.05 0.00 0.00% 0.00 (1.05)

0.00 0.00 404,537.00 0.00% 0.00 404,537.00
3,868.07 1,611,426.58 2,434,519.00 66.19% 0.00 823,092.42
75,918.18  11,717,712.75  12,343,881.00 94.93% 0.00 626,168.25
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Municipal Water District of Orange County
Revenues and Expenditures Budget Comparative Report
General Fund

July 1, 2023 thru January 31, 2024

Budget
Month to Date Year to Date  Annual Budget % Used Encumbrance Remaining
EXPENSES

Salaries & Wages 433,594.26 2,836,248.33 5,135,356.00 55.23% 0.00 2,299,107.67
Salaries & Wages - Grant Recovery 0.00 (10,497.34) (30,000.00) (34.99)% 0.00 (19,502.66)
Director's Compensation 21,937.81 151,927.52 275,041.00 55.24% 0.00 123,113.48
MWD Representation 12,442.34 82,839.79 117,875.00 70.28% 0.00 35,035.21
Employee Benefits 136,944.36 829,204.77 1,507,382.00 55.01% 0.00 678,177.23
Employee Benefits - Grant Recovery 0.00 (1,852.47) 0.00 0.00% 0.00 1,852.47
CalPers Unfunded Liability Contribution 500,000.00 500,000.00 207,000.00 241.55% 0.00 (293,000.00)
Director's Benefits 9,936.57 63,385.81 104,447.00 60.69% 0.00 41,061.19
Health Insurance for Retirees 3,623.41 41,443.89 84,847.00 48.85% 0.00 43,403.11
Training Expense 920.00 3,043.99 36,000.00 8.46% 0.00 32,956.01
Tuition Reimbursement 0.00 1,872.30 5,000.00 37.45% 0.00 3,127.70
Temporary Help Expense 0.00 10,503.24 5,000.00 210.06% 0.00 (5,503.24)
Personnel Expenses 1,119,398.75 4,508,119.83 7,447,948.00 60.53% 0.00 2,939,828.17
Engineering Expense 18,090.00 30,482.75 307,000.00 9.93% 145,646.75 130,870.50
Legal Expense 21,225.15 138,048.32 241,000.00 57.28% 102,951.68 0.00
Audit Expense 12,000.00 27,000.00 36,500.00 73.97% 4,500.00 5,000.00
Professional Services 70,901.39 727,441.89 1,798,425.00 40.45% 929,999.48 140,983.63
Professional Fees 122,216.54 922,972.96 2,382,925.00 38.73% 1,183,097.91 276,854.13
Conference - Staff 3,195.25 15,765.25 49,832.00 31.64% 0.00 34,066.75
Conference - Directors 3,480.12 9,010.12 23,065.00 39.06% 0.00 14,054.88
Travel & Accom. - Staff 3,400.09 28,117.83 102,200.00 27.51% 0.00 74,082.17
Travel & Accom. - Directors 1,856.49 11,782.05 42,400.00 27.79% 0.00 30,617.95
Travel & Conference 11,931.95 64,675.25 217,497.00 29.74% 0.00 152,821.75
Membership/Sponsorship 8,224.23 163,257.79 167,366.00 97.55% 0.00 4,108.21
CDR Support 15,608.28 46,824.84 62,433.00 75.00% 15,608.30 (0.14)
Dues & Memberships 23,832.51 210,082.63 229,799.00 91.42% 15,608.30 4,108.07
Business Expense 162.45 1,835.68 2,000.00 91.78% 0.00 164.32
Office Maintenance 10,200.17 83,086.66 175,860.00 47.25% 77,319.37 15,453.97
Building Repair & Maintenance 2,251.38 13,831.99 25,200.00 54.89% 5,631.01 5,737.00
Storage Rental & Equipment Lease 108.60 537.07 1,800.00 29.84% 262.93 1,000.00
Office Supplies 1,677.63 11,562.22 27,000.00 42.82% 1,846.72 13,591.06
Supplies - Water Loss Control 217.56 2,141.14 4,000.00 53.53% 0.00 1,858.86
Postage/Mail Delivery 522.26 4,053.24 11,675.00 34.72% 606.63 7,015.13
Subscriptions & Books 523.92 923.90 1,000.00 92.39% 0.00 76.10
Reproduction Expense 2,174.95 10,257.90 93,000.00 11.03% 2,259.21 80,482.89
Maintenance - Computers 579.34 6,128.55 5,000.00 122.57% 0.00 (1,128.55)
Software Purchase 5,604.67 55,435.53 106,498.00 52.05% 1,574.37 49,488.10
Software Support 0.00 37,277.62 50,185.00 74.28% 0.00 12,907.38
Computers and Equipment 6,408.08 14,952.13 43,000.00 34.77% 0.00 28,047.87
Maintenance Expense 0.00 0.00 6,000.00 0.00% 0.00 6,000.00
Automotive Expense 1,153.04 7,566.96 9,400.00 80.50% 0.00 1,833.04
Vehicle Expense 489.98 8,370.04 12,000.00 69.75% 0.00 3,629.96
Toll Road Charges 40.75 281.87 975.00 28.91% 0.00 693.13
Insurance Expense 16,060.32 113,159.10 182,976.00 61.84% 0.00 69,816.90
Utilities - Telephone 2,913.50 22,406.89 46,438.00 48.25% 1,026.27 23,004.84
Bank Fees 0.00 0.00 2,600.00 0.00% 0.00 2,600.00
Miscellaneous Expense 7,478.62 61,601.21 154,200.00 39.95% 4,982.00 87,616.79
MWDOC's Contrb. to WEROC 24,442 .25 171,095.75 293,307.00 58.33% 0.00 122,211.25
Depreciation Expense 9,278.13 64,946.60 0.00 0.00% 0.00 (64,946.60)
Other Expenses 92,287.60 691,452.05 1,254,114.00 55.13% 95,508.51 467,153.44
Election Expense 0.00 0.00 563,020.00 0.00% 0.00 563,020.00
Capital Aquisition 0.00 7,110.56 25,892.00 27.46% 0.00 18,781.44
Building Expense 10,349.02 24,749.33 222,686.00 11.11% 17,268.53 180,668.14
TOTAL EXPENSES 1,380,016.37  6,429,162.61  12,343,881.00 52.08%  1,311,483.25  4,603,235.14
NET INCOME (LOSS) (1,304,098.19) 5,288,550.14 0.00 0.00% (1,311,483.25)  (3,977,066.89)
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Municipal Water District of Orange County
Revenues and Expenditures Budget Comparative Report

Water Fund
July 1, 2023 thru January 31, 2024
Budget
Month to Date Year to Date Annual Budget % Used Remaining
WATER REVENUES
Water Sales 5,352,900.00 67,490,161.00  181,024,108.00 37.28%  113,533,947.00
Readiness to Serve Charge 1,285,972.02 8,140,393.95 13,768,707.00 59.12% 5,628,313.05
Capacity Charge CCF 313,880.00 2,075,600.00 4,816,710.00 43.09% 2,741,110.00
SCP/SAC Pipeline Surcharge 22,428.37 198,767.03 358,000.00 55.52% 159,232.97
TOTAL WATER REVENUES 6,975,180.39 77,904,921.98  199,967,525.00 38.96%  122,062,603.02
WATER PURCHASES
Water Sales 5,352,900.00 67,490,161.00  181,024,108.00 37.28%  113,533,947.00
Readiness to Serve Charge 1,285,972.02 8,140,393.95 13,768,707.00 59.12% 5,628,313.05
Capacity Charge CCF 313,880.00 2,075,600.00 4,816,710.00 43.09% 2,741,110.00
SCP/SAC Pipeline Surcharge 22,428.37 198,767.03 358,000.00 55.52% 159,232.97
TOTAL WATER PURCHASES 6,975,180.39 77,904,921.98  199,967,525.00 38.96%  122,062,603.02
EXCESS OF REVENUE OVER 0.00 0.00 0.00 0.00% 0.00

EXPENDITURE
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Municipal Water District of Orange County

Water Use Efficiency
July 1, 2023 thru January 31, 2024

Revenues and Expenditures Budget Comparative Report

Year to Date Actual Annual Budget % Used

Spray To Drip Conversion(3423)

Revenues 386,728.74 613,600.00 63.03%

Expenses 550,638.07 613,600.00 89.74%
Excess of Revenues over Expenditures (163,909.33) 0.00

Member Agency Administered Pass-Thru(3425)

Revenues 0.00 338,000.00 0.00%

Expenses 0.00 338,000.00 0.00%
Excess of Revenues over Expenditures 0.00 0.00

ULFT Rebate Program(3410)

Revenues 520.00 1,000.00 52.00%

Expenses 740.00 1,000.00 74.00%
Excess of Revenues over Expenditures (220.00) 0.00

HECW Rebate Program(3411)

Revenues 41,613.34 40,000.00 104.03%

Expenses 31,370.00 40,000.00 78.43%
Excess of Revenues over Expenditures 10,243.34 0.00

Cll Rebate Program(3416)

Revenues 0.00 1,000.00 0.00%

Expenses 0.00 1,000.00 0.00%
Excess of Revenues over Expenditures 0.00 0.00

Turf Removal Program(3418)

Revenues 3,369,371.60 11,298,000.00 29.82%

Expenses 3,423,322.86 11,298,000.00 30.30%
Excess of Revenues over Expenditures (53,951.26) 0.00

Comprehensive Landscape (CLWUE)(3427)

Revenues 114,231.34 152,400.00 74.95%

Expenses 145,658.48 152,400.00 95.58%
Excess of Revenues over Expenditures (31,427.14) 0.00

Recycled Water Program(3433)

Revenues 0.00 50,000.00 0.00%

Expenses 23,608.00 50,000.00 47.22%
Excess of Revenues over Expenditures (23,608.00) 0.00

WSIP - Industrial Program(3432)

Revenues 0.00 53,720.00 0.00%

Expenses 0.00 53,720.00 0.00%
Excess of Revenues over Expenditures 0.00 0.00

Land Design Program(3431)

Revenues 88,955.00 300,000.00 29.65%

Expenses 88,955.00 300,000.00 29.65%
Excess of Revenues over Expenditures 0.00 0.00

Pressure Regulation Program(3435)

Revenues 16,623.00 15,000.00 110.82%

Expenses 16,623.00 15,000.00 110.82%
Excess of Revenues over Expenditures 0.00 0.00

Dedicated Irrigation Meters Measurement Project

(DIMM)(3439)

Revenues 41,860.00 743,000.00 5.63%

Expenses 173,339.43 743,000.00 23.33%
Excess of Revenues over Expenditures (131,479.43) 0.00
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Municipal Water District of Orange County

Revenues and Expenditures Budget Comparative Report

Water Use Efficiency
July 1, 2023 thru January 31, 2024

Year to Date Actual Annual Budget % Used
Total WUE Projects
Revenues 4,059,903.02 13,605,720.00 29.84%
Expenses 4,454,254.84 13,605,720.00 32.74%
Excess of Revenues over Expenditures (394,351.82) 0.00
WEROC
Revenues 480,559.81 586,614.00 81.92%
Expenses 304,922.24 586,614.00 51.98%
Excess of Revenues over Expenditures 175,637.57 0.00
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Item No. 4
ACTION ITEM
March 20, 2024
TO: Board of Directors
FROM: Administration & Finance Committee
(Directors Crane, Thomas, Nederhood)
Harvey De La Torre, General Manager
SUBJECT: APPROVE CHANGES TO RECORDS RETENTION SCHEDULE

STAFF RECOMMENDATION

It is recommended that the Board of Directors: review and approve the changes to the Records
Retention Schedule and authorize staff to incorporate these changes into the Administrative
Code.

COMMITTEE RECOMMENDATION

To be determined.

SUMMARY

During the annual review of the District’'s Records Retention Schedule (Schedule), the District’s
consultant, Dianne Gladwell (Gladwell Governmental Services), identified the a few areas on the
retention schedule that need revision (note that the areas outlined mainly deal with citations).
The remainder of the Retention Schedule remains unchanged; the red-lined document is
attached; legal counsel has approved these changes.

ALIGNMENT WITH BOARD STRATEGIC PRIORITIES

Clarifying MWDOC’s mission and role; defining [0  Work with member agencies to develop water

functions and actions. supply and demand objectives.

[0 Balance support for Metropolitan’s regional 1 Solicit input and feedback from member
mission and Orange County values and interests. agencies.

[l Strengthen communications and coordination of  [] Invest in workforce development and succession
messaging. planning.

List of Attachments/Links:
Attachment 1: Redlined version of Records Retention Schedule

Budgeted: X Yes [] No | Budgeted amount: N/A Core: [ Choice: [

Action item amount: Movement between funds: [J Yes [J No
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Item No. 5

MWD

ACTION ITEM
March 20, 2024
TO: Board of Directors
FROM: Administration & Finance Committee

(Directors Crane, Thomas, Nederhood)
Harvey De La Torre, General Manager

Staff Contact: Cathy Harris, Director of Human Resources and
Administration

SUBJECT: Approval of Personnel Manual Revisions

STAFF RECOMMENDATION

It is recommended that the Board of Directors: Approve revisions to the Personnel Manual,
as presented.

COMMITTEE RECOMMENDATION

Committee recommends (To be determined at Committee Meeting)

SUMMARY

Proposed revisions to the Personnel Manual are being presented for review and approval.
The Personnel Manual is reviewed by the Human Resources Team, the General Manager
and Labor Counsel. Due to recent laws in effect as of January 1, 2024, updates to the
Personnel Manual are necessary and those sections are included in the proposed revisions.
In addition, during the review process, there were additional sections that Labor Counsel
recommended. Human Resources also made revisions based on consistency with current
business practices, clarification, and redundancy.

Attached is the Redlined version of the Personnel Manual for review and consideration.
Staff has outlined changes to the Personnel Manual referencing page numbers and title of
section. Please note that significant changes to the Personnel Manual are specifically noted
however, punctuation, grammar, spelling, etc. are not.

Budgeted: [ 1 Yes [ ] No | Budgeted amount: NA Core: Choice: [

Action item amount: NA Movement between funds: [ Yes [J No
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Page 2

DETAILED REPORT

The following outlines the recommended changes to the Personnel Manual:

Page 3 PURPOSE & MWDOC WORKPLACE GOALS
¢ Revised language.
e Added language at the beginning of the document to contact Human Resources
and removed the redundancy in other sections throughout document.

Page 5 THE MUNICIPAL WATER DISTRICT OF ORANGE COUNTY
e Revised number.
Page 6 SELECTION OF EMPLOYEES
e Revised language for clarification.
Pages 6 & 7 INTRODUCTORY PERIOD
o Revised language for clarification and consistency with current business practice.
Page 7 REGULAR FULL-TIME EMPLOYEES
¢ Revised language for clarification.
Page 7 REGULAR PART-TIME EMPLOYEES
e Added language for clarification and consistency with business practice.
Page 8 INTERNS
¢ Revised language for consistency with current business practice.
Page 9 RECORD OF WORK HOURS
¢ Revised language for clarification and consistency with current business practice.
Page 9 OVERTIME
¢ Revised language for consistency with current business practice.
Page 11 TELECOMMUTING
¢ Revised language for consistency with current business practice.
Page 11 PAYROLL DEDUCTIONS
¢ Revised language for clarification.
Page 11 COMPENSATION AND BENEFITS SURVEYS AND PAY
STRUCTURE

¢ Revised language to be consistent with current practice.

Page 12 ANNUAL MERIT INCREASES
¢ Revised language for clarification.
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Page 3

Page 12 PERFORMANCE APPRAISAL
e Revised language for consistency with current practice.

Pages 12 & 13 PERFORMANCE CRITERIA AND DEFINITIONS
e Revised to include ratings consistent with current practice.

Pages 16 & 17 EMPLOYEE ASSISTANCE
e Revised language for clarification.

Page 17 EMPLOYEE RECOGNITION PROGRAMS/SERVICE
AWARDS/EMPLOYEE TEAM EXCELLENCE
¢ Revised language for consistency with current business practice.

Pages 17 to 21 PAID SICK LEAVE/MANDATORY PAID
SICK/LEAVE/REPRODUCTIVE LOSS EVENT LEAVE
e Revised language in compliance with Healthy Workplace Healthy Family Act
(AB1522) and recent mandates.

Pages 22 & 23 LONG-TERM DISABILITY LEAVE
e Revised language to be consistent with current business practice and
clarification.

Page 27 MEDICAL CERTIFICATION
¢ Deleted language for consistency and clarification.

Page 31 MILITARY LEAVE
e This section was moved to the current section.

Page 31 VOTING LEAVE
e Labor Counsel added this section.

Pages 32 & 33 LEAVES RELATED TO DOMESTIC VIOLENCE, SEXUAL
ASSAULT, OR STALKING/CRIME VICTIMS’ LEAVE/LEAVE FOR
ORGAN AND BONE MARROW DONATION/SCHOOL ACTIVITY
LEAVE
e Labor Counsel added these sections.

Page 34 & 35 KIN CARE LEAVE
e Labor Counsel added this section.

Page 35 PERSONAL LEAVE OF ABSENCE WITHOUT PAY
e Revised language for consistency with business practices and defer to benefits
administrator guidelines.

Page 35 & 36 EXECUTIVE LEAVE
¢ Revised title and language to be consistent with intent of the leave.

Page 37 OTHER LEAVES
e Labor Counsel added language.
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Page 38 MILITARY LEAVE
e This section was moved to page 31.

Page 40 MEDICAL DENTAL AND VISION INSURANCE
¢ Revise language for clarification.
o Deleted language that is addressed elsewhere in appropriate section.

Pages 40 & 41 HEALTH SAVINGS ACCOUNT (HAS)
¢ Revised language for clarification.

Page 41 LIFE INSURANCE
e Deleted duplicate language and made revision for clarification.

Page 42 10 YEARS OF SERVICE
¢ Revised language for clarification and reorganized bullet point.

Page 45 RETIREMENT PROGRAMS/MEDICARE COVERAGE
¢ Added language for clarification regarding participation in Social Security.

Page 45 DEFINED CONTRIBUTION PENSION PLAN
o Deleted repeat language elsewhere in the document.

Pages 46 & 47 CALIFORNIA PUBLIC EMPLOYEES RETIREMENT SYSTEM
(CALPERS)
¢ Revised language for consistency and deleted language repeated elsewhere in
document.

Pages 48 & 49 CELL PHONE ALLOWANCE
¢ Revised language for clarification.

Page 49 UNIFORMS/TOOLS-FIELD PERSONNEL
¢ Revised language for clarification and consistency with business practices.

Pages 51 to 53 AUTOMOBILE ALLOWANCES
¢ Revised language for clarification.

Page 53 MWDOC DIRECTORS/DISABILITY LEAVE
¢ Revised language for clarification.
Page 54 WORKERS COMPENSATION (WORK-RELATED ILLNESS OR
INJURY)

¢ Revised language for clarification.

Page 55 FLEXIBLE BENEFITS SPENDING PLAN/HEALTH SAVINGS
ACCOUNT (HSA)/LIFE INSURANCE
¢ Revised language for clarification.
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Page 57 DEFINED CONTRIBUTION PENSION PLAN (401A-MONEY
PURCHASE PENSION PLAN)
e Deleted language.

Page 58 MWDOC-MET DIRECTOR BENEFITS/DISABILITY LEAVE /SHORT-
TERM DISABILITY LEAVE
o Deleted language as it is not applicable.

Pages 60, 62 & 63 EQUAL OPPORTUNITY EMPLOYMENT & PROHIBITION AGAINST
DISCRIMINATION AND HARASSMENT/SEXUAL HARASSMENT

e Labor Counsel revised.

Page 66 GRIEVANCE STEP 4
e Labor Counsel revised.

Page 69 CORRECTIVE ACTIONS
e Labor Counsel revised.

Page 70 DRUG AND ALCOHOL-FREE WORKPLACE/GENERAL
PROHIBITION AGAINST USE OR POSSESSION/DRUG &
ALCOHOL TESTING
e Labor counsel revised based on recent law changes.

Pages 72 & 73 POST-ACCIDENT TESTING/RETURN TO DUTY
TESTING/PROCEDURES FOR DRUG TESTING
e Labor Counsel revised based on recent law changes.

Pages 74 & 75 INTERNET USE/PASSWORDS AND SECURITY MEASURES

e Added new section addressing internet use and revised language regarding
passwords and security measures.

Page 76 ARTIFICIAL INTELLIGENCE (Al) TECHNOLOGIES
e Added new section addressing Al.
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Page 6

ALIGNMENT WITH BOARD STRATEGIC PRIORITIES

[0 Clarifying MWDOC’s mission and role; defining [0  Work with member agencies to develop water

functions and actions. supply and demand objectives.

[0 Balance support for Metropolitan’s regional 1 Solicit input and feedback from member
mission and Orange County values and interests. agencies.

[] Strengthen communications and coordination of Invest in workforce development and succession
messaging. planning.

Additional Comments:

BOARD OPTIONS

Option #1:  Approve revisions to the Personnel Manual, as presented.
Fiscal Impact: NA

Option #2: Do not approve the proposed revisions, as presented.
Fiscal Impact: NA

List of Attachments/Links:
Attachment 1: Personnel Manual

Page 50 of 242


https://www.mwdoc.com/meetings/board-meetings/

>¢

MWDOC

PERSONNEL MANUAL

Effective date: Japuwary18—20234-March 20, 2024
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PERSONNEL MANUAL
Effective Date: January-18,-2023March 20, 2024

1000 INTRODUCTION 1000 - 1600

1100 PURPOSE & MWDOC WORKPLACE GOALS

This Personnel Manual is intended to provide important information, guidance and insight
into the work culture of MWDOC and the policies, benefits and behavioral expectations of the
organization. l-may-net-be-yourmestexeiting read-of the-yearbut-tThe guidance is essential
for yeu-and-MWDOGC-employees to improve and excel. And that is at the heart of MWDOC’s
workplace goals. In order to maximize value to Orange County, Southern California, our Staff
and Directors, the workplace needs to support the professional growth and personal
development of everyone in our organization. This requires the commitment of all involved
and an emphasis on continuous improvement. It also requires that we respect each other
and adhere to fundamental rules of behavior.

If you have any guestions, need clarification or additional information on any of the content
contained herein, please contact Human Resources.

1200 PERSONNEL MANUAL ORGANIZATION

There is a very diverse set of information, policies and procedures in this manual. They have
been organized into four main sections beyond this introductory piece.

> Rules & Definitions (Section 2000)

> Benefits (Section 3000)

> Policies, Protections & Process (Section 4000)
> Behavior & Consequences (Section 5000)

1300 EMPLOYEES AND DIRECTORS

Different portions of this manual apply to Employees, Directors, the General Manager and
our associated partners including consultants, contractors and vendors. We have attempted
to make the distinctions clear where they exist. For example, the benefits available to
MWDOC Directors are distinctly different from those available to MWDOC Employees. In
addition, the grievance and corrective action process is different for Employees, the General
Manager and Directors. Specifically, grievances against the GM or a Director are made to
the President of the Board, Executive Committee or the entire Board of Directors. The Board
always retains the authority to discipline itself.

The MWDOC Board of Directors (Board of Directors, Board, Directors Board Members) and
the MWDOC Metropolitan Water District Directors (MWDOC-MET Directors) are considered
employees and therefore Director compensation is subject to Social Security taxation.

Directors are eligible to participate in a qualifying public retirement system in accordance
with IRS guidelines and are eligible for benefits in accordance with applicable statutes and
District policies. In addition, Directors are subject to sections in the Personnel Manual related
to conduct and decorum. In all other aspects, Directors shall be subject to the laws and
regulations as applicable to such officials.

3
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PERSONNEL MANUAL
Effective Date: January-18,-2023March 20, 2024

1400 ADMINISTRATIVE CODE & CONTRACTS MANUAL

The Personnel Manual is one of three documents that primarily establishes the rules for
MWDOC personnel (outside of local, state, and federal law).

The Administrative Code is the codification of the organization and operation of MWDOC. At
its most basic level, the Administrative Code identifies the Board of Directors as the policy
setting body which also hires the General Manager. The General Manager is responsible for
the Employees and operation of the organization.

Particularly relevant to the Personnel Manual are the Administrative Code sections covering
Ethics (Chapter 7). There is significant interplay between Ethics in the Administrative Code
and some of the provisions in Sections 4000 and 5000 of the Personnel Manual (i.e., Section
5100 Standards of Conduct, Section 4102 Prohibition Against Discrimination and
Harassment, Section 4200 Grievance Procedure, Section 5101 Corrective Actions).

The MWDOC Contracts Manual outlines specific policies and procedures the Board of
Directors has adopted relative to contracts and procurements. Those policies and
procedures are outlined in the Administrative Code (Sections 8000 through 8004).

1500 LEGAL DISCLAIMERS

This Personnel Manual describes policies as set by the Board of Directors of the Municipal
Water District of Orange County. These policies supersede any preceding or contradictory
policies except where expressly authorized by the Board. This Manual is not a guarantee,
expressed or implied, of continued employment for any specific duration. These policies are
intended to be in compliance with applicable law and should be interpreted as such.

MWDOC reserves the right to make changes to this Personnel Manual and to any
employment policy, practice, work rule, or benefit, at any time without prior notice. Except as
otherwise provided in this Personnel Manual, no one has the authority to make any promise
or commitment contrary to what is in this Personnel Manual.

Employees are responsible for knowing about and understanding those changes once they
have been disseminated. MWDOC also reserves the right to interpret the provisions of this
Manual. For this reason, employees should check with the-Human Resources to obtain
information regarding specific employment guidelines, practices, policies, or procedures.

In addition, this Personnel Manual is not intended to cover all possible situations that may
arise in your employment relationship with MWDOC. This Personnel Manual is the property
of MWDOC, and it is intended for the personal use and reference by employees of MWDOC.

This Personnel Manual is designed to help employees get acquainted with MWDOC. It
describes some of the basic terms and conditions of employment with MWDOC.

4
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PERSONNEL MANUAL
Effective Date: January-18,-2023March 20, 2024

Employees should sign the acknowledgement form at the back of this Personnel
Manual, tear it out, and return it to Human Resources. This will provide MWDOC with a
record that each employee has received this Personnel Manual.

1600 THE MUNICIPAL WATER DISTRICT OF ORANGE COUNTY (MWDOC)

The Municipal Water District of Orange County (MWDOC) was formed by Orange County
voters in 1951 under the Municipal Water District Act of 1911. Today, MWDOC is
Metropolitan Water District of Southern California’s (MET’s) third largest member agency,
providing and managing the imported water supplies used by over 2-million residents in
Orange County.

The Municipal Water District of Orange County (MWDOC) is an independent public water
agency that serves Orange County’s regional imported water wholesaler. Our efforts focus
on sound planning and appropriate investments in water supply development, water
reliability, water resources management, and water use efficiency, public information,
legislative advocacy, water education, and emergency preparedness. MWDOC's service
area covers all of Orange County, with the exception of the cities of Anaheim, Fullerton and
Santa Ana. We serve Orange County through 278 member agencies who in turn provide
water to the public.

MWDOC is governed by a seven-member Board of Directors. Each Director is elected by the
public to represent a specific portion of Orange County. MWDOC also appoints four
representatives to advocate the interests of Orange County on the Metropolitan Board.
MWDOC holds key leadership positions on the MET Board of Directors that oversee policy
development, finances, strategy and implementation.

The General Manager is directly responsible to the Board of Directors for the administration
of policies established by the Board.

5
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PERSONNEL MANUAL
Effective Date: January-18,-2023March 20, 2024

2000 RULES & DEFINITIONS 2100-2310

2100 EMPLOYMENT

The Municipal Water District of Orange County is an at-will employer and as such,
employment with the District is without a specified term and may be terminated at the will of
either the District or the employee, with or without cause and with or without prior notice to
the other. Employees of the District are not entitled to due process procedures, hearings, or
any so-called Skelly rights related to their employment. This policy of employment at-will can
be changed only in a formal written contract signed by the employee and an authorized
representative of the Board of Directors. No other representative of the District has any
authority to make any agreement contrary to the foregoing.

2101 SELECTION OF EMPLOYEES

All persons considered for employment with the Municipal Water District of Orange County
must be qualified to perform the duties of the position for which they are employed. All new
Eemployees,-in-certain-classifications; after receiving a conditional offer of employment, will
be required to complete a pre-employment job-related medical examination consistent with
business necessity and, based on the safety sensitive nature of their job duties, a pre-
employment drug screening before reporting for work. All employees shall be required to
affirm Section 3, Article 20, first paragraph of the Oath of Allegiance pursuant to State law.

As required by law, all new employees must provide necessary documentation to prove
identity and the right to work in the United States in accordance with federal and state laws.
Failure to provide such documentation in a timely manner will result in disqualification from
selection and is grounds for immediate termination.

2102 INTRODUCTORY PERIOD

The first six months of employment with the District represents an introductory period during
which newly hired employees can demonstrate that they can meet the requirements of their
position. This period may be extended upon notice by the supervisor to the employee. This
period may also be waived, upon the General Manager’'s approval, when an employee is
converted from temporary or intern status to full-time status. During this period, work habits,
performance and attendance will be reviewed by the employee's supervisor and appropriate
management staff, and written performance appraisal reports may be completed.

A newly hired employee shall become a regular full-time or part-time employee only upon
receipt of written confirmation from the supervisor and appropriate management staff that
this introductory period has been satisfactorily completed.

During this review period, an employee is not eligible to take paid vacation time. Employees

who successfully complete their introductory period may be eligible for a salary increase,
based on performance during the introductory period. This is not automatic and will be
reviewed on a case-by-case basis and approved by the General Manager.-orreceive-a-

6
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PERSONNEL MANUAL
Effective Date: January-18,-2023March 20, 2024

: - The employee's original date of hire will be the anniversary date
for computation of salary and benefits.

Successful completion of this initial six-month evaluation period in no way changes or
modifies the employee’s at-will status with the District.

2103 REGULAR FULL-TIME EMPLOYEES

An employee who has satisfactorily served the required six-month introductory period, who is
regularly scheduled to work at least 32 hours per week in an established position on a
regular basis is considered a regular full-time employee. Such employees are eligible for full
benefits as provided herein; although, benefits asrequired-by-law-shall be provided
consistent with the-requirements of the law.

Regular full-time employees who have worked less-than 40 hours per week (i.e. 32 to 39
hours per week) on a regular basis accrue paid leaves predicated on the number of hours
worked and are eligible for holiday pay on a pro-rated basis, only if the holiday falls on a
regularly scheduled workday.

No employee hired to work a 40-hour workweek can reduce their work schedule without
written approval of the General Manager.

2104 REGULAR PART-TIME EMPLOYEES

An employee who regularly and customarily works less than 32 hours per week is
considered a regular part-time employee and is not eligible for any benefits other than those
mandated by law. Regular part time employees working 20 hours or more per week (1,000
hours or more in a fiscal year) are enrolled in CalPERS.

2105 TEMPORARY EMPLOYEES

An employee serving in a position in which the requirements of the services performed are of
a temporary nature shall be classified as a temporary employee for a period not to exceed
twelve months. This classification includes, but is not limited to, personnel employed for
seasonal peak workloads, emergency extra workloads, necessary vacation or leave of
absence relief, or special investigative study workloads. Temporary employees are not
eligible for any benefits other than those mandated by law.

2106 LIMITED-TERM EMPLOYEES

A limited-term employee is an individual who is temporarily employed by entering into an
employment contract for a specified period of time as approved by the Board of Directors.
Limited-term employees are eligible for benefits as provided for in the employment contract.
All limited-term employment contracts and renewals require Board approval.

2107 INTERNS

7
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PERSONNEL MANUAL
Effective Date: January-18,-2023March 20, 2024

The District’s Internship Program is designed to meet specific limited-term organizational
needs while providing meaningful training and work experience for college students pursuing
academic studies. The District will recruit and hire interns based on authorized budget
expenditures and a specific purpose, program and project in accordance with the District’s
strategic goals and objectives and in accordance with the intern policy guidelines. Interns
may be employed for a period of up to six months after their graduation. Interns are not
eligible for benefits except as required by law. An intern’s pay rate is established based on
the District’s classification schedule-and-in-accordance-with-theirlevelin-coliege. Upon
completion of one year of employment/service, interns may be eligible for a pay increase
based on the recommendation of their supervisor or department head upon the discretionary
approval of the General Manager. Interns are not eligible for merit increases on the same
basis as regular full-time and part-time employees.

For employees that transition from Part-Time, Temporary, Limited-Term or Intern status to
Full-Time, the actual date of hire to Full-Time status will be the anniversary date for
computation of leave accruals. Benefits will go into effect in accordance with the policies of
the Benefits Administrator.

2200 WORK HOURS, WORKWEEK AND OVERTIME

2201 WORKWEEK

The legal definition of a workweek, as defined pursuant to the Fair Labor Standards Act
(FLSA) is any consecutive 168-hour (equivalent to 7 days) period. For purposes of defining
the legal workweek, the official workweek for all employees on a standard schedule shall
begin at 12:01 a.m. each Monday and end at Midnight the following Sunday.

For all employees working a 9/80 work schedule, their legal workweek shall begin exactly
four hours into the 8-hour shift on the day of the week which constitutes their alternating
regular day off. 9/80 employees should note that their timesheets will reflect the District’s pay
period and not the legal workweek for overtime calculations.

2202 REST PERIODS

Employees are allowed rest periods not to exceed 15 minutes during each four consecutive
hours of work. The time of each employee's rest period will be determined by the department
supervisor. Rest periods shall be considered hours worked but employees shall be relieved
of all duties and responsibilities during breaks.

2203 LUNCH PERIODS

Lunch periods are unpaid and shall be staggered to permit the office to remain open during
the lunch period. Any employee who works for at least five (5) hours in a werk-dayworkday is
required to take a thirty (30) minute lunch within the first five (5) hours of work, and
employees who work more than ten (10) hours in one day are eligible for a second meal
period. An employee who works less than six (6) total hours in a day may waive such unpaid
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meal period. All other employees must take a thirty (30) minute lunch break within the first
five (5) hours of the workday. Meal periods shall be duty-free with no restrictions placed on
such periods.

2204 RECORD OF WORK HOURS

All employees must record their time worked on a standard electronic time sheet for payroll
purposes. Each employee is responsible for the daily recording of all time worked and
reported as sick, vacation, etc., and for allocateing the hours to the appropriate time codes.
Timesheets are to be submitted electronically by 10:00 a.m. every Monday, unless requested
earlier. Employees are responsible for reviewing their time records and confirming that their
paychecks accurately reflect the actual hours worked.

Supervisors are also responsible for reviewing all time records submitted by subordinates.
An employee must report time-sheet or paycheck errors immediately in-writing-te-the-Human-
Reseourcesto the Payroll Department. Any pay correction will be included in the pay period for
the time period in which the correction occurred, unless otherwise stated at the time of the
correction.

Making any false statement in connection with time or payroll records and continuous errors
may result in immediate discharge or other discipline.

2205 OVERTIME

As a governmental agency, the District is obligated to be in compliance with the
requirements of the federal Fair Labor Standards Act (FLSA), and it shall be applied to all
employees as defined as Exempt and Non-Exempt (See District Salary Schedule). The
FLSA does not require overtime to be paid for hours worked over eight in a day. FLSA
overtime is required only when the work actually performed exceeds 40 hours in the legal
workweek — defined as a consecutive 168 hour period. For employees working a 9/80 work
schedule, their workweek shall begin exactly four hours into their eight hour shift on the day
of the week which constitutes their alternating regular day off. Contact the Payroll
Department Human-Resoudrees-if you have questions regarding the calculation of overtime.
Non--eExempt employees can accrue a maximum of 40 hours of compensatory time.

Overtime must be approved by the Supervisor prior to working. However, all overtime hours
in excess of the allowable maximum will be paid, regardless of prior approval.

For purposes of defining overtime, employees are identified by the following two categories:

22051 Non-exempt employee
Any employee may be directed to work in excess of the regular workday by the General
Manager or their supervisor. The District will pay all Non-Exempt employees at the rate of
one and a half times the regular rate of pay for all hours physically worked in excess of 40 in
a workweek. Because paid leave hours (vacation, holiday, sick leave, bereavement leave,
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jury duty, etc.) do not constitute hours actually worked, they will not be included when
assessing overall hours in a workweek in the overtime calculation.

Non-exempt employees shall receive cash reimbursement or Compensatory Time Off (CTO)
accrual. Maximum total accrued for any eligible employee shall not exceed forty hours.

2205.2 Exempt employee
Exempt employees are not eligible for additional compensation or compensating time off for
hours worked in excess of 40 hours in the designated workweek and arerequired to work the
hours necessary to fulfill the responsibilities of the position. Exempt employees are
executive, administrative or professional employees and perform office or non-manual work
and perform one or more of the exempt duties of an executive, administrative or professional
employee, in accordance with the Fair Labor Standards Act guidelines.

Exempt employees shall not be subject to docking of pay for absences of less than a full day,
except as provided by law. However, pursuant to District’s sick leave policy, sick leave
balances will be charged for absences greater than four hours in a work day.

2206 PAYMENT OF OVERTIME IN EVENT OF SEPARATION

In accordance with the Fair Labor Standards Act (FLSA), the use of accrued compensatory
time to extend employment when an employee has actually vacated a position due to
termination is not considered employment. Therefore, an employee separating from
employment with the District who has performed authorized overtime service for which
he/she has not been compensated as provided for, shall be paid at the employee's last
regular rate of pay for such accrued service or the average regular rate of pay that the
employee received during his last three years of employment, whichever is higher.

2207 MAKE-UP TIME

If a Non-Exempt employee needs to take time off for personal reasons and desires to make
up the time rather than be docked or have the time charged to the appropriate accumulated
leave balance, said employee may make up the time, with the approval of the employee's
supervisor, provided said time is made up within the workweek in which the time off was
taken and provided that making up such time does not cause the employee to exceed 40
hours in a workweek.

2208 HOLIDAY TIME

An employee may be required to work on a holiday, if approved at the discretion of the
General Manager. Any employee working on a District-recognized holiday will be
compensated at the employee's hourly rate in addition to any holiday pay he or she may
otherwise receive. See the District Holiday policy section.

2209 TELECOMMUTING
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Employees may work a hybrid work schedule depending on the suitability of their job. Hybrid

work schedule is determlned bv the General Manaqer aFeLFeqH#edJee—peFﬁeFmJeheiHebL

2300 PAY PRACTICES

2301 PAYDAYS

District paydays will be every two calendar weeks. Paychecks will be inclusive of pay for all
hours in the two preceding calendar weeks. In the event a payday falls on a holiday, the
direct deposit or paycheck will be distributed on the day prior to the holiday.

2302 PAYROLL DEDUCTIONS

Payroll deductions are taken from the pay of all employees in compliance with all mandated
state and federal laws based on employee’s earnings, marital status, and number of
exemptions claimed. Payroll deductions also include required pension and health and
welfare benefits and employee voluntary contributions. Garnishments will be applied only as
required by law. Empleyees-hired-after Aprit-1,-1986-arerequired-to-contribute-to-Medicare
tax is withheld as mandatedand-payrol-deductions-are-made-accordingly-.

2303 COMPENSATION AND BENEFITS SURVEYS AND PAY STRUCTURE
ADJUSTMENTS

The compensation philosophy guiding the District's decisions related to employee
compensation and benefits is that of desiring to provide salary ranges and benefit practices
that are competitive with market practices. In conducting compensation_surveys, the District
establishes its salary ranges by considering the median of the marketplace. In administering
benefits surveys, the District considers prevailing and emerging practices related to the
District’s labor market. This approach has been adopted in an effort to attract and retain the
best available staff and continue in its commitment to quality service to the District's member
agencies.

Human Resources shal-conducts a planned pay structure adjustment survey in Nevember-
February of each year of the direct labor market agencies to determine the percentage
adjustment to the Pay Structure ranges for the upcoming fiscal year to go into effect July 1.

A comprehensive compensation and benefits survey shall be conducted every three years to
evaluate market practices and job grading. Human Resources may conduct interim market
analyses for newly established or modified job classifications between the comprehensive
annual reviews.

2304 ANNUAL MERIT INCREASES
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Merit increases for regular full-time and part-time employees are granted, in part, in
proportion to an employee’s demonstrated job performance and current placement within the
employee’s salary range. Supervisors and managers will establish performance standards
and communicate these expectations to each of their staff. In addition, supervisors and
managers will engage in a discussion with each employee concerning his or her
performance during that employee’s performance review process.

2305 MERIT GUIDELINES

The amount of each merit increase will be determined, in part, by the performance of the
employee, as documented on the Performance Appraisal. The performance review should
provide a fair and accurate evaluation of the employee’s performance in the preceding fiscal
year.

2306 PERFORMANCE APPRAISAL

The purposes of the performance appraisal process is to provide employees with an
understanding of personal goals, reasonable standards of performance and timehy-frequent
feedback and communication to facilitate professional improvementdevelopment. The
emphasis is on growth and improvement with coaching to modify behavior instead of
corrective or disciplinary actions. This is a two-way communication process between the
employee and supervisor and a collaborative engagement based on past performance but
focused on future actions. The performance appraisal can result in the development of
Performance Improvement Plans.

Newly hired or promoted employees will be appraised at six months from date of hire for
position. Thereafter, employees will have regular check-ins with their manager to discuss
goals, objectives, development and performance consisting of a formal mid-year check-in

and an end of year check-in (end of fiscal year) perfermance-willbe-appraised-annually-
dunng%h&men%h&e#dtm&andmlmy—consstent W|th the tlmlng of the annual merit increase

2307 PERFORMANCE CRITERIA AND DEFINITIONS

Performance criteria should be tied to specific employee goals and serve to provide ongoing
feedback throughout the fiscal year. While the District reserves the right to modify the
performance criteria, an example criteria framework includes:
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Rating Name Definition
Exceptional Consistently delivers outcomes rarely achieved by others. Always

exceeds standards. This rating is a special commendation for the
employee who offers truly outstanding overall performance.

Consistently exceeds expected job requirements and frequently
surpasses established goals. Delivers outcomes that are superior
majority of the time. This rating recognizes overall performance that
consistently exceeds standards.

Exceeds
Expectations

Successful Consistently achieves expected job requirements and established
goals. Employee is a solid contributor to the success of the
department/MWDOC agency by completing expected outcomes.

Meets many, but not all established goals and job requirements.
Outcomes are generally less than expected, with improvement
required in one or more specific area affecting their performance or
behavior.

Below
Expectations

Unacceptable Work does not meet job expectations in most, if not all, areas. This is
considered a rating where significant improvements are
immediately required in overall performance or behavioral
areas/soft skills.

2308 MERIT INCREASE PROCEDURES

Merit increases become effective the first full pay period following July 1. Employees, with
the exception of the General Manager, with a minimum of six full calendar months of
employment with the District may be eligible for merit increase consideration. Merit
increases, within the established salary ranges, are not automatic, but will be granted based,
in part, upon employee performance and budgetary considerations, as determined by the
General Manager.

Merit increases will be granted within the established Salary Range only. If an employee has
reached the maximum rate of the Salary Range, the employee's salary shall be frozen
(remain unchanged) until such time that the Board of Directorsapproves a salary range
adjustment that would result in the employee’s pay rate being less than the range maximum.
In the event that the employee is paid at the maximum rate of the salary range any additional
compensation that is paid would be at the General Manager’s discretion to grant in the form
of a lump sum performance payment in accordance with the merit increase guidelines.

2309 PROMOTIONS
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A promotion is defined as the movement of an employee from one classification to another
classification in a higher salary range, i.e. Administrative Assistant to Senior Administrative
Assistant. An employee who is promoted will receive, at the discretion of the General
Manager, a promotional salary increase at least to the salary range minimum. The General
Manager may, however, grant greater increases.

A promoted employee will be required to serve a six-month review period in the new position;
retention of the employee in the promoted classification may be determined at any time
during this review period. The six-month review period will have no effect on the timing of the
promoted employee's annual salary review for merit consideration or salary range
adjustments. If the promoted employee fails this review period, he or she would not have the
automatic right to return to his/her former classification, unless there is a vacant position in
said former classification. If an employee is returned to his/her former classification, the
employee will return to their original pay status in the former classification.

2310 POSITION RECLASSIFICATION

A position reclassification is the change of a position from one salary range to another salary
range and will be implemented under the General Manager’s authority in the management of
the District.

If an employee is in a position that is reclassified to a higher salary range, the employee will
maintain his/her current salary rate unless his/her current salary rate is below the minimum
salary of the new range, in which case the employee will, at the discretion of the General
Manager, be eligible to receive the beginning salary in the new range.

If an employee is in a position that is reclassified to a lower salary range, said employee will
be placed at a salary level within the lower range at the discretion of the General Manager.
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3000 BENEFITS 3000 - 3706

3100 EMPLOYEE BENEFITS

3101 VACATION

In order to realize the full benefit and purpose of a vacation policy, employees are
encouraged to take at least a portion of their annual earned vacation time off each year, in a
block of time preferably five consecutive working days. The scheduling of an employee's
vacation time or the extension of accrued vacation beyond the designated 12-month accrual
period will be at the discretion of the General Manager based on the needs of the District.

31011 Accrual Rate
Regular full-time employees working 40 hours per week shall earn vacation time off with pay
in accordance with the following schedule. Employees working less than 40 hours a week
but more than 32 hours per week, shall accrue vacation on a prorated basis.

Part-time employees who later convert to full-time employees will begin to accrue vacation
time beginning on the date of their full-time status. No vacation credit will be earned during
any pay period an employee is absent without pay. Regular full-time employees who are
temporarily working part-time may accrue vacation leave on a prorated basis, at the District's
discretion. When an approved holiday falls within a vacation period, an employee on
vacation shall be entitled to the holiday and will not be required to use vacation hours that
day.

Years of Service Hours Earned Biweekly Yearly Equivalent

Beginning with 1stYear 3.08 80 Hours

Beginning with 41" Year 4.62 120 Hours

Beginning with 11" Year 5.23 136 Hours

Beginning with 15t Year 6.15 160 hours

Beginning with 20" Year 6.46 168 hours
3101.2 Accrual Cap

Once an employee’s vacation accrual reaches twice his or her yearly annual accrual rate, the
employee shall cease being eligible to accrue further vacation until such time as the accrual
drops back below that figure. The General Manager maintains discretion to approve the
raising of the accrual cap or authorize partial payout of accrued amounts to reduce below the
maximum accrual. Unused vacation will be paid out to an employee, or his or her designated
beneficiary, at the time he or she separates from employment based on the individual's then-
current rate of pay.

3102 HOLIDAYS

All eligible regular full-time employees are granted the following paid holidays (total of 12
days/96 hours). In order to be entitled to holiday pay, an employee must be eligible for full
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pay for the scheduled workday both before and after said paid holiday. The following dates
are recognized District holidays:

New Year’s Day January 1
Martin Luther King Day 34 Monday in January
President’s Day 3"dMonday in February
Memorial Day Last Monday in May
Independence Day July 4
Labor Day First Monday in September
Veteran’s Day November 11
Thanksgiving 4t Thursday in November
Day after Thanksgiving 4t Friday in November
Christmas Eve December 24
Christmas Day December 25
One Floating Holiday Designated by the employee each year

The granting of holiday pay does not guarantee any employee the day off. The General
Manager may elect to maintain a minimum staff on any holiday.

(Rev, Board approved-2/15/2023)

3103 HOLIDAYS OCCURRING ON A DATE SCHEDULED OFF

When a paid holiday falls on a Sunday, the following Monday shall be deemed the holiday.
When a paid holiday falls on a Saturday, the preceding Friday shall be deemed the paid
holiday. When a paid holiday falls on an employee’s scheduled day off per the modified work
week schedule, the employee will receive eight hours of CTO accrual in lieu of the following
day off.

If the floating holiday is not used within the calendar year it will be credited to the employee’s
CTO or vacation accrual.

3104 EMPLOYEE ASSISTANCE PROGRAM (EAP)

The EAP provides confidential, professional assistance program-for-use when personal
problems affect an employee’s life and work. The program provides information,
consultation, and counseling for employees, dependents, and domestic partners, as well as
offering-training and consultation to management.

The EAP encourages employees to use services early in the progression of a problem
before situations significantly impact work. This is accomplished by promoting service for
“normal problems in living” such as relationships, stress, legal and financial problems, career
concerns, anxiety and depression. The EAP also services more serious concerns such as
alcohol and drug problems, family violence, and threats of suicide. This benefit is provided
for all regular full-time employees. The District pays for the monthly premiums as determined

bv the Board and in accordance with msurance pollcv guidelines. Ihe—Drsmet—MH—pay—ar
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Beoard-and-in-accordance-with-insurance-policy-guidelines—This benefit goes into effect on

the first day of the month following 30 days of service.

= H R : ditional inf ion.

3105 EMPLOYEE RECOGNITION PROGRAMS

31051 Service Awards
The Service Award Program is designed to formally recognize all regular full and part--time
employees for continuous years of dedicated service with the District. Employees will be
formally-recognized at completion of five-years of service and at five-year increments
thereafter. Upon EeueWInchompletlon of the required years of service, an emplovee |s
recognized at either a
Board or staff meeting during the employee S anniversary month

At completion of five years, the employee will be granted one compensation day (8 hours) to
be used within the following 12 months. At completion of ten years and every five years
thereafter, the employee will be granted two compensation days (16 hours) to be used within
the following 12 months. These compensation days will be allocated to CTO ervacation
accrual if not used within the 12 month period._Eligible employees will select a qgift card of
their choice to be purchased by HR, not to exceed the value of $10 per year of service (i.e.,
5 years = $50, 10 years years = $100, etc.)

3105.2 Employee/Team Excellence
This program has been established to recognize euistanding-District employees, encourage
teamwork and acknowledge contributions to the District. The goal is to encourage quality
work, continuous improvement, teamwork, efficiency, customer service, and a high level of
dedication. The program recognizes that District employees are the source of our strength,
reputation, and innovation.

Recipient/s will receive recognition at either a District Staff meeting or Regular Board
Meeting by-way-ofan-Outstanding-Performance-Certificate-and either a gift card of choice er
cheek-up to a maximum of $200 for individuals, and larger awards to departments or groups,
as determined by the General Manager. Based upon the act or accomplishment, the General
Manager may grant a special award of up to $1,000.

Award amounts over $25 are taxable in accordance with IRS guidelines.

3200 LEAVE PROVISIONS

3201 PAID SICK LEAVE

Paid sick leave is granted as a benefit to eligible regular, full-time employees to be used for
ress-orinjury-the employee or a family member, for preventive care or diagnosis, care or
treatment of an existing health condition, or for specified purposes if the employee is a victim

of domestic violence, sexual assault or stalking. It is not to be used as vacation or an earned
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right to time off from work. Eligible employees_begin immediately accruing leave at the start
of employment and are entitled to use this sick leave following completion of thirty days of
employment.-

Employees on sick leave will be paid from their accumulated sick leave hours. After
employees have exhausted five days or 40 hours of sick leave per year; Efor any absences
of five working days or more, a request for leave and/or a medical certification, stating
expected date of return, must be submitted to Human Resources. Upon return to work, a
written doctor’s release must be submitted to Human Resources. Sick leave may also be
used to attend to the iliness or injury, or due to medical and dental office appointments, of an
employee’s immediate family member. For purposes of this section, immediate family
member shall mean the employee’s spouse, child_(a biological, adopted, or foster child,
stepchild, legal ward, or a child to whom the employee stands in loco parentis), parent_(a
biological, adoptive or foster parent, stepparent, parent-in-law, or legal guardian of an
employee or the employee’s spouse or registered domestic partner, or a person who stood in

Ioco parentls when the emplovee was a mlnor chlld) Feglstereetdemesnc—pa:tner—epan%

siblings, R
JrH—Ia\ﬁf—atlordrgrandparents and a deS|qnated person WhICh iS a- person |dent|f|ed by the
employee at the time the employee requests paid sick days. Additionally, sick leave may be
used for an employee who is a victim of domestic violence, sexual assault or stalking.

32011 Method of Accrual
Regular, eligible full-time employees working 40 hours per week shall accrue 3.69 hours
(equivalent to 96 hours per year) of sick leave with pay for each biweekly pay period of
service. -Eligible employees working less -than 40 hours per week shall accrue sick leave on
a prorated basis, but shall accrue at least 24 hours of sick leave by the 120th calendar day of
employment and 40 hours by the 200th calendar day of employment.. An employee on leave
of absence without pay shall earn no sick leave during the absence without pay. Employees
on a leave of absence and or temporarily working part-time due to a medical disability shall
accrue sick leave on a prorated basis, based on the number of hours actually worked (see
section under Disability for clarification of use while on disability leave). Employees are
required to allocate the number of hours to sick time accordingly on their electronic time
sheet.

3201.2 Maximum Accrual
A maximum of 488 hours of sick leave may be accumulated. Any non-exempt employee
accumulating sick leave in excess of 488 hours will be cashed out for those excess sick
leave hours on the first check of each September at the rate expressed in the chart below;
thereafter, the employee’s leave accrual will be reduced down to the 488 hour maximum.
Exempt employees, on the other hand, will have their sick leave accrual capped at 488
hours, and will cease to be eligible for sick leave accrual until such time as their sick leave
accrual drops back below 488 hours. Employees will not be paid for any accrued but unused
sick leave upon termination of employment.
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Hours of sick leave used in preceding 12 Cash out of hours in of 488
months excess from July 1 to June 30

0 hours sick leave 50%
8 hours of sick leave 33.33%
9-32 hours of sick leave 25%
33-64 hours of sick leave 8.33%
65 or more hours of sick leave 0%
3201.3 Partial Day Absence

Exempt employees shall be required to use sick leave to cover any absence of four hours or
greater on a regular work day. Non-Exempt employees shall use sick leave to cover any
absence in-in one-half hour increments. Upon request, the employee may utilize paid
vacation time in lieu of sick leave, at the discretionary approval of the District.

3202 MANDATORY PAID SICK LEAVE

Employees who are not otherwise provided paid sick leave are entitled to sick leave
aspursuant to Section 3201 are-entitled-to-paid-sick-leave-by the Healthy

Workplaces/HeaIthy Famllles Act (4eqa+red—by—the—l=lea#hy—WeHeplaeesA=|eamqy—Eamﬂ+es—AeP
ef—ZQM»(ﬁHWHFL” P 0 d-p

Leaa*e%halLeawever—year—teyear—Upon h|re and then at the beqmnlnq of each calendar

year thereafter, the District will provide each eligible employee with five (5) days or 40 hours
of paid sick leave. Paid sick leave hours reset on an annual basis on January 1st of each
year. -Unused paid sick leave does not carry over from one calendar year into the next, and
will therefore expire at the end of the 12 month period. Paid sick days are paid at the non--
exempt employees’ normal rate of pay earned during regular work hours. Employees are not
entitled to any pay out of sick leave accrual upon separation from employment.; although if
an employee is re-hired within a year, the previously accrued but unused sick leave will be
reinstated.

Leave may be used for any purpose where sick leave is otherwise typically used at the
District, including but not limited to the diagnosis, care, or treatment of an existing health
condition of, or preventive care for the employee or the employee’s family member. An
employee who is a victim of domestic violence, sexual assault, or stalking, may also use this
leave to: (1) attempt to obtain any relief, including, but not limited to, a temporary restraining
order, restraining order, or other injunctive relief, to help ensure the health, safety, or welfare
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of the victim or his or her child; (2) seek medical attention for injuries caused by domestic
violence, sexual assault, or stalking; (3) obtain services from a domestic violence shelter,
program, or rape crisis center as a result of domestic violence, sexual assault, or stalking; (4)
obtain psychological counseling related to an experience of domestic violence, sexual
assault, or stalking; or (5) participate in safety planning and take other actions to increase
safety from future domestic violence, sexual assault, or stalking, including temporary or
permanent relocation.

A “family member” for the purposes of this policy is defined as a child (a biological, adopted,
or foster child, stepchild, legal ward, or a child to whom the employee stands in loco
parentis), a parent (a biological, adoptive or foster parent, stepparent, or legal guardian of an
employee or the employee’s spouse or registered domestic partner, or a person who stood in
loco parentis when the employee was a minor child), a spouse or registered domestic
partner, a grandparent, grandchild and sibling, a designated person which is a person
identified by the employee at the time the employee requests paid sick days.

The District reserves the right to require further documentation depending on the qualifying
reason the employee is requesting leave under this policy.

If the need for paid sick leave is foreseeable, the employee shall provide reasonable
advance notification. If the need for paid sick leave is unforeseeable, the employee shall
provide notice of the need for the leave as soon as practicable.

3203 BEREAVEMENT LEAVE

In the event of a death of a member of an employee's immediate family, employees are
eligible to take up to five days under this policy. Five days will be paid time off.

“‘Employee” in this instance, means a person employed by the District for at least 30 days prior
to the commencement of the leave. Employees are to allocate the number of hours to
Bereavement Leave accordingly on their electronic time sheet.

The District may require documentation to support the leave.

For purposes of this policy, a family member is defined as a spouse, registered domestic
partner, child, step-ehildstepchild, parent, step-parentstepparent, brother, sister, step- brother,
step-sister, grandparent, grandchild, father-in-law, or mother-in-law, or any family member with
whom the employee resides, foster children, legal wards and guardians, children of domestic
partners.

3204 REPRODUCTIVE LOSS EVENT LEAVE-

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

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

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

32045 SERIOUS FAMILY ILLNESS LEAVE

Following completion of 30 days of employment, regular full-time employees are eligible to
take up to four days with pay per fiscal year for serious family illness to attend the birth of an
employee’s child, operation of an immediate family member, to attend to the serious illness or
injury of an immediate family member, or where death of an immediate family member appears
imminent. Immediate family includes those mentioned in the Bereavement Leave policy above.
This form of leave does not extend the leave period provided under the family leave laws.
Employees are to allocate the number of hours to Serious Family lliness Leave accordingly on
their electronic time sheet.

32056 JURY OR WITNESS DUTY LEAVE

Jury Duty is considered an excused absence. Any regular, full-time employee of the District
who is called or required to serve as a trial juror or witness will be excused from work during
the period of such service or while present in court as a result of such a call. Eligible full-time
employees required to serve as jurors are granted jury duty leave with pay, less any fees paid
to them by the court, except mileage up to a maximum period of thirty (30) working days.
Employees serving on a jury exceeding the thirty (30) day period shall do so without pay. This
benefit is effective immediately upon employment. An employee serving jury duty must obtain
an attendance slip from the court and submit it to the accounting department in order to be
eligible for pay for those hours. Employees are to allocate the number of hours to Jury Duty
Leave accordingly on their electronic time sheet. Any employee relieved from jury duty after
less than 3 hours shall report to work unless impracticable because of travel time. If the
employee is unable to return to work, time will be taken as unpaid, or vacation or compensatory
time.

An employee who is subpoenaed to appear in court in a matter regarding an event or
transaction which he or she perceived or investigated in the course of his or her job duties will
do so without loss of compensation. An employee will not be paid to appear in court in a matter
unrelated to his/her duties or in a matter initiated by the employee.

32067 DISABILITY LEAVE
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32067.1 Short-Term Disability Leave

The District participates in the State of California, Employment Development Department
(EDD) Disability Insurance program. Workers who suffer a loss of wages when they are unable
to work due to a non-work-related iliness or injury, pregnancy or childbirth, may be eligible for
disability insurance benefits. Generally, the program goes into effect on the eighth day of
disability (since SDI requires a seven-day waiting period) up to a maximum of 52 weeks (as
determined by EDD) based on the requirements of the Plan. Visit http://edd.ca.gov/ for
complete program details, eligibility, weekly benefit amount, exclusions, etc.

The weekly and maximum benefit amounts are based on the wages paid during a specific 12--
month base period, which is determined based on the date the claimbegins. Use of sick leave
accruals may be coordinated with the SDI benefit to make up the difference between disability
benefits and an employee's regular pay. In cases where there is not sufficient sick leave to
make up the difference, an employee may elect to use vacation and/or compensatory time off
to supplement the difference. The program is administered by the EDD, and employees should
seek clarification as to eligibility and scope of benefits from the EDD. EDD guidelines and
rulings supersede any statement made herein.

32067.2 Long-Term Disability leave
Long term disability insurance (LTD) is an insurance policy that provides partial income
replacement in the event that an employee is unable to work due to iliness, injury, or accident
for an extended period of time. All regular, full-time employees are eligible for long-term
disability insurance per the terms of the insurance policy in force. See Human Resources for
a complete outllne of coverage exclu3|ons and pollcy information. An%mpleye&reee{wng

32067.3 Employee Filing Requirements
It is the employee's responsibility to file for disability insurance benefits as soon as possible in
order to eliminate undue delay in the-receipt of their disability pay. See Human Resources on
where to obtain the appropriate forms.

32067.4 Verification of Disability
Employees are required to provide Human Resources with a certification of disability from a
licensed physician within fifteen days of the District’s request for such certification. The
employee may be asked to provide re-certifications as allowed by law.

32067.5 Employee Benefits While on Disability Leave
Employees on an authorized medical leave of absence without pay may continue disability,
health, and life_insurance coverage for a period in which the leave is protected by law, during
which time the employee will continue to pay his-er-hertheir -portion of the benefits premium.
Where the leave is not protected by law, the employee may continue, if eligible, and in

accordance with the beneflt admlnlstrators qwdellnes —SHGh—GGVGFGgG—H—pGH—t-hG—D-I—St—HGt—S—
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The employee’s failure to pay his or her portion of the benefit premium may subject the
employee to loss of coverage. Upon return to work, the employee will become eligible to
have coverage reinstated in accordance with the terms of agreement with the carriers then in
effect.

An employee on disability leave without pay from the District will not be eligible to accrue
vacation or sick leave and shall not be eligible for any paid leaves or pension plan
contributions. An employee on paid leave will accrue vacation and sick leave based on the
number of hours being paid.

32078 FAMILY/MEDICAL LEAVE OF ABSENCE (FMLA/CFRA) CALIFORNIA &
FEDERAL FAMILY MEDICAL LEAVE

In accordance with the Federal Family and Medical Leave Act (“FMLA”), the FMLA’s Service
member leave provisions (“Service member FMLA”), and the California Family Rights Act
(“CFRA”), the District has adopted the following policy regarding the rights and
responsibilities of employees absent for a family leave purpose. This policy shall supersede
the provisions of any District policy, practice, rule or procedure to the extent that such policy,
practice, rule or procedure is in conflict or inconsistent with this policy.

32078.1 Qualifying Reasons for Leave and Eligibility-

FMLA LEAVE

In accordance with the FMLA, Service member FMLA and this Policy, the District shall
provide up to twelve (12) work weeks of FMLA leave to any “eligible employee” who requests
leave for any of the following purposes:

> The birth or adoption of a child by the employee or placement of a child in foster care
with the employee (all family leave taken for one of these purposes must be
concluded within one year of the event);

> To care for a child, parent, or spouse of the employee who has a serious health
condition;
> For an employee’s own serious health condition which makes the employee unable to

perform the essential functions of the employee’s position, including incapacity due to
pregnancy and for prenatal medical care; or

> For the care of a covered family member’s injuries or qualifying exigencies stemming
from qualifying service in the Armed Forces as provided for under the Service
member FMLA'’s provisions.

> Up to 26 weeks, (1,040 hours) in a rolling year of leave is permitted for:
= Care of an employee’s spouse, child, parent, or next of kin who is a covered

service member with a serious illness or injury.

An employee is eligible for FMLA leave if the employee:
> Has been employed by the District for at least 12 months.
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> Has worked for at least 1,250 hours during the 12-month period immediately
preceding the leave.

> Is employed at a worksite that has 50 or more employees within 75 miles

CFRA LEAVE

In accordance with the CFRA and this Policy, the District shall provide up to twelve (12) work
weeks of CFRA leave to any “eligible employee” who requests leave for any of the following
purposes:

> The birth or adoption of a child by the employee or placement of a child in foster care
with the employee (all family leave taken for one of these purposes must be
concluded within one year of the event);

> To care for a child, parent, parent-in-law, spouse, registered domestic partner, or
designated person of the employee who has a serious health condition;

> For an employee’s own serious health condition which makes the employee unable to
perform the essential functions of the employee’s position; or

> Leave because of a qualifying exigency related to the covered active duty or call to

covered active duty of an employee’s spouse, domestic partner, child, or parent in the
Armed Forces of the United States.

> For purposes of this policy, a designated person, means any individual related by
blood or whose association with the employee is the equivalent of a family
relationship. A designated person may be identified by the employee at the time the
employee requests paid sick days.

An employee is eligible for CFRA leave if the employee:

> Has been employed by the District for at least 12 months.

> Has worked for at least 1,250 hours during the 12-month period immediately
preceding the leave.

32078.2 Special Rules for Pregnancy Disability Leave
The right to take CFRA/FMLA leave is separate and distinct from the right to take a
pregnancy disability leave. In other words, leave taken by an employee disabled by
pregnancy, childbirth or related medical conditions is not family leave under the CFRA, even
though it may be FMLA leave.

In light of the above, the District may require that pregnancy disability and FMLA leave run
concurrently (hereinafter “pregnancy disability/FMLA leave”), but CFRA leave can never run
concurrently with a pregnancy disability leave. This means that, at the end of the employee’s
period(s) of pregnancy disability or pregnancy disability/FMLA leave, whichever occurs first,
a CFRA eligible employee may take up to 12 workweeks of CFRA leave due to the birth of
her-a child or for other family leave purposes.

Where an employee has exhausted her-entitlement to pregnancy disability/FMLA leave prior
to the birth of her-a child, and herthe health care provider certifies that continued leave is
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medically necessary, the District may, but is not required to, allow the employee to utilize
CFRA leave prior to the birth of her-a child.

The maximum combined leave entitlement for pregnancy disability, FMLA and CFRA leave
for the birth of a child is four months and 12 workweeks. This assumes that the employee
has exhausted all four months of pregnancy disability leave; and she-exhausted her
entitlement to up to 12 weeks of FMLA leave during the period of pregnancy disability leave;
and the employee requested and was eligible for a 12 week CFRA leave following the child’s
birth.-ef-herchilg-

32078.3 Special Rules Regarding Employment of Spouses
If both employees work for the District and are required to take leave pursuant to FMLA, their
combined leave entitlement shall be limited to twelve (12) workweeks in a 12-month period.

If both employees work for the District and are required to take leave pursuant to CFRA,
each employee is entitled to twelve (12) workweeks of CFRA bonding leave.

32078.4 Calculating the 12-month Period
For the purpose of this Policy, “12-month period” shall mean a 12-month period measured
backward from the date employee first uses family leave. The District uses a “backward
rolling” calculation.

32078.5 Notice Requirements
The employee, or a representative for the employee (e.g., spouse, adult family member, or
other responsible party), must notify Human Resources, preferably in writing, as soon as it
becomes apparent that the employee will be needing leave for a family leave purpose.

Employees must provide at least 30 calendar days advance notice before leave is to begin if
the need for leave is foreseeable, or notice as soon as practicable under the circumstances.

The employee must consult with his-er-hertheir supervisor regarding the need for a leave
and must make a reasonable effort to schedule any planned medical treatment or
supervision so as to minimize disruption of District operations. Actual scheduling is, however,
subject to the approval of the patient’s health care provider.

Failure to comply with these notice requirements is grounds for, and may result in, deferral of
the requested leave until the employee complies with these provisions. However, the District
shall not deny a leave, the need for which is an emergency or is otherwise unforeseeable, on
the basis that the employee did not provide advance notice of the need for the leave.

Where leave is requested on the basis of a serious health condition affecting an employee’s
family member, the District may require evidence of the family relationship.
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32078.6 District Determination and Notification
It is up to the District to designate leave, paid or unpaid, as CFRA or CFRA/FMLA leave
based on information provided by the employee or the employee’s representative.

In the event that the District determines that a leave of absence is for a FMLA/CFRA family
leave purpose, the District shall, within two business days, if feasible, notify the employee in
writing of its determination that the leave constitutes FMLA or CFRA leave.

Where CFRA leave is running separate and apart from FMLA leave (such as following a
pregnancy disability/FMLA leave), the District shall respond to the leave request as soon as
possible and, in any event, no later than 10 calendar days after receiving the request. Once
given, approval of CFRA leave shall be deemed retroactive to the first day of the leave.

The District’s written notice to the employee shall, among other things:

> Specify the obligations of the employee while on family leave and explain the
consequences of a failure to meet these obligations;

> Provide notice to the employee in the event that a period of paid leave is tobe counted
as family leave;

> Provide notice to the employee in the event that the District requires paid leave to be

substituted for unpaid leave.

Where the employee fails to provide sufficient information until after the leave commenced,
the District may make a preliminary determination that the employee’s absence is for a family
leave purpose, subject to later confirmation by medical certification.

If either the District or the employee designate an absence as family leave after the leave of
absence has begun, such as when an employee advises the District during the leave of
absence or after his/her return to work that the entire leave of absence or any part of it was
for a family leave purpose, that portion of the leave period which was for a family leave
purpose may be retroactively counted as family leave.

If the employee fails to advise the District that a leave of absence was for a familyleave
purpose either before, during or within two days after he/she returns to work, the employee
will not be able to assert the protections of the family leave laws for the leave of absence.

Any dispute between the District and an employee as to whether paid leave qualifies as family
leave should be resolved through discussions between the employee and Human Resources.

32087.87 Medical Certification
An employee’s request for leave due to a serious health condition affecting the employee or
the employee’s child, parent or spouse must be supported by a medical certification issued
by the health care provider of the individual requiring care.

For leave to care for the employee’s child, parent, or spouse, this certification need not
identify the serious health condition involved, but shall contain:-
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The date, if known, on which the serious health condition commenced;

The probable duration of the condition;

An estimate of the amount of time which the health care provider believes the
employee needs to care for the child, parent or spouse; and

A statement that the serious health condition warrants the participation of the
employee to provide care during a period of treatment or supervision of the child,
parent or spouse.

YV VVY

For leave to care for the employee s own serious health condition, thls certlflcatlon e

contaln

> The date, if known, on which the serious health condition commenced;

> The probable duration of the condition; and

> A statement that, due to the serious health condition, the employee is unable to work
at all or is unable to perform any one or more of the essential functions of his or her
position.

This type of medical certification is not required where leave is requested for the birth,
adoption or placement of a child in foster care with the employee.

Medical certification must be provided within 15 calendar days of the District’s request and
generally prior to the commencement of a foreseeable leave of absence, unless it is not
practicable to do so despite the employee’s diligent, good faith efforts to do so.

With regard to leave due to the employee’s own serious health condition:

> Where the District has reason to doubt the validity of the employee’s medical
certification, the District may require, at the District’'s expense, that the employee
obtain a second medical opinion from a health care provider designated by the District
and who is not regularly used by the District; and

> Where the second opinion differs from the first, the District may require thatthe
employee obtain a third and binding medical opinion, again at the District’'s expense,
from a health care provider designated or approved jointly by the District and the
employee.

The District may require recertification only where additional leave is requested.
The District may also require certification at the time the employee seeks reinstatement from

family leave due to the employee’s own serious health condition that the employee is fit for
duty and able to return to work.

32078.8 Minimum Period of Leave
Leave may be taken in one or more periods and does not have to cover a continuous period
of time.
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Where leave is taken due to the serious health condition of the employee or his/her parent,
child or spouse, the minimum leave increment shall be the shortest period of time the
District’s payroll system uses to account for absences or use of leave.

Where CFRA leave is running separate and apart from FMLA leave (such as CFRA leave
following pregnancy disability/FMLA leave), the minimum duration for leave taken in
connection with the birth, adoption or foster care placement of a child is two weeks, except
that the District shall grant a request for CFRA leave of less than two weeks on any two
occasions during the one year period following the birth or placement of the child with the
employee.

32078.9 Substitution of Leave
The District may require that sick leave be used to provide pay during any period of
otherwise unpaid family leave due to the employee’s own serious health condition. Sick
leave may also be used in connection with family leave taken for other purposes in
accordance with applicable District Policy (ies), California Labor Code section 233, and upon
the mutual agreement of the District and the employee. The District may require that
vacation and other accrued time off (other than sick leave and compensatory time off) be
used for any family leave qualifying event other than pregnancy disability leave. Where
pregnancy disability leave and FMLA leave are running concurrently, accrued vacation or
compensatory time may be used at the employee’s option. CFRA and FMLA leave may also
run concurrently with a leave of absence covered by workers’ compensation or temporary
disability. Upon reinstatement, all employee benefits will be resumed without any new
qualification period, physical examination or exclusion of preexisting conditions.

32078.10 Reinstatement
Where a definite date of reinstatement has been agreed upon at the beginning of the leave,
the employee will be reinstated to the same or a comparable position by the date agreed
upon. If the reinstatement date differs from the District’s and employee’s original agreement,
the employee will be reinstated to the same or a comparable position within two business
days, where feasible, after the employee notifies the District of his or her readiness to return.
The employee’s use of family leave may not result in the loss of any employment benefit that
the employee earned or was entitled to before going on family leave. Upon reinstatement, all
employee benefits will be resumed without any new qualification period, physical
examination or exclusion of preexisting conditions.

32078.11 Denial of Reinstatement
An employee has no greater right to reinstatement or to other benefits and conditions of
employment than if the employee had been continuously employed during family leave. For
example, if an employee is laid off while on family leave, the District’s responsibility to
maintain group health plan benefits and reinstate the employee ceases at the time the
employee is laid off.

The District may also deny reinstatement to:
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> An employee who gives notice that he or she no longer desires to return to
employment with the District;

> An employee who fails to provide certification that he or she is fit for duty and able to
return to work after taking family leave based on the employee’s own serious health
condition; or

32098 SERVICEMEMBERSERVICE MEMBER FAMILY & MEDICAL LEAVE

The federal Family and Medical Leave Act (FMLA) entitles eligible employees to take leave
for a covered family member’s service in the Armed Forces. This Policy supplements our
FMLA Policy and provides general notice of employee rights to this leave. Except as stated
below, such rights and obligations for Service member FMLA are governed by our existing
FMLA Policy. Service member FMLA runs concurrent with other leave entitlements provided
under federal, state and local law.

32089.1 Entitlement to Service member FMLA
Service member FMLA provides eligible employees unpaid leave for any one, or
combination, of the following reasons:

> A ‘Qualifying Exigency’ arising out of a covered family member’s active duty or call to active
duty in the Armed Forces in support of a contingency plan: or
> To care for a covered family member who has incurred an injury or illness while in the Armed

Forces provided that such injury or illness renders the family member medically unfit to
perform duties of the member’s office, grade, rank or rating and is certified by the service
member’s health care provider.

32089.2 Duration of Service member FMLA
(1) When leave is due because of a ‘Qualified Exigency’ concerning the military duty of a
family member: an eligible employee may take up to 12 workweeks of leave during any 12-
month period. (2) When leave is to care for an injured or ill service member: an eligible
employee may take up to 26 workweeks of leave during a single 12-month period to care for
the service member. Leave to care for an injured or ill service member, when combined with
other FMLA-qualifying leave, may not exceed 26 workweeks in a single 12-month period. (3)
Where spouses are both employed by the District, they may take up to, in aggregate, 26
workweeks of service member FMLA, provided that any portion of the aggregate leave that is
not for care of a family service member does not exceed 12 workweeks.

32089.3 Notice of Intent to take Service member FMLA
In any case where it is foreseeable that an employee will need service member FMLA, that
employee must provide notice of his or her intent to take leave as soon as reasonably
possible and provide certification of either the ‘qualified exigency’ or family service member’s
need for care as soon as practicable.

320910 PREGNANCY DISABILITY LEAVE

Any employee who is disabled by pregnancy, childbirth, or related conditions may take a
Pregnancy-Related Disability leave for the period of actual disability of up to four months, in
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addition to any family care or medical leave to which the employee may be entitled.
Pregnancy-Related Disability Leaves may be taken intermittently, or on a reduced-hours
schedule, as medically necessary.

Moreover, an employee is entitled to a reasonable accommodation for pregnancy, childbirth,
or related medical conditions if she-se-requesteds and provides the District with medical
certification from hertheir health care provider. In addition to other forms of reasonable
accommodation, a pregnant employee is entitled to transfer temporarily to a less strenuous
or hazardous position or to less hazardous or strenuous duties if she-se-requesteds, the
transfer request is supported by proper medical certification, and the transfer can be
reasonably accommodated.

320910.1 Substitution of Paid Leave for Pregnancy-Related Disability
Leave
An employee taking Pregnancy-Related Disability Leave must substitute any available sick
pay for herleave and may; at-her-option;-substitute any accrued vacation time. for-herleave:
The substitution of paid leave for Pregnancy-Related Disability Leave does not extend the total
duration of the leave to which an employee is entitled.

320910.2 Leave’s Effect on Benefits
During a Pregnancy-Related Disability Leave, the District will continue to pay for the
employee’s participation in the District’s group health plans, to the same extent and under the
same terms and conditions as would apply had the employee continued in employment
continuously for the leave period.

Thus, the employee must continue to pay their his-er-her-share of the health plan premiums
during the leave. If paid sick leave is substituted for any portion of the leave that is unpaid
leave, such payments will be deducted from the employee’s pay through the regular payroll
deductions. Otherwise, the employee must make arrangements with the District for the
payment of such premiums.

The District may recover from the-employee, the premiums that the District paid to maintain
coverage for the employee under the group health plan if the employee fails to return from
leave after the period of leave has expired and the employee’s failure to return is for a
reason other than: (i) the employee is taking (i.e., has transitioned over to) leave under the
California Family Rights Act, unless the employee chooses not to return after the CFRA
leave, in which case the District can recover such premiums; (ii) the continuation, recurrence,
or onset of a health condition that entitles the employee to Pregnancy-Related Disability
Leave, unless the employee chooses not to return after the Pregnancy-Related Disability
Leave, in which case the District can recover such premiums; (iii) non-pregnancy related
medical conditions requiring further leave, unless the employee chooses not to return to work
following the leave, in which case the District can recover such premiums, or (iv) other
circumstances beyond the employee’s control.

It is the District’s policy that, similar to other unpaid leaves, during any unpaid portion of a
Pregnancy-Disability Leave, employees will accrue employment benefits, such as sick leave
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and vacation leave, only when paid leave is being substituted for unpaid leave and only if the
employee would otherwise be entitled to such accrual.

Employee benefits may be continued during the unpaid portion of the Pregnancy- Disability
Leave according to the provisions of the District’s various employee benefit plans.

320910.3 Return to Work Certification
Consistent with the District’s practice for other employees returning from a disability leave for
reasons other than pregnancy, the District requires that an employee returning from
Pregnancy-Related Disability Leave provide a release to return to work from their healthcare
provider stating she-they is-are able to resume their original job or duties.

320910.4 Leave’s Effect on Reinstatement
Employees returning from Pregnancy-Related Disability Leave generally are entitled to be
reinstated in the same position, subject to certain conditions, and consistent with applicable
law.

3211 MILITARY LEAVE

Military leave shall be granted in accordance with State and Federal law.

3213.1 Active Service
An employee who is engaged in military duty ordered for purposes of active military training
or encampment is entitled to military leave with pay for up to 30 days per calendar year.

3213.2 Inactive Service
An employee who is required to attend scheduled service drill periods or perform other
inactive duty reserve obligations is entitled to military leave without pay, not to exceed 180
calendar days per year. Such employee may, at his or her option, elect to use accrued
vacation or compensatory time to attend the scheduled reserve drill periods or to perform
other inactive drill period obligations.

3212 VOTING LEAVE

The District encourages employees to fulfill their civic responsibilities by participating in
elections. Generally, employees are able to find time to vote either before or after their
regular work schedule. If employees are unable to reach a polling place during their non-
working hours, the District will grant reasonable time off with pay to vote, up to two hours, in
any general or direct primary or presidential primary election, in accordance with Elections
Code section 14000 et seq.

Employees must request time off to vote from their immediate supervisors prior to Election
Day. Advance notice is required so that the necessary time off can be scheduled at the
beginning or end of the work shift, whichever provides the least disruption to the normal work
schedule. Employees must submit a voter’s receipt on the first working day following the
election to qualify for paid time off.
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3213 LEAVES RELATED TO DOMESTIC VIOLENCE, SEXUAL ASSAULT, OR STALKING

The District will provide time off to an employee who has been the victim of domestic violence,
sexual assault or stalking to seek any relief, including, but not limited to, a temporary
restraining order, restraining order, or other injunctive relief, to help ensure the health, safety,
or welfare of the victim or his or her child. This includes time off for court proceedings, services
from a domestic violence shelter, program or rape crisis center, counseling, medical attention,
and participation in safety planning programs. The District requires reasonable advance notice
of the leave when feasible. If time off is taken due to an emergency, the employee must, within
15 days of the absence, provide the District with certification of the need for the leave such as
a police report, court order, documentation from a healthcare provider, victims advocate, or
counselor.

Employees eligible for paid sick leave benefits under California law may take any such
available paid time off, consistent with such law, for the purposes set forth in this policy. For
more information, please see the sick leave policy. In the event paid sick leave benefits are
not available, employees taking leave under this policy may elect to apply accrued and unused
vacation to such time. Unless an employee elects to utilize their accrued time off, leave taken
pursuant to this policy shall be unpaid.

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

3214 CRIME VICTIMS’ LEAVE

The District will provide time off to an employee to attend judicial proceedings related to a
crime, if that employee is a victim of crime, an immediate family member of a victim, a
registered domestic partner of a victim, or the child of a reqistered domestic partner of a victim.
The District requires that where feasible, in advance of taking leave, the employee provide a
copy of the notice of each scheduled proceeding that is provided to the victim by the agency
responsible for providing notice. If advance notice is not possible, the employee is required to
provide the District with a copy of the notice within a reasonable time.

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

3215 LEAVE FOR ORGAN AND BONE MARROW DONATION

The District will grant an employee the following leaves of absence:

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

e Organ Donation:
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o A paid leave of absence of up to 30 business days in any one-year period for the
purpose of the employee donating the employee’s organ to another person.

o An additional unpaid leave of absence, not exceeding 30 business days in a one-
year period, for the purpose of the employee donating the employee’s organ to
another person.

Leaves of absence under this policy are unpaid unless an employee utilizes their accrued time
off, such as earned and unused sick or vacation time. If an employee decides to utilize their
accrued time off, the employee is required to first use up to five days of such paid sick or
vacation time for a bone marrow donation and up to two weeks of sick or vacation time for
organ donation.

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

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

Leave provided under this policy may be taken in one or more periods. Leave taken under
this policy will not run concurrently with any leave taken pursuant to the federal Family and
Medical Leave Act or the California Family Rights Act.

Upon expiration of a leave of absence authorized by this policy, the District will restore the
employee to the position held by the employee when the leave began or to a position with
equivalent seniority status, employee benefits, pay, and other terms and conditions of
employment. The District may decline to restore an employee because of reasons unrelated
to the employee’s exercise of rights under this policy.

3216 School Activity Leave

An employee is eligible to take School Activity Leave (SAL) if the employee:

e |s the parent or guardian of a student;
e |s the parent, quardian, or custodial grandparent of a child in kindergarten, grade
sch