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[bookmark: _Toc152255072][bookmark: _Toc235952478]POLICY 1000:	Policy Handbook Administration, Review, and Amendment

1000.1 Purpose and Controlling Effect
This policy governs the adoption, amendment, repeal, administration, interpretation, review, correction, publication, and version control of every policy in the Morongo Valley Community Services District (“District”) Policy Handbook. Unless another policy establishes a more specific lawful requirement, this policy supplies the handbook-wide rules for general administration, policy review, controlling authority, and exceptions. A separate policy shall repeat one of those subjects only when the additional language assigns a unique responsibility, establishes a required record or procedure, preserves a policy-specific limitation, or implements a different review period or exception required by law. Policy 1010 governs the allocation of authority among the Board of Directors acting collectively, individual Directors, and the General Manager. Policy 1045 governs General Manager functions. Policy 3140 governs delegation of personnel authority. Policy 4200 governs the mechanics of official Board action.

1000.2 Board Policy Authority
The Board of Directors shall adopt the administrative, fiscal, personnel, purchasing, operational, and other policies necessary for District governance and operations. The Board may adopt, substantively amend, repeal, or replace a policy only through an ordinance, resolution, or motion approved at a lawfully noticed meeting in accordance with applicable law and Policy 4200. An individual Director, officer, employee, committee, consultant, or contractor shall not adopt, amend, waive, or repeal Board policy except to the limited extent expressly authorized by controlling law or a Board-adopted policy. The Board may adopt or replace the Policy Handbook as a whole or act upon identified policies. The adopting action shall identify the policies or handbook version approved and any delayed or special effective date.

1000.3 Board Policy and Administrative Procedures
Board policy establishes governing standards, authority, rights, responsibilities, and limits. The General Manager may issue, revise, and withdraw administrative procedures, forms, checklists, schedules, plans, manuals, training materials, work rules, and similar implementation documents when they are consistent with Board policy, the approved budget, controlling agreements, and applicable law. An administrative document does not amend Board policy and does not require Board approval unless Board approval is required by law, the policy itself, a controlling agreement, or the nature of the action. If an administrative document conflicts with Board policy, the Board policy shall control. The General Manager may approve and revise a separate written compliance or operational plan, including a safety, emergency, cybersecurity, records, or training plan, when the governing policy places administrative responsibility for that plan with the General Manager and Board approval is not otherwise required. Administrative procedures, work rules, and other implementation documents affecting represented employees remain subject to any applicable notice and meet-and-confer requirements.

1000.4 General Administration
Consistent with California Government Code section 61051 and Policies 1010 and 1045, the General Manager shall administer and implement the Policy Handbook and may:
a) Interpret and apply policy to District operations within the authority granted by law and Board policy;
b) Assign implementation duties to qualified employees and designate coordinators, custodians, supervisors, or other responsible persons;
c) Establish administrative procedures, forms, approval methods, internal controls, and documentation practices;
d) Provide or coordinate notices, training, acknowledgments, and access to policies and implementing materials;
e) Maintain records reasonably necessary to demonstrate implementation and compliance;
f) Coordinate with District officers, employees, legal counsel, auditors, insurers, claims administrators, labor representatives, technology providers, consultants, contractors, regulators, and other appropriate resources; and
g) Take other lawful administrative action reasonably necessary to implement Board policy and maintain District operations.
A general administrative assignment under this section does not displace a responsibility expressly assigned by law or another policy to the Board, Board President, Board Secretary, District Treasurer, Fire Chief, supervisor, employee, or another identified person. A person assigned responsibility under a specific policy shall perform that responsibility within the person’s lawful authority and the organizational chain of command. Employees, volunteers, officers, contractors, and other persons are responsible for complying with policies and implementing procedures applicable to their duties, role, or contractual relationship with the District. Within the General Manager’s lawful authority, the General Manager may address noncompliance through corrective action, discipline, restriction of access or duties, contract remedies, referral to the Board, or another lawful measure appropriate to the person’s relationship with the District.

1000.5 Controlling Authority and Reconciliation
District policies shall be read together and harmonized whenever reasonably possible. If provisions cannot be harmonized, the following rules apply:
a) The United States and California Constitutions, controlling federal and California law, valid regulations, and binding court or administrative orders govern over District policy;
b) A District ordinance, resolution, Memorandum of Understanding, employment agreement, benefit-plan document, grant condition, contract, or other binding instrument governs only to the extent it is legally controlling and applicable to the particular subject or person;
c) A specific Board policy governs over a general Board policy on the same subject, and a later Board action governs over an earlier inconsistent Board action to the extent the Board clearly intended the later action to control; and
d) Board policy governs over an administrative procedure, form, practice, custom, or oral direction.
Nothing in the Policy Handbook authorizes an unlawful act, expands a person’s authority beyond that permitted by law, or waives a right or District obligation that cannot lawfully be waived. Applicable due-process, labor, whistleblower, safety, accommodation, privacy, public-access, and other protected rights remain controlling whether or not repeated in each policy. When a material conflict, ambiguity, or change in controlling authority is identified, the General Manager shall preserve applicable rights and records, obtain legal or other qualified review when appropriate, provide temporary administrative direction necessary to comply with controlling authority, and present any required substantive policy amendment to the Board. Temporary compliance direction shall be limited to what is reasonably necessary and shall not be used to make an unrelated policy change without Board action.

1000.6 Exceptions, Waivers, and Administrative Discretion
There is no general authority to disregard or waive Board policy. The exercise of judgment or discretion expressly provided within a policy is not an exception.
A policy-specific exception or waiver may be approved only when:
a) The policy or controlling law expressly permits the exception or waiver;
b) The approving person has authority over the subject;
c) The action is consistent with controlling law, the approved budget, applicable Board action, and any controlling Memorandum of Understanding, employment agreement, benefit plan, grant, or contract;
d) The action does not waive a nonwaivable right, required due process, public-participation requirement, records-preservation duty, safety requirement, financial control, or authority reserved to the Board or another official; and
e) The basis, scope, conditions, and duration are documented in writing, unless immediate action is reasonably necessary and the documentation is completed as soon as practicable.
An exception applies only to the identified circumstances and does not amend the policy or create a continuing right or precedent. A legally required exception, accommodation, or different treatment shall be provided whether or not it is repeated in the affected policy. When a requested departure is not expressly authorized, the General Manager may interpret and implement the policy within existing administrative discretion but shall not grant a substantive waiver. The Board may amend the policy or take another action within its lawful authority at a noticed meeting, but neither the Board nor the General Manager may authorize an exception prohibited by controlling law or agreement.

1000.7 Handbook Review Program
The General Manager shall coordinate periodic review of the Policy Handbook and maintain a simple Policy Review Log identifying the policy reviewed, the review date, the result, and any follow-up needed. A policy shall be reviewed when warranted by:
a) A change in controlling law, regulation, agreement, funding condition, or District authority;
b) A court, regulatory, audit, claim, investigation, grievance, incident, or after-action finding;
c) A material change in District organization, staffing, services, facilities, equipment, technology, or operations;
d) An identified inconsistency, ambiguity, omission, implementation problem, or outdated cross-reference; or
e) A policy-specific review period or triggering event.
A policy-specific review schedule required by law or the policy shall control. A review that finds no change necessary does not require Board re-adoption. Any substantive change shall be processed under this policy. The Board may direct review of any policy at any time, and the General Manager may recommend amendments whenever appropriate. Reviews shall prioritize policies presenting material legal, financial, personnel, safety, public-access, or operational risk.

1000.8 Initiation and Development of Policy Changes 
A proposed policy change may be initiated by the Board, an individual Director, the General Manager, District Legal Counsel, an employee through the General Manager, or another person authorized by the Board or General Manager. An individual Director’s request for an agenda item remains governed by Policy 4205. Before presenting a substantive proposal for Board action, the General Manager shall evaluate, as appropriate:
a) The reason for and intended effect of the proposal;
b) The legal authority and affected policies, procedures, forms, plans, and records;
c) Fiscal, staffing, operational, safety, technology, training, and implementation effects;
d) Whether legal, risk-management, insurance, audit, human-resources, or other professional review is warranted; and
e) Whether notice, consultation, or meeting and conferring with a recognized employee organization is required.
A proposal presenting a material legal issue shall be referred to District Legal Counsel when required by law or requested by the Board or General Manager. Before the Board adopts a policy directly relating to a matter within the scope of representation, the District shall provide required notice and satisfy applicable labor-relations obligations. Nothing in this section requires disclosure of privileged or confidential advice.
Failure to complete an internal review step does not independently invalidate Board action unless controlling law provides otherwise. This sentence does not excuse a legally required notice, bargaining, hearing, agenda, voting, or approval requirement.

1000.9 Adoption, Amendment, Repeal, and Effective Date
A new policy, substantive amendment, repeal, or replacement becomes effective upon Board adoption unless the adopting action states a different effective date or controlling law requires otherwise.
Board adoption of a replacement policy supersedes prior Board policy only to the extent identified in the adopting action or irreconcilably inconsistent with the replacement. It does not supersede a controlling law or binding agreement. A policy is not adopted, amended, or repealed by informal consensus, administrative practice, failure to enforce, publication of a draft, or a clerical correction.
The General Manager shall coordinate implementation, distribution, training, acknowledgments, forms, administrative procedures, and transition measures appropriate to the change. A delayed implementation step does not postpone the policy’s effective date unless the Board action or controlling law provides otherwise.

1000.10 Clerical and Nonsubstantive Corrections
The General Manager may make a clerical or nonsubstantive correction to the official Policy Handbook without further Board action when the correction does not alter the intent, meaning, scope, standard, legal effect, or substance of the Board-adopted text. Permitted corrections include:
a) Spelling, punctuation, capitalization, grammar, spacing, and obvious typographical errors;
b) Formatting, pagination, headers, footers, tables of contents, indexes, accessibility, and document navigation;
c) Sequential subsection numbering, list lettering, duplicate words, and an obviously omitted word when the intended text is indisputable;
d) Broken internal cross-references caused by a Board-adopted addition, deletion, retitling, or relocation;
e) A citation, agency name, or statutory reference that has been renumbered or renamed without a material change in the underlying requirement; and
f) Consistent use of an adopted policy title, defined term, District name, or officer title.
A clerical correction shall not change a policy number or reuse a retired or reserved policy number. It shall not change a right, duty, prohibition, authorization, eligibility rule, classification, benefit, compensation term, financial limit, approval level, deadline, notice, appeal, disciplinary standard, safety requirement, record-retention period, or other substantive provision. When reasonable doubt exists about whether a change is substantive, the change shall be presented to the Board. A change in law that alters a District right, duty, or standard requires substantive review even when the statutory citation can be updated clerically.

1000.11 Official Handbook, Version Control, and Required Records
The General Manager shall maintain the official master handbook, Policy Review Log, Clerical Correction Log, all adopting resolutions and other official actions, and all superseded policy versions. The District shall update publicly available and staff copies within a reasonable time after adoption or correction and should identify the version or revision date when practicable.
GENERAL.
[bookmark: _Toc235952479]POLICY 1005:	Association Memberships 

1005.1 Purpose
The purpose of this policy is to establish the District's participation in professional organizations and industry associations that support effective governance, professional development, legislative advocacy, and the delivery of public services.

1005.2 Policy
The Morongo Valley Community Services District ("District") may maintain memberships in local, regional, state, and national organizations that provide educational, professional, legislative, operational, or other benefits to the District. Memberships shall support the District's mission, strategic objectives, operational needs, or statutory responsibilities.

1005.3 Membership Approval
Association memberships shall be approved through the District's annual budget process or by separate action of the Board of Directors when appropriate. The Board may authorize new memberships or discontinue existing memberships as determined to be in the best interests of the District.

1005.4 District Representatives
The Board President may appoint Board members to serve as the District's representatives or alternates to organizations, committees, or associations, when required. The General Manager may designate District employees to represent the District in professional organizations, industry groups, committees, or technical working groups consistent with their assigned duties. District representatives are expected to act in the best interests of the District and provide updates to the Board or General Manager, as appropriate.

1005.5 Attendance at Meetings and Conferences
Attendance at meetings, conferences, training programs, and association events shall comply with the District's travel, reimbursement, ethics, and budget policies. Participation shall be consistent with the operational needs and financial resources of the District.

1005.6 Administration
The General Manager shall administer this policy and may establish administrative procedures governing memberships, appointments, participation, and reporting.
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1010.1 Purpose and Controlling Effect
Consistent with California Government Code sections 61040, 61040, 61045, and 61051, this policy establishes the controlling allocation of governance and administrative authority among the Board of Directors acting collectively, individual Directors, and the General Manager of the Morongo Valley Community Services District ("District"). They do not independently transfer or redefine authority established by this policy. Other District policies shall be interpreted consistently with this policy unless applicable law requires a different result or the Board expressly amends this policy in accordance with Policy 1000. No District policy, delegation, or Board action may transfer, reserve, or withhold a duty assigned by law in a manner that applicable law does not permit.

1010.2 Collective Governance by the Board
The Board of Directors is the legislative and governing body of the District and exercises the District's collective authority through official Board action. The Board's governance responsibilities include:
a) Adopting rules or bylaws for its proceedings and adopting the administrative, fiscal, personnel, purchasing, and other policies required for District operations;
b) Establishing the District's mission, strategic priorities, service direction, and overall public policy;
c) Adopting the annual budget and exercising the approvals and controls reserved to the Board by law or District policy;
d) Appointing, evaluating, setting the compensation of, and taking any authorized employment action concerning the General Manager; and
e) Overseeing the District's overall performance through reports, audits, financial review, evaluation of the General Manager, and other lawful governance measures.
The mechanics of official Board action are governed by Policy 4200. Agenda, meeting, public-access, minutes, and procedural requirements are governed by Policies 4205 through 4235.

1010.3 Individual Directors
Unless specifically authorized by law or by official Board action within a defined scope, an individual Director has no independent authority to:
a) Direct, supervise, evaluate, discipline, or otherwise manage the General Manager or another District employee;
b) Require staff work, commit District resources, authorize an expenditure, or direct a vendor or contractor;
c) Bind the District, make a promise or commitment on behalf of the District, or alter or waive District policy; or
d) State or represent an official position of the Board.
Selection as Board President, appointment to a committee, or assignment as a liaison does not by itself confer administrative authority. An individual Director may request information, ask questions, express personal views, request a future agenda item, and perform an assignment lawfully authorized by the Board. Board and staff communications shall comply with Policy 1020. A Director expressing an individual view shall not represent it as the position of the Board unless the Board has adopted that position.

1010.4 General Manager Administration
The Board shall appoint a General Manager in accordance with California Government Code section 61045. The General Manager is the District's chief executive and administrative officer. California Government Code section 61051 makes the General Manager responsible for:
a) Implementing the policies established by the Board for District operations;
b) Appointing, supervising, disciplining, and dismissing District employees consistent with the employee relations system established by the Board;
c) Supervising District facilities and services; and
d) Supervising District finances.
Within applicable law, adopted Board policy, the approved budget, controlling employment agreements and Memoranda of Understanding, and official Board direction, the General Manager has the administrative discretion necessary to carry out these responsibilities and manage day-to-day District operations. Policy 1045 governs the General Manager's functions, Policy 2115 governs delegated financial authority, and Policy 3140 governs delegation of personnel authority. The General Manager ordinarily also serves as Board Secretary under Policy 1015 and, when separately appointed by the Board, as District Treasurer under Policy 4110. Holding concurrent positions does not merge the positions or expand the authority assigned to any position. A duty shall be performed under the law, Board policy, and Board action governing the capacity in which the person is acting.

1010.5 Direction, Accountability, and Chain of Command
The Board shall provide collective direction to the General Manager through official Board action. The General Manager is accountable to the Board as a body for District administration and shall keep the Board appropriately informed, provide professional recommendations, and implement lawful Board action. Board oversight does not create individual supervisory authority. Individual Directors shall communicate requests and concerns in accordance with Policy 1020 and shall not direct District employees. District employees shall receive work direction through the organizational chain of command established by the General Manager. Nothing in this section limits an employee's right to use a reporting, complaint, grievance, safety, labor, whistleblower, or other process authorized by law, an applicable Memorandum of Understanding, an employment agreement, or District policy.

1010.6 Administrative Delegation
The General Manager may delegate administrative duties and authority to qualified District employees when permitted by law and District policy. A delegation shall be limited to the authority granted and may be modified or revoked by the General Manager. Delegation does not relieve the General Manager of responsibility and accountability for District administration. Personnel delegation is governed by Policy 3140. Financial authority and authority during an Acting General Manager assignment are governed by Policy 2115 and any specific Board action establishing the acting assignment.

1010.7 Interpretation and Compliance 
The General Manager shall administer this policy. Questions concerning the legal allocation of authority shall be referred to District Legal Counsel when appropriate.
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1015.1 Purpose and Exclusive Subject
This policy exclusively governs the appointment, authority, responsibilities, acting service, delegation, and official records of the Secretary to the Board of Directors, referred to in District policy as the Board Secretary. Policy 4110 identifies the District's Board and District officer structure and cross-references this policy. Policy 4205 governs agenda authority and agenda procedures, Policy 4220 governs the required content and approval of minutes, Policy 2145 govern records retention and electronic records, and Policy 2410 governs responses to California Public Records Act requests.

1015.2 Status and Appointment
The Board Secretary is an administrative position supporting the Board and is not an elected Board office under California Government Code section 61043. The person serving as General Manager shall serve concurrently as Board Secretary unless the Board appoints another qualified person by official Board action. When the District uses an alternative depositary under California Government Code section 61053, the Board shall separately appoint a District Treasurer. California Government Code section 61045 permits the Board to appoint the same person as General Manager and District Treasurer. The District’s ordinary structure is for the same person to serve concurrently as General Manager, Board Secretary, and District Treasurer. Although held by one person, each position remains a distinct capacity with the duties and authority assigned to it by law, Board policy, and official Board action. Appointment as General Manager does not, by itself, constitute appointment as District Treasurer. The Treasurer appointment shall be separately recorded in official Board action under Policy 4110. Appointment as Board Secretary does not expand the General Manager’s authority beyond applicable law, Policy 1010, and other controlling District policy. For District purposes, a reference to the Board Clerk, Clerk of the Board, or Secretary to the Board means the Board Secretary unless applicable law or the controlling document requires otherwise. The Board may appoint an Acting Board Secretary during a vacancy or extended absence. For a temporary absence, the Board Secretary may designate a qualified District employee to perform ministerial meeting and records duties. A temporary designee does not become the appointed Board Secretary and may not attest or certify an official record unless that authority is expressly delegated by the Board Secretary or the Board.

1015.3 Agenda Coordination and Public Notice
In accordance with Policy 4205, the Board Secretary shall:
a) Work with the Board President to assemble proposed agendas and supporting materials and, if a different person serves as General Manager, coordinate with that person;
b) Obtain agenda descriptions, staff reports, attachments, and other materials from persons authorized to submit them;
c) Prepare or coordinate the preparation of agenda packets in a reasonably accessible and usable form;
d) Post, publish, distribute, and make agendas and meeting materials available within the times and by the methods required by law and District policy;
e) Maintain proof or a record of required postings and distributions;
f) Process materials distributed after publication of the agenda in accordance with applicable law and District policy; and
g) Coordinate required notices for hearings, special meetings, emergency meetings, continued meetings, and other Board proceedings.
The Board Secretary's administrative role does not create independent authority to add, remove, materially revise, or reorder an agenda item except as authorized by Policy 4205, the Board President's lawful procedural authority, or official Board action.

1015.4 Meeting Support and Minutes
The Board Secretary shall attend each Board meeting or ensure that a qualified designee is present and shall:
a) Maintain the official attendance record and assist with roll call;
b) Record the meeting date, type, time, place, attendance, motions, seconds when used, votes, recusals, abstentions, announced closed-session action, continuances, and adjournment, together with other information required by law or Policy 4220;
c) Preserve written materials submitted for the official record as required by law and District policy;
d) Assist the presiding officer with the accurate statement of motions, vote results, continuances, and other procedural matters;
e) Prepare or supervise preparation of draft minutes and present them for Board approval under Policy 4220; and
f) Maintain the approved minutes as the official record of the Board's proceedings.
Draft minutes shall be clearly identified as drafts. The Board Secretary may correct a typographical, formatting, numbering, or similar clerical error that does not change the substance of approved minutes. A substantive correction requires official Board action.

1015.5 Ordinances, Resolutions, Policies, and Other Board Actions
The Board Secretary shall:
a) Assign or maintain identifying numbers for ordinances, resolutions, policies, and other numbered Board actions;
b) Maintain a chronological register showing the date and disposition of each ordinance, resolution, and other official Board action;
c) Prepare or coordinate the preparation of the final adopted form of a Board action;
d) Obtain required signatures and attestations;
e) Maintain the official adopted copy and any required exhibits;
f) Transmit, record, publish, or file an adopted action when required by law or authorized by the Board; and
g) Provide authenticated or certified copies when authorized.
No person may make a substantive change to an adopted ordinance, resolution, policy, motion, or other Board action without later official Board action. A question concerning whether a proposed correction is clerical or substantive shall be resolved under Policy 1000.10, with advice from District Legal Counsel when appropriate.

1015.6 Attestation and Certification
The Board Secretary may, when authorized by law, District policy, or official Board action:
a) Attest the signature of the Board President or another authorized District officer;
b) Certify that a copy is a true and correct copy of an official District record;
c) Certify the adoption, vote, or effective date of an ordinance, resolution, motion, policy, or other Board action based on the official record;
d) Affix the District seal, if any, to an authorized document; and
e) Execute a certificate, proof of posting, or similar ministerial statement within the Board Secretary's knowledge and official records.
An attestation confirms execution or authenticity; it does not constitute separate approval of the underlying action. The Board Secretary shall not certify that the Board took an action that is not supported by the official record. Electronic and digital signatures shall comply with Policy 1050 and applicable law.

1015.7 Custody and Preservation of Official Board Records
The Board Secretary is the custodian of the official records of Board proceedings and shall maintain or ensure the proper maintenance of:
a) Agendas, notices, proofs of posting, agenda packets, and meeting materials;
b) Draft and approved minutes and any official meeting recordings retained by the District;
c) Ordinances, resolutions, policies, motions, and related exhibits;
d) Records of Board officer elections, Board appointments, committee assignments, oaths, and bonds maintained by the District;
e) Certifications, attestations, filing receipts, and proofs of publication; and
f) Other records designated by law, District policy, or official Board action as part of the official Board record.
Records shall be organized so that they can be reasonably located, authenticated, retained, and produced. Retention, lawful disposition, electronic records, preservation holds, and public-record production are governed by Policies 2145, 2145, and 2410.

1015.8 Required Filings and Notifications
The Board Secretary shall coordinate the timely transmission, recording, publication, or filing of Board records with the county, the state, another public agency, a financial institution, or another recipient when required by law or official Board action. 

1015.9 Delegation and Continuity
The Board Secretary may delegate ministerial preparation, posting, distribution, indexing, copying, scanning, and filing tasks to qualified District staff. Delegation does not relieve the Board Secretary of responsibility for reasonable oversight unless the Board has appointed another person as Acting Board Secretary. Upon separation, reassignment, or the end of an acting appointment, the person performing Board Secretary duties shall promptly transfer official records, credentials, pending deadlines, and other District information to the successor or designated custodian.

1015.10 Administration and Compliance
The Board Secretary shall perform other lawful ministerial duties assigned by the Board and may establish practical written procedures consistent with this policy. Questions concerning legal sufficiency, privilege, disclosure, meeting compliance, or the scope of certification authority shall be referred to District Legal Counsel when appropriate. If the Board Secretary and General Manager positions are held by different people, they shall coordinate on administrative matters unless the matter concerns the General Manager or coordination would otherwise be inappropriate.

No exception may authorize the alteration, concealment, destruction, false certification, or withholding of an official record contrary to law or District policy.

GENERAL. 
[bookmark: _Toc235952482]POLICY 1020:	Board and Staff Communications 

1020.1 Purpose
The purpose of this policy is to establish clear communication practices among the Board of Directors, individual Directors, the General Manager, District staff, and persons corresponding with the Board while preserving the respective roles of governance and administration, complying with the Ralph M. Brown Act, and maintaining appropriate District records.

1020.2 Policy
The Board of Directors recognizes that effective governance depends upon open communication, mutual respect, and clearly defined responsibilities between the Board and District staff. Board members shall have access to information necessary to fulfill their duties while respecting the District's administrative chain of command. District staff shall provide timely, accurate, and complete information to the Board consistent with applicable law and District policy.

1020.3 Controlling Governance Policy
Policy 1010 exclusively governs the respective authority of the Board acting collectively, individual Directors, and the General Manager. This policy does not restate or modify that allocation. It governs only how information, questions, concerns, and requests are communicated within that governance structure.

1020.4 Role of the General Manager
The General Manager serves as the primary liaison between the Board of Directors and District staff. The General Manager is responsible for ensuring Board members receive information necessary to perform their duties and for directing District staff in responding to Board requests.

1020.5 Requests for Information
Board members may request information regarding District operations at any time. Whenever practicable, requests for information shall be directed to the General Manager. The General Manager may respond directly or assign the request to the appropriate staff member. When information requested by one Director would reasonably benefit the entire Board, the General Manager may distribute the information to all Directors.

1020.6 Equal Access to Information
Board members shall have equal access to District information necessary to perform their official duties. Whenever practical, information provided to one Director that would reasonably benefit the entire Board shall be distributed to all Directors to promote transparency and informed decision-making. 

1020.7 Communications with Staff
Board members shall not request District staff to perform work, conduct research, prepare reports, or commit District resources without the knowledge or authorization of the General Manager unless specifically directed by action of the Board of Directors or otherwise authorized by law.

1020.8 Communications with the Board
District staff shall communicate through the General Manager regarding matters involving District operations unless otherwise authorized by the General Manager, Board policy, or applicable law. Nothing in this policy prohibits employees from exercising rights protected by law, including reporting misconduct, filing grievances, communicating with legal counsel, or making protected disclosures.

1020.9 Respectful Communications
Board members and District staff shall conduct themselves with professionalism, courtesy, and mutual respect during meetings, public events, and all District-related communications. Disagreements regarding policy or operational matters shall be addressed respectfully and constructively. Board members shall avoid creating the appearance that they are speaking on behalf of the Board unless authorized by the Board of Directors. Individual Directors may express personal opinions but shall clearly distinguish those opinions from official Board positions.

1020.10 Confidential Information
Board members and District staff shall protect confidential information received through their official positions and shall comply with all applicable laws governing confidential and public records.

1020.11 Brown Act and Serial Communications
Separate communications between a District employee and an individual Director may be used to answer questions or provide information as permitted by California Government Code section 54952.2. The employee shall not communicate to a Director the comments or position of another Director in a manner prohibited by the Ralph M. Brown Act. Directors and staff shall not use the General Manager, Board Secretary, another employee, email, text message, or any other intermediary to discuss, deliberate, or develop concurrence among a majority of the Board outside a lawfully noticed meeting. This section does not prohibit staff from distributing the same factual material to all Directors or from communicating official action previously taken by the Board at a public meeting.

1020.12 Correspondence to the Board
Official correspondence directed to the Board may be received by mail, personal delivery, District email, or another authorized method at the District office or another address designated by the District. The Board Secretary or designee shall distribute correspondence addressed to the Board to the Directors promptly and consistently. Confidential, privileged, personnel, claim-related, or legally protected correspondence shall be distributed only to persons authorized to receive it. Correspondence requiring Board action or consideration may be placed on a future agenda in accordance with Policy 4205. Receipt of correspondence does not, by itself, place the matter on an agenda or authorize an individual Director to direct staff action. Correspondence addressed to an individual Director in an official capacity may be provided directly to that Director. A Director should forward the correspondence to the Board Secretary when it requests District action, should be maintained as an official District record, or would reasonably benefit the entire Board.

1020.13 District Accounts and Public Records
Directors shall use District-issued email accounts and District communication systems for District business whenever practicable. A communication concerning District business may constitute a public record regardless of whether it was created or received through a District account, personal account, District device, or personal device. Directors and employees shall retain, search for, and provide responsive District records as required by the California Public Records Act and Policies 2145, 2410, and 2410.
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1025.1 Purpose and Distinctions
This policy establishes a simple process for receiving and routing incidents, informal notices, and claims under the California Government Claims Act.
An internal incident report, service complaint, demand, email, or notice of injury is not automatically a statutory Government Claims Act claim. Completing or accepting an incident report does not replace or waive the claim-presentation requirements established by law.

1025.2 Immediate Internal Reporting
Any employee who learns of an incident that may result in injury, property damage, or a claim against the District shall:
1. Promptly notify their supervisor and the General Manager.
2. Complete the applicable incident report.
3. Preserve relevant records, photographs, video, and physical evidence.
4. Refrain from admitting liability or promising payment.
Immediate safety, medical, and emergency needs shall take priority over reporting requirements.

1025.3 Presentation of Statutory Claims
A statutory claim, claim amendment, or application to present a late claim may be presented through any method authorized by Government Code section 915.
The Board Secretary shall serve as the District’s administrative intake contact for claims. This designation does not limit another method of presentation authorized by law, including actual timely receipt by the Board or another authorized District officer.
The District may provide a Government Claim Form for convenience. Use of the District’s form is not the only method by which a claim may be presented.

1025.4 Immediate Routing
Any Director, employee, officer, volunteer, or contractor who receives a written claim, demand, late-claim application, summons, complaint, attorney letter, or communication threatening litigation shall transmit the complete document to the Board Secretary or acting designee on the same business day whenever practicable. Because the General Manager ordinarily also serves as Board Secretary, duplicate delivery to both titles is not required. If the positions are held by different people, the Board Secretary shall immediately notify the General Manager and provide a complete copy. The General Manager shall promptly forward the matter to the District’s claims administrator, joint powers authority, insurer, and District Legal Counsel when required by the District’s coverage agreement or the nature of the matter. Staff shall not:
a) Decide whether a submission is legally sufficient or timely;
b) Refuse to accept a document because the District’s form was not used;
c) Provide legal advice;
d) Admit District fault or liability;
e) Negotiate or promise payment; or
f) Delay routing while an incident report or investigation is completed.

1025.5 Receipt, Tracking, and Deadlines
The Board Secretary or designee shall document the date, time, method, and person receiving the submission and shall preserve the original envelope, email, attachments, delivery information, and related documents.
A claim-tracking entry shall be opened promptly and shall identify:
a) The date the submission was received;
b) The date and persons to whom it was routed;
c) The claims administrator, insurer, counsel, or other person responsible for review;
d) The apparent response and action deadlines;
e) The person responsible for monitoring each deadline; and
f) The disposition of the matter and notices provided.
The apparent 45-day period for action under California Government Code section 912.4 shall be calendared immediately unless the District’s claims administrator, insurer, or District Legal Counsel determines that a different deadline applies. The calendar shall be updated only on the basis of applicable law, a written extension, or written direction from an authorized reviewer. The General Manager shall ensure that any required action is presented to the Board or another lawfully authorized decision-maker in sufficient time. All statutory notices, late-claim determinations, rejection notices, and related documents shall use forms and instructions approved by the District’s claims administrator, joint powers authority, insurer, or District Legal Counsel.

1025.6 Authority and Settlement
The Board of Directors shall act on claims unless authority has been lawfully delegated by statute, Board resolution, District insurance or JPA coverage documents, or another formal Board action.
The General Manager shall not allow, reject, compromise, or settle a claim beyond expressly delegated authority.

1025.7 Preservation and Confidentiality
Potentially relevant records, photographs, video, physical evidence, and electronic communications shall be preserved in accordance with Policy 2145.
Claim records shall be protected and disclosed only as authorized by law, applicable coverage obligations, or District Legal Counsel.
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1030.1 Purpose
The purpose of this policy is to establish a clear ethical foundation for all individuals serving the Morongo Valley Community Services District (“District”) and to promote public confidence through integrity, accountability, professionalism, and responsible public service.

1030.2 Applicability and Controlling Authority
This policy applies to:
a) Members of the Board of Directors;
b) The General Manager and other District officers;
c) District employees;
d) Volunteers;
e) Members of District committees, commissions, and advisory bodies; and
f) Consultants, contractors, and other individuals authorized to act on behalf of the District, to the extent applicable to their duties or agreements with the District.
This policy applies to conduct connected with District service, District authority, or the use of District resources. It does not regulate lawful private conduct unrelated to District duties. Unless controlling law provides otherwise, all persons subject to this policy shall comply with its requirements. If this policy conflicts with federal or California law, a binding Memorandum of Understanding, an employment agreement, a contract, or another controlling legal requirement, the controlling authority shall govern. A more specific District policy shall govern the procedure for addressing a particular subject.

1030.3 Policy
Individuals serving the District are entrusted with public resources and the confidence of the community. Each person subject to this policy shall act ethically, honestly, professionally, and in a manner consistent with the responsibilities of the person’s position.

1030.4 Ethical Standards
Individuals subject to this policy shall:
a) Act honestly and with integrity;
b) Comply with applicable law, District policy, official Board action, and lawful direction applicable to their position;
c) Disclose potential conflicts of interest and refrain from participation when required by Policy 1035 or applicable law;
d) Exercise District authority in the best interests of the District and the public and not for personal gain, retaliation, favoritism, or improper advantage;
e) Safeguard District funds, property, records, information, and other public resources;
f) Protect confidential information when required by law or District policy while providing access to information that the District is legally required to disclose;
g) Accurately represent District records, decisions, actions, and information; and
h) Perform assigned responsibilities diligently and in good faith.

1030.5 Professional Conduct and Board Decisions
Individuals serving the District shall:
a) Treat members of the public, Directors, employees, volunteers, contractors, and community partners with dignity, courtesy, professionalism, and respect;
b) Encourage open, honest, and constructive communication;
c) Respect differing viewpoints and engage in civil discussion;
d) Respect the Board’s authority to act collectively and the lawful implementation of official Board action; and
e) Cooperate with others in carrying out authorized District business.
Respect for official Board action does not require a Director, employee, volunteer, or other individual to personally endorse or publicly defend a Board decision. Nothing in this policy prohibits lawful disagreement, criticism, requests for reconsideration, whistleblowing, political activity, employee-organization activity, collective bargaining activity, or other speech or conduct protected by federal or California law. An individual expressing a personal opinion shall not represent that opinion as an official position of the Board or District and shall continue to protect information that is legally confidential.

1030.6 Stewardship of Public Resources
District funds, equipment, facilities, vehicles, technology, information, compensated time, and other public resources shall be used efficiently, responsibly, and for authorized District purposes.
Incidental and minimal personal use is permitted only to the extent allowed by law and District policy. Individuals shall not engage in or permit waste, fraud, abuse, campaign activity, or unauthorized use of public resources. Suspected fraud, theft, misuse, or other loss of District resources shall be addressed under Policy 2105 and other applicable District policies.

1030.7 Public Confidence
When acting for or representing the District, individuals shall not misuse their position or engage in dishonest, discriminatory, retaliatory, abusive, or unlawful conduct that could reasonably undermine public confidence in the District’s integrity or impartiality. Good-faith disagreement, lawful criticism, reporting suspected misconduct, participation in an investigation, or another legally protected activity does not violate this policy merely because it may be uncomfortable, critical of the District, or contrary to the position of another person.

1030.8 Reporting and Compliance
Suspected violations of this policy may be reported in accordance with Policy 3190, Whistleblowing Policy. Potential financial conflicts shall be raised and addressed under Policy 1035, Conflict of Interest. Nothing in this policy requires a person to complete an internal reporting process before making a report to a governmental or law-enforcement agency when outside reporting is permitted by law. Retaliation for a protected report, complaint, disclosure, or refusal to participate in unlawful conduct is prohibited. A violation may result in corrective action consistent with applicable law, District policy, a binding Memorandum of Understanding, an employment agreement, a contract, due-process requirements, and the authority applicable to the person involved.

1030.9 Public Statements and Social Media
Only the Board acting collectively may establish an official position of the Board. The General Manager and other authorized spokespersons may communicate official Board positions and factual information concerning District operations within their assigned authority. Individuals shall not present a personal opinion as an official position of the Board or District. Personal opinions should be clearly identified as personal when confusion could reasonably result.

1030.10 Distribution and Acknowledgment
Directors, the General Manager, employees, and members of standing District committees or advisory bodies shall receive or be provided access to this policy and acknowledge receipt upon commencement of service and following a material revision. The General Manager may require acknowledgment from volunteers, consultants, contractors, or other individuals when appropriate based on the nature, duration, or responsibility of their District role. Acknowledgments shall be maintained with the applicable District records.

1030.11 Administration and Accountability
The Board of Directors establishes and amends this policy through official Board action. The General Manager shall implement and administer this policy with respect to District employees, volunteers, and other persons within the General Manager’s authority. The Board shall administer this policy with respect to the General Manager, Directors, and matters reserved to the Board by law. An individual Director may not independently investigate, direct staff, impose corrective action, or act for the Board unless specifically authorized by official Board action or controlling law. Any investigation, corrective action, censure, discipline, contract response, or other action shall follow the authority, procedure, confidentiality, and due-process requirements applicable to the person and alleged conduct. This policy does not create authority to discipline, censure, suspend, or remove an elected official beyond the authority provided by law.
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1035.1 Purpose
The purpose of this policy is to ensure that the Morongo Valley Community Services District (“District”) conducts its business with integrity, impartiality, and transparency while complying with the Political Reform Act, California Government Code section 1090 and related contracting laws, and other applicable conflict-of-interest requirements.

1035.2 General Rule
Directors, officers, employees, consultants, and other persons acting for the District shall disclose potential financial conflicts before participating in a District decision or contract and shall refrain from participation whenever required by law. A concern about the appearance of a conflict should be raised for review, but an appearance alone does not determine whether legal disqualification is required. Conflict determinations shall be made under the law applicable to the particular decision, contract, interest, and person.

1035.3 District Conflict of Interest Code
The Board shall adopt and maintain a separate Conflict-of-Interest Code as required by California Government Code section 87300. The Code shall incorporate the Standard Conflict of Interest Code in Title 2, California Code of Regulations, section 18730, together with the District’s designated positions and disclosure categories. The Conflict of Interest Code and any amendments shall be approved by the Board and submitted to the District’s code reviewing body when required by law.

1035.4 Statements of Economic Interests
Board members, officials, employees, consultants, and other persons designated by law or the District’s Conflict of Interest Code shall timely file assuming-office, annual, and leaving-office Statements of Economic Interests, Form 700, as required. The District’s filing officer shall maintain, process, and make the statements available as required by law.

1035.5 Governmental Decisions
Under California Government Code section 87100, a public official shall not make, participate in making, or use an official position to influence a governmental decision in which the official knows or has reason to know the official has a disqualifying financial interest. A person with a potential conflict shall disclose the matter before participating and shall obtain advice from the District’s filing officer, District Legal Counsel, or the Fair Political Practices Commission when appropriate. Disclosure, recusal, departure from the meeting room, and other procedures shall be handled as required by law.

1035.6 Contracting Conflicts
California Government Code section 1090 separately prohibits District officers and employees from being financially interested in contracts made by them in their official capacities or by a Board on which they serve. A person with a potential financial interest in a District contract shall disclose the interest before participating in the development, negotiation, recommendation, approval, execution, or administration of the contract. The matter shall be referred to District Legal Counsel before the District proceeds. No person shall independently determine that a statutory remote-interest, noninterest, or other exception applies. Any exception shall be documented and administered in the manner required by law.

1035.7 Gifts, Honoraria, and Travel Payments
District officials and designated employees shall comply with applicable limits, disclosure requirements, and prohibitions governing gifts, honoraria, travel payments, and other economic interests regulated by the Political Reform Act and Fair Political Practices Commission regulations.

1035.8 Questions and Reporting
Questions concerning a potential conflict, Form 700 obligation, gift, governmental decision, or District contract should be raised before the person participates in the matter. An employee shall ordinarily raise the issue with the General Manager or District Legal Counsel. A matter involving the General Manager or a Director may be raised with the Board President or District Legal Counsel. Requesting advice does not extend a filing deadline or authorize participation while a disqualifying conflict is unresolved.

1035.9 Administration and Biennial Review
The General Manager, acting as Board Secretary when appropriate, shall coordinate maintenance of the District’s Conflict of Interest Code, designated-position list, disclosure categories, filings, notices, and amendments unless the Conflict-of-Interest Code designates another filing officer.

During every even-numbered year, the District shall review its Conflict-of-Interest Code as required by California Government Code section 87306.5. If changed circumstances require an amendment, the proposed amendment shall be processed and submitted to the code reviewing body within the time required by law. If no amendment is required, the agency head or other authorized District representative shall submit the required written statement no later than October 1.

The General Manager shall also initiate review when positions are created, eliminated, renamed, or materially changed or when another changed circumstance may require amendment before the next biennial review. No exception under Policy 1000 may waive a disclosure, disqualification, filing, contracting, or other requirement imposed by law.
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1040.1 Purpose
The purpose of this policy is to establish the roles of the District's legal counsel and independent auditor in providing professional services to the Morongo Valley Community Services District ("District") and to define the responsibilities of the Board of Directors and the General Manager in utilizing those services.

1040.2 Retention and Administration
The Board of Directors shall select and retain District Legal Counsel through official Board action. When the District directly procures independent audit services, the Board shall approve the auditor or accounting firm. The General Manager shall administer the approved professional-service agreements, budgets, invoices, scheduling, and routine coordination. Contract administration shall not interfere with Legal Counsel’s professional duties to the District, the auditor’s independence, or either professional’s authorized access to the Board.

1040.3 District Legal Counsel
District Legal Counsel serves as legal advisor to the District and represents the legal interests of the District as an organization. Legal Counsel does not represent individual Board members, employees, volunteers, or other individuals in their personal capacities unless specifically authorized by the Board of Directors and permitted by law.

1040.4 Requests for Legal Services
The General Manager is authorized to consult with District Legal Counsel regarding District operations, personnel, contracts, claims, litigation, risk management, policy development, and other legal matters affecting the District and shall ordinarily serve as the primary administrative contact. The Board, acting collectively, may direct District Legal Counsel. The Board President, or the Vice President when the President is unavailable or has a conflict, may contact District Legal Counsel directly regarding:
a) Board governance or meeting procedure;
b) The General Manager’s evaluation, employment, performance, complaint, investigation, or separation;
c) A matter in which routing the request through the General Manager would be inappropriate; or
d) An urgent matter requiring advice before the Board can reasonably meet.
Another Director may contact District Legal Counsel directly when authorized by the Board or when District Legal Counsel determines that direct communication is necessary to protect the District’s legal interests. An individual Director shall not independently direct litigation, waive privilege, approve a settlement, or materially expand the scope or cost of a legal engagement without authority from the Board or this policy.

1040.5 Attorney-Client Privilege
Communications between the District and District Legal Counsel shall be handled in a manner that preserves the attorney-client privilege and attorney work-product protections under California Evidence Code sections 950 through 962 and other applicable law. District Legal Counsel represents the District as an organization, not an individual Director, officer, employee, or volunteer in a personal capacity unless separate representation is expressly authorized by the Board and legally permitted. Individuals receiving privileged communications shall maintain their confidentiality unless disclosure is authorized by the District or required by law.
1040.6 Independent Auditor
The District shall obtain audit services in accordance with California Government Code section 26909 and applicable county auditor and State Controller requirements. When the District directly selects an independent certified public accountant or public accounting firm, the Board shall approve the engagement. The auditor shall perform services under applicable professional standards and shall have reasonable and unrestricted access to the District records, personnel, accounts, and information needed to complete the engagement. The auditor may communicate directly with the Board, Board President, or an authorized Board committee without prior approval from the General Manager and shall report final audit results directly to the Board.

1040.7 Cooperation
District employees shall cooperate with Legal Counsel, the independent auditor, and other authorized professionals by providing access to records, information, and assistance necessary to perform their duties.

1040.8 Coordination and Independence
Unless the Board directs otherwise for a particular matter, the General Manager shall serve as the District’s primary administrative liaison with District Legal Counsel and the independent auditor and shall coordinate timely access to District personnel, records, and information. The General Manager shall not prevent, delay, restrict, or alter:
a) Legal Counsel’s authorized communication with the Board;
b) An auditor’s access to information necessary to complete the engagement;
c) An auditor’s findings, recommendations, or reports; or
d) An auditor’s direct communication with the Board.
When a matter concerns the General Manager, the Board President or another person designated by the Board may serve as the liaison. All coordination shall preserve attorney-client privilege, confidentiality, auditor independence, and legally required reporting rights.
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1045.1 Purpose and Exclusive Subject
This policy identifies the continuing functions of the General Manager as the District's chief executive and administrative officer. Policy 1010 exclusively governs the allocation of authority among the Board, individual Directors, and the General Manager. Policy 3140 governs delegation of personnel authority, and Policy 4200 governs the mechanics of official Board action.

1045.2 Statutory Functions
In accordance with California Government Code section 61051, the General Manager shall:
a) Implement the policies established by the Board for District operations;
b) Appoint, supervise, discipline, and dismiss District employees consistent with the employee relations system established by the Board;
c) Supervise District facilities and services; and
d) Supervise District finances.
The General Manager shall perform these functions in accordance with applicable law, District policy, the approved budget, controlling employment agreements and Memoranda of Understanding, and official Board action.

1045.3 Policy Implementation and District Operations
The General Manager shall:
a) Translate adopted policies, budgets, and official Board actions into administrative procedures, work plans, assignments, and operational practices;
b) Plan, organize, direct, and coordinate District services, programs, facilities, projects, and day-to-day operations;
c) Monitor performance, service delivery, safety, compliance, and continuity of operations and take timely corrective administrative action;
d) Administer District contracts, grants, permits, agreements, and programs within the authority granted by law, Policy 2115, or specific Board action;
e) Coordinate the work of employees, consultants, contractors, legal counsel, auditors, insurers, and other professional resources; and
f) Recommend policies, budget adjustments, organizational improvements, and other matters requiring Board consideration.

1045.4 Personnel Administration
The General Manager shall administer the District's personnel system and employment policies. Consistent with law, the approved budget, District policy, controlling agreements, and any required employment process, the General Manager shall:
a) Determine staffing assignments and supervisory relationships;
b) Recruit, select, appoint, supervise, evaluate, develop, discipline, and separate District employees;
c) Approve job descriptions for District positions other than the General Manager position;
d) Administer classification, compensation, leave, benefits, training, labor relations, personnel records, workplace investigations, and corrective action; and
e) Establish administrative personnel procedures necessary to implement Board-adopted policy.
Delegation of these functions is governed by Policy 3140. Specific employment actions shall comply with the applicable policy, due-process requirement, employment agreement, and Memorandum of Understanding.

1045.5 Financial Administration
The General Manager shall supervise District finances by:
a) Preparing a recommended annual budget and proposed budget adjustments for Board consideration;
b) Administering the adopted budget and monitoring revenues, expenditures, cash flow, and financial condition;
c) Maintaining appropriate accounting, internal-control, reporting, purchasing, and asset-protection practices;
d) Coordinating audits, financial reporting, grant reporting, and corrective action on financial findings; and
e) Authorizing expenditures and administering contracts only within the authority established by Policy 2115 and other controlling requirements.
Purchasing methods are governed by Policy 2135. Nothing in this policy increases a spending limit or grants independent contract-signing authority. When the same person also serves as District Treasurer, the person shall separately perform the custody, reporting, investment, disbursement, and other duties assigned to the District Treasurer under California Government Code section 61053, Policy 4110, and official Board action. The General Manager’s supervision of District finances does not replace Board oversight or expand the authority of the District Treasurer.

1045.6 Advice, Reporting, and Board Support
The General Manager shall:
a) Keep the Board appropriately informed of significant operational, financial, legal, personnel, safety, and community matters;
b) Provide objective professional advice, alternatives, fiscal information, and recommendations to support informed Board decisions;
c) Prepare or coordinate agendas, staff reports, proposed policies, budgets, contracts, and other materials requiring Board consideration; and
d) Report on the implementation and results of official Board actions.
The same person ordinarily serves concurrently as General Manager, Board Secretary, and District Treasurer. Board Secretary duties shall be performed under Policy 1015. District Treasurer duties shall be performed under Policy 4110 and the Board action appointing the Treasurer. Holding the three positions concurrently does not merge them or allow authority assigned to one position to be exercised under another title. Records, reports, signatures, and certifications shall identify the capacity in which the person is acting when the distinction is material.

1045.7 External Representation, Legislative Matters, and Communications
Within the General Manager’s administrative authority, the General Manager may represent the District before governmental agencies, community organizations, professional associations, vendors, contractors, and members of the public and may communicate factual information and positions officially adopted by the Board. The General Manager may monitor proposed legislation, regulations, and administrative actions affecting the District. When consistent with Board policy, adopted legislative priorities, or specific Board direction, the General Manager may:
a) Submit letters of support, opposition, or comment;
b) Provide technical or operational information;
c) Meet with legislators, regulators, governmental agencies, or stakeholder organizations;
d) Collaborate with other public agencies and professional associations; and
e) Take other administrative action consistent with an official District position.
The General Manager shall not represent a personal opinion as an official District position. When a legislative or regulatory deadline makes prior Board direction impracticable, the General Manager may act only when the action is consistent with existing Board policy or direction and delay would likely prejudice the District’s interests. The General Manager shall report the action to the Board at the next regular meeting. Nothing in this section authorizes partisan political activity, campaign activity, or use of District resources for ballot-measure advocacy prohibited by law. Public and media communications shall comply with Policy 2400. Execution of contracts and other instruments shall comply with Policies 1050 and 2115 and any specific Board authorization.

1045.8 Emergency Administration
The General Manager may take prompt administrative action reasonably necessary to protect life, public safety, District property, essential services, legal rights, or the District's financial interests during an emergency, subject to applicable law and District policy. Emergency expenditures are governed exclusively by Policy 2115. Emergency preparedness and response are governed by Policies 2300 and 2305 and applicable Fire Department operational policies. The General Manager shall report significant emergency actions to the Board as soon as reasonably practicable and complete any later ratification, finding, or continuing review required by law.

1045.9 Delegation, Accountability, and Administration
The General Manager may delegate work and administrative authority as permitted by Policy 1010, Policy 3140, Policy 2115, another controlling policy, or specific Board action. The General Manager remains responsible for appropriate supervision and for the performance of delegated functions. The General Manager may establish administrative procedures necessary to carry out this policy. No procedure or delegation may increase the General Manager's legal or financial authority, waive a controlling requirement, or transfer a duty contrary to law.

1045.10 General Manager Administrative Continuity File
The General Manager shall establish and maintain a General Manager Administrative Continuity File sufficient to support uninterrupted District administration during a transition, absence, emergency, or change in personnel. The file shall include an implementation index identifying the District’s recurring administrative responsibilities, applicable deadlines, responsible positions, governing policies or legal authorities, and the location of supporting records, forms, procedures, and account information. The continuity file shall include or identify, as applicable:
a) The annual compliance, governance, and Board calendar;
b) Director terms, committee and liaison assignments, Form 700 filing obligations, and required training deadlines;
c) Budget, audit, appropriations-limit, State Controller, grant, tax, and other financial reporting deadlines;
d) Current contracts, renewal and termination dates, insurance and joint-powers-authority information, pending claims and litigation, and applicable litigation holds;
e) Treasurer appointments, bonds, authorized signers, banking relationships, and financial-control procedures;
f) The current organizational chart, employee roster, job descriptions, memoranda of understanding, salary schedules, leave records, required licenses and credentials, and training matrix;
g) Required administrative forms, logs, notices, templates, and checklists;
h) The District’s Injury and Illness Prevention Program, Workplace Violence Prevention Plan, Emergency Operations Plan, Continuity of Operations Plan, and other required safety programs;
i) Fire and emergency-medical-services licenses, permits, certifications, reporting requirements, agreements, and compliance information;
j) Asset, facility, vehicle, apparatus, equipment, and technology registers;
k) Information identifying the District’s technology administrators, vendors, backup systems, cybersecurity contacts, account-recovery procedures, and emergency-access process; and
l) Current projects, grants, commitments, Board direction, outstanding action items, and material deadlines.
The General Manager shall review the continuity file at least annually and update it when a material change occurs. The file shall also be reviewed and transferred as part of any planned General Manager transition. Confidential, privileged, personnel, medical, financial-security, cybersecurity, and other protected information shall be maintained separately with appropriate access restrictions. The continuity index may identify the secure location and authorized custodian of such information but shall not reproduce passwords, security codes, protected health information, or other sensitive information in an unsecured document. The continuity file is an administrative implementation resource and does not replace or supersede applicable law, Board policy, an adopted memorandum of understanding, an employment agreement, or official District records.

1045.11 Fire Department Administrative Manual and Required Programs
The Board shall establish the District-wide policies governing Fire and emergency-medical-services operations, personnel administration, fiscal authority, risk management, privacy, and workplace safety. The General Manager shall be responsible for implementing those policies and ensuring that the Fire Department maintains current operational policies, procedures, written safety programs, privacy and security procedures, training requirements, forms, registers, and compliance records required by law and applicable professional standards. Subject to applicable law, Board policy, approved budget authority, the memorandum of understanding, and any required meet-and-confer obligation, the General Manager may approve and administratively revise the Fire Department manual and associated programs without additional Board approval. The Fire Chief may recommend and administer such revisions but may not issue a provision that conflicts with Board policy, District authority, the memorandum of understanding, or direction of the General Manager. Administrative revisions may not alter Board-reserved authority, compensation, benefits, employee discipline or appeal rights, purchasing or contracting authority, or another substantive District policy without the approval otherwise required by law or Board policy.
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1050.1 Purpose
The purpose of this policy is to authorize the use of electronic and digital signatures for District business while ensuring compliance with applicable federal and California law and maintaining the integrity of District records.

1050.2 Policy
The Morongo Valley Community Services District ("District") recognizes electronic and digital signatures as valid methods of executing documents when authorized by law and approved by the District. Electronic signatures shall have the same force and effect as handwritten signatures when used in accordance with this policy and applicable law.

1050.3 Authorized Use
Electronic and digital signatures may be used for District business including, but not limited to:
a) Internal administrative documents;
b) Employment-related documents;
c) Contracts and agreements;
d) Purchasing and procurement documents;
e) Board agendas, resolutions, and other official records when permitted by law;
f) Grant applications and supporting documentation; and
g) Other documents approved by the General Manager.

1050.4 Signature Authority
Nothing in this policy expands or modifies the authority of any individual to execute documents on behalf of the District. Only individuals otherwise authorized by law, Board action, District policy, employment agreement, or delegated authority may execute documents using an electronic or digital signature.

1050.5 Security
Electronic signature systems utilized by the District shall provide reasonable safeguards to verify the identity of the signer, maintain the integrity of signed documents, and protect against unauthorized use. Employees shall take reasonable measures to protect their electronic signature credentials, passwords, and authentication methods.

1050.6 Record Retention
Documents executed using electronic or digital signatures shall be maintained in accordance with applicable law and the District's records retention practices.

1050.7 When an Original or Different Signature Form Is Required
An electronic or digital signature shall not be used when prohibited by law, rejected by the receiving or filing authority, inconsistent with an applicable contract or required form, or when the Board, General Manager, authorized signer, or District Legal Counsel determines that an original, notarized, witnessed, certified, or other specific signature form is required. This determination does not expand the authority of any person to sign on behalf of the District.
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2100.1 Purpose	
The purpose of this policy is to establish uniform procedures for the billing, collection, monitoring, reconciliation, and write-off of accounts receivable to ensure the timely collection of District revenues, safeguard public funds, maintain accurate financial records, and promote consistent administration.

2100.2 Policy	
The Morongo Valley Community Services District shall maintain an accounts receivable system that promotes the timely collection of all monies owed to the District through consistent billing, follow-up, documentation, and internal controls. All accounts receivable shall be administered in accordance with applicable federal and California law, generally accepted accounting principles (GAAP), Governmental Accounting Standards Board (GASB) standards, and applicable District policies. The General Manager shall be responsible for administering this policy and may delegate administrative responsibilities to appropriate District personnel while retaining overall responsibility for compliance. The General Manager may establish administrative procedures necessary to implement this policy.

2100.3 Billing and Payment	
Invoices shall be issued promptly following the provision of services, delivery of goods, or occurrence of another billable event. Unless otherwise established by contract, ordinance, resolution, or written agreement, payment shall be due on the date specified on the invoice. An account shall be considered delinquent on the first business day following the due date.

2100.4 Monitoring and Collection	
Accounts receivable shall be reviewed at least monthly. The review shall include outstanding balances, aging of receivables, delinquent accounts, collection efforts, recommended write-offs, and the adequacy of the allowance for doubtful accounts. The District shall make reasonable efforts to collect all amounts owed. Collection efforts may include reminder notices, delinquency notices, final demand notices, payment arrangements, referral to a collection agency, small claims or civil litigation, liens when authorized by law, offset of future payments when legally permissible, or any other lawful collection remedy available to the District. Nothing in this policy shall require the District to pursue every available collection remedy in every case. The General Manager may approve written payment arrangements when determined to be in the best financial interest of the District. Failure to comply with an approved payment arrangement may result in the immediate resumption of collection efforts.

2100.5 Returned Payments	
Returned checks, rejected electronic payments, or other dishonored payments may be subject to fees established by law or by the District's adopted Fee Schedule. The District may require future payments to be made by certified funds or another approved payment method following repeated returned payments.

2100.6 Administrative Adjustments	
The General Manager may authorize corrections to billing errors, duplicate billings, overpayments, accounting errors, or other administrative adjustments when supported by appropriate documentation. All adjustments shall be documented and retained in accordance with the District's Records Retention Policy.

2100.7 Write-Off, Compromise, and Release
The General Manager may recommend an account for administrative write-off when reasonable collection efforts have been unsuccessful, further collection is not cost-effective, the applicable limitations period has expired, the debtor cannot be located, the debtor lacks reasonably available assets, or another documented basis supports the recommendation. The General Manager may approve an administrative write-off only within a dollar limit separately established by the Board. If the Board has not established a current write-off limit, Board approval is required. An administrative write-off is an accounting action that removes an amount from active accounts receivable. It does not forgive, compromise, settle, waive, or release the underlying legal obligation unless that action is separately approved by the Board or another person lawfully authorized to take it. The supporting record shall identify:
a) The debtor and amount;
b) The nature and age of the obligation;
c) Collection efforts undertaken;
d) The estimated cost and likelihood of further collection;
e) The reason for the write-off or other action; and
f) The approving authority.
The District may resume collection of an administratively written-off account when lawful and cost-effective.

2100.8 Internal Controls
Accounts receivable controls shall be coordinated with Policies 2140 and 2160. To the extent reasonably practicable, the person approving a billing adjustment, payment arrangement, compromise, release, or write-off shall not be the only person posting and reconciling that action. When staffing prevents full separation of duties, the transaction shall receive a documented compensating review by the General Manager, bookkeeper, auditor, Board, or another qualified independent reviewer, as appropriate.

2100.9 Records
Invoices, payment records, aging reports, collection notices, payment arrangements, adjustments, write-offs, approvals, and related supporting records shall be retained under Policy 2145 and any applicable preservation hold.
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2105.1 Purpose
The purpose of this policy is to protect the funds, property, records, systems, operations, reputation, and public trust of the Morongo Valley Community Services District (“District”) by establishing requirements for preventing, reporting, investigating, and responding to suspected fraud, theft, corruption, financial misconduct, and misuse of District resources.

2105.2 Applicability
This policy applies to Directors, officers, employees, volunteers, contractors, consultants, vendors, and other persons acting for or doing business with the District. An error, control weakness, policy violation, or disputed decision is not necessarily fraud. The District shall evaluate the facts and apply the law, policy, agreement, and procedure governing the conduct involved.

2105.3 Prohibited Conduct
Prohibited conduct includes, but is not limited to:
a) Theft, embezzlement, misappropriation, diversion, or unauthorized use of District money, equipment, vehicles, inventory, supplies, information, compensated time, or other resources;
b) Falsifying, altering, concealing, destroying, or improperly removing District records;
c) Payroll, timekeeping, reimbursement, benefit, or leave fraud;
d) False invoices, purchase orders, receipts, expense claims, financial statements, reports, or certifications;
e) Unauthorized use of a District credit card, fuel card, purchasing account, bank account, electronic-payment system, or vendor account;
f) Bid manipulation, kickbacks, bribery, collusion, contracting conflicts, or undisclosed personal financial benefit;
g) Unauthorized electronic transfers, manipulation of financial data, phishing, identity theft, cyber fraud, or misuse of access credentials;
h) Intentional misrepresentation or concealment of a material fact to obtain a benefit, avoid an obligation, or cause loss to the District;
i) Retaliation against a person for making or assisting with a protected report; and
j) Attempting, assisting, directing, or knowingly concealing conduct prohibited by this policy.

2105.4 Reporting
A person who reasonably suspects conduct covered by this policy should report it promptly through one or more of the following channels:
a) An immediate supervisor;
b) The General Manager;
c) The Board President;
d) Any Available Board Member;
e) District Legal Counsel;
f) The District’s auditor, claims administrator, joint powers authority, or insurer when appropriate; or
g) A law-enforcement, regulatory, or other governmental agency when permitted by law.
An allegation involving the General Manager should be reported to the Board President, Board Vice President, or District Legal Counsel. An allegation involving the Board President should be reported to the Board Vice President or District Legal Counsel. Nothing in this policy requires a person to exhaust an internal reporting process before making a report to an outside agency when outside reporting is permitted by law. A person receiving a report shall preserve it and promptly route it to a person authorized to act. Except for reasonable steps to protect persons, assets, systems, or evidence, no individual shall conduct an unauthorized investigation or confront a suspected person.

2105.5 Immediate Protection and Preservation
Upon receiving a credible report, the authorized District representative shall consider whether immediate action is needed to:
a) Protect employees, members of the public, or District operations;
b) Secure cash, accounts, property, records, equipment, or computer systems;
c) Suspend or restrict access credentials or transaction authority;
d) Preserve paper and electronic evidence;
e) Notify District Legal Counsel, the auditor, insurer, joint powers authority, or law enforcement; or
f) Prevent additional loss without unnecessarily compromising the investigation.
An immediate protective action is not a final finding of wrongdoing and shall comply with applicable employment rights, due process, agreements, and law.

2105.6 Investigation Authority
The General Manager shall coordinate the District’s response unless the allegation involves the General Manager or another circumstance makes that role inappropriate. When an allegation involves the General Manager or a Director, or is deemed necessary by the General Manger the Board acting collectively shall determine the appropriate investigation and response, ordinarily in consultation with District Legal Counsel. Pending Board consideration, the Board President, or the Vice President when the President is implicated or unavailable, may contact District Legal Counsel and coordinate necessary ministerial steps to preserve evidence or prevent immediate loss. An individual Director may not independently direct an investigation or District staff unless authorized by the Board or controlling law. The District may use qualified investigators, auditors, forensic accountants, information-technology specialists, law-enforcement agencies, or other professionals. The scope and method of investigation shall be appropriate to the allegation, potential loss, legal requirements, and rights of the persons involved.

2105.7 Cooperation and Individual Rights
Persons subject to District authority shall cooperate truthfully with a lawfully authorized investigation, preserve requested records, and refrain from obstruction, retaliation, concealment, or destruction of evidence. Cooperation requirements shall be administered consistently with applicable constitutional and statutory rights, attorney-client privilege, representation rights, the Firefighters Procedural Bill of Rights Act when applicable, a binding Memorandum of Understanding, an employment agreement, and due-process requirements.

2105.8 Confidentiality
Reports and investigations shall be handled discreetly and shared only with persons having a legitimate legal, administrative, investigative, insurance, audit, or decision-making need. The District cannot promise absolute confidentiality. Information may be disclosed when required by law, necessary to conduct a fair investigation, needed to protect the District or an individual, or authorized by the person entitled to control the information.

2105.9 Nonretaliation and Good-Faith Reports
Retaliation against a person for making a good-faith report, refusing to participate in unlawful conduct, providing information, or participating in an authorized investigation is prohibited. A good-faith report remains protected even when it is not substantiated. A report is not knowingly false merely because evidence is incomplete, disputed, or insufficient to establish a violation. A person who is found, after an appropriate process, to have intentionally fabricated material information may be subject to lawful corrective action. This provision shall not be used to discourage protected reporting.

2105.10 Findings and Corrective Action
A finding shall be made by the person or body having lawful authority over the individual or contract involved. When misconduct is substantiated, the District may take corrective action permitted by law, policy, contract, or agreement, including:
a) Strengthening internal controls;
b) Correcting records or transactions;
c) Suspending access or purchasing privileges;
d) Training, counseling, or discipline;
e) Contract remedies or termination;
f) Recovery of money or property;
g) Insurance or bond claims;
h) Civil action; or
i) Referral to law enforcement or another governmental agency.
Employee action shall comply with Policies 3115, and 3120, applicable due process, and any controlling Memorandum of Understanding or employment agreement. Board action concerning a Director or the General Manager shall remain subject to the authority and procedures applicable to that position.

2105.11 Recovery and Reporting of Losses
The District shall make reasonable efforts to quantify and recover material losses through restitution, offsets, insurance, bonds, contract remedies, civil recovery, or other lawful means when cost-effective and in the District’s interests. The General Manager, or another person designated by the Board when the General Manager is implicated, shall ensure that legally or contractually required notices are provided to the auditor, insurer, joint powers authority, law enforcement, funding agency, or other appropriate entity.

2105.12 Internal Controls and Records
Policy 2160 governs the District’s internal-control system. Policy 3190 governs whistleblowing and retaliation procedures. Reports, investigation records, evidence, findings, insurance submissions, corrective actions, and recovery records shall be secured and retained under Policy 2145 and any applicable preservation hold.
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2110.1 Purpose
The purpose of this policy is to establish a lawful and practical process for preparing, reviewing, adopting, administering, monitoring, and amending the District’s annual budget.

2110.2 Fiscal Year and General Requirement
The District’s fiscal year is July 1 through June 30. The Board shall adopt a final budget for each fiscal year in accordance with California Government Code section 61110. The budget shall conform to generally accepted accounting and budgeting procedures for special districts and shall serve as the District’s principal financial plan and appropriation document.

2110.3 Preparation
The General Manager shall prepare the proposed budget using reasonable estimates of revenues, expenditures, staffing, services, capital needs, reserves, grants, debt obligations, and other financial requirements. The General Manager may consult with District staff, the bookkeeper, auditor, department representatives, District Legal Counsel, and other qualified resources.

2110.4 Statutory Budget Process
The following process shall be completed:
a) On or before July 1, the Board may adopt a preliminary budget. If a preliminary budget is not adopted, the General Manager shall prepare a proposed final budget that is available for public inspection at a time and place within the District.
b) On or before July 1, the Board shall publish the notice required by California Government Code section 61110. The notice shall state either that a preliminary budget has been adopted or that the proposed final budget is available for inspection. It shall also state the date, time, and place of the final-budget hearing and that any person may appear and be heard concerning any budget item or proposed additional item.
c) The notice shall be published pursuant to California Government Code section 6061 in a newspaper of general circulation in the District at least two weeks before the hearing.
d) The Board shall conduct the noticed public hearing. The hearing may be continued as permitted by law.
e) On or before September 1, the Board shall adopt the final budget at a public meeting.
The District may complete these actions earlier when practical.

2110.5 Budget Contents
The proposed and final budgets shall identify, as applicable:
a) Beginning fund balances and available resources;
b) Estimated revenues by material source;
c) Operating expenditures;
d) Employee compensation and benefits;
e) Services, supplies, and contractual obligations;
f) Capital outlay and capital projects;
g) Debt service;
h) Reserve contributions and proposed reserve use;
i) Restricted funds and grant activity;
j) Interfund transfers;
k) Material assumptions and known financial risks; and
l) Any other information reasonably necessary for Board and public understanding.
The budget shall distinguish legally restricted resources from unrestricted resources and shall not treat restricted money as available for an unauthorized purpose.

2110.6 Adoption and Interim Administration
The Board shall adopt the final budget by resolution or other official action identifying the approved appropriations. If the final budget is not adopted before July 1, expenditures after July 1 shall be governed by the preliminary budget or other lawful interim appropriations approved by the Board until the final budget is adopted. Adoption of the budget does not independently authorize a contract, purchase, debt obligation, position, or other action requiring separate approval under Policy 2115, another District policy, or applicable law.

2110.7 Budget Administration and Adjustments
The General Manager shall administer the adopted budget and may approve reasonable transfers between line items when:
a) Total appropriations within the affected fund are not increased;
b) The transfer does not use a legally restricted resource for an unauthorized purpose;
c) The transfer does not create a new position, materially increase authorized staffing, commence an unapproved capital project, incur debt, reduce a Board-established reserve, or conflict with specific Board direction; and
d) The resulting expenditure is otherwise authorized under Policy 2115.
Each material administrative transfer shall be documented and reported to the Board with the next regular financial report. Board approval is required to increase total fund appropriations, use or materially reduce a Board-established reserve, establish a new position, materially change an approved capital project, or make another adjustment reserved to the Board.

2110.8 Monitoring and Monthly Reporting
The General Manager shall monitor revenues, expenditures, cash flow, grants, capital projects, reserves, and material budget variances throughout the fiscal year.
The regular monthly financial report to the Board shall include, as applicable:
a) Budget-to-actual revenues and expenditures;
b) Material variances and explanations;
c) Cash and investment balances;
d) Accounts payable and receivable information;
e) Reserve activity;
f) Capital-project and grant status; and
g) Any known condition that may require a budget amendment.
The Board’s Finance Director may review and present the monthly report but does not independently direct staff, amend the budget, or authorize an expenditure on behalf of the Board.

2110.9 Mid-Year Review
The Board shall conduct a mid-year budget review. The review shall evaluate actual and projected revenues, expenditures, staffing, reserves, grants, capital projects, and the District’s overall financial condition. The Board may amend the budget by official action when needed to reflect changed revenues, emergency costs, grants, operational requirements, capital needs, or other material conditions.

2110.10 Appropriations Limit and Required Filings
On or before July 1, the Board shall adopt any appropriations-limit resolution required by Article XIII B of the California Constitution and California Government Code section 61113. The General Manager shall coordinate all required budget, appropriations-limit, financial-transaction, grant, and other related filings with the District Treasurer, bookkeeper, auditor, county auditor, State Controller, and other responsible entities.

2110.11 Records
Preliminary and final budgets, notices, proofs of publication, hearing records, adoption actions, amendments, financial reports, assumptions, and supporting records shall be retained under Policy 2145.


FINANCIAL MANAGEMENT | ADMINISTRATION
[bookmark: _Toc235952493]POLICY 2115:	Delegation of Financial Authority

2115.1 Purpose	
This policy establishes who may authorize District expenditures and the dollar limits of that authority. Policy 2135 governs purchasing procedures. Policy 2120 governs credit cards and fuel cards, and Policy 3490 governs expense reimbursement.

2115.2 General Requirements
District funds shall be used only for a legitimate public purpose within the District's legal authority. Every expenditure shall comply with the adopted budget, available appropriations, District policy, Board direction, and applicable law. Delegated authority is a maximum limit and does not require or justify an expenditure that is unnecessary, unreasonable, or not in the District's best interest.

2115.3 General Manager Purchasing Authority
The General Manager may approve an individual purchase or expenditure up to and including $2,500 without prior Board approval when:
a) Sufficient funds are available within the Board-approved budget, including any budget adjustment permitted by Policy 2110; and
b) Board approval is not required by this policy, another District policy, Board action, or applicable law.

2115.4 Emergency Purchasing Authority	Comment by Brittany Chavez: Discuss increase to $25k
When delay in obtaining Board approval would be impractical and immediate action is reasonably necessary to protect public health or safety, preserve District property, maintain an essential District operation, meet an immediate legal obligation, or prevent significant financial loss, the General Manager may authorize emergency expenditures totaling up to and including $10,000 for the same emergency without prior Board approval.

The General Manager shall report the emergency expenditure to the Board at its next regular meeting. The report shall identify the emergency, vendor, amount, action taken, and reason prior Board approval was not practical. Any earlier Board review, special finding, vote, or continuing review required by law shall still be completed. This administrative emergency authority does not waive a competitive-bidding, public-project, or emergency-contracting requirement imposed by law.

2115.5 Expenditures Requiring Board Approval
Prior Board approval is required for:
a) A non-emergency purchase or expenditure exceeding $2,500;
b) Emergency expenditures exceeding $10,000 in total for the same emergency;
c) A contract, agreement, lease, subscription, amendment, renewal, extension, or other instrument requiring a District signature, regardless of dollar amount, unless the Board has expressly delegated signature authority for that specific transaction or a clearly defined category of transactions;
d) An expenditure not supported by available Board-approved appropriations after any adjustment permitted by Policy 2110; or
e) Any expenditure for which Board approval is required by law, District policy, prior Board action, a grant condition, or another controlling requirement.
This policy does not authorize the General Manager to sign a contract or agreement unless the Board has approved the agreement and authorized the signature or has otherwise expressly delegated that authority. After the Board approves a contract or recurring obligation, payments made within the approved amount and according to its terms do not require separate Board approval unless the agreement is amended or another approval requirement applies.

2115.6 Authorized Purchasers and General Manager Absence
The General Manager may authorize an employee to place an approved order, use an authorized District payment method, or receive goods or services. That authorization does not give the employee independent spending authority, and the purchase remains subject to the General Manager's approval and the limits of this policy. A person formally appointed or designated by the Board as Acting General Manager may exercise the General Manager's authority under this policy while serving in that capacity. No other employee or individual Director may exercise this authority unless expressly authorized by the Board.

2115.7 Calculating Limits and Prohibition on Purchase Splitting
The applicable limit shall be based on the total reasonably anticipated District obligation for the related purchase or commitment. The calculation shall include taxes, delivery, installation, fees, the full initial term, and any renewal, extension, or option reasonably expected to be exercised. No purchase, project, order, invoice, contract, emergency need, or related group of items may be divided among transactions, dates, vendors, departments, accounts, or payment methods for the purpose of avoiding a spending limit, purchasing procedure, competitive requirement, or Board approval.

2115.8 Administration and Review
The Board may revise a limit or delegation established by this policy only by amending this policy or by official Board action expressly authorizing a specific transaction or clearly defined category of transactions.
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2120.1 Purpose
The purpose of this policy is to govern the establishment, assignment, use, safeguarding, documentation, reconciliation, and review of District credit cards, fuel cards, purchasing cards, virtual cards, online vendor accounts, and similar payment methods.

2120.2 General Rule
A District payment card or purchasing account is a payment method only. Its use does not create purchasing authority, contract authority, or additional budget authority.
Every transaction shall:
a) Serve a legitimate District purpose;
b) Be authorized under Policy 2115;
c) Comply with Policy 2135 and any applicable contract, grant, public-works, or federal-award requirement;
d) Remain within the approved transaction and account limits; and
e) Be fully documented and independently reviewed as required by this policy.

2120.3 Establishment and Control of Accounts
The Board shall approve the establishment of a material District credit-card or purchasing-account program and any aggregate account limit. The General Manager may administer approved accounts, replace expired or compromised cards, establish reasonable lower transaction limits, and assign access consistent with this policy. District cards, account numbers, rebates, rewards, credits, credentials, and related benefits remain District property. Rewards or credits shall be used only for District purposes.

2120.4 Authorized Users
The General Manager shall be the District’s primary credit-card holder.
The District may also maintain:
a) Emergency-response or strike-team cards kept securely at the District office under the General Manager’s control and temporarily issued through a documented check-out process;
b) Fuel cards assigned to identified District vehicles or equipment; and
c) Approved online purchasing accounts, including the District’s Amazon Business account.
A card or account may be used only by the named cardholder or an authorized user permitted by the issuer’s terms. Passwords and individual credentials shall not be shared.
A consultant or contractor may receive limited access only when:
a) A Board-approved written agreement expressly contemplates the access;
b) The General Manager provides written authorization identifying the account, purpose, limit, and duration;
c) The access complies with the issuer’s terms; and
d) Transactions receive the same documentation and independent review required for District personnel.
Consultant or contractor access does not expand the authority or compensation established by the Board-approved agreement.

2120.5 Operational Controls
Emergency-response cards shall remain secured when not checked out. The check-out record shall identify the card, user, deployment or incident, date and time issued, applicable limit, and date and time returned. Fuel cards shall remain assigned to the identified vehicle or equipment and shall ordinarily be used only for fuel, fluids, or another specifically authorized vehicle-related purchase. Any exception shall be documented. Purchases through Amazon Business or another online account shall use District-controlled credentials and delivery locations whenever practicable. District card information shall not be stored in a personal vendor account.

2120.6 Prohibited Transactions
District cards and purchasing accounts shall not be used for:
a) Personal purchases;
b) Cash advances or cash withdrawals;
c) Gift cards, prepaid cash equivalents, or negotiable instruments, unless specifically authorized through a Board-approved program with appropriate custody and distribution controls;
d) Alcohol, entertainment, or another item prohibited by law or District policy;
e) Unauthorized recurring charges or subscriptions;
f) Purchases exceeding the user’s authority;
g) Purchase splitting;
h) A contract or agreement that has not received required Board approval;
i) A transaction lacking a legitimate public purpose;
j) Charges placed through another person’s personal purchasing account; or
k) Any use prohibited by the issuer or applicable law.
An accidental personal charge shall be reported immediately and repaid promptly. Repayment does not convert the charge into an authorized transaction or prevent appropriate corrective action.

2120.7 Documentation
Each transaction shall be supported by an itemized receipt, invoice, or equivalent record showing:
a) Vendor;
b) Transaction date;
c) Item or service purchased;
d) Amount;
e) District purpose;
f) Person making the purchase;
g) Applicable project, vehicle, deployment, grant, contract, or account code; and
h) Required prior approval.
The purchaser shall submit documentation promptly and no later than the deadline established for statement reconciliation. If an itemized receipt cannot reasonably be obtained, the purchaser shall provide a signed missing-receipt declaration and other independently verifiable support. A missing-receipt declaration is an exception, not a regular substitute for receipts. Repeated missing documentation may result in suspension of access. Returns, refunds, disputed charges, and vendor credits shall be documented and credited to the District account. A cardholder shall not accept cash or a personal benefit in place of a District credit.

2120.8 Review and Reconciliation
The bookkeeper or another designated person shall reconcile each statement to the supporting documentation and identify missing, duplicate, unusual, or unauthorized charges. The General Manager shall review transactions made by other users. Transactions made by the General Manager shall receive a documented independent compliance review by the Board President, the Board’s Finance Director, or another Director designated by the Board. An individual Director’s review under this section verifies documentation and compliance. It does not give that Director independent authority to approve expenditures or act for the Board. Redacted statements or a complete transaction register shall be included with the District’s regular financial materials for Board review. Account numbers and security information shall be protected.

2120.9 Strike-Team and Emergency Reconciliation
A person returning from a strike-team deployment or other emergency assignment shall promptly return the card and all receipts and shall identify the incident, deployment, vehicle, personnel, and reimbursement information associated with the charges. Emergency use remains subject to Policy 2115 and applicable mutual-aid, reimbursement, and grant requirements.

2120.10 Lost, Stolen, or Compromised Access
A lost, stolen, or compromised card, account number, password, or credential shall be reported immediately to the issuer and the General Manager. The District shall promptly secure or suspend the affected access, review recent activity, dispute unauthorized charges, preserve relevant records, and notify the insurer, law enforcement, or another appropriate entity when warranted.

2120.11 Suspension and Termination of Access
The District may suspend or revoke access for operational, security, documentation, or compliance reasons. Upon reassignment, separation, contract completion, or withdrawal of authorization, the District shall promptly recover physical cards and suspend, cancel, or transfer all related access. Return of other District property is governed by Policy 3180. Misuse may result in restitution, discipline, contract remedies, civil recovery, criminal referral, or other lawful action.

2120.12 Records
Statements, receipts, invoices, approvals, reconciliations, missing-receipt declarations, dispute records, check-out logs, and related records shall be retained under Policy 2145 for at least seven years after payment when required by California Government Code section 60201.
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2125.1 Purpose
The purpose of this policy is to establish standards for selecting, contracting with, and administering contractors, consultants, and professional-service providers.

2125.2 Applicability
This policy applies to outside persons or firms retained to provide labor, advice, design, construction, technical assistance, professional services, or other services to the District. It does not determine whether a worker is legally an employee or independent contractor. Worker status shall be determined under applicable law and the actual working relationship.

2125.3 Authority
The General Manager may identify a need, develop a proposed scope, solicit qualifications or proposals, evaluate potential providers, negotiate proposed terms, and make a recommendation to the Board. All contracts, agreements, amendments, renewals, and extensions requiring a District signature shall be approved and executed as required by Policy 2115. No person may direct a contractor to begin work, expand the scope, exceed a not-to-exceed amount, or continue beyond the approved term without required authorization.

2125.4 Worker Classification
Before engaging an individual as an independent contractor, the District shall evaluate the proposed relationship under California Labor Code section 2775 and any applicable exception or other controlling classification test. A contract label, invoice method, business license, or agreement stating that a person is an independent contractor does not control when the law and actual working relationship establish employment. 

2125.5 Selection
Selection shall comply with Policy 2135 and applicable law. Relevant factors may include:
a) Qualifications and demonstrated competence;
b) Relevant experience and past performance;
c) Ability to meet the District’s operational requirements and schedule;
d) Licenses, certifications, and staffing;
e) Insurance and financial responsibility;
f) References;
g) Proposed approach;
h) Price and total cost; and
i) Overall value and risk to the District.
Architectural, landscape architectural, engineering, environmental, land-surveying, and construction-project-management firms shall be selected on demonstrated competence and professional qualifications at a fair and reasonable price as required by California Government Code section 4526. Public-works and construction contracts remain subject to Policy 2135 and applicable competitive-bidding, prevailing-wage, registration, licensing, and bonding requirements.

2125.6 Written Agreement
Services shall be governed by a written agreement unless District Legal Counsel confirms that another documented form is appropriate. The agreement shall address, as applicable:
a) Scope, deliverables, performance standards, and schedule;
b) Compensation, rates, reimbursable expenses, and a not-to-exceed amount;
c) Term, renewal, amendment, suspension, and termination;
d) Required Board approval and authorized signers;
e) Independent-contractor status and responsibility for taxes and personnel;
f) Licenses, permits, and legal compliance;
g) Insurance, indemnity, and allocation of risk;
h) Ownership and permitted use of work product;
i) Confidentiality, privacy, cybersecurity, and records requirements;
j) Public-record and audit access;
k) Conflict-of-interest and Form 700 requirements when applicable;
l) Subcontracting and assignment;
m) Compliance with grants or federal awards;
n) Dispute and remedy provisions; and
o) Any other term reasonably necessary to protect the District.

2125.7 Insurance and Risk Review
Insurance requirements shall be appropriate to the work and shall be coordinated with the District’s insurer, joint powers authority, or risk adviser when appropriate. 

2125.8 Conflicts and Ethical Requirements
Contractors and consultants shall comply with applicable conflict-of-interest laws, Policy 1035, the District’s Conflict of Interest Code, and relevant ethical requirements. A consultant serving in a position that makes or participates in governmental decisions may be subject to Form 700 disclosure and disqualification requirements. Potential Government Code section 1090 interests shall be referred to District Legal Counsel before the District proceeds.

2125.9 Contract Administration
The General Manager shall monitor performance, deliverables, schedule, insurance, invoices, and compliance with the approved agreement. A material change in scope, compensation, term, risk allocation, or deliverables shall be processed as a written amendment and approved under Policy 2115 before the additional work is directed or performed. Unsatisfactory performance shall be documented and addressed through correction, withholding of disputed payment, suspension, termination, recovery, or another remedy authorized by the agreement or law.

2125.10 Payment and District Accounts

Payment shall be made only for authorized and satisfactorily performed services supported by an appropriate invoice and required deliverables. Access to a District card, purchasing account, system, vehicle, facility, or confidential information requires separate written authorization and compliance with the applicable District policy. District resources shall not be used to avoid the approved contract amount or reimbursement terms.
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2130.1 Purpose and Scope
This policy establishes standards for the prudent investment and management of all District funds available for investment, unless otherwise restricted by law, grant requirements, bond covenants, trust agreements, or other legally binding obligations. District funds shall be invested to safeguard principal, maintain sufficient liquidity for operational and cash-flow needs, and achieve a reasonable return consistent with those priorities.

2130.2 Investment Authority and Reporting
The Board of Directors retains authority over the investment of District funds. The Board may delegate investment authority to the District Treasurer for a one-year period by formal Board action and may renew that delegation annually after review. Adoption of this policy does not, by itself, constitute or renew the delegation. Subject to any Board delegation, the District Treasurer shall administer the investment program in accordance with applicable law, this policy, and official Board action. Investment activities may be conducted through authorized financial institutions, investment advisers, the Local Agency Investment Fund, or other qualified service providers permitted by law. Use of an outside provider does not expand the Treasurer’s authority or relieve the Treasurer of responsibility for oversight. During any period in which investment authority is delegated, the District Treasurer shall provide the Board with the monthly transaction report required by Government Code section 53607. 

2130.3 Standard of Care, Authorized Investments, and Diversification
Individuals authorized to make investment decisions for the District are trustees and fiduciaries subject to the prudent investor standard. They shall exercise the care, skill, prudence, and diligence that a prudent person acting in a similar capacity would exercise under comparable circumstances. Investment decisions shall prioritize:
1. Safeguarding principal;
2. Maintaining sufficient liquidity to meet District needs; and
3. Achieving a reasonable return consistent with the first two objectives.
District funds shall not be invested for speculation and shall be placed only in investments authorized by the California Government Code and any additional lawful restrictions adopted by the Board. Investments shall be diversified to the extent practical and prudent, considering the amount of funds available, liquidity needs, maturity requirements, market conditions, and the risks presented by individual issuers, financial institutions, and investment types.

2130.4 Ethics and Conflicts of Interest
Individuals involved in investment decisions shall comply with applicable conflict-of-interest laws, the District’s Conflict of Interest Code, and District ethics policies. They shall disclose actual or potential conflicts and refrain from participating when required by law. No person shall use District investment information, authority, or opportunities for personal financial gain. Investment decisions shall be made solely in the District’s best interests. California law places safety first, liquidity second, and return third. It also requires annual renewal of delegated investment authority and monthly transaction reporting while that delegation is active.
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2135.1 Purpose	
This policy establishes practical procedures for purchasing goods, equipment, materials, and services. It governs how an authorized purchase is made but does not grant spending or contract-signing authority. Authority and dollar limits are governed by Policy 2115.

2135.2 Purchase Approval
Before committing District funds, the purchaser shall:
a) Clearly identify the operational need;
b) Confirm that funding and approval are available under Policy 2115;
c) Use a purchasing method appropriate to the value and nature of the purchase; and
d) Identify any special legal, grant, contract, insurance, licensing, or public-works requirement that applies.
No employee may place an order, promise payment, direct a vendor to begin work, or otherwise commit District funds without prior authorization from the General Manager or Board, as applicable.

2135.3 Competition and Best Value
The District shall use reasonable comparison shopping or competition when practical. The effort used should be proportionate to the cost, complexity, availability, and risk of the purchase. For a routine purchase within the General Manager's $2,500 authority, the General Manager may use current advertised prices, catalogs, prior purchases, online comparisons, or oral or written quotes to determine that the price is reasonable. A fixed number of quotes is not required unless another rule applies. A purchase requiring Board approval should normally be supported by at least two written quotes or proposals when reasonably available. If fewer than two are available or competition is not practical, the staff report or purchase record shall briefly explain why.

Except when law requires award to the lowest responsible bidder, the District is not required to select the lowest price when another responsible vendor provides better overall value. Relevant factors may include quality, suitability, availability, delivery, experience, reliability, warranty, service, compatibility, and total cost. The District may reject any or all quotes, proposals, or bids when permitted by law and in the District's best interest.

2135.4 Sole-Source and Other Noncompetitive Purchases
A purchase may be made without competitive quotes when competition is not reasonably available or would not serve the District's best interest. Appropriate reasons may include:
a) Only one responsible source is available;
b) Compatibility or standardization with existing equipment, software, parts, or systems is necessary;
c) A warranty, license, or proprietary requirement limits available sources;
d) Unique qualifications or specialized services are required;
e) A reasonable competitive effort produced only one responsive source; or
f) An emergency purchase is authorized under Policy 2115.
The reason for using a noncompetitive purchase shall be briefly documented in the purchase record. For a purchase requiring Board approval, the reason shall be included in the material presented to the Board.

2135.5 Cooperative and Online Purchasing
When lawful and advantageous, the District may use a state contract, cooperative purchasing program, competitively awarded contract of another public agency, or other joint purchasing arrangement. The General Manager shall confirm that the arrangement is available to the District and provides reasonable pricing and terms. Authorized online purchases may be made through the District's approved accounts or vendors. Use of a District credit card, fuel card, or Amazon Business account shall comply with Policy 2120 and does not increase the purchaser's authority under Policy 2115.

2135.6 Special Purchasing and Contracting Requirements
The following transactions remain subject to separate controlling requirements:
a) Contractors, consultants, and professional services shall comply with Policy 2125. Contracts shall be approved and executed as required by Policy 2115.
b) Purchases of construction materials and supplies shall comply with California Public Contract Code section 20682. Construction or completion of a building, structure, or improvement shall comply with section 20682.5. The applicable statutory threshold, currently $25,000, and the required notice, award, bid-security, cost-record, and other procedures shall control.
c) When competitive bidding is required by Public Contract Code sections 20682 or 20682.5, the contract shall be awarded to the lowest responsible bidder after the required notice unless the Board lawfully rejects the bids and readvertises or another statutory procedure applies. Construction bids shall include the security required by section 20683.
d) The District shall use Uniform Public Construction Cost Accounting Act procedures only if the Board has formally elected to become subject to that Act and the District has completed the steps necessary to use those procedures.
e) Emergency public-work contracting shall comply with Public Contract Code section 22050. Policy 2115’s administrative emergency limit does not replace the required Board findings, four-fifths vote, lawful delegation, reporting, or continuing review.
f) Architectural, landscape architectural, engineering, environmental, land-surveying, and construction-project-management firms shall be selected under California Government Code section 4526 on demonstrated competence and professional qualifications at a fair and reasonable price.
g) Public works shall comply with applicable prevailing-wage, contractor-registration, licensing, bonding, apprenticeship, notice, and recordkeeping requirements.
h) A purchase or contract funded in whole or in part by a federal award shall comply with Policy 2165, 2 C.F.R. Part 200, and the award terms.
i) Grant, insurance, cybersecurity, accessibility, data-protection, or other special requirements applicable to a transaction shall be incorporated into the solicitation and agreement.
When two requirements apply, the District shall follow the more restrictive lawful requirement unless controlling law provides otherwise.

2135.7 Employee Purchases and Reimbursement
Employees should use an approved District purchasing method whenever practical. An employee shall obtain the General Manager's approval before using personal funds to purchase an item for the District. Reimbursement is governed by Policy 3490.

2135.8 Receipt, Inspection, and Payment
Goods and services shall be checked against the order, invoice, or agreement before payment whenever practical. Damage, shortages, billing errors, or unsatisfactory work shall be reported and resolved promptly. Payment shall ordinarily be made after the goods or services have been received and accepted. Advance payment may be used when customary or operationally necessary and when authorized under Policy 2115.

2135.9 Documentation and Records
Each purchase shall have documentation sufficient to show what was purchased, the vendor, amount, District purpose, approving authority, and receipt of the goods or services. As applicable, the record shall also include quotes or price comparisons, a sole-source explanation, purchase order, contract, invoice, itemized receipt, grant information, and any required Board action. Credit-card documentation shall comply with Policy 2120, reimbursement documentation shall comply with Policy 3490, and procurement records shall be retained under Policy 2145 and applicable law.

2135.10 Ethics and Conflicts of Interest
Anyone participating in a District purchase shall comply with the District's Conflict of Interest Code and applicable ethics and conflict-of-interest laws. A person with a disqualifying financial interest shall disclose the interest and not participate in the purchase. No person may solicit or accept a kickback or other personal benefit in exchange for influencing a District purchase.

2135.11 Administration
The General Manager shall administer this policy and may establish simple forms or procedures for purchase requests, quotes, sole-source explanations, receiving, and payment. No administrative exception may increase delegated spending authority, waive required Board approval, or override applicable bidding, grant, public-works, or conflict-of-interest requirements.
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2140.1 Purpose
The purpose of this policy is to establish controls for receiving, safeguarding, recording, depositing, and reconciling District money.

2140.2 Responsibilities
The District Treasurer shall perform the custody, depositary, reporting, and related duties assigned to that office by law, Policy 4110, the District’s alternative-depositary resolution, authorized-signature controls, and official Board action. The General Manager shall establish and administer practical procedures for receiving, recording, transmitting, and depositing District funds. When the same person serves as General Manager and District Treasurer, the person shall identify and perform the applicable duties in the correct capacity. Holding both positions does not provide separation of duties.

2140.3 Forms of Receipt
District receipts may include:
a) Cash;
b) Checks and money orders;
c) Electronic funds transfers and automated clearinghouse payments;
d) Credit- or debit-card receipts;
e) Fees and charges;
f) Taxes and assessments;
g) Grants and reimbursements;
h) Donations;
i) Mutual-aid or emergency-response reimbursements; and
j) Other lawful receipts.

2140.4 Initial Documentation and Security
Every receipt shall be recorded promptly in a receipt log, accounting system, point-of-sale system, deposit record, or another approved record. When appropriate, the District shall provide a numbered receipt or equivalent confirmation to the payer. Cash and checks shall be secured immediately and access shall be limited. Checks shall be restrictively endorsed for deposit when received or as soon as practicable. District receipts shall not be:
a) Commingled with personal or non-District funds;
b) Used to cash a personal check;
c) used to make a cash refund, petty-cash payment, or direct purchase before deposit;
d) Altered, substituted, or withheld from recording; or
e) Deposited into an unauthorized account.

2140.5 Deposit Timing
Receipts shall be deposited intact into an authorized District account as soon as practicable and ordinarily no later than five business days after receipt. A deposit shall be made sooner when the amount, form of payment, security risk, grant requirement, or operational circumstance warrants. A bank closure, evacuation, emergency response, or other condition temporarily preventing deposit shall be documented, and the deposit shall be completed as soon as practicable.

2140.6 Separation and Compensating Review
To the extent reasonably practicable:
a) The person receiving funds shall not be the only person recording and reconciling them;
b) Cash counts shall be verified by a second person;
c) Deposits shall be matched to receipt records before submission;
d) Bank activity shall be reconciled by a person who was not the sole receiver and depositor; and
e) Adjustments, refunds, returned payments, and corrections shall receive separate approval.
When staffing prevents full separation, the General Manager shall establish a documented compensating review by the District Treasurer, bookkeeper, Board President, Board Finance Director, auditor, or another qualified independent reviewer. The person performing the original transaction shall not serve as the purported independent reviewer merely because that person holds a second District title.

2140.7 Electronic Receipts and Transfers
Electronic receipts shall be recorded and reconciled to the applicable bank, processor, grant, billing, or merchant statement. Changes to bank instructions, merchant accounts, electronic-payment credentials, or deposit destinations shall be independently verified using trusted contact information. Staff shall not rely solely on an email requesting a change in payment instructions.

2140.8 Restricted and Donated Funds
A grant, donation, assessment, fee, or other receipt limited to a particular purpose shall be identified and accounted for in a manner that preserves the restriction. The District shall not accept a condition that is unlawful, inconsistent with the District’s authority, or creates an obligation not approved by the appropriate authority.

2140.9 Discrepancies, Losses, and Returned Payments
A shortage, overage, missing receipt, suspected counterfeit payment, returned payment, unauthorized deposit, or unexplained discrepancy shall be documented and reported promptly to the General Manager and District Treasurer. A suspected theft, fraud, diversion, or material control failure shall also be handled under Policies 2105 and 2160.

2140.10 Reconciliation and Records
Receipt records, deposit slips, processor statements, bank records, electronic confirmations, restricted-fund information, discrepancies, and reconciliations shall be retained under Policy 2145. Receipts and deposits shall be reconciled to the general ledger and bank records at least monthly.
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2145.1 Purpose and Authority
The purpose of this policy is to establish the District’s records-retention schedule and a lawful, documented process for preserving and destroying records. The Board adopts this policy and its schedule under California Government Code section 60201 and intends the schedule to be administered consistently with the California Secretary of State’s Local Government Records Management Guidelines.

2145.2 Applicability and Definitions
This policy applies to every District record, regardless of physical form, electronic format, device, account, system, or storage location. For purposes of this policy:
a) “Official record” means the record copy maintained to document District business.
b) “Convenience copy” means a duplicate kept only for reference when an official record is maintained elsewhere.
c) “Transitory record” means a record of temporary usefulness that does not document a material decision, obligation, transaction, policy, right, incident, or operational history.
d) “Retention trigger” means the event from which a retention period is calculated, such as payment, fiscal-year close, contract expiration, project completion, employee separation, or final disposition of a matter.

2145.3 Governing Rules
The following rules apply to every category:
a) A record shall be retained for the longest period required by this policy, another law, a grant or award, contract, audit requirement, insurance requirement, or preservation hold.
b) Retention is based on the record’s content and purpose, not whether it is paper, email, text, photograph, video, database entry, or another format.
c) A record shall not be destroyed while it continues to serve an administrative, fiscal, operational, historical, or legal purpose.
d) A record relating to a pending claim, litigation, investigation, audit, Public Records Act request, grievance, complaint, construction project, nondischarged debt, nondischarged contract, or other preservation matter shall not be destroyed until the restriction has ended and the ordinary retention period has also expired.
e) A record category not reasonably covered by the schedule shall be preserved until the Board adds the category or separately authorizes disposition under Government Code section 60201.
f) Permanent retention means that the official record shall not be routinely destroyed.

2145.4 Responsibilities
The Board shall adopt and amend the retention schedule. The General Manager shall administer the records-management program and may designate record custodians, establish approved repositories, and issue procedures consistent with this policy. The Board Secretary shall maintain Board minutes, ordinances, resolutions, agendas, adoption records, certifications, and other official Board records under Policy 1015. Every Director, employee, volunteer, contractor, consultant, and other person creating or controlling District records shall file, protect, transfer, search for, preserve, and dispose of those records as directed by District policy and any preservation hold. Contractors and consultants shall return or provide District records at the District’s request and at the end of the engagement.

2145.5 Security and Access
Records shall be protected against unauthorized access, disclosure, alteration, deletion, loss, and deterioration. Confidential personnel, medical, patient-care, attorney-client, security, financial-account, and legally protected records shall be maintained with access appropriate to their sensitivity. Retention does not determine public disclosure. Requests for inspection or copies shall be handled under Policy 2410 and applicable law.

2145.6 Electronic Records and Reproductions
Electronic records are subject to the same retention schedule as comparable paper records. Policy 2205 governs electronic filing, District business in personal accounts, searches, transfer, system settings, and preservation holds. When an electronic or other reproduction is intended to replace an original, the District shall comply with California Government Code section 60203 and any applicable trusted-system, accuracy, accessibility, indexing, and reproduction requirements. Conversion to another format shall preserve the content, authenticity, accessibility, and material context required for the remaining retention period.

2145.7 Preservation Holds
Destruction shall stop immediately when litigation, a claim, audit, investigation, grievance, complaint, Public Records Act request, subpoena, regulatory review, or other proceeding is pending or reasonably anticipated. The General Manager, Board Secretary, District Legal Counsel, or another authorized person may issue a preservation notice identifying the records, custodians, systems, and duration of the hold. A hold remains effective until the authorized person releases it in writing. Release of a hold does not authorize destruction until the ordinary retention period has also expired.

2145.8 Records-Retention Schedule
Unless a longer period is required under Section 2145.3, the following minimum periods apply.
A. Governance and Foundational Records
a) Permanent:
a. District formation, reorganization, boundaries, and change-of-organization records;
b. Board minutes;
c. Ordinances, except that a repealed or legally invalid ordinance may be considered for lawful destruction no sooner than five years after repeal or invalidation;
d. Resolutions;
e. Adopted policies, policy registers, and amendment histories;
f. Agendas and final agenda packets;
g. Conflict of Interest Codes and amendments;
h. Oaths, bonds, and official appointment records;
i. Final organizational charts and records identifying District powers or services; and
j. Other records establishing the District’s legal existence, authority, or official Board action.
a) An audio or video recording made by or at the direction of the District for a Board meeting may be destroyed 90 days after the meeting when the minutes have been adopted and no hold or other requirement applies, unless the Board Secretary designates the recording as a permanent official record.
B. Budgets, Audits, and Annual Reports
a) Permanent:
a. Adopted preliminary and final budgets;
b. Final budget amendments; 
c. Independent audits and approved alternative audit reports;
d. Annual financial statements;
e. State Controller annual financial-transaction reports;
f. Appropriations-limit resolutions and supporting final calculations;
g. Final annual compensation reports; and
h. Final capital-improvement and long-range financial plans adopted by the Board.
b) Budget worksheets, estimates, and other supporting working records shall be retained for seven years after the close of the applicable fiscal year.
C. Accounting and Financial Records
a) Retain for seven years after the applicable payment, transaction, account closure, or fiscal-year close:
a. General ledgers and journals;
b. Accounts payable and accounts receivable records;
c. Invoices, receipts, warrants, checks, and electronic-payment support;
d. Bank, merchant, deposit, and reconciliation records;
e. Investment records and statements;
f. Payroll, timekeeping, compensation, benefit-payment, and tax-reporting records;
g. Credit-card, fuel-card, purchasing-account, travel, and expense-reimbursement records;
h. Purchasing records, quotations, purchase orders, and receiving records;
i. Fixed-asset accounting records after disposition; and
j. Other records supporting a financial transaction.
b) A longer tax, grant, debt, insurance, or audit period controls when applicable.
D. Debt Records
a) Permanent:
a. Board actions authorizing debt;
b. Final official statements and disclosure documents;
c. Final financing agreements, indentures, and closing transcripts; and
d. Final debt policies and material continuing-disclosure filings.
b) Other debt-administration, payment, covenant, and proceeds records shall be retained until the debt is fully discharged and for seven years thereafter.
E. Contracts, Grants, and Procurement
a) Executed contracts, leases, agreements, memoranda of understanding, amendments, performance records, and related payment records shall be retained for seven years after expiration, termination, final payment, and completion of all obligations, whichever occurs last.
b) Grant and federal-award records shall be retained for seven years after final closeout or for the longer period required by the award, pass-through entity, audit, property-disposition requirement, or applicable law. 
c) Unsuccessful routine quotations, proposals, and solicitations shall be retained for two years after award or cancellation.
d) An unaccepted bid or proposal for a public work shall be retained for at least two years. A record relating to an unaccepted or pending construction project shall not be destroyed while the project remains unaccepted or while a stop-notice claim may lawfully be presented.
e) Records showing compensation paid to an independent contractor providing personal or professional services shall be retained for at least seven years after payment.
F. Real Property, Facilities, Equipment, and Construction
a) Permanent:
a. Deeds, easements, title records, rights-of-way, and property surveys;
b. Final as-built plans and specifications for District-owned facilities;
c. Final acceptance and completion records for major public works; and
d. Records documenting a continuing environmental, access, use, or property restriction.
b) Construction project files not designated permanent shall be retained for 10 years after final completion and acceptance.
c) Equipment, vehicle, apparatus, and other asset records shall be retained for the asset’s life and for seven years after sale, transfer, or disposal.
d) Maintenance, inspection, and repair records shall be retained for seven years after the work or for the life of the affected asset when the record remains necessary to document safe operation, warranty, or condition.
G. Personnel, Payroll, and Safety
a) Official personnel files shall be retained for seven years after separation or final action, whichever is later.
b) Recruitment records for an unsuccessful applicant shall be retained for four years after the selection decision or longer when required by law or a hold.
c) Records establishing service credit, retirement eligibility, or a continuing benefit shall be retained permanently or until the responsible retirement or benefit system confirms that the District record is no longer needed.
d) Employee medical and exposure records shall be retained for the period required by applicable occupational-safety law, including employment plus 30 years when required. Other confidential employee medical records shall be retained for seven years after separation unless a longer period applies.
e) Workers’ compensation claim files shall be retained for 10 years after final closure or for the longer period required by law, the insurer, or a hold.
f) Training, certification, license, fit-test, safety-inspection, accident, and injury records shall be retained for seven years or for the longer period required by the applicable safety standard.
H. Claims, Litigation, Investigations, Public Records, and Insurance
a) A claim or litigation file shall be retained for seven years after final disposition and, in every case, for at least two years after a settlement or other disposition of litigation.
b) Investigation and complaint records shall be retained for seven years after final closure, subject to any longer personnel, law-enforcement, insurance, or legal requirement.
c) A Public Records Act request file shall be retained for two years after final closure. Records responsive to the request remain subject to their ordinary retention category. A record that is the subject of a pending request shall not be destroyed. When a request is denied in writing, potentially responsive records shall not be destroyed for at least two years after the denial.
d) Insurance policies and records needed to establish historical coverage shall be retained permanently. Certificates, endorsements, and routine insurance-administration records shall be retained for seven years after expiration or final resolution of the related matter.
I. Fire and Emergency Medical Services
a) Fire incident reports, dispatch or computer-aided-dispatch records, investigation records, and material response documentation shall be retained for 10 years after the incident or final closure.
b) Fire-prevention inspections, permits, occupancy records, and code-enforcement files shall be retained for 10 years after expiration, correction, closure, or supersession, or longer when needed to document the continuing history or condition of a property.
c) Emergency medical patient-care records shall be retained for 10 years after the date of service, or longer when required by the local EMS agency, medical director, billing requirement, claim, subpoena, or applicable law.
d) Controlled-substance, medication, narcotic, and related custody records shall be retained for seven years or for the longer period required by law.
e) Fire and EMS training, certification, quality-improvement, exposure, and safety records shall be retained under the applicable personnel, safety, medical, and regulatory requirements.
f) Patient and medical information shall be securely destroyed when its retention period expires.
J. Administrative and Operational Records
a) Licenses and permits held by the District shall be retained for the term of the authorization and for seven years thereafter.
b) Routine administrative, scheduling, and program files not covered by another category shall be retained for two years after completion or final action.
c) Substantive correspondence shall be retained according to the transaction, project, decision, contract, personnel matter, incident, or other subject it documents.
d) Security video or access-control data may be overwritten after 30 days when it does not document an incident, claim, investigation, request, or other matter requiring preservation.
e) Email, text messages, collaboration messages, photographs, video, and social-media records shall be retained according to their content. The communication method is not a separate retention category.
f) A convenience copy, duplicate, preliminary draft, or transitory communication may be deleted when no longer needed after the official record has been filed, provided no request, hold, audit, claim, investigation, or other preservation duty applies.
K. Records-Management Records
a) The current retention schedule, superseded schedules, destruction logs, preservation-hold logs, and records documenting authorized destruction shall be retained permanently.

2145.9 Destruction Protocol
A record may be destroyed only after:
a) The applicable retention period has expired;
b) The record has fulfilled its administrative, fiscal, operational, historical, and legal purpose;
c) The responsible custodian confirms that no request, claim, audit, investigation, litigation, construction restriction, debt, contract, grant, or preservation hold applies;
d) Destruction is authorized under this Board-adopted schedule or a separate Board resolution;
e) The destruction method protects confidential and sensitive information; and
f) The destruction is entered in the permanent destruction log.
The destruction log shall identify the record category, inclusive dates, retention authority, destruction date, method, approving person, and person or vendor completing the destruction. The log need not list every individual document when a category and date range reasonably identify the records.

2145.10 Administration and Review
The General Manager may establish forms, file plans, approved storage locations, destruction certificates, and other procedures consistent with this policy. The General Manager and Board Secretary shall periodically review the schedule for changes in law, operations, grants, technology, fire and EMS requirements, or Secretary of State guidance and shall recommend substantive amendments to the Board. No administrative procedure may shorten a Board-adopted retention period, authorize destruction contrary to law, or release a preservation hold without proper authority. 
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2150.1 Purpose
The purpose of this policy is to maintain reserves appropriate to the District’s operating risk, emergency responsibilities, capital needs, restricted resources, and long-term financial condition.

2150.2 Policy
The Board shall establish, fund, use, and review reserves through the annual budget, a reserve resolution, or other official Board action. Reserve designations shall be clear, practical, and consistent with generally accepted accounting principles and Governmental Accounting Standards Board requirements.

2150.3 Reserve Categories
The District shall use the following principal categories:
A. Operating and Emergency Reserve 
This reserve supports:
a) Temporary cash-flow needs;
b) Revenue delays or shortfalls;
c) Unanticipated operating costs;
d) Emergencies affecting health, safety, essential services, property, or District operations; and
e) Other material contingencies approved by the Board.
This category combines the functions previously described as general emergency, general operating, and contingency reserves.
B. Capital Reserve
This reserve supports:
a) Replacement or major repair of vehicles, apparatus, facilities, equipment, technology, and infrastructure;
b) Approved capital improvements;
c) Required capital matches for grants; and
d) Other long-term capital needs approved by the Board.
The District may track designated projects or assets within the Capital Reserve without creating a separate reserve category for each item.
C. Restricted and Special-Purpose Reserves
This category includes money restricted by statute, grant, donation, contract, fee, assessment, debt covenant, Board action, or another legally enforceable condition. Restricted money shall not be used for another purpose merely because the District has a financial need.

2150.4 Annual Targets
As part of the annual budget, the Board shall establish or confirm a target for each material reserve. In determining an appropriate target, the Board may consider:
a) Revenue stability and timing;
b) Payroll and essential operating costs;
c) Emergency-response obligations;
d) Insurance deductibles and uninsured risk;
e) Vehicle, apparatus, facility, and equipment condition;
f) Capital plans and grant matches;
g) Debt and contractual obligations;
h) Restricted-resource requirements; and
i) The cost and likelihood of material contingencies.
The policy does not establish a fixed percentage that applies regardless of the District’s changing circumstances.

2150.5 Funding
Reserves may be funded from unrestricted revenue, operating surplus, interest, one-time revenue, sale proceeds, grants or donations lawfully available for the reserve purpose, or another source approved by the Board. The adopted budget shall identify planned contributions, withdrawals, and material changes in reserve levels.

2150.6 Use and Authorization
Reserve use requires Board approval through the adopted budget, a budget amendment, or another official action, except that an authorized emergency expenditure under Policy 2115 may be charged to the Operating and Emergency Reserve when reasonably necessary.
An emergency use shall be reported to the Board at its next meeting and any necessary budget amendment shall be presented promptly.
Use of a reserve does not increase the General Manager’s purchasing or contract authority.

2150.7 Replenishment
When a reserve is below its Board-established target, the General Manager shall explain the reason and recommend a reasonable replenishment plan as part of the budget or another financial report.
A replenishment plan may consider the magnitude of the shortfall, revenue availability, service needs, capital priorities, and the effect of restoring the reserve too quickly.

2150.8 Accounting and Cash Management
Reserve classification is an accounting and Board-designation decision. A reserve need not be maintained in a separate bank account unless required by law, grant, agreement, debt covenant, or Board action.
Reserve cash shall be deposited or invested under Policy 2130 and shall remain subject to the restriction or designation governing its use.

2150.9 Reporting and Review
The regular financial report shall identify material reserve balances, contributions, withdrawals, restrictions, and variances from adopted targets.
The General Manager and District Treasurer shall evaluate reserve adequacy during budget preparation and the mid-year budget review. The Board may direct a capital or reserve study when useful.

2150.10 Records
Reserve resolutions, targets, calculations, transfers, restrictions, reports, and Board actions shall be retained under Policy 2145.
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2155.1 Purpose
The purpose of this policy is to establish the purposes, types, planning standards, approval requirements, internal controls, and reporting practices governing District debt. This policy is intended to satisfy the local debt-policy requirements of California Government Code section 8855.

2155.2 Policy Goals
Debt shall be considered only when it:
a) Finances a lawful District purpose;
b) Supports an adopted budget, capital plan, or other Board-approved objective;
c) Allocates costs fairly in relation to the useful life and public benefit of the financed asset;
d) Can be repaid without creating unreasonable risk to essential services or long-term financial stability;
e) Uses a structure appropriate to the District’s size and financial capacity; and
f) Includes controls ensuring that proceeds are used only for the authorized purpose.
Nothing in this policy requires the District to incur debt.

2155.3 Authorized Purposes
Subject to legal authority and Board approval, debt proceeds may be used for:
a) Acquisition, construction, improvement, rehabilitation, or replacement of land, facilities, infrastructure, vehicles, apparatus, equipment, and other capital assets;
b) Refinancing or refunding an existing obligation when the transaction produces a documented financial, risk-management, or administrative benefit;
c) Short-term cash-flow borrowing when legally authorized and necessary to bridge the timing of lawful revenues and expenditures;
d) Costs reasonably incidental to an authorized financing; and
e) Another lawful public purpose specifically approved by the Board.
Long-term debt shall not be used to fund recurring operating deficits or routine operating expenses.

2155.4 Types of Debt
Subject to applicable law, this policy may apply to:
a) General-obligation, revenue, assessment, special-tax, lease-revenue, or other bonds;
b) Notes, including tax, revenue, grant, or bond-anticipation notes;
c) Loans and lines of credit;
d) Capital leases and lease-purchase obligations;
e) Installment-sale agreements;
f) Certificates of participation;
g) State, federal, county, bank, or other governmental financing programs;
h) Refunding obligations; and
i) Another financing obligation treated as debt under applicable law or reporting requirements.
The District shall not use a derivative, interest-rate swap, speculative financing, or materially leveraged or variable-rate structure unless the Board first amends this policy after receiving qualified municipal, financial, and legal advice.
2155.5 Integration With Planning and Budgeting
A proposed debt issue shall be evaluated in relation to the District’s:
a) Adopted budget and projected revenues;
b) Capital-improvement or asset-replacement plan;
c) Existing and projected reserves;
d) Outstanding obligations;
e) Operating and maintenance costs of the financed asset;
f) Grant and pay-as-you-go alternatives;
g) Expected useful life of the financed asset;
h) Legal debt or revenue limitations; and
i) Ability to meet essential-service obligations throughout the proposed term.
The term of long-term debt should not exceed the reasonably expected useful life of the asset financed.

2155.6 Board Authority and Required Approvals
The Board shall approve every debt obligation and related financing document.
Voter approval, validation, public hearing, notice, four-fifths vote, or another special procedure shall be completed whenever required by the Constitution, statute, financing structure, or District authority. The General Manager may coordinate evaluation, negotiation, due diligence, and closing activities but may not incur debt or sign a financing obligation without specific Board authorization.

2155.7 Evaluation of a Proposed Financing
Before approval, the Board shall receive information appropriate to the transaction, including:
a) Purpose and amount;
b) Legal authority;
c) Financing type and proposed term;
d) Source and reliability of repayment;
e) Estimated interest, issuance costs, and total debt service;
f) Fixed or variable rate and related risk;
g) Security or pledged revenues;
h) Effect on reserves, operating budgets, and future borrowing capacity;
i) Useful life of the financed asset;
j) Alternatives considered;
k) Required professionals and their compensation;
l) Proposed use-of-proceeds controls; and
m) Required reporting and continuing obligations.

2155.8 Selection of Professionals and Financing Method
The District may retain qualified bond counsel, disclosure counsel, municipal advisers, trustees, paying agents, underwriters, placement agents, lenders, accountants, or other professionals. Selection shall comply with Policies 2125 and 2135 and applicable federal and California law. Compensation, conflicts, roles, and material relationships shall be disclosed to the Board. The Board shall determine whether a competitive, negotiated, private-placement, direct-loan, or other lawful financing method best serves the District.

2155.9 Control and Use of Proceeds
Debt proceeds shall be:
a) Deposited into an authorized account or fund;
b) Separately identified in the accounting records;
c) Used only for the purpose authorized by the Board and financing documents;
d) Supported by invoices, contracts, draw requests, payroll records, or other appropriate documentation;
e) Approved under applicable spending and contract authority;
f) Reconciled regularly to the trustee, bank, or accounting records; and
g) Reported to the Board until fully expended or otherwise lawfully applied.
The person preparing a draw or payment shall not be the sole person approving and reconciling it when reasonable separation is practicable. A documented compensating review shall be used when staffing is limited.

2155.10 Administration
The General Manager shall administer Board-approved debt, coordinate covenant and disclosure compliance, and report material issues promptly. The District Treasurer shall perform the separate custody, payment, investment, reporting, and other debt-related duties assigned to that office by law, financing documents, Policy 4110, or official Board action. The District shall maintain a compliance calendar identifying payment dates, reserve requirements, tax or arbitrage obligations, continuing disclosures, insurance, reporting, and other covenants.

2155.11 State and Federal Reporting
When applicable, the District shall:
a) Submit the report of proposed debt issuance to the California Debt and Investment Advisory Commission no later than 30 days before sale and certify that the proposed issuance is consistent with this policy;
b) Submit the report of final sale no later than 21 days after sale;
c) Submit each required annual debt-transparency report no later than seven months after the end of the applicable reporting period;
d) Complete federal tax, securities, continuing-disclosure, and arbitrage requirements; and
e) Provide any other notice or report required by the financing or applicable law.

2155.12 Board Reporting
The regular financial report shall identify outstanding principal, current-year debt service, payment status, restricted debt funds, and any material covenant or compliance issue. At least annually, the Board shall receive a debt report identifying:
a) Outstanding and authorized-but-unissued debt;
b) Principal and interest paid during the period;
c) Remaining principal and payment schedule;
d) Use and remaining balance of proceeds;
e) Covenant and disclosure status; and
f) Any recommended corrective action or refinancing evaluation.
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2160.1 Purpose	
The purpose of this policy is to establish internal controls appropriate to the District’s size, staffing, operations, and financial risk.

2160.2 Policy
The District shall maintain controls providing reasonable assurance that:
a) Public funds and assets are protected;
b) Transactions are authorized and supported;
c) Financial records are accurate and timely;
d) Restricted resources are used only for authorized purposes;
e) Fraud, waste, error, and misuse are prevented or detected;
f) Required reports and filings are completed; and
g) Material deficiencies are corrected.
Internal controls provide reasonable, not absolute, assurance and shall be adjusted when staffing, systems, risks, or operations change.

2160.3 Responsibilities
The Board shall establish fiscal policy, adopt the budget, approve matters reserved to the Board, review financial reports, and monitor material financial deficiencies. The General Manager shall administer the District’s internal controls and supervise the District’s finances. When the General Manager also serves as District Treasurer, the General Manager shall perform the duties of both offices as required by law, Policy 4110, and official Board action. The bookkeeper or accounting service shall maintain accounting records, prepare reconciliations and financial reports, and promptly identify discrepancies within the scope of the approved engagement. Serving as both General Manager and District Treasurer does not constitute separation of duties. 

2160.4 Separation and Compensating Review
No person should control authorization, custody, recordkeeping, reconciliation, and final review of the same material transaction when reasonable separation is practicable. When staffing prevents full separation, the General Manager shall establish a documented compensating review by an appropriate person who did not perform the transaction. Depending on the matter, the reviewer may be the bookkeeper, Board President, Board Finance Director, auditor, or another qualified independent person. A compensating review shall be timely, documented, and sufficient to identify unsupported, duplicate, unusual, altered, or unauthorized transactions.

2160.5 Required Control Practices
The District shall maintain controls appropriate to the transaction, including:
a) Verification of budget and spending authority before commitment;
b) Required Board approval of contracts and expenditures;
c) Vendor verification before establishing or changing payment information;
d) Supporting invoices, receipts, purchase records, and evidence of receipt;
e) Separation or independent review of billing adjustments, refunds, write-offs, payroll changes, and electronic payments;
f) Secure custody of cash, checks, cards, credentials, and sensitive records;
g) Monthly reconciliation of bank, credit-card, investment, and material subsidiary accounts;
h) Review of unusual, duplicate, stale, missing, or out-of-sequence transactions;
i) Restricted-fund and grant accounting;
j) Asset inventories and documented disposal;
k) Appropriate system access, unique credentials, multifactor authentication when available, and prompt removal of unnecessary access;
l) Backup, recovery, and change controls for financial data;
m) Preservation of audit trails; and
n) Timely correction of identified discrepancies.

2160.6 Disbursements and Electronic Payments
Payments shall be made only for an authorized District obligation supported by appropriate documentation. A person establishing or changing electronic-payment instructions shall not be the sole person verifying and releasing the payment when reasonable separation is practicable. Vendor requests to change bank or remittance information shall be independently verified using previously trusted contact information. Blank checks, signature devices, account credentials, and electronic tokens shall be secured. A signature or approval shall not be applied to an incomplete payment instrument.

2160.7 Monthly Financial Reports
The General Manager shall provide the Board with a regular monthly financial package that includes, as applicable:
a) Balance sheet or statement of net position;
b) Revenue and expenditure report compared with budget;
c) Cash, bank, and investment balances;
d) Warrant or disbursement register;
e) Credit-card and purchasing-account activity;
f) Material accounts receivable and payable;
g) Reserve balances and activity;
h) Grant, restricted-fund, capital-project, and debt information; and
i) Material variances, exceptions, or corrective actions.
The Board’s Finance Director may review and present the financial package and ask questions within the Board role. The Finance Director does not independently direct District employees, amend accounting records, authorize expenditures, or act for the Board.

2160.8 General Manager Transactions
A transaction initiated, purchased, or approved by the General Manager shall receive an independent compliance review when the General Manager would otherwise be the final reviewer.
The review may be completed through the Board President, Board Finance Director, full Board warrant review, auditor, or another control approved by the Board. The review shall not be represented as approval by an individual Director when Board approval is legally required.

2160.9 Audit and Year-End Reporting
The District shall obtain the independent audit required by California Government Code section 26909 or a lawfully approved alternative. The auditor shall have the access and direct Board communication required by Policy 1040. The General Manager shall coordinate records and responses but shall not restrict the auditor’s findings or communication with the Board. The officer having charge of the District’s financial records shall coordinate:
a) The annual financial-transactions report to the State Controller within the period required by California Government Code section 53891;
b) The annual compensation report by the applicable deadline;
c) Any required website posting or link to State Controller compensation information;
d) Grant and restricted-fund reports; and
e) Other required financial filings.

2160.10 Reporting Concerns
Suspected fraud, theft, misuse, financial irregularity, or intentional control circumvention shall be reported under Policy 2105, Fraud, Theft, and Misuse of District Resources, and Policy 3190, Whistleblowing Policy.
A material control deficiency shall be reported promptly to the General Manager. A deficiency involving the General Manager shall be reported to the Board President, Board Vice President, District Legal Counsel, or auditor.

2160.11 Corrective Action
The General Manager shall document and address identified deficiencies through revised procedures, access changes, training, additional review, recovery, discipline, contract remedies, or another appropriate action. Significant deficiencies, material weaknesses, material noncompliance, suspected fraud, and overdue corrective actions shall be reported to the Board. A matter involving the General Manager shall be administered by the Board acting collectively.

2160.12 Records
Financial reports, reconciliations, approvals, access records, exception reports, audit materials, corrective-action records, and supporting documentation shall be retained under Policy 2145.
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2165.1 Purpose and Trigger
This policy applies only when a purchase or contract is funded in whole or in part by a federal award, whether received directly or through another agency, or is otherwise subject to federal-award procurement requirements. It does not apply to purchases funded solely with nonfederal money.

2165.2 Controlling Requirements
For a procurement covered by this policy, the District shall comply with:
1. Applicable requirements of 2 C.F.R. Part 200;
2. The terms of the federal award and any pass-through-agency requirements;
3. Applicable California law;
4. Policies 1035, 2115, and 2135; and
5. Any more restrictive lawful requirement.

2165.3 Federal Award Procurement Checklist
Before soliciting vendors, issuing a purchase order, signing a contract, or otherwise committing federal-award funds, the General Manager or designee shall complete and retain the District’s Federal Award Procurement Checklist. The checklist shall document, as applicable:
1. The federal award and funding agency;
2. The purchase or contract and its total anticipated value;
3. The applicable procurement method and approval authority;
4. Competition obtained or the lawful basis for noncompetitive procurement;
5. Conflict-of-interest review;
6. Price reasonableness and any required cost or price analysis;
7. Required exclusion or debarment verification;
8. Applicable federal preferences and contract clauses;
9. Responsibility for contract monitoring, payment, and closeout; and
10. Records maintained to document the procurement.
A requirement that does not apply shall be marked “not applicable.”

2165.4 Competition and Noncompetitive Procurement
The District shall provide full and open competition to the extent required by the applicable federal rules.
A noncompetitive procurement may be used only when authorized by federal law and supported by the required written justification and approval. An ordinary micro-purchase may be made without competitive quotations when permitted by federal rules and the District documents that the price is reasonable.

2165.5 Contract Oversight
The General Manager or designated contract administrator shall monitor performance against the contract and award requirements. Payments shall be supported by satisfactory performance, allowable costs, and required documentation. Deficiencies shall be addressed promptly through corrective action, withholding, recovery, termination, reporting, or another authorized remedy. Changes in scope, price, term, or funding shall receive all required District, federal, and pass-through approvals before implementation.
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2200.1 Purpose
The purpose of this policy is to establish a fair, transparent, and legally compliant process for declaring, disposing of, or transferring District-owned surplus property while protecting public assets and obtaining the best value reasonably available.

2200.2 Policy
District property that is no longer needed, is obsolete, damaged beyond economical repair, or no longer serves a public purpose may be declared surplus and disposed of in accordance with this policy and applicable federal and California laws. The District shall dispose of surplus property in a manner that promotes fiscal responsibility, transparency, and the best interests of the District.

2200.3 Authority
The Board of Directors shall declare real property and significant personal property as surplus prior to disposal. The General Manager may recommend property for surplus, oversee the disposal process, and dispose of property within any authority delegated by the Board of Directors.

2200.4 Methods of Disposal
Surplus property may be disposed of through one or more of the following methods, as determined to be in the District's best interest:
a) Public sale;
b) Trade-in toward replacement equipment;
c) Transfer to another public agency;
d) Donation when authorized by law and approved by the Board of Directors;
e) Disposal as waste when the property has no practical value; or
f) Any other lawful method approved by the Board of Directors.

2200.5 Disposal Considerations
When determining the appropriate disposal method, the District may consider:
a) Estimated market value;
b) Condition of the property;
c) Cost of storage or maintenance;
d) Public benefit;
e) Administrative costs; and
f) Any legal restrictions affecting disposal.

2200.6 Vehicles and Titled Property
Prior to disposing of vehicles or other titled property, the General Manager shall ensure all applicable ownership transfer requirements are completed in accordance with California law.

2200.7 Real Property
The sale, transfer, exchange, or other disposition of District-owned real property shall require approval of the Board of Directors and shall comply with all applicable federal and California laws.
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2205.1 Scope and Administration
This policy applies to Directors, employees, volunteers, contractors, consultants, and other authorized users who access District technology or District information. District technology includes District-owned or administered devices, accounts, networks, software, cloud services, email, communication systems, and related resources. District information includes information created, received, maintained, or controlled for District business, regardless of where it is stored. The General Manager shall administer District technology and cybersecurity and may establish reasonable procedures and safeguards appropriate to the District’s size, resources, operations, and information.

2205.2 Authorized and Prohibited Use
District technology is provided primarily for District business. Limited incidental personal use is permitted when it is brief, does not interfere with District operations or job performance, does not create material cost or risk, and complies with law and District policy. Users shall not use District technology to:
a) Violate law or District policy, or harass, discriminate, retaliate, or threaten;
b) Operate a personal business, conduct unauthorized commercial activity, or campaign for or against a candidate or ballot measure;
c) Access information, accounts, devices, or systems without authorization;
d) Share credentials, permit another person to use an assigned account, or misrepresent identity or authority;
e) Install or use unauthorized software, hardware, cloud services, remote-access tools, or removable media;
f) Disable or bypass security measures, introduce malware, or interfere with District systems; or
g) Copy, transmit, disclose, delete, or remove District information without a legitimate District purpose and authorization.

2205.3 Security Responsibilities
Users shall:
a) Protect passwords and authentication credentials and use multi-factor authentication when required;
b) Lock or secure devices when unattended;
c) Use approved accounts, applications, and storage locations for District information;
d) Maintain required security updates and safeguards;
e) Verify unusual payment, account-change, or sensitive-information requests through a trusted method; and
f) Immediately report phishing, malware, lost or stolen devices, compromised accounts, unauthorized access, or accidental disclosure of District information.

2205.4 Personal Devices and Remote Access
Personal-device or remote access to District systems requires authorization from the General Manager and may be conditioned, restricted, or revoked for legitimate operational or security reasons.
Authorized users shall protect District accounts and information, immediately report loss or compromise, and preserve and transfer District records as required by Policy 2145. This policy does not authorize routine access to unrelated personal content. When the District requires an employee to use a personal device or service, reimbursement shall be handled in accordance with applicable law, any controlling Memorandum of Understanding, and Policy 3490.

2205.5 Artificial Intelligence
Only artificial-intelligence systems and uses approved by the General Manager may be used for District business. Users shall not enter confidential, privileged, personnel, medical, patient, financial-account, investigative, security-sensitive, or other nonpublic information into an artificial-intelligence system unless the system and specific use have been approved for that information. Users shall independently verify material facts, calculations, citations, legal requirements, and conclusions. Artificial intelligence shall not be the sole basis for an employment, disciplinary, eligibility, public-safety, medical, or legal decision materially affecting a person. District records associated with artificial-intelligence use shall be preserved under Policy 2145.

2205.6 District Access and Monitoring
District-owned devices, accounts, systems, telephone numbers, and business information are District resources. Subject to applicable law, the District may access, monitor, log, preserve, review, or disclose activity and information on District technology for system administration, security, records management, legal compliance, investigation, audit, or another legitimate District purpose. Any monitoring or review shall be reasonably related in scope to its purpose and shall not be used to interfere with protected labor, complaint, whistleblower, or other legally protected activity. Searches involving personal devices or accounts shall be limited to District records and handled under Policy 2205 and applicable law.

2205.7 Cybersecurity Incident and Data-Breach Response Plan
The General Manager shall maintain a separate written Cybersecurity Incident and Data-Breach Response Plan addressing suspected or confirmed unauthorized access, disclosure, loss, alteration, destruction, encryption, or disruption of District information, accounts, equipment, networks, or technology services. The plan shall identify:
a. The General Manager or designee responsible for coordinating the District’s response and the order of succession if that person is unavailable;
b. Current contact and policy information for the District’s information-technology provider, cyber-insurance carrier, joint powers authority, legal counsel, law enforcement, critical vendors, and other response resources;
c. Procedures for employees and contractors to immediately report suspicious activity, lost devices, phishing, compromised credentials, unauthorized disclosures, ransomware, system disruption, or other possible incidents;
d. Procedures for assessing severity, activating the response team, containing the incident, isolating affected systems, securing accounts, and preventing further unauthorized access or loss;
e. Requirements for preserving logs, messages, devices, files, photographs, timelines, and other potential evidence without unnecessarily altering affected systems;
f. Procedures for coordinating forensic review, determining the nature and scope of affected systems and information, and documenting response decisions;
g. Backup protection, restoration priorities, alternative communication methods, continuity procedures, and processes for restoring essential District, Fire, EMS, payroll, financial, records, and public-safety functions;
h. Responsibility for determining, in consultation with legal counsel and other appropriate specialists, whether notice is required to affected persons, the California Attorney General, law enforcement, insurers, regulators, grantors, contracting agencies, patients, employees, or other parties;
i. Procedures for reviewing applicable requirements governing personal, personnel, medical, financial, or protected health information;
j. Authority and procedures for internal, Board, public, media, and affected-person communications so that information is accurate, coordinated, legally reviewed when appropriate, and does not compromise security, privilege, privacy, insurance coverage, or an investigation;
k. An incident log documenting discovery, reports, decisions, response actions, expenses, notifications, restoration, and closure; and
l. A post-incident review identifying the cause, effectiveness of the response, corrective actions, responsible persons, and completion deadlines.
Employees shall immediately report a suspected cybersecurity or data-security incident and shall not independently investigate, delete information, communicate with a suspected attacker, provide public statements, or notify affected persons unless directed as part of the authorized response. The plan shall be reviewed at least annually, after a material change in District systems or vendors, and following a significant incident. The District shall periodically test the plan through a tabletop exercise or other practical review appropriate to the District’s size, operations, and risks. The General Manager may update contacts, assignments, technical procedures, forms, restoration priorities, legal references, and other administrative elements of the plan without Board approval. Such updates may not expand spending authority, change Board policy, waive a legal obligation, or alter employee rights or benefits. Sensitive security information, credentials, system configurations, vulnerabilities, response methods, and legally privileged material shall be maintained with appropriate access restrictions and disclosed only as required by law.

2205.8 Compliance and Labor Relations
An employee who violates this policy may be subject to corrective or disciplinary action under Policy 3120, applicable due process, and any controlling Memorandum of Understanding or employment agreement. Other users may lose access or be subject to contract, Board, or other lawful action. The District shall provide required notice and satisfy applicable bargaining obligations before materially changing employee-monitoring practices, personal-device requirements, or other technology rules affecting represented employees.





INVENTORY AND PROPERTY MANAGEMENT | ADMINISTRATION
[bookmark: _Toc235952507]POLICY 2210:	District Facilities: Use, Rental, and Naming

2210.1 Policy
The District may make designated facilities available for lawful meetings, programs, activities, and events when facilities are available and the proposed use will not unreasonably interfere with District operations or create unacceptable safety, property, financial, or legal risk. District operations and District-sponsored activities shall have first priority. Approval of facility use does not create a right to future use or imply District sponsorship or endorsement.

2210.2 Governing Documents
Facility use and rentals shall be governed by:
a) This policy;
b) The Board-approved Facility Use & Program Agreement;
c) The Board-adopted Fee Schedule;
d) Applicable District risk-management requirements; and
e) Applicable law.
Applicants shall complete the required agreement and satisfy all applicable fee, deposit, permit, insurance, indemnification, and safety requirements before using a facility.

2210.3 Administration
The General Manager shall administer facility use and may approve, deny, condition, suspend, cancel, or revoke a use consistent with this policy and the Board-approved Facility Use & Program Agreement.
Decisions shall be based on reasonable and viewpoint-neutral factors, including availability, completeness of the application, attendance, event type, safety and property risk, operational impact, and the applicant’s prior compliance with District requirements. The General Manager may update contact information, formatting, and other nonsubstantive portions of the application. Changes to fees, use priorities, waiver authority, or substantive facility rules require Board approval. 

2210.4 Fees and Waivers
Fees, deposits, and other charges shall be established through the Board-approved Fee Schedule and Facility Use & Program Agreement. The General Manager may waive or reduce a fee only when authorized by those documents and when the waiver serves a documented public or community benefit. A denial may be appealed to the Board as provided in the Facility Use & Program Agreement.

2210.5 Naming and Memorials
Naming, renaming, dedicating, or granting naming rights for a District park, facility, room, recreational amenity, memorial, or other District property requires approval by the Board of Directors. The General Manager shall coordinate requests and present appropriate recommendations to the Board.
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2215.1 Purpose
The purpose of this policy is to ensure that the flags displayed by the Morongo Valley Community Services District ("District") are presented with dignity, respect, and consistency in accordance with applicable federal and California laws.

2215.2 Policy
The District shall display and maintain the Flag of the United States and the Flag of the State of California at District facilities in accordance with the United States Flag Code, applicable California law, and this policy.

2215.3 Administration
The General Manager shall be responsible for the implementation and administration of this policy and may designate District staff to carry out its requirements.

2215.4 Locations
When displayed, the United States Flag and the California State Flag shall be displayed at District facilities in locations determined appropriate by the General Manager, including:
a) District administrative facilities;
b) Public meeting locations;
c) Fire stations;
d) Parks and other District facilities; or
e) Other locations as determined appropriate.

2215.5 Display Standards
Flags shall be displayed in accordance with the United States Flag Code and applicable California law. When the United States Flag and California State Flag are displayed together:
a) The United States Flag shall occupy the position of superior prominence.
b) Both flags shall be maintained in good condition.
c) Worn, faded, or damaged flags shall be respectfully retired and replaced.
d) Outdoor flags shall be suitable for outdoor use.
e) Flags displayed during hours of darkness shall be properly illuminated unless otherwise permitted by law.

2215.6 Half-Staff Display
The General Manager may direct that flags be displayed at half-staff in accordance with presidential proclamations, gubernatorial proclamations, applicable law, or Board direction.

2215.7 Care and Replacement
District flags shall be inspected periodically and replaced when they become worn, faded, damaged, or otherwise unsuitable for display. Retired flags shall be disposed of in a respectful manner consistent with the United States Flag Code or through an appropriate veterans' organization or other recognized organization authorized to conduct flag retirement ceremonies.
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POLICY 2220:	Asset Management and Accountability

2220.1 Asset Register
The General Manager shall maintain, or assign responsibility for maintaining, a current asset register for District property requiring individual control because of its value, portability, sensitivity, funding restrictions, operational importance, or risk of loss. The register shall include, as applicable:
a. A description of the asset, manufacturer, model, asset-tag number, and serial or vehicle-identification number;
b. Acquisition date and cost or estimated value;
c. Funding source, including any grant, donation, restricted fund, or reimbursement requirement;
d. Assigned department, physical location, and responsible custodian;
e. Condition, maintenance status, and any warranty or service information;
f. Transfer, temporary assignment, or loan history; and
g. Date, method, authorization, and supporting documentation for disposition.
Consumable supplies and items not reasonably requiring individual control may be tracked through purchasing, supply, or departmental records instead of the asset register.

2220.2 Risk-Based Physical Inventory
The District shall conduct and document a risk-based physical inventory at least annually. Vehicles, fire apparatus, grant-funded equipment, information-technology equipment, and valuable or readily portable items shall be individually verified annually. Other assets may be inventoried through sampling or a rotating schedule based on value, risk, operational importance, prior discrepancies, and available staffing. The inventory shall confirm the asset’s existence, location, assigned custodian, condition, and agreement with District records. Discrepancies shall be investigated, corrected, and reported to the General Manager. When practicable, a person should not be solely responsible for both maintaining the asset record and verifying property assigned to that person.

2220.3 Specially Controlled Assets
The District shall maintain additional records and controls appropriate to the following:
a. Vehicles and fire apparatus, including title, registration, insurance, mileage, maintenance, inspections, assigned equipment, and replacement status;
b. Grant-funded or restricted equipment, including funding terms, required markings, use restrictions, inventory requirements, reporting obligations, and disposition approval;
c. Information-technology equipment, including assigned user, system access, security configuration, warranty, software or license information, and secure removal of District data before reassignment or disposition; and
d. Valuable or portable property, including radios, mobile devices, cameras, tools, protective equipment, access devices, and other items with an elevated risk of loss or misuse.
Department heads and employees assigned District property are responsible for protecting it, using it only for authorized purposes, and promptly reporting changes in its location, custody, or condition.

2220.4 Custody and Transfers
The issuance, reassignment, loan, or transfer of a controlled asset shall be documented in the asset register or an associated custody record. The record shall identify the asset, releasing and receiving custodians, date of transfer, condition, accessories or related equipment, and any required acknowledgment. District property may not be permanently transferred between departments, provided to another agency, loaned for non-District purposes, or removed from District control except as authorized by the General Manager and consistent with applicable Board policy, funding restrictions, and law.

2220.5 Loss, Theft, and Damage
An employee who discovers that District property has been lost, stolen, damaged, destroyed, accessed without authorization, or used improperly shall report the matter immediately to the employee’s supervisor or department head and the General Manager. The report shall describe the property, circumstances, known or suspected date of occurrence, condition, persons involved, and any immediate action taken. The General Manager shall determine whether the incident requires notification to law enforcement, the District’s insurer or joint powers authority, a grantor, legal counsel, the information-technology provider, or another appropriate entity. Suspected theft, fraud, intentional damage, or unauthorized access shall be preserved and investigated in a manner that protects evidence and applicable rights.

2220.6 Employee Separation and Change of Assignment
Before an employee’s separation, or as soon as practicable following an unplanned separation, the District shall recover all assigned property, including keys, access cards, identification, uniforms, protective equipment, radios, mobile devices, computers, documents, purchasing cards, fuel cards, and other District equipment. The District shall also revoke or transfer system access, remote access, purchasing authority, facility access, and administrative credentials. The return and access-removal process shall be documented on a separation or transfer checklist. The same procedure shall be used, as applicable, when an employee changes position, department, duties, or custody of District property.

2220.7 Disposition and Record Reconciliation
District property shall be sold, transferred, donated, recycled, destroyed, or otherwise disposed of only in accordance with applicable law and the District’s surplus-property and disposal policies. Information-technology equipment and other devices containing District information shall be securely sanitized or destroyed before disposition. After an authorized disposition, the asset register, financial records, insurance schedules, grant records, and other applicable records shall be updated. Disposition documentation shall be retained according to the District’s records-retention schedule.

2220.8 Administrative Procedures
The General Manager may establish and revise asset thresholds, classifications, registers, forms, inventory schedules, custody records, checklists, and administrative procedures without additional Board approval. Administrative revisions may respond to changes in law, grant conditions, insurance requirements, technology, staffing, operational risk, or generally accepted asset-control practices. Administrative revisions may not change Board-established purchasing or disposition authority, authorize an expenditure not otherwise approved, waive a legal or grant requirement, or materially amend this policy.
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2300.1 Purpose
The purpose of this policy is to establish a framework for emergency preparedness, response, continuity of operations, and recovery that protects life, property, District operations, and public resources during emergencies affecting the Morongo Valley Community Services District ("District").

2300.2 Policy
The District shall maintain an Emergency Preparedness Program designed to prepare for, respond to, recover from, and mitigate the effects of natural disasters, technological incidents, public health emergencies, civil disturbances, cyber incidents, utility failures, and other emergencies affecting District operations. The District shall coordinate emergency planning and response with local, state, and federal agencies, special districts, utilities, and other organizations as appropriate.

2300.3 Emergency Management
The District's Emergency Preparedness Program shall incorporate the nationally recognized phases of emergency management:
a) Prevention and Mitigation;
b) Preparedness;
c) Response; and
d) Recovery.
The General Manager shall be responsible for maintaining the District's Emergency Operations Plan and ensuring it is periodically reviewed and updated.

2300.4 Emergency Management Systems
The District shall utilize the California Standardized Emergency Management System (SEMS), the National Incident Management System (NIMS), and the Incident Command System (ICS) as required by applicable law and appropriate for the nature of the emergency.

2300.5 Emergency Declaration
When authorized by law and necessary to protect life, property, or essential District operations, the General Manager may recommend or issue emergency declarations within the authority granted by law and District policy. Emergency declarations requiring Board action shall be presented to the Board of Directors for ratification as required by applicable law.

2300.6 Emergency Authority
During a declared emergency, the General Manager may exercise emergency authority authorized by applicable law, including emergency procurement, emergency contracting, mutual aid coordination, and actions necessary to protect public health, safety, and District property.

2300.7 Mutual Aid
The District may request, receive, or provide mutual aid in accordance with applicable law, existing agreements, and the District's Emergency Operations Plan.

2300.8 Continuity of Operations
The District shall maintain a Continuity of Operations Plan identifying essential functions, succession of authority, alternate operating procedures, emergency communications, protection of vital records, and restoration of critical services following an emergency.

2300.9 Training and Exercises
The District shall periodically conduct emergency training, drills, tabletop exercises, or other preparedness activities appropriate to District operations.

2300.10 After-Action Review
Following significant emergencies, the General Manager shall conduct or coordinate an after-action review to identify lessons learned, recommend improvements, and strengthen the District's emergency preparedness program.

2300.11 Emergency Operations Plan Maintenance and Review
The General Manager shall maintain and periodically review the District's Emergency Operations Plan and coordinate revisions when warranted by an activation, exercise, after-action finding, change in hazards or operations, change in participating agencies or resources, or a new legal, grant, or emergency-management requirement. Administrative revisions to the plan may be approved under Policy 1000 when they do not amend Board policy or require Board action.
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2305.1 Purpose and Exclusive Subject
This policy establishes the immediate protective actions to be taken when a hostile or violent incident is occurring or appears imminent. This policy does not govern routine threat reporting, workplace violence prevention, hazard assessment, investigations, training, the violent incident log, or administration of the District's Workplace Violence Prevention Plan. Those matters are governed by Policy 3525 and the District's separate written Workplace Violence Prevention Plan (WVPP).

2305.2 Definition and Scope
For purposes of this policy, a hostile incident is an actual or imminent assault, violent attack, threat of physical violence, weapons event, or other circumstance creating an immediate danger of physical harm that requires urgent protective action. This policy applies at District facilities, vehicles, field locations, public meetings, District-sponsored activities, and any other location where District business is conducted. It applies to District employees, officials, volunteers, and others acting on behalf of the District. Contractors and visitors shall follow emergency directions while on District premises. Rude, disruptive, harassing, or inappropriate behavior that does not present an immediate danger shall be reported under Policy 3525 or another applicable District policy. When a person reasonably believes physical violence is occurring or imminent, the person should treat the situation as an emergency.

2305.3 Immediate Protective Actions
During a hostile incident, personal safety and the protection of life take priority. A person who becomes aware of the incident should, as circumstances permit:
a) Move away from the threat and evacuate to a safe location when a safe route is available;
b) If evacuation is not safe, shelter in a secure location, lock or barricade entrances when possible, remain out of view, silence electronic devices, and avoid drawing attention to the location;
c) Call 911 as soon as it is safe to do so and provide the location, nature of the threat, description and last known location of the person involved, information about any weapon, and known injuries;
d) Warn others or activate an available emergency alert when this can be done without increasing the danger;
e) Assist another person, including a person who may need assistance evacuating or sheltering, only when assistance can be provided without unreasonably exposing anyone to the threat; and
f) Follow instructions from law enforcement and emergency responders, keep hands visible, and avoid sudden movements when responders arrive.
No person is required by this policy to physically confront an assailant. Employees who are not assigned and trained emergency responders shall not investigate, pursue, negotiate with, attempt to disarm, or otherwise approach a person presenting an immediate violent threat.

2305.4 Emergency Notification and Site Control
No employee needs supervisory or management approval before calling 911 or taking reasonable action to protect life. When it can be done safely, the General Manager, supervisor, or most senior available District representative shall:
a) Initiate the available emergency warning, evacuation, or sheltering procedure;
b) Provide emergency dispatchers and responding agencies with available information;
c) Take reasonable steps to prevent others from entering the danger area;
d) Account for personnel after evacuation when practicable and report missing, injured, or last-seen persons to responders without reentering the danger area; and
e) Coordinate District actions with law enforcement, fire, emergency medical, and other responding agencies without interfering with incident command or the criminal investigation.
No person shall enter or reenter an affected area until law enforcement, the incident commander, or an authorized District official acting in coordination with responders has communicated that entry is permitted.

2305.5 Assigned Emergency Responders
Fire Department personnel or other employees dispatched or assigned to respond in an official emergency-response capacity shall follow applicable operational policies, dispatch instructions, incident command, staging requirements, and law-enforcement direction. Personnel shall not self-deploy into a hostile incident or enter an unsecured area unless assigned and authorized under the applicable response system.

2305.6 Medical Aid and Transition from the Emergency
After the immediate threat has been controlled, employees shall summon or provide medical aid consistent with their training and responder direction, preserve the scene and potential evidence when practicable, and notify the General Manager or designee. Subsequent reporting, investigation, hazard correction, employee support, violent incident logging, and plan review shall be handled under Policy 3525 and the written WVPP. Injuries and illnesses shall also be handled under Policies 3505 and 2310. Media communications shall be handled under Policy 2405.
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2310.1 Purpose
The purpose of this policy is to establish the District’s workers’ compensation program, provide employees with information concerning workers’ compensation benefits, establish procedures for reporting and responding to work-related injuries and illnesses, support the safe return of injured employees to work, and ensure compliance with applicable law.

2310.2 Policy
The Morongo Valley Community Services District (“District”) shall maintain workers’ compensation insurance or other coverage authorized by law. Workers’ compensation coverage shall apply to District employees from the commencement of employment to the extent required by California law. Workers’ compensation benefits shall be administered in accordance with applicable law. Nothing in this policy is intended to reduce, expand, waive, or otherwise alter any employee right or District obligation established by law. References in this policy to an employee include a person deemed an employee solely for workers’ compensation purposes under California Labor Code sections 3361 or 3363.5 and Resolution No. 2-12-2017, but only while the person is performing covered service.

2310.3 Reporting Workplace Injuries and Illnesses
Employees shall immediately report all work-related injuries, illnesses, occupational exposures, accidents, or suspected occupational diseases to their supervisor, the General Manager, or the General Manager’s designee, regardless of severity. If immediate reporting is not possible because of emergency circumstances, the employee shall report the injury or illness as soon as practicable. Employees shall complete required reports and cooperate in the workers’ compensation claims process. Failure to report an injury or illness promptly may affect the administration of the claim to the extent permitted by law. Reporting an injury or illness under this policy does not replace the need to report an injury, accident, exposure, safety hazard, or incident under any other applicable District policy or procedure.

2310.4 Employee Responsibilities
Employees involved in a workers’ compensation claim shall:
a) Provide complete and accurate information concerning the reported injury, illness, exposure, or accident;
b) Complete and return reasonably required claim forms, incident reports, work-status reports, and related documentation within applicable deadlines;
c) Cooperate with the District, the District’s workers’ compensation claims administrator or insurance carrier, and authorized medical providers as reasonably required by law;
d) Attend medical examinations or evaluations lawfully required or authorized in connection with the claim;
e) Comply with valid medical work restrictions and refrain from performing duties outside those restrictions;
f) Promptly provide the District with updated work-status information identifying any changes in the employee’s ability to work or applicable restrictions;
g) Notify the District promptly of any change that may affect the employee’s work status, leave status, or return-to-work status; and
h) Comply with applicable District policies and lawful administrative procedures while the claim is pending.
Employees are not required to disclose medical information beyond that which the District may lawfully request or receive.

2310.5 Supervisor and District Responsibilities
A supervisor who becomes aware of a work-related injury, illness, occupational exposure, accident, or suspected occupational disease shall:
a) Ensure that the employee receives appropriate first aid or emergency medical attention;
b) Immediately notify the General Manager or the General Manager’s designee;
c) Ensure that the employee is provided with the required workers’ compensation claim form and notices within the time required by California law;
d) Complete and timely submit required incident reports, employer reports, and other documentation;
e) Promptly transmit claim information and documentation to the District’s workers’ compensation claims administrator or insurance carrier;
f) Protect the confidentiality of medical and claims information;
g) Implement authorized medical work restrictions and approved return-to-work arrangements; and
h) Cooperate with the District’s workers’ compensation claims administrator, insurance carrier, legal counsel, and other authorized professionals throughout the claims process.
Supervisors shall not discourage an employee from reporting an injury or filing a claim, retaliate against an employee for exercising a protected right, promise that a claim or benefit will be approved, or represent that a claim or benefit has been denied. Questions concerning claim eligibility, compensability, or benefits shall be referred to the General Manager or the District’s workers’ compensation claims administrator.

2310.6 Medical Treatment
An employee requiring emergency medical care shall obtain or be provided emergency assistance immediately. Non-emergency medical evaluation and treatment shall be provided in accordance with California workers’ compensation law and the procedures established by the District’s workers’ compensation claims administrator or insurance carrier. Treatment may be provided through an applicable Medical Provider Network or other legally authorized provider. An employee who has properly predesignated a personal physician or medical group, or who otherwise has a legal right to select or change a treating provider, shall be permitted to exercise that right in accordance with applicable law. Questions regarding authorized treatment, Medical Provider Network requirements, physician selection, predesignation, or a change of treating provider shall be referred to the District’s workers’ compensation claims administrator.

2310.7 Benefits
Workers’ compensation benefits may include medical treatment, temporary disability benefits, permanent disability benefits, supplemental job displacement benefits, death benefits, and any other benefit provided by applicable law. Benefits shall be evaluated and administered by the District’s workers’ compensation claims administrator or insurance carrier in accordance with applicable law. Nothing in this policy guarantees eligibility for, approval of, or payment of any benefit beyond that required by law. The District, its supervisors, and its managers shall not make independent representations or determinations concerning an employee’s entitlement to workers’ compensation benefits outside the lawful claims-administration process.

2310.8 Return to Work and Reasonable Accommodation
The District supports the safe and timely return of employees following a work-related injury or illness. When permitted by law and reasonably requested by the District, an employee shall provide current work-status documentation identifying the employee’s ability to work, applicable functional limitations or work restrictions, and the anticipated duration of those restrictions. The District shall evaluate whether an employee can:
a) Return to the employee’s regular position without restrictions;
b) Return to the regular position with temporary restrictions or modifications;
c) Perform available modified, alternative, or transitional work consistent with authorized medical restrictions; or
d) Receive another reasonable accommodation required by applicable law.
Modified, alternative, or transitional work may be provided when medically appropriate, legally compliant, available, and operationally feasible. Nothing in this policy guarantees a particular modified-duty assignment or continued assignment beyond that required by law. When the District becomes aware that an employee may need a reasonable accommodation, the District shall initiate or participate in the interactive process as required by applicable law. Return-to-work and accommodation matters shall also be administered in accordance with Policy 3100, Reasonable Accommodation; Policy 3100, Return-to-Work and Fitness-for-Duty; applicable leave policies; applicable Memoranda of Understanding; and employment agreements.

2310.9 Coordination with Other Leave and Benefits
An absence associated with a workers’ compensation claim may run concurrently with another applicable leave entitlement when permitted by law and after the District provides any required notices or designations. The use, supplementation, or integration of accrued paid leave with workers’ compensation benefits shall be administered in accordance with applicable law, District policy, applicable Memoranda of Understanding, employment agreements, and lawful administrative procedures. The General Manager or the General Manager’s designee shall evaluate whether an employee may also qualify for family and medical leave, disability-related leave, reasonable accommodation, or another protected absence. The District shall not assume that a workers’ compensation claim is the employee’s only potentially applicable protection or benefit.

2310.10 Non-Discrimination and Non-Retaliation
The District prohibits discrimination, retaliation, coercion, intimidation, or interference against an employee for:
a) Reporting a work-related injury, illness, exposure, accident, or unsafe condition;
b) Filing or expressing an intention to file a workers’ compensation claim;
c) Requesting or receiving workers’ compensation benefits;
d) Providing information or testimony in a workers’ compensation matter; or
e) Exercising any other right protected by applicable law.
An employee who believes prohibited conduct has occurred shall report the concern immediately to the General Manager or, when the concern involves the General Manager, to the Board President or District legal counsel. This section does not prevent the District from addressing legitimate performance, attendance, safety, or misconduct concerns that are unrelated to the employee’s exercise of protected rights. Any such action shall be supported by legitimate, documented, and non-retaliatory reasons and administered in accordance with applicable law and due-process requirements.

2310.11 Fraud and Misrepresentation
Knowingly making a material false statement, submitting a fraudulent document or claim, concealing a material fact, or intentionally misrepresenting information relating to a workers’ compensation matter is prohibited. Such conduct may result in disciplinary action, referral to the appropriate authorities, civil liability, criminal prosecution, or other remedies authorized by law. Any disciplinary action shall be administered in accordance with applicable law, District policy, applicable Memoranda of Understanding, employment agreements, and due-process requirements. Nothing in this section authorizes the District to withhold, terminate, or deny a statutory benefit except through the lawful workers’ compensation claims process.

2310.12 Confidentiality and Records
Workers’ compensation records, medical information, work-status reports, claim forms, and related documents shall be maintained, accessed, used, disclosed, and retained in accordance with applicable law and District records-management requirements. Medical and claims information shall be shared only with individuals who have a legitimate business or legal need for the information. Supervisors shall ordinarily receive only the information necessary to implement work restrictions, determine the employee’s work status, maintain workplace safety, or administer an approved accommodation or return-to-work arrangement. Workers’ compensation and medical records shall be maintained separately from general personnel records when required by law.

2310.13 Required Notices and Forms
The District shall post, distribute, and maintain all workers’ compensation notices required by California law. The District shall provide required workers’ compensation information at the time of hire and at other times required by law. When the District receives notice or knowledge of a work-related injury or illness, the District shall provide the employee with the required DWC-1 claim form within one working day when required by law. The General Manager shall ensure that current notices, claim forms, Medical Provider Network information, provider information, reporting instructions, and claims-administrator contact information are readily available to employees and supervisors.

2310.14 Workers' Compensation Administration and Claims Coordination
The General Manager shall administer this policy and coordinate workers' compensation matters with the District's claims administrator, insurance carrier, legal counsel, supervisors, medical providers, and other appropriate professionals. The General Manager may establish lawful reporting protocols, forms, training, confidentiality controls, and return-to-work procedures necessary to implement the policy. Supervisors and employees shall receive appropriate information concerning injury reporting, required claim forms, emergency procedures, confidentiality, non-retaliation, work restrictions, and return-to-work responsibilities.
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2400.1 Policy and Administration
The District shall communicate with the public in an accurate, timely, respectful, and professional manner. Employees and other persons acting on behalf of the District shall make reasonable efforts to assist members of the public or direct them to the appropriate person. The General Manager shall administer official District communications and may establish practical procedures for media inquiries, public information, social media, emergency communications, and public complaints. Nothing in this policy prohibits a Director, employee, or other person from engaging in communications protected by law, including lawful whistleblower, labor, complaint, or private-citizen activity.

2400.2 Authorized Spokespersons
The General Manager shall serve as the District’s principal spokesperson for administrative, operational, financial, personnel, and District-wide matters and may designate another spokesperson for a particular subject or event. The Fire Chief or designee may release emergency information, public-safety information, and information concerning Fire Department incidents and operations within the Fire Chief’s authority. The Board President may accurately communicate official Board action and may speak on behalf of the Board when authorized by the Board. An individual Director may express personal opinions but shall not represent those opinions as an official position of the Board or District. Employees receiving media inquiries shall refer them to an authorized spokesperson unless specifically authorized to respond. Emergency information may be released without advance approval when reasonably necessary to protect life, property, or public safety.

2400.3 Official Social Media Accounts
The General Manager shall approve all official District social media accounts and designate authorized administrators. Official accounts, usernames, credentials, recovery information, content, and associated records are District property. Official accounts shall be used for legitimate District purposes and shall not be used for:
a) Personal business;
b) Unauthorized commercial advertising or endorsements;
c) Campaign activity or advocacy for or against a candidate or ballot measure;
d) Disclosure of confidential or legally protected information; or
e) False, misleading, discriminatory, retaliatory, or unlawful content.
District social media content shall be accurate and appropriate for public distribution. Use of artificial intelligence or other technology to prepare content shall comply with Policy 2205.

2400.4 Public Comments and Moderation
The General Manager may enable, limit, or disable public comments on an official District social media account when permitted by the platform and applicable law. When public comments are permitted, the District shall apply reasonable and viewpoint-neutral moderation rules. A comment shall not be removed, hidden, or restricted solely because it criticizes the District, a Director, an employee, or a District decision.
Content may be moderated when it violates published rules or applicable law, including content that contains unlawful threats, obscenity, discriminatory harassment, confidential information, malicious software, repetitive spam, or material unrelated to the subject of a limited discussion. When practical, the District shall preserve removed content and document the reason for removal or restriction. A user shall not be blocked from an official account except when reasonably necessary and legally permissible.

2400.5 Directors and Personal Accounts
A Director may use social media to answer questions, provide information to the public, or solicit public input, subject to the Brown Act and other applicable law. A Director shall not respond directly, including by comment, share, or digital reaction, to another Director’s social media communication concerning District business when prohibited by the Brown Act. A majority of the Board shall not use social media or another series of communications to discuss District business outside a properly noticed meeting. A personal account should clearly distinguish personal opinions from official District communications. District business conducted through a personal account may create public-record, retention, and other legal obligations under Policies 2145 and 2410.

2400.6 Public Complaints
Routine concerns should be addressed at the lowest appropriate administrative level whenever practical. Employees shall remain professional and shall refer a matter to a supervisor or the General Manager when it cannot be resolved within their authority. A formal complaint may be submitted orally or in writing to the General Manager. The General Manager or designee may review records, interview involved persons, consult appropriate staff or legal counsel, and provide a response appropriate to the nature of the complaint. A complaint concerning the General Manager or a Director shall be referred to the Board President or District Legal Counsel as appropriate. This complaint process does not replace or extend:
a) A claim required by the California Government Claims Act;
b) A Public Records Act request under Policy 2410;
c) A disability-access request under Policy 2400; 
d) An employee grievance, discrimination complaint, or personnel process;
e) A facility-use appeal or another appeal specifically established by District policy; or
f) A judicial, administrative, or regulatory remedy.
The General Manager’s response is the District’s final administrative response unless another law, agreement, or District policy provides additional review. Nothing limits a person’s right to address the Board during public comment, but public comment does not create an administrative appeal or require the Board to act on an operational or confidential matter.

2400.7 Records
Official communications, social media content, public comments, media materials, and complaint records shall be retained under Policy 2145 and handled as public records under Policy 2410 when applicable. Confidential personnel, medical, investigative, and legally protected information shall be maintained separately and disclosed only as authorized by law. It is not legally required and could pull the Board into operational and confidential personnel matters. Any appeal specifically required by another policy or law remains available. The social media section also states the current Brown Act rule more clearly: a Director may communicate with the public but generally may not respond directly to another Director’s post about District business, including through a reaction icon. Government Code § 54952.2
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2405.1 District Website
The District shall maintain an official internet website that clearly provides current District contact information and the records, notices, and information required by law. The District shall maintain and post its enterprise-systems catalog and shall post Board agendas, financial documents, policies, compensation information, and other documents when required by law. Staff shall correct materially outdated or inaccurate information after it is identified. The General Manager shall administer the website and may designate authorized publishers.

2405.2 Public Access and Nondiscrimination
The District shall not, on the basis of disability, exclude a qualified person from participation in, deny the benefits of, or otherwise discriminate in any District program, service, activity, facility, public meeting, park, recreation program, or public communication. The District shall provide reasonable modifications, effective communication, and appropriate auxiliary aids and services as required by law. The District shall not impose a disability-related surcharge for a modification, aid, service, or other measure required to provide equal access. District programs and activities, when viewed in their entirety, shall be readily accessible and usable as required by law. Service animals, wheelchairs, and other mobility devices shall be permitted as required by law. Employment accommodations are governed by Policy 3100.

2405.3 Digital Accessibility
Before the applicable federal technical-compliance date, the District shall continue providing equal access, effective communication, and reasonable modifications. When a digital barrier prevents access, the District shall promptly provide the information or service through an effective accessible method while the barrier is addressed. No later than April 26, 2028, District web content and mobile applications shall conform to WCAG 2.1 Level AA to the extent required by Title II of the Americans with Disabilities Act and 28 C.F.R. Part 35. New or substantially revised content used to obtain a District service, participate in a public meeting or program, submit a form, apply for employment, or receive emergency or current information should be created in an accessible form. Contracts for website, mobile application, or digital-content services shall include appropriate accessibility requirements when applicable. A legal exception shall be applied narrowly and does not eliminate the District’s responsibility to provide effective communication and equal access through another method.

2405.4 Access Requests and Complaints
The District website shall provide a readily available contact method for reporting an accessibility barrier or requesting an accessible format, auxiliary aid, reasonable modification, or other access assistance. A request may be oral or written. The District shall not require a special form, diagnosis, or unnecessary medical information. The General Manager or designee shall respond promptly, considering the nature and timing of the program, service, meeting, or information involved. When the requested method cannot be provided, the District shall consider another effective method of access. Retaliation for requesting access, reporting a barrier, filing a complaint, or participating in a review is prohibited.

2405.5 Administration and Legal Review
The General Manager or designee shall serve as the District’s public contact for accessibility matters and shall maintain the public notice required by Title II. The District shall designate a responsible employee and publish a formal grievance procedure if and when required by 28 C.F.R. section 35.107. A proposed determination that a requested action would fundamentally alter a program or create an undue financial and administrative burden shall be reviewed by District Legal Counsel. Any decision required by law to be made by the head of the public entity or an authorized designee shall be documented after consideration of the resources available. The District shall still take any other action that would provide effective access without causing the asserted alteration or burden. 
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[bookmark: REQUEST_FOR_PUBLIC_RECORDS][bookmark: FOR_INTERNAL_USE_ONLY]2410.1 Policy and Coordinator
The District shall provide prompt access to public records in accordance with the California Public Records Act while protecting records that are confidential, privileged, exempt, or otherwise restricted by law. The General Manager shall serve as the Public Records Coordinator and may designate staff, legal counsel, or another qualified person to assist. Policy 2145 and the Board-authorized retention schedule govern ordinary records retention and lawful destruction. Policy 2205 governs acceptable technology use, cybersecurity, artificial intelligence, remote access, and technology security.

2410.2 Receiving and Tracking Requests
A public-records request may be oral or written and may be submitted in person, by mail, email, telephone, or another method accepted by the District. The District may provide a form for convenience, but use of the form is not required. An employee who receives a request shall promptly forward it to the General Manager. The General Manager shall maintain a simple log showing:
a) The date received;
b) A brief description of the request;
c) The response deadline and any authorized extension;
d) The estimated production date; and
e) The date and manner in which the request was completed.

2410.3 Assistance and Response Deadlines
When a request is unclear or overly broad, the District shall provide reasonable assistance to help the requester identify responsive records, understand where records may exist, and overcome a practical basis for denying access. Within 10 days after receiving a request for copies, the District shall determine whether the request seeks disclosable records in the District’s possession and shall promptly notify the requester of its determination, the reasons for it, and the estimated date and time of production when records will be disclosed. The 10-day period is a determination deadline, not a waiting period or necessarily a production deadline. The determination period may be extended by no more than 14 days only when unusual circumstances authorized by law apply. The District shall provide written notice stating the reason for the extension and the expected determination date. Records shall be produced promptly and without unnecessary delay. Rolling production may be used when it provides meaningful earlier access.

2410.4 Searches and Electronic Records
Directors, employees, volunteers, contractors, consultants, and other persons maintaining or controlling District records shall cooperate with authorized search, preservation, and collection instructions. Whether an electronic communication is a District or public record depends on its content and relationship to District business, not the device, account, platform, format, or storage location. Email, text messages, direct messages, photographs, audio, video, social media content, and other electronic communications may constitute District records. District accounts and authorized systems should be used for District business whenever practical. When substantive District business is conducted through a personal account or device, any record that must be retained shall be promptly forwarded, copied, exported, or otherwise placed in an appropriate District account or recordkeeping location. When directed, a record custodian shall conduct a timely, good-faith search of District and personal locations reasonably likely to contain responsive District records. The individual may ordinarily search the individual’s own personal account or device and provide responsive District records without surrendering a personal password or unrelated personal content, except when lawful process or an authorized search protocol requires otherwise. Custodians shall provide potentially responsive records to the Public Records Coordinator and shall not withhold a record based on their own belief that it is confidential, privileged, embarrassing, duplicative, or exempt.

2410.5 Review, Production, and Denials
The Public Records Coordinator shall determine which records or portions are disclosable and may consult District Legal Counsel regarding confidential, privileged, security-sensitive, unusually burdensome, or legally uncertain requests. Reasonably segregable nonexempt portions shall be disclosed. The District is not required to create a new record unless required by law but shall perform data compilation, extraction, or programming when legally required. A denial of a written request, in whole or in part, shall be in writing and shall identify the legal basis for withholding and the names and titles or positions of the persons responsible for the denial when required by law.

2410.6 Inspection, Format, and Fees
Public records shall be available for inspection during District office hours as required by law. Inspection is free. Electronic records shall be provided in an electronic format maintained or used by the District when required by law. Copy charges shall not exceed the direct cost of duplication or another amount expressly authorized by law. The District shall not charge for ordinary staff time spent searching, reviewing, or redacting records unless a specific law authorizes the charge. Authorized costs for data compilation, extraction, programming, or production may be recovered as permitted by law.

2410.7 Retention, Preservation, and Transfer
Electronic records are subject to the same content-based retention requirements as comparable paper records under Policy 2145. Receipt of a public-records request immediately suspends destruction of potentially responsive records until the request is completed and any related preservation hold is released. No person may delete, alter, overwrite, conceal, or destroy a record subject to a pending request, claim, audit, investigation, subpoena, litigation hold, or other preservation duty. Disappearing-message or automatic-deletion features shall not be used in a manner that destroys records before their authorized disposition date. If a system cannot retain a required record for the necessary period, the record shall be transferred to an appropriate District location. Before an account is closed, a device is replaced, a system or vendor is changed, or a person separates from District service, required District records shall be transferred to the designated custodian or system and remain accessible for the required retention period.
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3100.1 Equal Access and Accommodation
The District shall provide equal employment opportunity and reasonable accommodation to qualified applicants and employees as required by law. Accommodation may be available for disability, medical condition, pregnancy, childbirth or a related medical condition, sincerely held religious belief or practice, lactation, or another legally protected need. An accommodation request may be oral or written and does not require special wording or a District form. A request may be made to a supervisor or the General Manager. A supervisor receiving a request shall promptly refer it to the General Manager and shall not independently request medical information. The District shall not retaliate against a person for requesting accommodation, participating in the interactive process, reporting an access concern, or exercising a protected right.

3100.2 Interactive Process
The General Manager or designee shall engage in a timely, good-faith interactive process when the District receives a request or otherwise becomes aware that an accommodation may be needed. The District may request reasonable supporting information when permitted by law. Medical information shall be limited to what is reasonably necessary to understand relevant functional limitations, duration, and accommodation needs. The District shall not require disclosure of a diagnosis when it is not necessary. Potential accommodations may include changes to schedule, equipment, work methods, nonessential duties, leave, workplace access, communication methods, or reassignment to an appropriate vacant position. The District may select an effective accommodation and is not required to eliminate an essential job function, lower a legitimate performance or safety standard, displace another employee, create a position, or provide an accommodation that would cause undue hardship or a legally recognized direct threat.

3100.3 Return to Work and Fitness for Duty
The District may require a return-to-work release or other medical information when an employee has work restrictions or when an objective, job-related safety or fitness concern exists. A release shall identify the employee's work-related limitations and expected duration without including unnecessary medical information. When job-related and consistent with business necessity, the District may require a fitness-for-duty evaluation. The General Manager shall coordinate the evaluation and determine who bears the cost as required by law. If restrictions affect an employee's ability to perform essential duties, the District shall evaluate reasonable accommodation through the interactive process. Temporary modified or transitional duty may be offered when useful work is available and the assignment is operationally and financially feasible. Modified duty is not guaranteed, does not create a permanent position, and may be changed or ended based on restrictions, available work, operational needs, or applicable law.

3100.4 Lactation Accommodation
The District shall provide a reasonable amount of break time and a location, other than a bathroom, for an employee to express breast milk as required by law. The location shall be private, shielded from view, free from intrusion, safe, clean, and near the employee's work area. It shall include a place to sit, a surface for a breast pump and personal items, access to electricity or an appropriate alternative, and nearby access to running water and refrigeration suitable for storing milk. When the regular work location does not contain a permanent lactation space, the District may provide a temporary or multipurpose space that meets legal requirements while being used for lactation. The employee shall submit the request orally or in writing to a supervisor or the General Manager. The District shall respond and, if it cannot provide break time or a location consistent with the request, shall provide the written response required by law. Break time shall run concurrently with paid break time when practical. Additional time may be unpaid unless compensation is otherwise required. No employee shall be discharged, discriminated against, or retaliated against for requesting or using lactation accommodation or exercising related rights.

3100.5 Confidentiality and Administration
Medical and accommodation records shall be maintained confidentially and separately from ordinary personnel records. Information may be shared only with persons who have a legitimate need to know or as otherwise permitted by law. The General Manager shall administer this policy and may consult legal counsel, workers' compensation administrators, medical professionals, or other qualified resources. An accommodation involving the General Manager shall be administered by the Board or its designee.
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3105.1 Policy
The District may consider an employee-requested voluntary demotion, an accommodation-related reassignment, a mutually agreed placement, or a legitimate non-disciplinary reassignment or reorganization. This policy shall not be used to disguise discipline, avoid due process, interfere with protected rights, or circumvent an applicable Memorandum of Understanding, employment agreement, or the Firefighters Procedural Bill of Rights Act. An action shall be governed by its actual purpose and effect, regardless of its title.

3105.2 Voluntary Demotion
An employee may request in writing a voluntary demotion to an authorized vacant position for which the employee is qualified. Approval is not guaranteed. The General Manager may consider District needs, available funding, qualifications, licensure, compensation, the applicable labor agreement, and other lawful factors. Before the action becomes effective, the employee shall receive written notice of the new position, compensation, effective date, probationary status, reporting relationship, and any material effect on benefits, seniority, or return rights. The employee must voluntarily accept the final terms in writing. After the effective date, there is no automatic right to return to the former position, rank, pay, shift, or assignment.

3105.3 Non-Disciplinary Actions
The General Manager may approve a non-disciplinary reassignment, reclassification, or reorganization for a legitimate operational, financial, accommodation, or organizational reason. A routine change in shift, worksite, supervisor, apparatus, or duties within an employee's existing classification is a management assignment unless a controlling agreement provides otherwise. An involuntary action that reduces classification, rank, salary, or another protected employment right shall be reviewed by legal counsel before implementation. A punitive demotion, salary reduction, written reprimand, suspension, termination, or transfer for purposes of punishment shall be handled under Policy 3120 and applicable law.

3105.4 Approval and Records
Only the General Manager or another legally authorized appointing authority may approve an action under this policy. A supervisor may recommend or discuss an option but may not approve it. The District shall document the reason, authority, effective date, position, compensation, and material terms of the action. Medical information shall be kept separately from the personnel file. An action involving the General Manager shall be administered by the Board under the General Manager's employment agreement and applicable law.
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3110.1 Policy
Paid administrative leave is a temporary, non-disciplinary measure. It may be used when reasonably necessary to protect safety, District operations, evidence, witnesses, confidential information, public trust, or the integrity of an investigation or administrative process. Placement on administrative leave is not a finding of wrongdoing. Administrative leave under this policy shall be with pay and benefits as required by law, an applicable Memorandum of Understanding, or employment agreement.

3110.2 Authority
A chief officer or assigned supervisor may remove an employee from duty with the General Manager's approval when immediate removal is reasonably necessary for safety, operational, or investigative reasons. If circumstances make prior approval impractical, the supervisor shall contact the General Manager as soon as possible and obtain approval for any continuing leave. Only the General Manager may authorize continuing administrative leave or materially change its terms. Administrative leave involving the General Manager shall be administered by the Board or its authorized designee.

3110.3 Terms
The employee shall receive written notice of the leave as soon as practical. The notice should identify the effective date, pay status, availability expectations, contact person, access or property restrictions, and any lawful no-contact, confidentiality, or preservation instructions. During paid administrative leave, an employee shall:
a) Remain reasonably available during normal assigned hours unless excused;
b) Comply with lawful directions and participate in scheduled interviews or proceedings;
c) Preserve District records and property;
d) Return District property when directed;
e) Refrain from unauthorized access to District premises, systems, records, vehicles, or equipment; and
f) Avoid retaliation, interference, or conduct that could compromise the matter being reviewed.
The District may modify or end administrative leave as circumstances warrant. No fixed review interval or maximum duration is created by this policy.

3110.4 Rights and Records
Administrative leave shall not be used as punishment, retaliation, or a substitute for required disciplinary procedures. The District shall comply with applicable representation, notice, due-process, MOU, employment-agreement, and FBOR requirements. Administrative-leave records shall be maintained as confidential personnel records. Public or internal communications shall protect confidential information and shall not imply that an allegation has been proven.
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3115.1 Administration
The General Manager shall determine whether a formal personnel investigation is necessary, define its scope, and select the investigator. Supervisors or the Fire Chief may conduct routine fact-finding when directed. Harassment, serious misconduct, significant conflicts, FBOR matters, or matters presenting legal or credibility concerns should be referred to legal counsel or an appropriately qualified outside investigator. A complaint against the General Manager shall be referred to the Board President and District Legal Counsel. A complaint against the Board President shall be referred to another Director and District Legal Counsel.

3115.2 Fair Process
Investigations shall be timely, impartial, appropriately documented, and limited to matters reasonably related to the allegations or issues under review. The investigator may review records, inspect District property or systems as permitted by law, and interview persons with relevant information. Employees shall cooperate honestly, preserve relevant records, and comply with lawful instructions. No person shall retaliate against a complainant, witness, subject, investigator, or participant. Knowingly false statements, evidence destruction, witness interference, or retaliation may result in discipline.

3115.3 Employee Rights
Before an interview, the District shall provide any notice and representation rights required by law, an applicable MOU, employment agreement, or FBOR. Employees shall not be compelled to waive a protected right as a condition of cooperation. The District may direct employees to maintain the confidentiality of specified information when reasonably necessary and legally permissible to protect witnesses, evidence, privacy, or the integrity of the process. This policy does not prohibit protected labor communications, reporting to a government agency, consulting a representative or attorney, or another communication protected by law.

3115.4 Findings and Records
The investigator or decision-maker shall evaluate the available evidence under the standard required by applicable law or controlling agreement. When the District determines that corrective or disciplinary action may be appropriate, it shall proceed under Policy 3120. Investigation records shall be retained securely and disclosed only as authorized or required by law. The District may provide appropriate closure information but is not required to disclose confidential personnel action, privileged advice, or protected investigative material.
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3120.1 Purpose
The purpose of this policy is to establish a fair, consistent, and legally compliant process for addressing employee misconduct and performance deficiencies while protecting the interests of the Morongo Valley Community Services District ("District"), its employees, and the public. The District is committed to administering discipline in a manner that promotes accountability, professionalism, due process, and compliance with applicable federal and California laws.

3120.2 Policy
The District expects all employees to perform their duties in a professional, competent, ethical, and respectful manner and to comply with all applicable federal and California laws, Board policies, administrative procedures, Department policies, lawful directives, and standards of conduct. When employee conduct or performance fails to meet these expectations, the District may take corrective or disciplinary action consistent with this policy, applicable law, employment agreements, and any applicable Memorandum of Understanding (MOU). Nothing in this policy alters the at-will employment status of any employee unless otherwise provided by an employment agreement, applicable MOU, or federal or California law.

3120.3 Authority
Except as otherwise provided by law, employment agreement, or applicable MOU, the General Manager is responsible for administering formal disciplinary action. Supervisors, Captains, Chiefs, and other management personnel may provide coaching, counseling, performance feedback, and other non-disciplinary corrective action consistent with their assigned supervisory responsibilities. Prior to imposing formal disciplinary action, the General Manager shall consult with District legal counsel, or legal counsel designated through the District's risk management provider, consistent with the District's risk management practices.

3120.4 Non-Disciplinary Corrective Action
The District encourages supervisors to promptly address performance or conduct concerns through non-disciplinary corrective action whenever appropriate.  Non-disciplinary corrective action may include, but is not limited to:
a) Coaching;
b) Verbal counseling;
c) Documented counseling;
d) Performance improvement plans;
e) Additional training or mentoring;
f) Performance expectations; or
g) Other management actions intended to improve employee performance or conduct.
Non-disciplinary corrective action is intended to improve employee performance and shall not be considered formal discipline. Nothing in this section requires the District to utilize corrective action before imposing formal discipline when circumstances warrant more serious action. Non-disciplinary corrective action shall not include or result in a reduction in classification, rank, salary, or another punitive change in assignment. An action based wholly or partly on alleged misconduct or deficient performance shall be processed according to its actual basis and effect. The District shall not characterize an action as a voluntary demotion, reclassification, reorganization, non-disciplinary reassignment, or management decision to avoid the requirements of this policy or applicable employee rights.

3120.5 Causes for Discipline
Employees may be subject to disciplinary action for conduct or performance that adversely affects District operations, public trust, employee safety, or the efficient delivery of public services. Grounds for discipline may include, but are not limited to:
a) Violation of District policies, administrative procedures, Department policies, or lawful directives;
b) Insubordination;
c) Dishonesty, fraud, or misrepresentation;
d) Falsification of District records or documents;
e) Theft, misuse, or unauthorized removal of District property;
f) Abuse or misuse of District equipment, technology, or electronic communications;
g) Unauthorized disclosure of confidential information;
h) Harassment, discrimination, retaliation, or workplace violence;
i) Possession or use of alcohol, illegal drugs, or controlled substances in violation of District policy or applicable law;
j) Reporting to work impaired or unable to safely perform assigned duties;
k) Abuse of leave, excessive absenteeism, or more than 3 tardies in excess of 15 minutes within a 60 day period;
l) Neglect of duty, incompetence, or inefficiency;
m) Unsafe work practices or violations of safety rules;
n) Failure to maintain required licenses, certifications, or qualifications;
o) Conflict of interest or misuse of public office;
p) Conduct unbecoming a District employee;
q) Criminal conduct that adversely affects District operations or the employee's ability to perform assigned duties;
r) Failure to cooperate in a District investigation;
s) Providing false or misleading information during a District investigation; or
t) Any other conduct determined by the General Manager to be inconsistent with the employee's duties or the best interests of the District.
The foregoing examples are illustrative only and are not intended to limit the District's authority to address other conduct or performance deficiencies warranting corrective or disciplinary action.

3120.6 Progressive Discipline and Disciplinary Demotion
The District may utilize progressive discipline when appropriate to encourage improvement in employee conduct or performance. Depending upon the nature and severity of the conduct or performance deficiency, formal disciplinary action may include one or more of the following:
a) Written reprimand;
b) Suspension without pay;
c) Reduction in salary, when authorized by applicable law or an applicable Memorandum of Understanding;
d) Demotion to a lower classification, rank, or salary range;
e) Transfer or reassignment for purposes of punishment, when authorized by applicable law or an applicable Memorandum of Understanding; or
f) Termination of employment.
A management-initiated demotion based wholly or partly on deficient performance, failure to satisfy job requirements, misconduct, or another disciplinary reason is formal disciplinary action and shall be administered under this policy. This requirement applies regardless of whether the proposed action is described as a demotion, reassignment, reclassification, reorganization, return to a prior rank, removal of duties, organizational change, or management decision. A disciplinary demotion shall not be processed under Policy 3105, Voluntary Demotion and Non-Disciplinary Reassignment, unless the employee voluntarily accepts a lawful, written, and legal-counsel-reviewed settlement or mutually agreed placement. This section does not convert either of the following into disciplinary action when the action is authorized by applicable policy, agreement, or Memorandum of Understanding and is not imposed for purposes of punishment:
a) The scheduled conclusion of a temporary, acting, or out-of-class assignment; or
b) A lawful reversion following an unsuccessful promotional probation.
When the proper characterization of an action is uncertain, the General Manager shall consult District legal counsel before the action is proposed or implemented. The District reserves the right to determine the appropriate level of discipline based upon the facts and circumstances of each case, including:
a) The nature and seriousness of the conduct or performance deficiency;
b) The employee’s work and disciplinary history;
c) Whether the employee had notice of the applicable expectation;
d) The employee’s response and acceptance of responsibility;
e) The effect on District operations, safety, employees, or the public;
f) Whether similar matters have been handled consistently;
g) The likelihood of correction or recurrence; and
h) Other relevant aggravating or mitigating circumstances.
Nothing in this policy requires disciplinary action to be imposed in a particular order. The District may bypass any level of progressive discipline, including proceeding directly to demotion, suspension, salary reduction, or termination, when warranted by the circumstances. Formal discipline shall be processed through the investigation, legal review, notice, predisciplinary response, final decision, and appeal procedures provided by this policy and applicable controlling authority.

3120.7 Personnel Investigation
Prior to imposing formal disciplinary action, the District shall conduct an investigation appropriate to the nature and circumstances of the alleged misconduct or performance deficiency. Investigations shall be conducted in accordance with Policy 3115 – Personnel Investigations and applicable federal and California law. The General Manager shall determine the appropriate method for conducting the investigation and may assign the investigation to a supervisor, Fire Chief, District legal counsel, an independent investigator, law enforcement, or another qualified individual, as appropriate. Nothing in this section limits the District's authority to place an employee on administrative leave in accordance with Policy 3120 while an investigation is pending.

3120.8 Review by Legal Counsel
Prior to issuing a Notice of Proposed Discipline, the General Manager shall consult with District legal counsel, or legal counsel designated through the District's risk management provider, regarding the proposed disciplinary action, except when circumstances require immediate action authorized by law. The purpose of legal review is to assist the District in ensuring compliance with applicable law, Board policy, employment agreements, applicable Memoranda of Understanding, and the District's risk management practices. Nothing in this section shall be interpreted to create a contractual right or procedural defense based solely upon the District's consultation with legal counsel.

3120.9 Notice of Proposed Discipline
When formal disciplinary action consisting of suspension without pay, reduction in salary, demotion, or termination is proposed, and when required by applicable law, the employee shall receive a written Notice of Proposed Discipline before discipline becomes final. The Notice of Proposed Discipline shall include, at a minimum:
a) The proposed disciplinary action;
b) The effective date of the proposed disciplinary action;
c) The specific policies, rules, regulations, or standards alleged to have been violated;
d) A statement of the facts supporting the proposed disciplinary action;
e) Copies of, or access to, the materials upon which the proposed disciplinary action is based, as required by law;
f) Notice of the employee's right to respond to the proposed disciplinary action before a final decision is made;
g) Notice of the employee's right to representation, when provided by applicable law or an applicable Memorandum of Understanding; and
h) The time within which the employee must respond or request a Skelly meeting.
The Notice of Proposed Discipline may be personally served upon the employee or delivered by another method permitted by law.

3120.10 Skelly Process
Employees entitled to pre-disciplinary due process shall be provided an opportunity to respond to the proposed disciplinary action in accordance with applicable law, including the requirements established by Skelly v. State Personnel Board and subsequent applicable legal authority. The employee may respond in writing, request a Skelly meeting, or both, within the timeframe identified in the Notice of Proposed Discipline. If a Skelly meeting is requested:
a) The meeting shall be conducted by a Skelly Officer designated by the District who has not participated in the investigation or recommendation for discipline whenever practicable;
b) The employee may be represented by a representative of the employee's choosing, consistent with applicable law and any applicable Memorandum of Understanding;
c) The purpose of the meeting is to provide the employee with an opportunity to respond to the proposed disciplinary action, present information, identify factual inaccuracies, and provide mitigating circumstances for consideration before discipline becomes final;
d) The Skelly meeting is an informal administrative review and is not an evidentiary hearing. Witness testimony and formal rules of evidence shall not apply unless otherwise required by law; and
e) Following consideration of the employee's response, the General Manager shall determine whether to uphold, modify, or withdraw the proposed disciplinary action.
Failure to respond within the time provided in the Notice of Proposed Discipline may be deemed a waiver of the employee's opportunity to respond, and the District may proceed with the disciplinary process to the extent permitted by law.

3120.11 Final Notice of Discipline
Following completion of the Skelly process, or upon expiration of the employee's opportunity to respond, the General Manager shall determine whether disciplinary action is appropriate. The General Manager may:
a) Withdraw the proposed disciplinary action;
b) Modify the proposed disciplinary action;
c) Impose the proposed disciplinary action;
d) Impose a lesser disciplinary action;
e) Require additional training, counseling, or other corrective action;
f) Enter into a settlement agreement or Last Chance Agreement when determined to be in the best interests of the District and approved by District legal counsel; or
g) Accept a resignation in lieu of termination when determined to be in the best interests of the District.
If disciplinary action is imposed, the employee shall receive a Final Notice of Discipline. The Final Notice of Discipline shall include:
a) The disciplinary action imposed;
b) The effective date;
c) The factual basis supporting the disciplinary action;
d) The policies, rules, regulations, or standards violated;
e) Notice of any applicable appeal rights; and
f) Any additional information required by law or an applicable Memorandum of Understanding.

3120.12 Post-Disciplinary Appeal
Nothing in this policy creates appeal rights for employees who are employed at-will unless otherwise required by law. Employees covered by an applicable employment agreement or Memorandum of Understanding shall be entitled to any appeal rights provided by applicable law, the employment agreement, or the Memorandum of Understanding. Appeals shall be submitted in writing to the General Manager within the time prescribed by applicable law, an employment agreement, or the applicable Memorandum of Understanding. The written appeal shall identify the disciplinary action being appealed and the reasons the employee believes the disciplinary action should be modified or reversed.

3120.13 Appeal Officer
When the General Manager did not impose the disciplinary action and has no conflict of interest, the General Manager may serve as the appeal officer. When the General Manager imposed the disciplinary action, has participated in the investigation, or has a conflict of interest, the District shall appoint an impartial hearing officer to hear the appeal. The hearing officer may be an attorney, retired judicial officer, experienced human resources professional, or other qualified individual selected by the District. The hearing officer shall have no personal involvement in the investigation or disciplinary decision being appealed.

3120.14 Appeal Hearing
The purpose of the appeal hearing is to determine whether the disciplinary action was supported by the evidence and administered in accordance with applicable law, District policy, and any applicable employment agreement or Memorandum of Understanding. The hearing officer may receive testimony, documentary evidence, and other relevant information. Formal rules of evidence shall not apply unless otherwise required by law. The employee may be represented by a representative of the employee's choosing at the employee's expense unless otherwise provided by law or an applicable Memorandum of Understanding. The hearing officer may establish reasonable procedures necessary for the orderly conduct of the hearing.

3120.15 Decision
Following the appeal hearing, the hearing officer shall issue a written decision within a reasonable time. The hearing officer may:
a) Uphold the disciplinary action;
b) Modify the disciplinary action;
c) Reverse the disciplinary action; or
d) Return the matter to the General Manager for further consideration or additional investigation.
Unless otherwise provided by applicable law, an employment agreement, or an applicable Memorandum of Understanding, the hearing officer's decision shall be final. Nothing in this policy permits disciplinary action to be challenged through the District's Grievance Procedure (Policy 3150). Appeals of disciplinary action shall be governed exclusively by this policy, applicable law, employment agreements, and any applicable Memorandum of Understanding.

3120.16 Employees Covered by the Firefighters Procedural Bill of Rights Act
The District shall provide every employee covered by the Firefighters Procedural Bill of Rights Act (“FBOR”), Government Code section 3250 et seq., with all rights and procedures required by that Act. Coverage shall be determined under applicable law and shall not be denied merely because of an employee’s job title, rank, at-will designation, bargaining-unit status, or the label assigned to a proposed employment action. For a covered firefighter, punitive action includes any action that may lead to:
a) Dismissal;
b) Demotion;
c) Suspension;
d) Reduction in salary;
e) Written reprimand; or
f) Transfer for purposes of punishment.
A proposed demotion, salary reduction, suspension, written reprimand, dismissal, or punitive transfer involving a covered firefighter shall be processed according to the action’s actual purpose and effect. The District shall not avoid FBOR requirements by describing the action as non-disciplinary, administrative, organizational, corrective, voluntary, or managerial. When punitive action may be imposed against a covered firefighter, the District shall:
a) Conduct any related personnel investigation in accordance with Policy 3115, Personnel Investigations, and applicable FBOR requirements;
b) Complete the investigation and notify the firefighter of the proposed disciplinary action within the time required by law, including the one-year limitation period and any applicable statutory tolling or exceptions;
c) Provide the notice of proposed discipline, supporting materials, and opportunity to respond required by Sections 3120.9 and 3120.10;
d) Consult District legal counsel before issuing the proposed or final disciplinary action;
e) Notify the firefighter in writing of the decision to impose discipline within 30 days after the decision and not fewer than 48 hours before the discipline is imposed;
f) Provide an opportunity for administrative appeal when required by FBOR, this policy, an applicable Memorandum of Understanding, or another controlling authority;
g) Permit representation as required by law or an applicable Memorandum of Understanding; and
h) Maintain all required notices, investigation records, deadline calculations, waivers, and appeal documents.
A predisciplinary response and an administrative appeal are separate procedures. Providing an opportunity to respond before discipline does not eliminate an administrative appeal right otherwise required by FBOR. The District shall not subject a firefighter to punitive action, deny promotion, or threaten such treatment because the firefighter lawfully exercised rights under FBOR or an administrative grievance procedure. A Fire Chief shall not be removed without written notice, the reason or reasons for removal, and an opportunity for administrative appeal as required by Government Code section 3254. Nothing in this provision creates a property interest when one does not otherwise exist. Nothing in this policy is intended to limit, reduce, or modify rights provided by FBOR, another applicable federal or California law, an employment agreement, or an applicable Memorandum of Understanding. When a conflict exists, the controlling law, agreement, or Memorandum of Understanding shall govern.

3120.17 Administration
The General Manager shall administer this policy and may establish administrative procedures necessary to implement its provisions. Nothing in this policy limits the District's authority to resolve employment matters through counseling, training, settlement agreements, resignation in lieu of termination, or other lawful administrative action when determined to be in the best interests of the District.
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3125.1 Purpose
The purpose of this policy is to promote the safe operation of District vehicles, reduce vehicle-related accidents and liability, establish minimum driver qualification standards, and ensure employees and volunteers operate vehicles safely and responsibly while conducting District business.

3125.2 Policy
Employees and volunteers who operate District-owned, leased, rented, borrowed, or personal vehicles while conducting authorized District business shall do so in a safe, lawful, and professional manner.

Safe vehicle operation is a condition of employment or volunteer service for any position requiring the operation of a motor vehicle.

3125.3 Applicability
This policy applies to all District employees and volunteers who:
a) Operate District-owned, leased, rented, or borrowed vehicles;
b) Operate District equipment requiring a valid driver's license; or
c) Operate a personal vehicle while conducting authorized District business.

This policy does not apply to members of the Board of Directors unless otherwise required by law or Board action.

3125.4 Driver Qualifications
Employees and volunteers authorized to operate vehicles on behalf of the District shall:

a) Possess and maintain a valid driver's license appropriate for the vehicle being operated;
b) Maintain any endorsements required by law;
c) Immediately notify their supervisor and the General Manager, but no later than the next scheduled workday, of:
1. Suspension, revocation, expiration, or restriction of a driver's license;
2. Any arrest, citation, or conviction that could affect the individual's ability to legally operate a motor vehicle on behalf of the District; or
3. Any medical or legal condition that may affect the safe operation of a vehicle.

Failure to maintain required driving qualifications may result in reassignment of duties, suspension of District driving privileges, disciplinary action, or separation from employment when driving is an essential function of the position.

3125.5 Employer Pull Notice Program
The District shall participate in the California Department of Motor Vehicles Employer Pull Notice (EPN) Program, or any successor program authorized by law, for all employees required to operate District vehicles or drive as part of their assigned duties.

The General Manager shall review, or cause to be reviewed, all Employer Pull Notice reports and other driving record information received by the District.

3125.6 Driver Record Review
The District shall review driving records to ensure employees and volunteers continue to meet District driving standards.

Employees who accumulate the following California DMV Negligent Operator Treatment System (NOTS) points may be subject to management review:
a) Two (2) points within twelve (12) months;
b) Four (4) points within twenty-four (24) months; or
c) Six (6) points within thirty-six (36) months.

Management review may result in one or more of the following:
a) Driver safety counseling;
b) Defensive driving training;
c) Temporary restriction or suspension of District driving privileges;
d) Reassignment of duties when driving is an essential function of the position;
e) Formal disciplinary action in accordance with Policy 3120; or
f) Any other corrective action determined appropriate by the General Manager.

Nothing in this policy limits the District's authority to take corrective or disciplinary action before these thresholds are reached when warranted by the seriousness of the violation, preventable accidents, unsafe driving behavior, or other circumstances affecting District operations or public safety.

3125.7 Driver Responsibilities
Employees and volunteers operating vehicles on behalf of the District shall:
a) Comply with all federal, state, and local traffic laws;
b) Wear seat belts as required by law;
c) Operate vehicles free from impairment caused by alcohol, drugs, medications, fatigue, or other conditions that could affect safe vehicle operation;
d) Conduct reasonable pre-trip inspections when required by departmental procedures;
e) Immediately report unsafe vehicle conditions;
f) Promptly report all moving violations received while operating a District vehicle; and
g) Promptly report any accident involving a District vehicle, regardless of fault or the extent of damage, to their supervisor and complete all required District accident reporting documentation.

3125.8 Driver Training
The District may require employees and volunteers to successfully complete defensive driving training, emergency vehicle operator training, equipment-specific training, or other driver safety training based upon assigned duties, operational needs, accident history, or driving record.

Employees may also be required to complete remedial driver training following preventable accidents, moving violations, or other identified safety concerns.

3125.9 Suspension of Driving Privileges
The General Manager may temporarily suspend or restrict an employee's authorization to operate District vehicles whenever continued driving is determined to present an unacceptable safety risk or liability to the District. Suspension of District driving privileges does not automatically result in disciplinary action but may affect an employee's ability to perform the essential functions of the position.

3125.10 Corrective and Disciplinary Action
Unsafe driving, preventable accidents, failure to maintain required driving qualifications, failure to report required information, misuse of District vehicles, repeated traffic violations, or other conduct affecting safe vehicle operation may result in corrective action, suspension of District driving privileges, disciplinary action, or termination of employment, consistent with Policy 3120.

The level of corrective or disciplinary action shall be determined based upon the facts and circumstances of each incident, the employee's overall driving record, operational needs, and applicable law.

3125.11 Administration
The General Manager shall administer this policy and may establish administrative procedures necessary to implement its provisions, including accident reporting procedures, vehicle inspection requirements, driver qualification standards, and training requirements.

3125.12 Policy Review
The General Manager shall periodically review this policy and may recommend revisions to the Board of Directors as necessary to reflect changes in applicable law, District operations, insurance requirements, or best practices.
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3130.1 Prohibited Conduct
Employees shall report to work and remain able to perform their duties safely and effectively. The following are prohibited: Working or remaining on duty while impaired by alcohol, cannabis, an illegal drug, a controlled substance, or another intoxicating substance;
a) Possessing, using, selling, distributing, manufacturing, or transferring an illegal drug or unauthorized controlled substance while on District time, premises, vehicles, or business;
b) Consuming alcohol or cannabis during work time or possessing an open container in a District vehicle, except as specifically authorized for a lawful District purpose;
c) Misusing prescription or over-the-counter medication;
d) Refusing a lawfully required test or interfering with the testing process; or
e) Failing to comply with a lawful removal-from-duty or safety instruction.
Lawful off-duty conduct shall not be the basis for action when prohibited by law. The District shall not make an employment decision based on a cannabis test result or off-duty cannabis use when California law prohibits doing so.

3130.2 Medication and Fitness for Duty
An employee is not required to disclose a diagnosis or identify medication that does not affect work. An employee shall notify a supervisor or the General Manager when a medication, treatment, condition, or substance may impair the employee's ability to safely perform essential duties. The District may address the matter through Policy 3100. Employees may lawfully use prescribed medication, but lawful use does not permit unsafe or impaired performance.

3130.3 Testing
All applicants selected for District employment shall receive a conditional offer before completing the District's required preemployment drug test. Testing and consideration of results shall comply with applicable law. The District does not conduct random drug or alcohol testing unless later required or authorized by law, an applicable MOU, or a Board-approved program. The District may require testing when:
a) Specific, objective facts support reasonable suspicion of on-duty impairment or prohibited conduct;
b) A qualifying workplace or vehicle accident involves injury, significant property damage, or a reasonable indication that impairment may have contributed;
c) Testing is required by law, licensing authority, workers' compensation rule, or a controlling agreement; or
d) Follow-up or return-to-duty testing is part of a lawful last-chance or rehabilitation agreement.
Testing shall not be automatic after every minor accident. The General Manager or an authorized designee shall approve testing, document the basis, and arrange for appropriate collection and review. The District shall not rely on a test that detects only nonpsychoactive cannabis metabolites when prohibited by law.

3130.4 Reasonable Suspicion and Removal
A supervisor who observes possible impairment shall address immediate safety, document objective observations, and promptly contact the General Manager. The employee may be removed from duty and transported to a testing or safe location. The employee shall not be permitted to drive when impairment is reasonably suspected. Whenever practical, observations should be confirmed by a second trained supervisor. A reasonable-suspicion determination shall not be based solely on rumor, protected medical information, a lawful accommodation request, or a protected characteristic.

3130.5 Assistance, Discipline, and Confidentiality
An employee may voluntarily request assistance before a policy violation occurs. A request does not excuse prior misconduct or prevent the District from addressing safety and performance. Leave, accommodation, or benefit rights shall be administered under applicable law and District policy. Violation may result in corrective action or discipline under Policy 3120. Test results and related medical information shall be maintained confidentially and separately from ordinary personnel records.
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3135.1 Employee Information
Employees shall promptly provide the District with current contact information, emergency-contact information, legal name, mailing address, required tax and payroll information, driver's-license information when job-related, and licenses or certifications required for the position. Employees shall promptly report a change that affects eligibility to work, required credentials, driving authorization, payroll, benefits, emergency contact, or ability to perform essential duties.

3135.2 Workplace Notices
The General Manager shall provide or post workplace notices required by law, including any annual or new-hire notice of employee rights. Delivery may be electronic, on paper, by posting, or through another lawful method. Employees shall acknowledge receipt when requested; acknowledgment confirms receipt and does not waive any right.

3135.3 Personnel and Medical Records
The District shall maintain official personnel records appropriate to its operations and legal duties. Medical, accommodation, workers' compensation, and other records required to be confidential shall be maintained separately from ordinary personnel files. Employees may inspect or obtain copies of personnel records and payroll records as provided by law, an applicable MOU, or employment agreement. A request shall be directed to the General Manager. The District may redact information that the employee is not legally entitled to inspect. Supervisors shall promptly provide final evaluation, counseling, commendation, disciplinary, training, and other official employment records to the administrative office for appropriate filing. No person shall maintain a secret disciplinary file or remove, alter, or destroy an official personnel record except under an authorized retention or correction process.

3135.4 Accuracy, Security, and Retention
Employees shall notify the General Manager of a material factual error in their records. The District may correct an error and shall preserve any response or rebuttal required by law. Personnel records shall be secured against unauthorized access and retained under Policy 2145 and applicable law. Access is limited to the employee, authorized District representatives, legal counsel, auditors, investigators, insurers, benefit administrators, or others with a lawful need or right of access.

3135.5 Employment Verifications and References
Requests for employment verification, references, recommendations, or personnel information shall be referred to the General Manager or designated administrative staff. Unless the employee gives written authorization or law requires more, the District will ordinarily confirm only dates of employment, positions held, and other limited information approved by the General Manager. No employee or Director may issue an official District reference or recommendation without authorization. A person providing a personal reference shall make clear that the person is speaking individually and shall not disclose confidential District or personnel information.

3135.6 Separation Records
Before separation, the employee and supervisor shall transfer District records, passwords, recovery information, property, keys, credentials, and pending work as directed. The District shall preserve personnel and payroll records for the periods required by law.
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3140.1 Board and General Manager Authority
The Board of Directors shall approve the establishment or elimination of District positions and the applicable salary range or compensation plan. The General Manager shall create, approve, update, maintain, interpret, and administer the job description for every District position except the General Manager position. The Board shall approve and maintain the General Manager's job description. The General Manager may revise a job description to reflect current duties, qualifications, reporting relationships, operational needs, and legal requirements, provided the revision does not establish a new position, materially change Board-approved compensation, or conflict with an applicable Memorandum of Understanding, employment agreement, or law. The General Manager is the appointing and personnel authority for all District employees except the General Manager. The Board appoints, evaluates, disciplines, and separates the General Manager under the General Manager's employment agreement and applicable law.

3140.2 Employee Categories
The District may use the following categories:
a) Regular full-time employee;
b) Regular part-time employee;
c) Temporary employee;
d) Contract employee, including the General Manager when serving under an employment agreement; and
e) Volunteer or reserve firefighter under Policy 3197.
An employee's category, bargaining-unit status, overtime status, benefits, and employment rights are determined by law, Board action, the applicable MOU or employment agreement, and the terms of appointment. A label alone does not determine legal status. The District does not use a separate seasonal category. An appointment for limited-duration or short-term work shall be designated temporary.

3140.3 Initial Probation
Unless an applicable MOU, employment agreement, law, or written appointment provides otherwise, a newly hired employee shall serve a 12-month initial probationary period beginning on the first day of employment. Probation is an extension of the selection process. During probation, the employee shall receive training, direction, and reasonable feedback. Completion is not automatic merely because time has passed. The General Manager shall confirm successful completion or take other lawful action. A probationary employee may be released or returned to a former position as permitted by the employee's status and controlling authority. The District shall not take action for an unlawful or retaliatory reason.

3140.4 Promotional Probation
Unless a controlling authority provides otherwise, an employee promoted to a different classification or rank shall serve a 12-month promotional probation beginning on the effective date of promotion. Unsuccessful promotional probation may result in return to a former classification or another lawful action when a vacancy and applicable rights permit. Return placement and compensation shall be determined under the applicable MOU, salary schedule, appointment notice, and law. Promotional probation does not erase discipline or performance obligations from the employee's underlying employment.

3140.5 Extension and Leave
The General Manager may extend probation in writing when additional time is reasonably necessary to evaluate performance, complete required training, account for a substantial absence, or comply with a controlling agreement. Any extension shall state its reason and expected end date. Protected leave shall not be treated adversely. The District may adjust the evaluation period to account for time in which the employee did not perform the probationary assignment when legally permitted.

3140.6 Controlling Authority
This policy does not create a property interest, guarantee continued employment, or change rights established by law, an applicable MOU, employment agreement, appointment document, or Board action. The controlling authority governs in the event of conflict.
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3145.1 Purpose
The purpose of this policy is to provide equal employment opportunity and to prevent and promptly correct discrimination, harassment, and retaliation within the Morongo Valley Community Services District (“District”). The District shall take all reasonable steps necessary to maintain a professional workplace free from discrimination, harassment, and retaliation. Conduct may violate this policy even when it does not meet the legal standard for unlawful discrimination, harassment, or retaliation. The District may take corrective action before conduct becomes severe, pervasive, or otherwise unlawful.

3145.2 Scope
This policy applies to:
a) Applicants for employment;
b) All District employees, regardless of classification or status;
c) Supervisors, managers, Company Officers, and chief officers;
d) Unpaid interns and volunteers;
e) Members of the Board of Directors;
f) Independent contractors and persons providing services under contract;
g) Vendors, consultants, and agents; and
h) Members of the public interacting with District personnel.
The District prohibits discrimination, harassment, and retaliation by supervisors, managers, coworkers, Board members, volunteers, contractors, vendors, members of the public, and other third parties with whom an employee or applicant comes into contact. This policy applies to conduct connected to District employment, services, or activities, whether occurring:
a) On District property;
b) At a fire station, park, administrative office, incident scene, or other work location;
c) During training, travel, mutual-aid assignments, conferences, or District-sponsored events;
d) During remote or virtual work;
e) Through email, text message, social media, telephone, video conference, or other electronic communication; or
f) Away from District property when the conduct has a sufficient connection to District employment or the workplace.

3145.3 Protected Characteristics and Activities
The District prohibits discrimination and harassment based on one or more of the following actual or perceived characteristics:
a) Race, including traits historically associated with race, such as hair texture and protective hairstyles;
b) Color;
c) Caste;
d) Religion or religious creed, including religious dress and grooming practices;
e) National origin, including protected language use or accent;
f) Ancestry;
g) Citizenship or immigration status, to the extent protected by law;
h) Physical disability;
i) Mental disability;
j) Medical condition, including cancer, a record or history of cancer, and genetic characteristics;
k) Genetic information;
l) Marital status;
m) Sex, including pregnancy, perceived pregnancy, childbirth, breastfeeding, and related medical conditions;
n) Gender;
o) Gender identity;
p) Gender expression;
q) Reproductive health decision making;
r) Age, for persons 40 years of age or older;
s) Sexual orientation;
t) Military or veteran status;
u) Status as a victim, or family member of a victim, of domestic violence, sexual assault, stalking, or another qualifying act of violence, when protected by law;
v) Lawful political activity or affiliation, when protected by law; or
w) Any other characteristic protected by applicable federal, California, or local law.

The protections of this policy apply when conduct is based on:
a) A single protected characteristic;
b) A combination of two or more protected characteristics;
c) A characteristic a person is perceived to have; or
d) A protected characteristic of a person with whom the individual is associated.
The District also prohibits discrimination or retaliation because an individual requested or used protected leave, requested an accommodation, reported a workplace concern, filed a complaint, participated in an investigation, or exercised another right protected by law or District policy.

3145.4 Equal Employment Opportunity and Discrimination
The District shall provide equal employment opportunity in recruitment, examination, selection, hiring, assignment, promotion, compensation, benefits, training, scheduling, transfer, discipline, layoff, termination, and all other terms, conditions, and privileges of employment. Employment decisions shall be based on qualifications, merit, performance, operational needs, and other legitimate, lawful considerations. Discrimination includes treating an applicant or employee adversely in an employment decision because of a protected characteristic, combination of characteristics, perceived characteristic, or association with another person. The District shall provide reasonable accommodation for disability, medical condition, pregnancy-related needs, and sincerely held religious belief or practice when required by law. Accommodation requests shall be handled under Policy 3100, Reasonable Accommodation.

3145.5 Harassment
Harassment includes unwelcome, offensive, disrespectful, or unprofessional conduct based in whole or in part on a protected characteristic. Prohibited harassment may include:
a) Verbal conduct, including slurs, insults, jokes, epithets, ridicule, threats, derogatory comments, or negative stereotyping;
b) Visual conduct, including offensive posters, photographs, cartoons, drawings, symbols, videos, computer displays, gestures, staring, or leering;
c) Physical conduct, including unwanted touching, assault, blocking movement, intimidation, or threatening behavior;
d) Electronic conduct, including offensive email, text messages, social media content, recordings, images, or other electronic communications;
e) Mocking a person’s accent, disability, religious practice, appearance, gender expression, or another protected characteristic;
f) Deliberately and repeatedly using an incorrect name or pronoun because of a person’s gender identity or gender expression;
g) Excluding, isolating, interfering with, or withholding work-related assistance because of a protected characteristic; or
h) Other conduct that interferes with an individual’s work or creates an intimidating, hostile, or offensive working environment.
The person subjected to harassment need not be the intended target of the conduct. Harassment does not require a loss of pay, benefits, or another tangible employment action. Lawful and respectful supervision, performance feedback, counseling, and discipline based on legitimate employment reasons do not violate this policy.

3145.6 Sexual Harassment
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal, visual, physical, or electronic conduct of a sexual nature or based on sex, gender, gender identity, gender expression, pregnancy, or sexual orientation. Sexual harassment includes:
a) Quid Pro Quo Harassment. Submission to or rejection of the conduct is made an express or implied term or condition of employment or is used as the basis for an employment decision.
b) Hostile Work Environment Harassment. Unwelcome conduct unreasonably interferes with a person’s work or creates an intimidating, hostile, or offensive working environment.

Examples may include:
a) Sexual advances, propositions, flirtation, or requests for sexual favors;
b) Sexual jokes, comments, questions, rumors, or discussions;
c) Sexually suggestive or derogatory images, objects, gestures, messages, or recordings;
d) Unwanted touching, hugging, kissing, brushing against another person, blocking movement, or assault;
e) Comments about a person’s body, appearance, sexual activity, pregnancy, or gender;
f) Offering employment benefits in exchange for sexual conduct;
g) Threatening an employment consequence because sexual conduct was rejected;
h) Repeatedly asking for dates after being told the attention is unwelcome; or
i) Retaliation or threats following rejection of sexual conduct.
Sexual harassment may occur between persons of any sex, gender, gender identity, or sexual orientation. The conduct need not be motivated by sexual desire. Conduct arising from a relationship that began consensually may become harassment if the conduct is no longer welcome.

3145.7 Retaliation Prohibited
The District prohibits retaliation against an applicant, employee, volunteer, witness, or other person because the individual:
a) Reported or opposed conduct the person reasonably believed violated this policy or applicable law;
b) Made or assisted another person in making a complaint;
c) Participated or refused to participate in conduct prohibited by this policy;
d) Cooperated in an investigation, hearing, or administrative proceeding;
e) Requested an accommodation or protected leave;
f) Contacted the California Civil Rights Department, Equal Employment Opportunity Commission, or another governmental agency; or
g) Exercised another right protected by law or District policy.
Retaliation includes an employment action or other conduct that materially affects employment or would reasonably discourage a person from reporting or participating in protected activity. It may include termination, demotion, reduced hours, unfavorable assignments, threats, harassment, unwarranted scrutiny, exclusion from necessary workplace communications, or interference with employment opportunities. Retaliation is a separate violation of this policy regardless of whether the original complaint is substantiated.

3145.8 Reporting Options and Complaint Process
An individual who experiences, witnesses, or learns of conduct that may violate this policy is encouraged to report it promptly. A complaint may be made to any of the following:
a) The individual’s immediate supervisor;
b) Any other supervisor, manager, Company Officer, or chief officer;
c) The Fire Chief, when applicable;
d) The General Manager, who shall serve as the District’s Equal Employment Opportunity Coordinator unless another person is designated;
e) The Board President, when the complaint involves the General Manager; or
f) Any other Director when the complaint involves the Board President or when reporting to the Board President would otherwise be inappropriate.
There is no chain-of-command requirement for complaints under this policy. An individual is not required to report to the person accused of misconduct or to a person the individual reasonably believes has a conflict of interest.

Complaints:
a) May be made orally or in writing;
b) May be made using the District’s complaint form, but use of the form is not required;
c) May be made anonymously;
d) Will be accepted even when the complainant cannot identify the person responsible;
e) Will be accepted regardless of when the conduct occurred, subject to applicable law; and
f) May be made directly to an external governmental agency without first using the District’s process.
An individual is not required to confront the person whose conduct is being reported or participate in mediation as a condition of having the complaint reviewed. The District may investigate conduct that comes to its attention without a formal complaint. It may also continue reviewing a complaint that has been withdrawn when necessary to meet its legal obligations or protect the workplace. A complaint is not knowingly false merely because the allegations are not substantiated.

3145.9 Mandatory Reporting by Supervisors and Directors
A supervisor, manager, Company Officer, chief officer, or other person with supervisory authority shall immediately report to the General Manager any:
a) Complaint of discrimination, harassment, or retaliation;
b) Conduct observed by the supervisor that may violate this policy;
c) Information suggesting a possible violation of this policy;
d) Anonymous or informal allegation; or
e) Report made by a person who asks that no action be taken.
When the allegations involve the General Manager, the report shall instead be made to the Board President. When the allegations involve the Board President, the report shall be made to another Director and District legal counsel shall be consulted. A Director who receives a complaint shall promptly ensure that it is referred to the appropriate unconflicted District representative and legal counsel. An individual Director shall not independently investigate or attempt to resolve the complaint. Supervisors and Directors shall not:
a) Promise complete confidentiality;
b) Discourage or delay a complaint;
c) Require the complainant to confront the accused person;
d) Independently investigate or mediate the matter unless specifically authorized;
e) Retaliate or permit retaliation; or
f) Determine that a report is too minor or unsubstantiated to forward.
Failure by an employee with supervisory responsibility to fulfill these duties may result in corrective or disciplinary action.

3145.10 Initial Response and Interim Measures
Upon receiving a report, the District shall promptly:
a) Assess immediate safety and workplace concerns;
b) Document the report;
c) Preserve reasonably available evidence;
d) Determine whether interim measures are appropriate;
e) Identify an impartial and qualified person to review or investigate the matter; and
f) Document and track the matter through timely closure.
Interim measures may include temporary scheduling changes, adjusted reporting relationships, no-contact directions, administrative leave, temporary reassignment, safety measures, or other appropriate action. Interim measures are not disciplinary and do not constitute a finding of wrongdoing. When selecting measures, the District shall consider the rights and needs of all parties and avoid unnecessarily burdening the person who reported the conduct. For minor conduct that would not warrant a formal investigation, the District may use counseling, training, clarification of expectations, or another prompt response. When the allegations, if true, could violate this policy or applicable law, the District shall conduct an appropriate investigation.

3145.11 Investigation
Investigations under this policy shall be conducted in accordance with Policy 3115, Personnel Investigations, and the specific requirements of this policy. The District shall provide:
a) A timely response to the complaint;
b) A fair, timely, and thorough investigation;
c) An impartial and qualified investigator;
d) Appropriate due process for all parties;
e) A reasonable opportunity for the complainant and responding party to provide information;
f) Interviews of relevant witnesses when appropriate;
g) Review and preservation of relevant documents, electronic communications, recordings, photographs, and other evidence;
h) Documentation and tracking of reasonable progress;
i) Reasonable factual conclusions based on the evidence collected; and
j) Timely closure of the matter.
Findings shall ordinarily be made using the preponderance-of-the-evidence standard, meaning whether it is more likely than not that the conduct occurred. The General Manager may assign an investigation to a qualified District employee, District legal counsel, a legally qualified outside investigator, or another impartial person authorized by the District. When the allegations involve the General Manager or create another conflict of interest, the Board President or another unconflicted Director shall promptly contact District legal counsel so that the District can establish an appropriate and lawful investigative process. Anonymous complaints shall be assessed and investigated to the extent reasonably possible based on the available information. The District may conduct a workplace assessment when an anonymous complaint does not provide enough information for a traditional investigation. Nothing in this policy limits representation, due-process, or procedural rights provided by applicable law, an employment agreement, a Memorandum of Understanding, or the Firefighters Procedural Bill of Rights Act.

3145.12 Confidentiality and Records
The District shall maintain confidentiality to the extent reasonably possible while conducting a thorough investigation, protecting the rights of the parties, taking corrective action, and complying with applicable law. Complete confidentiality cannot be guaranteed. Information may be disclosed to investigators, witnesses, decision-makers, legal counsel, insurers, governmental agencies, or other persons with a legitimate need for the information. Complaint and investigation records shall be securely maintained and accessed only by persons with a legitimate business or legal need. Records shall be retained in accordance with the District’s records-retention requirements and applicable law.
The District shall not impose an automatic or overly broad prohibition against discussing an investigation. Any confidentiality direction shall be lawful, based on the circumstances, and shall not prevent a person from communicating with a representative, attorney, governmental agency, law enforcement, or another person as protected by law. All participants are prohibited from interfering with an investigation, destroying evidence, intimidating witnesses, or retaliating against another person.

3145.13 Findings, Closure, and Corrective Action
Upon completion of the investigation, the District shall determine whether the available evidence establishes a violation of this policy or another District policy. The complainant and responding party shall be timely informed that the investigation has concluded and shall receive appropriate information regarding the outcome, subject to employee privacy, due-process requirements, and applicable law. The District is not required to disclose confidential personnel information or the specific discipline imposed. When misconduct is found, the District shall take prompt corrective and preventive action reasonably designed to:
a) Stop the conduct;
b) Prevent recurrence;
c) Remedy the effects of the conduct; and
d) protect against retaliation.

Corrective action may include:
a) Coaching or counseling;
b) Training;
c) Changes in workplace practices or supervision;
d) Restoration of employment opportunities or benefits;
e) Reassignment or other workplace measures;
f) Written reprimand, suspension, demotion, or termination, when authorized;
g) Removal of a volunteer;
h) Restricting a contractor, vendor, or member of the public from District property or contact with employees;
i) Modification or termination of a contract; or
j) Other lawful action appropriate to the circumstances.

Discipline of an employee shall be administered under Policy 3120, Disciplinary Action, and applicable law, employment agreement, or Memorandum of Understanding. When the person responsible is a Director or another person not subject to employee discipline, the matter shall be referred for whatever corrective action is legally available to the District. The District may address inappropriate or unprofessional conduct even when the investigation does not establish unlawful harassment or another legal violation. The District shall follow up as appropriate to determine whether the conduct has stopped, corrective measures are effective, and retaliation has occurred.

3145.14 External Complaints
An individual may contact an external governmental agency at any time. Use of the District’s internal complaint process is not required before contacting an agency.

California Civil Rights Department
Website: https://calcivilrights.ca.gov
Complaint Information: https://calcivilrights.ca.gov/complaintprocess
Telephone: 800-884-1684
TTY: 800-700-2320
California Relay Service: 711
Email: contact.center@calcivilrights.ca.gov

United States Equal Employment Opportunity Commission
Website: https://www.eeoc.gov/employees
Public Portal: https://publicportal.eeoc.gov
Telephone: 800-669-4000
TTY: 800-669-6820
ASL Video Phone: 844-234-5122
Email: info@eeoc.gov

Agency filing deadlines may differ and may be shorter than the time allowed for internal reporting. Using the District’s internal process does not extend an external filing deadline. Individuals should contact the appropriate agency promptly for current requirements. The District prohibits retaliation against any person for contacting or participating in a matter before a governmental agency.

3145.15 Required Training, Notices, and Administration
The District shall provide harassment-prevention training and distribute notices and informational materials required by applicable California law. The General Manager shall coordinate compliance, may establish complaint and reporting procedures consistent with this policy, and shall ensure required training and distribution records are maintained under Policies 2145 and 3135.

3145.16 Training and Prevention
The District shall provide legally compliant sexual-harassment and abusive-conduct prevention training to all employees required to receive it. Unless a different requirement applies by law:
a) Nonsupervisory employees shall receive at least one hour of effective interactive training every two years;
b) Supervisory employees shall receive at least two hours of effective interactive training every two years;
c) Newly hired employees and employees promoted or appointed to supervisory positions shall receive training within six months;
d) Temporary, and other employees hired to work for fewer than six months shall receive training within 30 calendar days after hire or within 100 hours worked, whichever occurs first, subject to applicable statutory exceptions; and
e) Training records shall be retained for at least two years.
Required training shall be provided by the District at the District’s expense and as paid work time. Training shall include supervisors’ mandatory reporting responsibilities under this policy. The California Civil Rights Department’s online training courses are available at: https://calcivilrights.ca.gov/shpt/

The District shall also provide supervisors, managers, Company Officers, and persons responsible for receiving complaints with appropriate instruction concerning complaint intake, mandatory reporting, retaliation prevention, confidentiality, evidence preservation, and referral procedures.

3145.17 Administration and Controlling Authority
The General Manager or designee shall administer this policy, serve as or designate the Equal Employment Opportunity Coordinator, maintain complaint and distribution procedures, track required training, and ensure that complaints receive an appropriate response. When a complaint involves the General Manager, administration of the complaint shall be transferred to an unconflicted District representative through a lawful process established in consultation with District legal counsel. Nothing in this policy shall be interpreted to reduce rights provided by applicable law, a Memorandum of Understanding, an employment agreement, or another controlling authority. No exception to the District’s obligations to prevent and correct discrimination, harassment, or retaliation may be granted. If this policy conflicts with applicable law, the law shall control.


EMPLOYMENT PRACTICES | PERSONNEL
[bookmark: _Toc235952529]POLICY 3150:	Employee Grievance Procedure 

3150.1 Purpose and Scope
This policy provides an administrative process for an employee to raise a workplace concern that is not governed by a different procedure. It does not replace a disciplinary appeal, discrimination or harassment complaint, reasonable-accommodation process, workers' compensation claim, wage claim, whistleblower report, safety complaint, MOU grievance, or another process established by law or controlling agreement. When an applicable MOU or employment agreement contains a grievance procedure, that procedure controls.

3150.2 Informal Resolution
When practical, an employee should first discuss the concern with the immediate supervisor or Fire Chief. The supervisor shall attempt to resolve matters within the supervisor's authority and shall promptly refer matters involving compensation, policy interpretation, formal discipline, discrimination, retaliation, legal rights, or another issue outside that authority to the General Manager. An employee may go directly to the General Manager when the chain of command is involved, the matter is sensitive, informal discussion would be futile, or another reasonable concern exists.

3150.3 Formal Grievance
A formal grievance shall be submitted in writing to the General Manager within a reasonable time after the employee knew or should have known of the matter. It should identify the decision or conduct challenged, relevant facts, any policy or agreement involved, prior efforts to resolve the concern, and the requested remedy. The General Manager may meet with the employee, obtain information from others, review records, and consult legal counsel. The General Manager shall provide a written decision within a reasonable time considering the complexity of the matter. The General Manager's decision is the District's final administrative decision unless an applicable MOU, employment agreement, law, or another District policy expressly provides additional review.

3150.4 Grievances Involving the General Manager
A grievance concerning the General Manager shall be submitted to the Board President or District Legal Counsel and administered under the General Manager's employment agreement and applicable law. The Board may designate a Director, counsel, or another qualified person to review the matter.

3150.5 Non-Retaliation and Records
Retaliation for submitting or participating in a good-faith grievance is prohibited. Grievance records shall be maintained confidentially to the extent permitted by law. Filing a grievance does not automatically delay a management decision or extend a statutory, contractual, or administrative deadline. The employee remains responsible for using any separate process and meeting any deadline that applies.
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3155.1 Purpose
The purpose of this policy is to promote fairness, objectivity, and public confidence in District employment decisions by preventing actual or perceived favoritism, conflicts of interest, and undue influence arising from familial, romantic, or household relationships.

3155.2 Policy
The Morongo Valley Community Services District ("District") recognizes that family members and individuals with personal relationships may seek or obtain employment with the District. Such relationships are not prohibited; however, employment decisions shall be made solely on the basis of qualifications, merit, operational needs, and the best interests of the District. Employees shall avoid actual or perceived conflicts of interest that may compromise the integrity of District employment decisions.

3155.3 Definitions
For purposes of this policy:
a) Family Member means a spouse, domestic partner, parent, child, sibling, grandparent, grandchild, aunt, uncle, niece, nephew, cousin, in-law, step-relative, foster relationship, or any other person residing in the employee's household.
b) Personal Relationship includes dating relationships, romantic relationships, intimate relationships, or any relationship that could reasonably create an actual or perceived conflict of interest.

3155.4 Employment of Family Members
Family members and individuals with personal relationships may be employed by the District provided the employment relationship does not create an actual or perceived conflict of interest or interfere with District operations.

3155.5 Prohibited Employment Relationships
Unless specifically approved by the General Manager after consultation with District legal counsel when appropriate, no employee shall:
a) Directly or indirectly supervise a family member or individual with whom they have a personal relationship;
b) Participate in the recruitment, selection, interview, appointment, promotion, transfer, demotion, discipline, grievance, compensation, scheduling, or termination of a family member or individual with whom they have a personal relationship;
c) Conduct or participate in performance evaluations involving a family member or individual with whom they have a personal relationship;
d) Approve payroll, leave requests, overtime, expense reimbursements, or other employment-related decisions affecting a family member or individual with whom they have a personal relationship; or
e) Exercise authority that creates an actual or perceived conflict of interest.
Nothing in this policy prohibits the employment of qualified family members, provided appropriate reporting relationships and safeguards are established to prevent conflicts of interest.
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3160.1 Purpose
The purpose of this policy is to establish standards governing payroll deductions to ensure compliance with applicable federal and California law while accurately administering employee compensation and authorized deductions.

3160.2 Policy
The Morongo Valley Community Services District ("District") shall make payroll deductions as required or authorized by law, applicable Memoranda of Understanding (MOUs), employment agreements, benefit plans, or written employee authorization.

3160.3 Required Deduction
The District shall make all payroll deductions required by applicable law, including but not limited to:
a) Federal and state income tax withholding;
b) Social Security and Medicare taxes, when applicable;
c) Retirement contributions;
d) Court-ordered wage garnishments, levies, child support, or other legally required deductions; and
e) Any other deductions required by law.

3160.4 Voluntary Deductions
Employees may authorize voluntary payroll deductions when permitted by law and approved by the District. Examples may include:
a) Health, dental, vision, or other insurance premiums;
b) Deferred compensation or retirement contributions;
c) Flexible spending or health savings accounts;
d) Employee organization or union dues, when applicable; and
e) Other deductions approved by the District.

3160.5 Employee Responsibility
Employees are responsible for reviewing their payroll statements and promptly notifying the District of any suspected payroll errors or discrepancies.

3160.6 Payroll Corrections
The District shall promptly investigate reported payroll discrepancies and make appropriate corrections in accordance with applicable law.

3160.7 Unauthorized Deductions
The District shall not make deductions from employee wages except as authorized by law, court order, applicable Memorandum of Understanding, employment agreement, or the employee's written authorization.
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3165.1 Frequency and Responsibility
Employees shall ordinarily receive a written performance evaluation annually and during probation as appropriate, unless an applicable MOU, employment agreement, or written evaluation program provides otherwise. The General Manager shall evaluate administrative staff, the Fire Chief, and the Park Manager. The Fire Chief shall evaluate Fire Department employees. The Park Manager shall evaluate park employees. The General Manager may assign or approve another evaluator when appropriate and shall review evaluations as necessary for consistency and personnel administration. The Board shall evaluate the General Manager under the General Manager's employment agreement and Board policy.

3165.2 Evaluation Standards
Evaluations shall be based on the employee's job description, assigned duties, established expectations, performance, conduct, attendance as lawfully considered, safety, training, and organizational responsibilities. The evaluator should identify strengths, needed improvement, goals, and available support or training. Protected leave, accommodation, protected activity, or another legally protected circumstance shall not be used adversely. An evaluator shall consult the General Manager when performance concerns may involve accommodation, leave, harassment, retaliation, discipline, or another legal issue.

3165.3 Review and Employee Response
The evaluator shall discuss the completed evaluation with the employee. The employee shall be asked to sign the evaluation to acknowledge receipt. A signature does not necessarily indicate agreement. The employee may submit a written response within a reasonable time for attachment to the evaluation. The evaluation and response shall be maintained in the personnel file.

3165.4 Relationship to Discipline and Pay
An evaluation is intended to communicate performance and guide improvement. It does not guarantee a pay increase, promotion, continued employment, or completion of probation. A performance evaluation may support corrective or disciplinary action, but formal discipline shall comply with Policy 3120 and controlling authority.
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3170.1 Authority and Equal Opportunity
The Board establishes or eliminates positions and approves compensation under Policy 3140. The General Manager recruits, selects, appoints, promotes, assigns, and manages all District employees except the General Manager. Recruitment and selection shall be based on legitimate job-related qualifications and District needs. The District shall provide equal employment opportunity and reasonable accommodation in the selection process.

3170.2 Recruitment and Selection
The General Manager may determine the recruitment method, application requirements, screening process, interview panel, examination, eligibility list, reference process, and other selection steps. The District may recruit internally, externally, or both and is not required to interview every applicant. An applicant shall provide complete and accurate information. Material falsification, omission, or misrepresentation may disqualify an applicant or result in withdrawal of an offer or other lawful action.

3170.3 Conditional Requirements
Every selected applicant shall complete a job-related background investigation, reference checks, and preemployment drug testing after a conditional offer and before final appointment. Fire Department employees shall also complete a post-offer physical or medical clearance appropriate to the position. The District does not use Live Scan unless later required for a particular position or purpose. The General Manager may require driving-record review, proof of license or certification, proof of work authorization, or another lawful job-related condition. Information obtained through the selection process shall be handled confidentially and used only as permitted by law.

3170.4 Promotions and Transfers
The General Manager may fill a vacancy by promotion, transfer, competitive recruitment, or another lawful method. Current employment does not guarantee an interview, promotion, transfer, or preferred assignment. A promoted employee shall serve the 12-month promotional probation established by Policy 3140 unless a controlling authority provides otherwise. Compensation shall be set under the Board-approved salary schedule, applicable MOU, and District compensation policy.

3170.5 Temporary, Acting, and Out-of-Class Assignments
The General Manager may assign an employee temporarily to different, acting, higher-level, lower-level, or additional duties based on operational needs, qualifications, safety, and applicable law. A temporary, acting, or out-of-class assignment does not create a promotion, permanent appointment, vested right to the position, or automatic additional compensation. Additional pay shall be provided only when expressly required by an applicable MOU, employment agreement, law, Board action, or written authorization from the General Manager under a Board-approved compensation plan. The General Manager shall approve a temporary acting appointment that materially changes authority, duration, or organizational responsibility. Routine task assignments may be made by assigned supervisors within their authority.

3170.6 Overtime, Leave, Training, and Scheduling Authority
Assigned supervisors may prepare schedules and approve routine leave and training within adopted budgets, staffing requirements, and procedures. Only the General Manager may approve planned overtime. When qualified Fire or EMS relief does not arrive, an on-duty chief officer may require an employee to remain until properly relieved or released and shall promptly notify the General Manager. Emergency holdover needed to maintain continuous coverage is authorized by this section and shall be documented. It does not authorize supervisors to approve unrelated or planned overtime.
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3175.1 Purpose and Exclusive Subject
This policy exclusively governs professional licenses, certifications, registrations, permits, accreditations, and other non-driving credentials required for an employee's position or assigned duties. Driver's licenses, firefighter endorsements, commercial driving qualifications, Employer Pull Notice participation, and other driver-specific qualifications are governed exclusively by Policy 3125. Policy 3135 governs custody and confidentiality of credential records but does not establish credential requirements.

3175.2 Required Credentials
An employee shall obtain and maintain each credential required by:
a) Applicable law or regulation;
b) The employee's adopted job description or classification specification;
c) A conditional offer, employment agreement, or Memorandum of Understanding;
d) District policy or a lawful written assignment; or
e) An applicable Fire Department policy or operational requirement consistent with controlling District authority.
A credential required to lawfully perform an assigned function is a condition of performing that function. Whether the credential is an essential qualification of continued employment shall be determined from the position, controlling requirements, and circumstances rather than assumed solely from the existence of this policy.

3175.3 Employee Responsibilities
Each employee with a required credential shall:
a) Keep the credential current, valid, unrestricted to the extent required, and in good standing;
b) Timely complete renewal, continuing education, examination, skills verification, and other maintenance requirements;
c) Know the expiration date and begin renewal early enough to avoid a lapse;
d) Perform only work within the credential's lawful scope and any applicable District authorization;
e) Comply with conditions, reporting duties, and professional standards imposed by the issuing authority;
f) Provide current documentation and reasonable authorization for verification when requested; and
g) Refrain from misrepresenting credential status or using an expired, suspended, revoked, restricted, or fraudulent credential.
District tracking or a reminder does not relieve the employee of responsibility for timely maintenance.

3175.4 Immediate Reporting of a Credential Change
An employee shall immediately notify the General Manager or designee, and before performing work affected by the change, upon learning of:
a) Expiration, lapse, suspension, revocation, surrender, cancellation, or restriction of a required credential;
b) A failed renewal, examination, skills verification, background clearance, or continuing-education requirement affecting the credential;
c) An accusation, citation, investigation, probation, disciplinary order, or other action by an issuing authority that may restrict lawful performance of assigned duties; or
d) Any other circumstance that materially changes the employee's authority or qualification to perform credential-dependent work.
Reporting a pending investigation does not establish misconduct. The District shall evaluate the facts, lawful scope of practice, operational risk, and any confidentiality or due-process requirement.

3175.5 District Verification and Tracking
The District may verify a required credential at hire, before assignment, periodically, at renewal, and whenever the District has a legitimate reason to question its status. Verification may include review of the original or a reliable copy, confirmation through an issuing authority or database, and confirmation of expiration, restrictions, required continuing education, or scope. The General Manager may maintain a credential roster or tracking system and provide reminders. Credential records shall be maintained under Policy 3135 and the District's retention schedule. No supervisor may waive a credential imposed by law or permit credential-dependent work outside the employee's lawful scope.

3175.6 Fire and Emergency Medical Services Credentials
Fire Department personnel shall maintain the fire-service, emergency medical, incident-command, hazardous-materials, and other operational credentials required for their position and assignment by law, job description, controlling agreement, District policy, and the Fire Department Policy Manual. The Fire Department Policy Manual may establish operational details, competency verification, renewal tracking, and assignment-specific requirements. It may not reduce a qualification required by law or alter employment authority established by the District Policy Handbook.

3175.7 Lapse, Restriction, or Loss of Credential
An employee shall not be assigned or permitted to perform work that legally requires a credential the employee does not currently hold in the required status. When a credential lapses, is restricted, or is lost, the General Manager may take one or more lawful interim actions, including:
a) Removing the employee from credential-dependent duties;
b) Assigning other available duties within the employee's qualifications;
c) Restricting the employee's scope of work;
d) Placing the employee on an appropriate leave status;
e) Requiring a lawful renewal, remediation, or competency process; or
f) Taking corrective or disciplinary action under Policy 3120.
The District shall evaluate whether the credential is an essential qualification, the reason and anticipated duration of the deficiency, the employee's notice and renewal efforts, available work, public-safety risk, applicable law, and any controlling agreement. When the deficiency may relate to a disability or other protected condition, the District shall comply with Policy 3100 and applicable accommodation law. Loss of a required credential may result in separation from employment when the employee cannot lawfully or effectively perform the essential functions of the position and no controlling right or reasonable alternative requires a different result. Any separation shall comply with Policy 3180, applicable due process, and any controlling Memorandum of Understanding or employment agreement.

3175.8 Falsification or Unauthorized Practice
Falsifying, altering, concealing, or misrepresenting a credential or credential status, or knowingly performing work outside a lawful scope of practice, may result in immediate removal from the affected duty, mandatory reporting to an authority when required, corrective or disciplinary action, and any other lawful remedy. An investigation and disciplinary action shall comply with Policies 3115 and 3120 and any applicable firefighter procedural rights.

3175.9 Training, Renewal Costs, and Reimbursement
The District may provide training, work time, registration, testing, renewal, continuing education, or reimbursement consistent with applicable law, the adopted budget, Policy 3490, an employment agreement, or a Memorandum of Understanding. Responsibility for a cost shall be determined by controlling law and agreement and the reason the credential or training is required. Nothing in this policy authorizes the District to shift a required business expense to an employee contrary to California Labor Code section 2802 or another controlling requirement. District payment does not guarantee successful completion or continued employment, and employee payment does not authorize a credential or assignment the District has not approved.

3175.10 Administration and Compliance
The General Manager may establish procedures for identifying required credentials, verification, tracking, renewal reminders, documentation, District-sponsored training, reimbursement, scope restrictions, and response to a credential change. No exception may waive a credential or scope-of-practice requirement imposed by law. A discretionary District credential requirement may be modified only by an official with authority to modify the job requirement and only when consistent with law, District policy, the job's essential functions, and any controlling agreement.
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3180.1 Purpose and Exclusive Subject
This policy governs voluntary and involuntary separation from employment, transition of District responsibilities and records, termination of access, final compensation and benefits, and return of all District property when District service ends. Policies 3200 and 3530 govern use and care of uniforms and PPE during District service. Policy 2205 governs technology security and termination of access. Policy 2145 governs transfer and preservation of electronic records. Policy 3135 governs post-employment verification and references. Return of physical District property at separation is governed exclusively by this policy. Sections concerning property, records, confidentiality, and access also apply, as appropriate, to volunteers, interns, temporary personnel, and other individuals ending District service. A contractor's obligations may also be governed by contract.

3180.2 Controlling Requirements
The District shall administer separation in accordance with applicable law, District policy, any required due process, an employment agreement, and a controlling Memorandum of Understanding. This policy does not alter at-will status, create a promise of progressive discipline, establish a property interest in employment, or eliminate a right provided by law or controlling agreement.

3180.3 Types of Separation
District employment may end through:
a) Voluntary resignation;
b) Retirement;
c) Completion or expiration of a temporary, limited-term, or provisional appointment;
d) Release during probation when authorized;
e) Layoff or reduction in force;
f) Disciplinary termination;
g) Non-disciplinary separation when authorized by law;
h) Job abandonment after appropriate review; or
i) Another lawful reason.
The record of separation shall accurately identify the action and effective date and shall not mischaracterize an involuntary separation as a voluntary resignation.

3180.4 Voluntary Resignation and Retirement
An employee is encouraged to provide written notice at least two weeks before a voluntary resignation or as early as practicable before retirement. Notice should identify the intended last day of work and provide current contact information for final employment documents. The General Manager may accept a resignation effective on the date submitted, accept a later proposed date, or place the employee off duty during all or part of the notice period when lawful and in the District's interests. The District shall not change the employee's stated resignation date in a manner that violates a controlling right. Retiring employees should coordinate promptly with the General Manager and applicable retirement or benefit administrators. District assistance does not constitute tax, financial, or retirement advice.

3180.5 Job Abandonment
An employee who fails to report for two consecutive scheduled shifts without notice and fails to respond to reasonable District contact attempts may be considered to have abandoned employment. Before determining separation, the General Manager shall consider any known emergency, incapacity, protected leave, accommodation issue, communication failure, or other reasonable explanation and shall comply with applicable law, MOU, FBOR, employment agreement, and required due process. A single no-call/no-show or an unauthorized departure during a shift may constitute serious misconduct but does not automatically constitute a resignation.

3180.6 Involuntary Separation and Reduction in Force
An involuntary separation shall be authorized by the person or body holding the applicable employment authority and shall comply with Policies 1010, 1045, 3120, and 3140 and any applicable notice, investigation, Skelly, firefighter procedural, grievance, or appeal requirement. When operational, financial, or organizational needs require a layoff or reduction in force, the District shall determine the affected position or positions and administer the action under applicable law, District policy, the adopted budget, and any controlling agreement.

3180.7 Separation Coordination
The General Manager or designee shall coordinate a separation checklist appropriate to the position and shall identify:
a) Effective date and final work status;
b) Final timekeeping, payroll, leave, benefit, and retirement matters;
c) Pending assignments, deadlines, contracts, grants, claims, investigations, and operational responsibilities requiring transfer;
d) District records and information requiring transfer or preservation;
e) District property assigned to or controlled by the individual;
f) Physical and electronic access requiring termination or transfer;
g) Required notices and continuing obligations; and
h) The person responsible for each completion item.
The checklist is an administrative control and does not delay the effective date of separation or a legally required payment.

3180.8 Return of All District Property
On or before the final day of District service, or earlier upon lawful request, the individual shall return all District-owned, leased, licensed, or controlled property in the individual's possession, custody, or control, including:
a) Keys, access cards, gate controls, identification cards, badges, and credentials issued by the District;
b) Uniforms, logo apparel, insignia, and personal protective equipment;
c) Vehicles, apparatus, trailers, tools, equipment, radios, and supplies;
d) Computers, mobile phones, tablets, storage media, chargers, accessories, and other technology;
e) Credit cards, fuel cards, purchasing cards, checks, payment devices, and procurement materials;
f) Paper and electronic records, files, plans, photographs, recordings, contact lists, manuals, and work product;
g) District-owned intellectual property, data, software, licenses, and account information;
h) District account credentials, administrator information, recovery methods, and access codes necessary for authorized continuity, but not a password to an unrelated personal account; and
i) Any other District property or information assigned to or obtained by the individual through District service.
Property shall be returned to the location or custodian designated by the General Manager. The District should document material returned property and any unresolved item.

3180.9 District Records and Information
Before separation, the individual shall transfer District business, work in progress, official records, and reasonably necessary context to the designated employee, account, or recordkeeping system. District records located in a personal account or device shall be identified, preserved, searched, and transferred under Policy 2145. The individual shall cooperate with reasonable steps to remove District accounts and District information from a personal device without granting routine access to unrelated personal content. No person may delete, retain, copy, conceal, alter, or remove District information except as authorized. Confidentiality, privilege, records-preservation, and lawful cooperation obligations continue after separation.

3180.10 End of Physical and Electronic Access
The District shall promptly collect or deactivate physical access items and disable, transfer, or restrict electronic access based on the effective time of separation and the security risk involved. The individual shall not access a District facility, system, account, vehicle, record, or other restricted resource after authority ends. The General Manager may authorize limited post-separation access for a documented District purpose with appropriate safeguards. Technology account shutdown and security are governed by Policy 2205. Records preservation and system transfer are governed by Policy 2145.

3180.11 Unreturned, Lost, or Damaged Property
The individual shall promptly explain any property that cannot be returned and provide available information concerning its location, loss, theft, damage, or disposition. The District may investigate, require a police or incident report when appropriate, revoke access, seek return, pursue insurance or civil recovery, or use another lawful remedy. Final wages shall not be withheld or delayed because property has not been returned. The District shall not deduct the value of missing or damaged property from wages or accrued compensation unless the specific deduction is permitted by law and approved after appropriate payroll or legal review. A signed general property form does not by itself authorize an unlawful deduction or final-pay offset. Nothing prevents corrective or disciplinary action before separation or a lawful claim after separation when supported by the facts.

3180.12 Final Compensation
Final wages, accrued leave payable under District policy or controlling agreement, and other earned compensation shall be calculated and paid within the time required by law. Payment shall not be conditioned on completion of an exit interview, return of property, execution of a release, or completion of an administrative checklist. The District may correct a lawful payroll error or pursue an amount owed through a method permitted by law. No person may use self-help against final wages contrary to California Labor Code sections 201 through 203 and 221 through 224.

3180.13 Benefits and Required Notices
The District shall provide or coordinate benefit, retirement, continuation-coverage, unemployment, final wage statement, and other separation notices required by law, plan document, employment agreement, or Memorandum of Understanding. The employee is responsible for keeping a current mailing and contact address and for timely completing any election or application required by a benefit or retirement administrator.

3180.14 Exit Interview, Records, and References
The District may offer an exit interview to obtain information, recover property, transfer work, and explain post-employment matters. Participation is voluntary unless a specific lawful duty requires cooperation. Separation records shall be maintained under Policy 3135. Employment verification, references, and recommendations after separation are governed by Policy 3135. The reason for separation shall be recorded accurately and disclosed only as authorized.

3180.15 Rehire Eligibility
A former employee may be considered for future employment based on qualifications, the circumstances and record of separation, legal restrictions, operational needs, and District policy. Nothing in this policy creates a right to reemployment or requires the District to designate every former employee as eligible or ineligible for rehire.

3180.16 Administration and Compliance
The General Manager shall administer this policy and may establish separation checklists, property inventories, access-termination procedures, records-transfer instructions, and required notices. No exception may delay final wages, waive a record-preservation duty, authorize retention of District property or information, or eliminate a due-process or labor right required by law or controlling agreement.
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3185.1 Purpose and Scope
Employees assigned to Fire or EMS duties shall maintain continuity of emergency coverage and patient care. This policy applies to employees and reserve personnel assigned to continuous Fire or EMS coverage or actively responsible for patient care. This policy establishes the District’s employment requirements. Detailed staffing, relief, callback, shift-change, patient-transfer, documentation, and clinical procedures shall be maintained in Fire Department policies, SOPs, or SOGs consistent with this policy.

3185.2 Shift Relief and Continuous Coverage
An employee assigned to continuous Fire or EMS coverage shall remain on duty until relieved by a qualified replacement or released by an authorized chief officer. If scheduled relief is late or unavailable, the employee shall immediately notify the on-duty chief officer and continue assigned duties until relieved or directed otherwise. An on-duty chief officer may require an emergency holdover when reasonably necessary to prevent a lapse in Fire or EMS coverage. The chief officer shall promptly notify the General Manager. This emergency authority does not alter the requirement that planned overtime be approved by the General Manager.

3185.3 Patient-Care Handoff
An employee who has assumed responsibility for patient care shall not leave or transfer that responsibility except through an authorized handoff consistent with applicable EMS law, ICEMA requirements, medical-control direction, and Fire Department procedures. The employee shall provide the receiving person or facility with the information, documentation, and transfer of responsibility required by applicable clinical and operational procedures. Clinical definitions, transfer documentation, destination requirements, and operational steps shall be maintained in the Fire Department’s EMS policies, SOPs, or SOGs.

3185.4 Unauthorized Departure
An employee shall not leave an assigned Fire or EMS shift, emergency assignment, incident, or active patient-care responsibility without being properly relieved or released by an authorized chief officer, except when departure is necessary because of an immediate emergency or other legally protected circumstance. An unauthorized departure may constitute serious misconduct and may result in discipline up to and including termination, subject to the applicable MOU, FBOR, required due process, employment agreement, and law. An unauthorized departure does not automatically constitute a resignation or job abandonment under Policy 3180.

3185.5 Immediate Protective Action and Reporting
A potential failure to complete an appropriate patient-care handoff may result in immediate removal from patient-care duties while the matter is reviewed. The District may investigate the incident, preserve relevant records, notify medical control, ICEMA, a licensing or certification authority, or another appropriate agency when required or legally appropriate, and take corrective or disciplinary action consistent with District policy and law.
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3190.1 Policy
The District prohibits retaliation against an employee, applicant, volunteer, reserve firefighter, contractor, or other protected person for making a good-faith report of suspected unlawful conduct, gross waste, misuse of public funds, abuse of authority, substantial and specific danger to public health or safety, or another matter protected by law. Protected activity may include reporting internally, reporting to a government or law-enforcement agency, refusing to participate in unlawful conduct, providing information, testifying, or participating in an investigation or proceeding.

3190.2 Reporting
A concern may be reported orally or in writing to a supervisor, the Fire Chief, the General Manager, District Legal Counsel, the Board President, or an appropriate government agency. A report involving the General Manager should be directed to the Board President or District Legal Counsel. A report involving the Board President may be directed to another Director, District Legal Counsel, or an appropriate outside authority. Nothing requires a person to report internally before contacting an agency, law enforcement, legal counsel, a union representative, or another person protected by law.

3190.3 Response and Confidentiality
The District shall assess the report and arrange an appropriate review. Confidentiality will be protected to the extent reasonably possible and permitted by law, but complete confidentiality cannot be guaranteed. Employees shall preserve evidence and cooperate with lawful review instructions. This policy does not authorize disclosure of information protected by law when the disclosure itself is not legally protected.

3190.4 Retaliation
Retaliation includes a materially adverse action taken because of protected activity. A person who believes retaliation occurred should report it promptly through any channel listed above. The District may take legitimate employment action based on performance, conduct, or operational needs when the action is not retaliatory. Knowingly making a false statement may be addressed under District policy, but a good-faith report is protected even when it is not substantiated.
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3195.1 Policy
Telework is an assigned work arrangement, not an employee entitlement or automatic benefit. Only the General Manager may approve telework for District employees. Telework involving the General Manager shall be governed by the General Manager's employment agreement or Board authorization. Approval may be provided by email or another written communication. A separate formal agreement is not required unless the General Manager determines that one is useful.

3195.2 Approval and Revocation
The General Manager may approve, modify, suspend, or revoke telework based on duties, performance, operational coverage, supervision, security, equipment, budget, workplace needs, or another legitimate reason. The approval may specify schedule, availability, work location, duties, equipment, communication, records, and reporting requirements. Specific remote-hour limits belong in the employee's written approval and shall not be established by this policy.

3195.3 Work Standards
While teleworking, an employee shall:
a) Work the approved schedule and accurately record time;
b) Remain available and responsive through approved communication methods;
c) Obtain advance approval for overtime;
d) Maintain a safe and professional work area;
e) Protect confidential information and District records;
f) Use District systems and equipment as directed;
g) Promptly report an injury, security incident, equipment issue, or loss of connectivity; and
h) Arrange dependent care so it does not prevent performance of assigned duties, except during an approved leave or emergency arrangement.
Telework does not change compensation, overtime status, performance standards, leave procedures, or other employment requirements.

3195.4 Time, Expenses, and Equipment
Only the General Manager may approve overtime, including overtime worked remotely. Nonexempt employees shall record all time worked and shall not perform off-the-clock work. The District shall reimburse necessary business expenses as required by law and may provide equipment or approve use of personal equipment. District records and information remain District property regardless of device or location. Technology use shall comply with Policies 2205 and 2410.

3195.5 Location and Safety 
The employee shall work only from an approved location unless otherwise authorized. The employee shall promptly report a work-related injury. The District may request reasonable information about the work area or require correction of a safety or security concern. Telework outside California or from a location that creates tax, wage, licensing, workers' compensation, cybersecurity, or operational concerns requires specific advance approval from the General Manager and legal or payroll review when appropriate.
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3197.1 Purpose
The purpose of this policy is to establish standards governing the appointment, service, supervision, and administration of volunteers serving the Morongo Valley Community Services District ("District"). The District recognizes the valuable contributions volunteers make in supporting District programs, events, services, and community engagement.

3197.2 Policy
The District may utilize volunteers to assist with programs, activities, special events, community outreach, and other authorized functions. Volunteers serve at the discretion of the District and shall comply with applicable District policies, procedures, and safety requirements.

3197.3 Definition of Volunteer
A volunteer is an individual who freely provides services to the District without the expectation of wages or other compensation. Volunteers are not employees of the District and are not entitled to wages, employee benefits, leave accruals, retirement benefits, unemployment insurance, or other employee rights unless otherwise required by law. Reimbursement of approved expenses or payment of authorized stipends does not, by itself, create an employment relationship.

3197.4 Appointment
Volunteers may be appointed by the General Manager or designee. The District may require volunteers to complete applications, waivers, confidentiality agreements, background investigations, fingerprinting, training, physical examinations, or other requirements based upon the nature of the volunteer assignment and applicable law.

3197.5 At-Will Service
Volunteer service is voluntary and may be ended by either the volunteer or the District at any time, with or without notice and with or without cause. Nothing in this policy creates a property interest or expectation of continued volunteer service.

3197.6 Responsibilities
Volunteers shall:
a) Perform assigned duties in a safe and professional manner;
b) Follow District policies, procedures, and safety requirements;
c) Maintain the confidentiality of District records and information;
d) Promptly report injuries, accidents, unsafe conditions, or policy violations;
e) Protect District property and equipment; and
f) Conduct themselves in a manner that reflects positively upon the District.

3197.7 Supervision
Volunteers shall work under the direction of the assigned District supervisor or program coordinator. Volunteers have no authority to bind the District or represent themselves as District employees unless specifically authorized.

3197.8 Safety and Workers' Compensation
Pursuant to California Labor Code section 3363.5 and Resolution No. 2-12-2017, the District has elected to deem the governing-body members and volunteer categories identified in the Resolution employees solely for workers’ compensation purposes while they are performing District-designated and authorized service. Coverage for qualifying active volunteer firefighters shall also be governed by California Labor Code section 3361.

For purposes of this policy, the Board designates the General Manager, or the General Manager’s authorized designee, to approve individual volunteer assignments. No person may begin volunteer service until the person has been approved and entered on the District’s volunteer roster. The volunteer’s authorized duties, supervising employee, and anticipated service period shall be documented.

Workers’ compensation coverage does not create an entitlement to wages, paid leave, retirement, health insurance, or any other employee benefit. Claims and benefits shall be administered under Policy 2310 and applicable law.

3197.9 District Property
District-issued equipment, identification, uniforms, keys, access cards, and other property remain the property of the District and shall be returned immediately upon request or at the conclusion of volunteer service.

3197.10 Fire Department Volunteers
Reserve Firefighters and other operational Fire Department volunteers shall also comply with the applicable Fire Department Policy Manual. Where a conflict exists between this policy and the Fire Department Policy Manual regarding operational requirements, the Fire Department Policy Manual shall govern.

3197.11 Administration
The General Manager shall administer this policy and may establish administrative procedures governing volunteer recruitment, screening, assignments, training, supervision, recognition, and separation from volunteer service.
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3200.1 Purpose and Exclusive Subject
This policy governs professional appearance, grooming, District uniforms, and District-approved logo apparel for employees and volunteers. Policy 3530 exclusively governs personal protective equipment, protective clothing used as PPE, hazard assessment, PPE training, and PPE safety requirements. Policy 3180 exclusively governs return of uniforms and all other District property when District service ends.

3200.2 Job-Appropriate Appearance 
Employees and volunteers shall maintain a clean, neat, and professional appearance appropriate to their assigned duties, work environment, safety needs, scheduled activities, and interaction with the public. Clothing shall be clean, in reasonable repair, and suitable for the work being performed. The General Manager may establish reasonable appearance expectations for Board meetings, public presentations, official ceremonies, training, community events, field work, maintenance work, emergency assignments, and other activities. Appearance standards shall be based on legitimate safety, operational, identification, sanitation, or public-service needs and shall not be based on stereotype or personal preference unrelated to the work.

3200.3 District Uniforms and Logo Apparel
An employee or volunteer assigned a District uniform shall wear the authorized uniform while on duty or representing the District unless a supervisor authorizes different attire for the assignment. An employee not assigned a formal uniform shall wear District-approved logo apparel while on duty when required by the General Manager. The General Manager may authorize business attire, field clothing, event clothing, plain clothes, or other job-appropriate attire when it better serves the assignment. Only authorized uniforms, insignia, badges, patches, nameplates, rank markings, and District logos may be worn or displayed as representing the District. A person shall not wear a District uniform or logo apparel in a manner that falsely suggests the person is on duty, holds a rank or authority not assigned, or speaks for the District without authorization. Fire Department uniform classes, insignia, and operational specifications may be established in the Fire Department Policy Manual and any applicable Memorandum of Understanding, consistent with this policy.

3200.4 Grooming and Personal Presentation
Personal hygiene, hair, facial hair, cosmetics, jewelry, tattoos, body art, and piercings are permitted unless a specific condition:
a) Creates a demonstrated safety, sanitation, infection-control, or operational hazard;
b) Prevents proper fit or use of PPE under Policy 3530;
c) Materially interferes with identification, communication, or performance of assigned duties; or
d) Displays content that is obscene, unlawfully harassing or discriminatory, or reasonably understood as an unauthorized official District message.
A supervisor may direct a reasonable job-related correction, removal, covering, securing, or modification. The direction shall be limited to the identified concern and administered consistently with section 3200.9.

3200.5 Uniform Issuance and Cost
The General Manager shall determine which positions and assignments require a uniform or District-approved apparel and may establish the authorized quantity, class, specifications, vendor, replacement cycle, and issuance method. The District may issue required items, purchase them through an approved vendor, provide an authorized allowance, or reimburse an approved purchase. The District shall pay or reimburse the cost and maintenance of a required uniform when required by law, a Memorandum of Understanding, an employment agreement, or District policy. District-issued uniforms, badges, insignia, and logo apparel remain District property unless the General Manager expressly designates an item as the recipient's property. Return at the end of District service is governed exclusively by Policy 3180.

3200.6 Care and Authorized Use
A person issued a uniform or District-approved apparel shall:
a) Maintain it in a clean, presentable, and serviceable condition;
b) Use it only for authorized District duties and activities;
c) Follow reasonable cleaning and care instructions;
d) Promptly report loss, theft, damage, contamination, or an unserviceable condition; and
e) Avoid unauthorized alteration, decoration, transfer, loan, sale, or disposal.
This section governs uniforms and appearance items. Care and inspection of PPE are governed by Policy 3530.

3200.7 Replacement and Loss
The District shall replace required uniform items that become unserviceable through normal wear, authorized work, contamination, a change in specifications, or another reason for which the District is responsible, subject to applicable law and controlling agreement. The District may investigate repeated loss, unauthorized use, intentional damage, or failure to exercise reasonable care and may take corrective or disciplinary action when supported by the facts. Reimbursement or recovery from an employee may occur only through a method permitted by law. No unauthorized deduction may be taken from wages.

3200.8 Inspection and Correction
A supervisor may reasonably inspect appearance and uniform compliance and direct a timely correction. A person who reports in noncompliant attire may be reassigned, provided an available replacement item, directed to correct the condition, or removed from the assignment when reasonably necessary. Compensation for any resulting time shall be handled in accordance with applicable wage law, the employee's status, and any controlling agreement. A supervisor shall consult the General Manager before imposing a recurring or significant appearance restriction not already established by written standard.

3200.9 Equal Employment Opportunity and Accommodation
This policy shall be administered without unlawful discrimination and with reasonable accommodation as required for disability, pregnancy or related condition, sincerely held religious belief or practice, gender identity, gender expression, race, hair texture, protective hairstyle, or another protected right. An employee or volunteer may request an accommodation orally or in writing. A supervisor receiving a request shall promptly refer it to the General Manager and shall not independently deny it. Disability-related requests shall also be handled under Policy 3100. The District may maintain a safety requirement that is job-related and consistent with law, including a requirement necessary for respirator fit, infection control, or other PPE effectiveness, after evaluating reasonable accommodation when required.

3200.10 Administration and Compliance
The General Manager may establish administrative standards for uniforms, approved apparel, logos, grooming, allowances, vendors, issuance, inventories, cleaning, replacement, inspections, and special assignments. Failure to comply with a lawful appearance or uniform requirement may result in corrective or disciplinary action under Policy 3120 or removal from volunteer service, subject to applicable accommodation, due-process, and labor obligations. No exception may compromise a safety requirement or authorize unlawful discrimination. PPE exceptions are governed exclusively by Policy 3530.
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3205.1 Purpose
The purpose of this policy is to promote a clean, safe, organized, and professional work environment for employees and the public.

3205.2 Policy
Employees are responsible for maintaining clean, orderly, and safe work areas and for exercising reasonable care in the use of District facilities, equipment, and common areas. Good housekeeping is an important component of workplace safety, efficiency, and professionalism.

3205.3 Employee Responsibilities
Employees shall:
a) Maintain their individual workspaces in a clean and organized condition;
b) Dispose of trash and recyclable materials in appropriate containers;
c) Return tools, equipment, files, and supplies to their proper locations after use;
d) Promptly clean spills or report conditions requiring maintenance;
e) Keep exits, walkways, and emergency equipment free from obstruction;
f) Maintain District vehicles, apparatus, and assigned work areas in a clean and orderly condition; and
g) Report unsafe, damaged, or unsanitary conditions to a supervisor as soon as practical.

3205.4 Shared Work Areas
Employees using shared workspaces, conference rooms, kitchens, break rooms, restrooms, copier rooms, or other common areas shall leave those areas clean and ready for use by others. Employees are responsible for cleaning up after meals, meetings, and other activities.

3205.5 Storage
District property, supplies, files, and equipment shall be stored in designated locations. Materials shall not be stored in a manner that creates safety hazards, blocks exits, interferes with operations, or violates fire or building codes.

3205.6 Safety
Employees shall immediately report hazardous conditions, water leaks, damaged equipment, pest infestations, or other conditions that may affect employee safety or District operations.

3205.7 Compliance
Failure to maintain acceptable housekeeping standards may result in corrective action consistent with District policy.

3205.8 Administration
The General Manager may establish department-specific housekeeping procedures, inspection schedules, and cleanliness standards consistent with this policy.
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3210.1 Purpose
The purpose of this policy is to establish standards governing outside employment, self-employment, business activities, and other compensated activities to ensure that such activities do not conflict with an employee’s District duties, interfere with District operations, compromise workplace safety, misuse District resources, or undermine the public’s trust in the Morongo Valley Community Services District (“District”).

3210.2 Definitions
For purposes of this policy:
a) “Outside Employment” means employment, self-employment, consulting, contract work, operation of a business, compensated service, or another activity performed for compensation or the expectation of compensation outside the employee’s District employment.
b) “Outside Activity” means an unpaid or compensated activity, position, office, enterprise, or service that may affect the employee’s District duties or create a conflict of interest.
c) “Incompatible Activity” means outside employment or an outside activity that is inconsistent, incompatible, in conflict with, or inimical to the employee’s District duties or to the duties, functions, operations, or responsibilities of the District.
Passive investments and ordinary uncompensated recreational, charitable, religious, civic, or community activities are not Outside Employment. Such interests or activities may nevertheless be subject to disclosure under the District’s Conflict of Interest Code, the Political Reform Act, Government Code section 1090, or other applicable law.

3210.3 General Policy
The District recognizes that employees may engage in lawful outside employment or self-employment. Outside employment is permitted when it:
a) Does not interfere with the employee’s District duties, availability, attendance, performance, or fitness for duty;
b) Does not create an actual or reasonably foreseeable conflict of interest;
c) Does not involve an incompatible activity;
d) Does not involve the unauthorized use of District time, property, information, identity, or resources;
e) Does not compromise workplace or public safety;
f) Does not violate applicable law, District policy, an applicable Memorandum of Understanding, or an employment agreement; and
g) Has been disclosed and approved when disclosure or approval is required by this policy.
Employees remain responsible for satisfying all duties, work schedules, attendance requirements, emergency responsibilities, training requirements, licensing requirements, and performance standards associated with their District employment.

3210.4 Disclosure and Prior Approval
An employee shall submit a written Outside Employment Disclosure and Approval Form to the General Manager before accepting or beginning outside employment when the employment could reasonably:
a) Create an actual or potential conflict with the employee’s District duties;
b) Involve another fire agency, emergency medical service provider, public safety agency, governmental agency, or public employer;
c) Involve a person or entity that contracts with, seeks to contract with, provides services to, receives services from, is regulated by, or has a financial relationship with the District;
d) Involve services related to matters that may be subject to District approval, inspection, review, audit, purchasing, contracting, enforcement, or decision-making;
e) Affect the employee’s availability, attendance, scheduling, work performance, or ability to respond to assigned duties;
f) Create fatigue, fitness-for-duty, or other safety concerns;
g) Involve duties similar or related to the employee’s District duties;
h) Involve use of the employee’s District title, position, uniform, identification, professional license, certification, or association with the District; or
i) Otherwise create a reasonable question concerning compliance with this policy.
The disclosure shall provide sufficient information for the District to evaluate the proposed outside employment, including the nature of the work, the outside employer or business, the general work schedule, the services to be performed, and any relationship between the outside employment and the District. An employee shall not begin outside employment requiring disclosure until written approval has been received, unless the General Manager provides written authorization allowing the activity to begin while review is pending. Employees engaged in outside employment when this policy becomes effective shall disclose that employment within thirty calendar days. Such employment may continue while the disclosure is being reviewed unless the General Manager identifies an immediate legal, conflict-of-interest, operational, or safety concern.

3210.5 Prohibited and Incompatible Activities
Employees shall not engage in outside employment or outside activities that:
a) Use District work time, facilities, equipment, vehicles, supplies, technology, records, confidential information, uniforms, badges, logos, identification, prestige, or influence for private gain or advantage without authorization;
b) Require the employee to perform, for outside compensation, an act or service that the employee would ordinarily be required or expected to perform as part of the employee’s District duties;
c) Involve an act, service, project, property, application, contract, or other matter that is or may later become subject to District control, approval, inspection, review, audit, purchasing, contracting, enforcement, or decision-making, unless the District determines that the conflict can lawfully and effectively be eliminated;
d) Interfere with the employee’s ability to devote the time, attention, judgment, and effort necessary to perform assigned District duties;
e) Result in excessive fatigue or otherwise impair the employee’s ability to perform District duties safely and effectively;
f) Impair the employee’s independence, judgment, objectivity, or loyalty in performing District duties;
g) Compete with, interfere with, or improperly redirect District programs, services, opportunities, vendors, customers, or resources;
h) Use or disclose confidential, privileged, proprietary, security-sensitive, or nonpublic District information;
i) Create the appearance that the employee is acting for, representing, or speaking on behalf of the District when the employee is acting in a private capacity;
j) Require outside work during scheduled District work hours;
k) Involve outside work while the employee is using District leave when such work is inconsistent with the purpose of the leave, applicable law, District policy, an applicable Memorandum of Understanding, or an employment agreement;
l) Interfere with required licenses, certifications, training, rest periods, or fitness-for-duty standards; or
m) Otherwise violate applicable federal, state, or local law, District policy, an applicable Memorandum of Understanding, or an employment agreement.

3210.6 Conflicts of Interest and District Decisions
Employees shall immediately disclose any actual, potential, or reasonably foreseeable conflict of interest arising from outside employment or an outside activity. An employee shall not make, participate in making, recommend, advise upon, influence, inspect, review, audit, approve, enforce, or otherwise act on a District matter involving the employee’s outside employer, business, client, customer, financial interest, or other source of outside compensation when prohibited by law or District policy. The General Manager may require safeguards to eliminate or reduce a conflict, including:
a) Recusal from specified District decisions or duties;
b) Reassignment of District duties;
c) Restrictions on the scope, schedule, location, or nature of the outside employment;
d) Prohibition against use of District resources, information, title, uniform, or identification;
e) Modification of the outside employment; or
f) Discontinuation of the outside employment when the conflict cannot otherwise be lawfully and effectively resolved.
Compliance with this policy does not replace any disclosure, recusal, reporting, or filing obligation imposed by the Political Reform Act, Government Code section 1090, the District’s Conflict of Interest Code, Form 700 requirements, or other applicable law.

3210.7 District Resources and Representation
District equipment, vehicles, uniforms, badges, identification, facilities, offices, supplies, records, technology, communication systems, work time, confidential information, purchasing accounts, and other District resources shall not be used in connection with outside employment unless specifically authorized in writing by the General Manager for a lawful District purpose. Employees engaged in outside employment shall not:
a) State or imply that the District sponsors, approves, endorses, or is affiliated with the outside employment;
b) Use the District’s name, logo, letterhead, email address, telephone number, mailing address, or other identifying information for private business purposes;
c) Solicit outside business from District employees, vendors, contractors, customers, residents, or members of the public while performing District duties or using District resources; or
d) Use the employee’s District authority, influence, access, or position to obtain a private advantage.
An employee may accurately identify the employee’s District employment in a résumé or professional biography, provided the reference does not imply District sponsorship or endorsement.

3210.8 Safety-Sensitive Positions and Fitness for Duty
Employees assigned to safety-sensitive positions shall report to work fit for duty and capable of safely performing their assigned responsibilities. Outside employment shall not:
a) Interfere with legally or operationally required rest periods;
b) Cause excessive fatigue or impairment;
c) Prevent the employee from safely operating vehicles, equipment, machinery, or emergency apparatus;
d) Interfere with emergency response, standby, callback, training, or scheduling obligations; or
e) Result in the loss, suspension, limitation, or expiration of a license or certification required for District employment.
An employee shall promptly notify the General Manager when outside employment results in a restriction, injury, loss of certification, scheduling limitation, or other circumstance that may affect the employee’s ability to perform District duties safely and effectively. The employee is required to disclose the work-related limitation or restriction affecting District duties but is not required to disclose medical information beyond that which the District may lawfully request.

3210.9 Fire Department Personnel
Fire Department personnel may maintain outside employment with another fire agency, emergency medical service provider, public safety agency, or public agency when:
a) The employee has obtained prior written approval under this policy;
b) The employee remains properly licensed, certified, and qualified for the work performed;
c) The outside employment complies with applicable law and any applicable Memorandum of Understanding;
d) The outside employment does not interfere with District scheduling, emergency response, mandatory training, attendance, availability, or operational requirements;
e) The employee remains fit for duty and complies with applicable rest and safety requirements;
f) The outside employment does not create an actual or reasonably foreseeable conflict of interest; and
g) The employee does not use District resources or represent that the outside employment is performed on behalf of the District.
Approval shall be based on the circumstances of the proposed employment and shall not be unreasonably withheld when the employment is lawful, compatible with District duties, and consistent with applicable law.

3210.10 Review and Determination
The General Manager shall review disclosed outside employment and may:
a) Approve the outside employment;
b) Approve the outside employment subject to reasonable written conditions;
c) Request additional information reasonably necessary to complete the review;
d) Determine that disclosure or approval is not required; or
e) Deny or revoke approval when the outside employment is prohibited, incompatible, or cannot be reconciled with District duties.
The determination shall be based on objective factors, including the nature of the employee’s District duties, the nature and schedule of the outside work, operational requirements, safety considerations, conflicts of interest, use of District resources, applicable law, District policy, an applicable Memorandum of Understanding, and any reasonable safeguards that could eliminate or reduce the concern. A denial, revocation, or conditional approval shall be provided in writing and shall identify:
a) The outside employment being reviewed;
b) The policy or legal basis for the determination;
c) Any conditions or corrective measures required;
d) The effective date of the determination;
e) The consequences of noncompliance; and
f) The employee’s right to appeal under this policy.
Outside employment involving the General Manager shall be disclosed to and reviewed by the Board of Directors. The General Manager shall not approve the General Manager’s own outside employment.

3210.11 Continuing Disclosure and Changed Circumstances
Approval applies only to the outside employment and circumstances described in the employee’s disclosure. Employees shall promptly submit an updated disclosure when there is a significant change in:
a) The outside employer or business;
b) The nature or scope of the services performed;
c) The employee’s duties or level of responsibility;
d) The general work schedule or anticipated hours;
e) The relationship between the outside employment and the District;
f) The employee’s District position or assigned duties; or
g) Any circumstance that may create a new conflict, operational concern, or safety issue.
The General Manager may periodically review approved outside employment to ensure continued compliance with this policy.

3210.12 Notice, Compliance, and Disciplinary Action
When the General Manager determines that outside employment violates this policy, the employee shall receive written notice of the determination, the required corrective action, the deadline for compliance, the potential consequences of noncompliance, and the right to appeal. Corrective action may include:
a) Disclosure of additional information;
b) Compliance with specified conditions;
c) Modification of the outside employment;
d) Recusal or reassignment from specified District duties;
e) Temporary suspension of the outside employment; or
f) Discontinuation of the outside employment.
When an immediate legal, safety, confidentiality, or conflict-of-interest concern exists, the General Manager may require the employee to suspend the conflicting activity while the matter is reviewed. Failure to disclose outside employment as required, providing materially false or incomplete information, violating a condition of approval, or continuing prohibited outside employment after notice may result in corrective or disciplinary action under Policy 3120, Disciplinary Action; applicable law; an applicable Memorandum of Understanding; and any applicable employment agreement. No disciplinary action shall be imposed solely because an employee sought approval, disclosed outside employment, or exercised the right to appeal.

3210.13 Appeal
An employee may appeal a denial, revocation, condition, or other determination concerning outside employment by submitting a written appeal to the Board of Directors within ten business days after receiving the written determination. The appeal shall identify the determination being challenged, the basis for the appeal, and any facts or documents the employee wishes the Board to consider. The Board may consider the appeal based on the written record or provide the employee with an opportunity to be heard, consistent with applicable law, confidentiality requirements, applicable open-meeting requirements, an applicable Memorandum of Understanding, and any applicable employment agreement. The Board may affirm, modify, or reverse the determination. The Board’s written decision shall be final for purposes of this policy. Unless otherwise authorized by the General Manager or the Board, the challenged determination shall remain in effect while the appeal is pending. An employee shall immediately comply with any restriction necessary to address an immediate legal, safety, confidentiality, or conflict-of-interest concern. An appeal under this section concerns the outside-employment determination. An appeal or challenge concerning disciplinary action shall proceed under Policy 3120, Policy 3150, an applicable Memorandum of Understanding, an employment agreement, or other applicable procedure. A determination concerning the General Manager’s outside employment shall be made by the Board of Directors. The General Manager may request reconsideration by the Board within ten business days.

3210.14 Protected Activities
Nothing in this policy is intended to prohibit or interfere with:
a) Lawful political activities or affiliations protected by law;
b) Protected employee organization or collective bargaining activities;
c) Lawful whistleblowing or reporting of suspected misconduct;
d) Participation in an investigation, hearing, or legal proceeding;
e) Exercise of rights protected by applicable labor or employment law; or
f) Ordinary lawful off-duty activities that do not create a conflict with District duties.
Protected activities may remain subject to generally applicable restrictions concerning use of District time, resources, confidential information, uniforms, identification, and representations of District endorsement.

3210.15 Records and Confidentiality
Outside Employment Disclosure and Approval Forms, supporting documents, written determinations, conditions, and appeals shall be maintained in accordance with Policy 3135, Employee Records; the California Public Records Act; applicable privacy requirements; and the District’s records-retention requirements. Information shall be accessed, used, and disclosed only as authorized or required by law.

3210.16 Administration, Notice, and Legal Review
The General Manager shall administer this policy and may establish disclosure forms, review procedures, written approval conditions, annual or periodic update requirements, and appeal materials. The General Manager shall ensure employees receive reasonable notice of prohibited outside activities, disclosure and approval requirements, potential consequences, and the appeal process. The General Manager may consult District Legal Counsel, the District's designated ethics or conflict-of-interest official, the Fire Chief, or another qualified professional when evaluating an outside activity. Records shall be maintained under Policies 2145 and 3135.

3210.17 Exceptions and Controlling Authority
No exception may authorize outside employment or an outside activity prohibited by applicable law. An exception to a nonstatutory administrative provision of this policy may be approved by the General Manager when documented in writing, supported by operational needs, and consistent with applicable law, District policy, an applicable Memorandum of Understanding, and any applicable employment agreement. If this policy conflicts with applicable law, the law shall control. Applicable Memoranda of Understanding and employment agreements shall control to the extent required by law.
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3215.1 Purpose
The purpose of this policy is to establish standards governing the acceptance and offering of gifts, gratuities, favors, entertainment, and other items of value in order to protect the integrity of the Morongo Valley Community Services District ("District") and maintain public confidence in District decision-making.

3215.2 Policy
Employees, volunteers, Board members, and any individual acting on behalf of the District shall avoid accepting or offering gifts, favors, or other benefits that could reasonably create an actual or perceived conflict of interest or improperly influence District decisions.

3215.3 Prohibited Gifts
Individuals subject to this policy shall not:
a) Solicit gifts, favors, loans, services, discounts, or anything of value because of their District position;
b) Accept gifts intended to influence an official decision or action;
c) Accept cash or cash equivalents, including gift cards redeemable for cash, from any person or entity doing business with or seeking to do business with the District;
d) Accept gifts that create an actual or perceived obligation to the donor; or
e) Offer gifts or benefits that could reasonably be interpreted as an attempt to improperly influence another individual or organization.

3215.4 Acceptable Gifts
Nothing in this policy prohibits acceptance of items that are lawful and customary, including:
a) Promotional items of nominal value;
b) Modest refreshments or meals provided during legitimate business meetings;
c) Awards or recognition presented in connection with public service;
d) Items specifically authorized by law; or
e) Other items approved by the General Manager when acceptance is determined to be in the best interests of the District and consistent with applicable law.
Individuals shall comply with all applicable federal, state, and local laws, including the Political Reform Act and Fair Political Practices Commission (FPPC) regulations governing gifts.

3215.5 Disclosure
Individuals who are uncertain whether a gift is permissible shall consult with the General Manager before accepting or offering the gift. Questions involving Board members or matters governed by the Political Reform Act may also be referred to District Legal Counsel or the Fair Political Practices Commission.

3215.6 District Property
Gifts, awards, or items presented to the District rather than an individual employee may be accepted on behalf of the District when authorized by the General Manager. The General Manager shall determine the appropriate disposition of such items.
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3220.1 Purpose
The purpose of this policy is to establish expectations for professional conduct, integrity, accountability, and respectful workplace behavior for all individuals serving the Morongo Valley Community Services District ("District").

3220.2 Policy
Employees, volunteers, Board members, and other individuals representing the District shall conduct themselves professionally, ethically, and respectfully while performing District business. Individuals are expected to exercise sound judgment, maintain professionalism, and uphold public confidence in the District.

3220.3 Standards of Conduct
Individuals shall:
a) Treat coworkers, volunteers, Board members, contractors, and members of the public with dignity and respect;
b) Conduct themselves honestly and ethically;
c) Follow District policies and lawful supervisory direction;
d) Cooperate with coworkers and other agencies;
e) Maintain confidentiality when required by law or District policy;
f) Perform assigned duties safely and responsibly;
g) Protect District property and resources; and
h) Report misconduct, unsafe conditions, or policy violations through appropriate channels.

3220.4 Prohibited Conduct
Individuals shall not engage in conduct that:
a) Violates District policy or applicable law;
b) Harasses, discriminates against, or retaliates against another individual;
c) Is dishonest, threatening, abusive, or disruptive;
d) Damages District property or equipment;
e) Compromises workplace safety; or
f) Otherwise reflects adversely upon the District or interferes with District operations.

3220.5 Administration
The General Manager shall administer this policy and may establish procedures necessary to implement its provisions.

3220.6 Policy Review
The General Manager shall periodically review this policy and recommend revisions to the Board of Directors as necessary. 
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3400.1 Purpose
The purpose of this policy is to establish employee classifications, define eligibility for compensation and benefits, and provide a consistent framework for administering employee benefits in a fair, equitable, fiscally responsible, and legally compliant manner.

3400.2 Compensation Philosophy
The Morongo Valley Community Services District ("District") is committed to providing fair, equitable, and competitive compensation and benefits consistent with applicable law, adopted salary schedules, collective bargaining agreements, fiscal responsibility, and the District's operational needs. Nothing in this policy creates a contractual right to compensation or benefits except as required by law, an applicable Memorandum of Understanding (MOU), employment agreement, or Board action.

3400.3 Employee Classifications
For purposes of compensation and benefits, employees shall be classified as follows:
a) Regular Full-Time Employee: An employee appointed to an ongoing regular full-time position and scheduled for the full-time work schedule established for the classification, including an authorized Fire Department shift schedule.
b) Regular Part-Time Employee: An employee appointed to an ongoing position that is regularly scheduled for fewer hours than the full-time schedule established for the classification.
c) Temporary Employee: An employee hired for a limited duration, special project, or temporary assignment.
d) Volunteer: An individual who performs authorized services without expectation of wages or employee benefits unless otherwise provided by District policy or law.

3400.4 Benefit Eligibility
Unless otherwise required by law, an applicable Memorandum of Understanding, employment agreement, or Board action:
a) Regular Full-Time Employees are eligible to receive District benefits as provided by District policy.
b) Regular Part-Time Employees are eligible only for those benefits specifically provided by District policy or required by law.
c) Temporary Employees are eligible only for benefits required by law unless otherwise authorized by the Board of Directors.
d) Volunteers are not eligible for employee compensation or benefits unless specifically authorized by the Board of Directors or required by law.

	Benefit
	Regular Full-Time
	Regular Part-Time
	Temporary
	Volunteer

	Vacation
	Yes
	No
	No
	No

	Sick Leave
	Yes
	As required by law
	As required by law
	No

	Holidays
	Yes
	No
	No
	No

	Bereavement
	Protected, unpaid
	Protected, unpaid
	Protected, unpaid
	No

	Jury Duty
	Protected, unpaid
	Protected, unpaid
	Protected, unpaid
	No

	Military Leave
	As required by law
	As required by law
	As required by law
	No

	Workers' Compensation
	Yes
	Yes
	Yes
	Authorized service only

	Health Insurance
	Eligible; Board-approved contribution
	No
	No
	No

	Deferred Compensation
	As provided by plan
	As provided by plan
	As provided by plan
	No



Bereavement leave and jury or witness leave are protected but unpaid unless an employee elects to use accrued paid leave or compensation is required by an applicable Memorandum of Understanding, employment agreement, Board action, or law.

3400.5 Service Date
Unless otherwise specifically stated in a District policy, the following dates shall govern eligibility for compensation and benefits:
a) Hire Date: The employee's original date of employment with the District.
b) Regular Full-Time Service Date: The date an employee first begins continuous employment in a regular full-time position.
Benefits available exclusively to regular full-time employees, including vacation, holidays, and District-sponsored health coverage, shall be based on the Regular Full-Time Service Date rather than the employee's original Hire Date, unless otherwise provided by Board policy, an applicable Memorandum of Understanding, employment agreement, benefit-plan document, or law.
c) Continuous Service: Continuous Service means uninterrupted employment with the District except as otherwise provided by District policy or applicable law.

3400.6 Benefit Administration
The General Manager shall administer employee compensation and benefits in accordance with Board policy, adopted salary schedules, applicable Memoranda of Understanding, employment agreements, benefit-plan documents, and applicable law. District-sponsored health coverage is available only to regular full-time employees. Eligibility begins when regular full-time service begins, subject to carrier enrollment and effective-date requirements. The District contribution, if any, shall be established by Board action and the applicable plan documents.

3400.7 Administration
The General Manager may establish administrative procedures and forms necessary to implement this policy.
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3405.1 Purpose
The purpose of this policy is to establish a fair, equitable, fiscally responsible, and consistent compensation program that supports the recruitment, retention, and development of qualified employees while maintaining responsible stewardship of District resources.

3405.2 Policy
Employee compensation shall be established by the Board of Directors through adopted salary schedules, applicable Memoranda of Understanding (MOUs), employment agreements, and applicable law. No employee shall receive compensation except as authorized by Board action, an applicable MOU, employment agreement, or District policy.

3405.3 Salary Schedule
The District shall maintain an adopted salary schedule identifying the authorized compensation range for each position classification. The General Manager shall ensure the salary schedule remains current and shall recommend revisions to the Board of Directors as necessary.

3405.4 Initial Placement
The General Manager may place a newly hired employee at any step within the Board-approved salary range based on qualifications, relevant experience, recruitment difficulty, internal equity, fiscal impact, and an applicable Memorandum of Understanding. Board approval is required only when the proposed compensation exceeds the adopted range or another controlling authority requires Board action.

3405.5 Compensation Adjustments
Employee compensation may be adjusted through:
a) Merit advancement;
b) Promotion;
c) Demotion;
d) Position reclassification;
e) Board-approved salary schedule adjustments;
f) Applicable Memoranda of Understanding;
g) Employment agreements; or
h) Other actions authorized by the Board of Directors.

3405.6 Payroll Administration
Employees shall be compensated in accordance with established payroll procedures, approved time records, and applicable federal and state law.

3405.7 Administration
The General Manager shall administer employee compensation consistent with Board-approved salary schedules, District policy, applicable MOUs, employment agreements, and applicable law.
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3410.1 Purpose
The purpose of this policy is to establish a fair and consistent process for salary advancement within an established salary range based upon employee performance, continued development, and fiscal responsibility.

3410.2 Policy
Salary advancement within an established salary range is not automatic. Merit increases are intended to recognize satisfactory job performance, professional growth, and continued contribution to the District while maintaining responsible stewardship of public funds.

3410.3 Eligibility
Regular Full-Time Employees, as defined in Policy 3400, may be eligible for merit salary advancement after completing twelve (12) months of continuous service in their current salary step. Eligibility for a merit increase does not guarantee approval.

3410.4 Performance Evaluation
Before the General Manager approves a merit increase, the employee shall receive a performance evaluation in accordance with District policy. The Fire Chief and Park Manager may recommend merit increases for employees they supervise, but the General Manager has final approval authority for all employees other than the General Manager. A merit increase may be approved only when the employee demonstrates satisfactory or better performance and is not automatic. The Board retains authority over the General Manager's compensation.

3410.5 Effective Date
A merit increase approved by the General Manager shall become effective at the beginning of the first pay period following approval unless the General Manager authorizes another lawful effective date.

3410.6 Promotions
Employees promoted to a position with a higher salary range shall be compensated in accordance with the District's adopted salary schedule and Promotion Policy. A promotion establishes a new merit eligibility date beginning on the employee's effective date of promotion.

3410.7 Position Reclassification
When a position is reclassified, employee compensation and future merit eligibility shall be determined in accordance with Board action, the adopted salary schedule, and applicable District policy.

3410.8 Salary Schedule Adjustments and Fiscal Responsibility 
Board-approved salary schedule adjustments affecting an employee's position shall not, by themselves, establish eligibility for an additional merit increase unless specifically authorized by the Board. Merit increases shall remain subject to available funding, adopted salary schedules, applicable Memoranda of Understanding (MOUs), and Board-approved compensation plans.
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3415.1 Purpose
The purpose of this policy is to establish consistent procedures for the administration of payroll, ensuring employees are compensated accurately, timely, and in compliance with applicable federal and California law.

3415.2 Policy
The District shall administer payroll in a fair, accurate, and timely manner based upon approved time records, adopted salary schedules, applicable Memoranda of Understanding (MOUs), employment agreements, and applicable law.

3415.3 Payroll Schedule
The District shall process payroll on a bi-weekly basis in accordance with the payroll calendar approved by the General Manager or designee. Employees shall be paid every other week on the District's designated payday. If a scheduled payday falls on a weekend or recognized holiday, payroll shall be processed on the preceding or following business day, as appropriate and in accordance with applicable law.

3415.4 Timekeeping
Non-exempt employees shall accurately record all hours worked using the District's approved timekeeping system. Exempt employees shall submit leave usage and other required payroll information. Employees shall review and certify their own time records, supervisors shall review them for completeness and accuracy, and the General Manager shall give final payroll approval by the established deadline.

3415.5 Payroll Authorization
The bookkeeper or payroll service shall process payroll only after employees have certified their time records, required supervisory review has occurred, and the General Manager has given final approval. Knowingly submitting or approving false or inaccurate payroll information may result in corrective or disciplinary action.

3415.6 Employee Responsibility
Employees are responsible for accurately recording their time worked, reviewing each payroll payment and wage statement for accuracy, and promptly reporting any discrepancies to their supervisor or the General Manager. 

3415.7 Direct Deposit
The District may require or offer direct deposit in accordance with applicable law. Employees are responsible for maintaining accurate banking information and promptly notifying the District of any changes.

3415.8 Payroll Errors
Employees shall promptly review each payroll payment and notify the District of any suspected overpayment, underpayment, or payroll discrepancy. The District shall make reasonable efforts to correct verified payroll errors as soon as practicable and in accordance with applicable law.

3415.9 Overpayments
Employees who receive payroll overpayments shall promptly notify the District. The District may recover payroll overpayments in accordance with applicable law and any applicable Memorandum of Understanding or written repayment agreement.

3415.10 Payroll Deductions
The District shall make payroll deductions required by law, court order, an applicable Memorandum of Understanding, employment agreement, or benefit plan. Required deductions may include tax withholding, Social Security and Medicare when applicable, retirement contributions, garnishments, levies, child support, and other legally required amounts. An employee may authorize voluntary deductions permitted by law and approved by the District, including insurance premiums, governmental 457(b) contributions, employee-organization dues, and other authorized programs. The District shall not make an unauthorized deduction. Employees shall review wage statements and promptly report a suspected error.
3415.11 Payroll Records
Payroll records shall be maintained in accordance with applicable records retention requirements and District policy.

3415.12 Administration
The General Manager shall administer payroll in accordance with Board policy, adopted salary schedules, applicable MOUs, employment agreements, and applicable law.


COMPENSATION & BENEFITS | PERSONNEL
[bookmark: _Toc235952551]POLICY 3420:	Deferred Compensation Plan 

3420.1 Purpose
The purpose of this policy is to authorize a fiscally responsible governmental deferred-compensation benefit that allows eligible employees to save for retirement through voluntary payroll deductions.

3420.2 Plan Authorization
The District may establish and maintain an eligible governmental deferred-compensation plan under Internal Revenue Code section 457(b) through a Board-approved plan document and provider. The plan shall become available only after its effective date and completion of required implementation. The adopted plan document and applicable law control eligibility, enrollment, contribution limits, investment options, distributions, rollovers, beneficiary designations, and other plan terms

3420.3 Eligibility and Participation
Employees may participate only if eligible under the adopted plan document. Participation is voluntary unless otherwise required by law or the plan. An eligible employee may enroll, decline participation, or change a deferral election in accordance with plan procedures and payroll deadlines

3420.4 Contributions
Employee deferrals shall be made through authorized payroll deductions and remain subject to federal contribution limits and plan rules. This policy does not authorize an employer match or other District contribution. Any District contribution requires separate Board approval, available appropriations, and authorization under the plan document

3420.5 Administration
The General Manager shall coordinate plan implementation, enrollment access, and payroll deductions with the Board-approved provider and bookkeeper. The provider is responsible for participant accounts and plan services assigned by the plan documents. The District does not provide investment, tax, or legal advice, and employees are responsible for their own enrollment and investment decisions.
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3430.1 Purpose
This policy establishes one District-wide rule for work schedules, timekeeping, overtime, meal and rest periods, and related wage-and-hour administration. This policy applies to all District employees. Policy 3435 separately governs attendance, tardiness, call-off procedures, and absenteeism.

3430.2 Controlling Authority
The District shall administer wages and hours in accordance with applicable law, an applicable Memorandum of Understanding (MOU), an employment agreement, and Board-approved compensation schedules. If this policy conflicts with controlling law, an applicable MOU, or an employment agreement, the controlling authority shall govern. This policy does not reduce a wage, overtime benefit, premium, or other right provided by an applicable MOU or employment agreement. A work schedule, payroll workweek, pay period, and Fair Labor Standards Act section 7(k) work period are separate concepts and shall not be treated as interchangeable.

3430.3 Workweek and Work Schedules
Unless a different workweek or lawful work period has been established in writing, the District’s workweek begins at 12:00 a.m. Sunday and ends at 11:59 p.m. Saturday. The General Manager or authorized designee may establish and modify work schedules based on District operations, staffing, emergencies, employee classification, and applicable agreements. A schedule involving the General Manager shall be established by the Board of Directors. Employees shall report as scheduled and remain available for assigned duties during working hours, except during authorized breaks, approved leave, or other authorized absences. Schedule changes affecting represented employees shall comply with the applicable MOU and any required notice or bargaining obligation.

3430.4 Timekeeping
Non-exempt employees shall use the District’s approved timekeeping system to accurately record:
a) The beginning and end of each work period or shift;
b) Unpaid meal periods, when applicable;
c) Regular and overtime hours worked;
d) Callback, holdover, training, meeting, travel, remote-work, and after-hours work time when compensable;
e) Leave used; and
f) Other payroll information required by the District.
Employees shall review and certify their time records by the established payroll deadline. Supervisors shall review time records for completeness and accuracy before payroll is processed. Exempt employees shall accurately report leave, absences, and other payroll information required by the District. 

3430.5 All Hours Worked and Off-the-Clock Work
The District shall compensate non-exempt employees for all hours worked that the District knows or reasonably should know were performed, as required by law. Non-exempt employees shall obtain approval before working outside their assigned schedule whenever practicable. However, every hour actually worked must be recorded, including brief work performed before or after a shift, work performed remotely, and work-related calls, messages, reports, or electronic communications outside scheduled hours. No supervisor or employee may direct, encourage, permit, or require off-the-clock work; alter a time record to reduce compensable time; or ask an employee not to report time actually worked. Unauthorized work may result in corrective or disciplinary action, but it shall not be withheld from pay. An employee shall report recurring unauthorized work or workload that cannot reasonably be completed within the assigned schedule.

3430.6 Overtime
Non-exempt employees who are not subject to a valid section 7(k) work period shall receive overtime compensation when required by law, generally for hours worked over forty (40) in the established workweek, or earlier when required by an applicable MOU, employment agreement, or District compensation rule. Overtime shall be paid at the legally or contractually required rate. The regular rate used to calculate overtime shall include all compensation required by law. Only hours treated as hours worked under the Fair Labor Standards Act count toward statutory overtime unless another law provides otherwise. Paid leave, holiday hours, and other non-worked time shall count toward a contractual overtime calculation when required by an applicable MOU, employment agreement, or District policy.  Only the General Manager may approve planned overtime. In an emergency or unanticipated Fire or EMS holdover, an on-duty chief officer may require the employee to remain under Policy 3185 and shall promptly notify the General Manager. All overtime actually worked shall be recorded and paid even when prior approval was not obtained. Hours shall not be averaged between separate workweeks or work periods to avoid overtime. A pay period does not change the applicable overtime workweek or section 7(k) work period. An employee is not exempt from overtime merely because the employee is paid a salary, holds a supervisory title, or is designated as a chief officer. Exempt status shall be based on the employee’s actual duties and all applicable legal requirements.

3430.7 Fire Department Schedules and FLSA Section 7(k)
Fire Department employees may be assigned twenty-four-hour shifts, a 48/96 schedule, or another schedule authorized by the District and the applicable MOU. The shift schedule does not, by itself, establish the overtime threshold or the length of a section 7(k) work period. The District may use an FLSA section 7(k) work period only for a non-exempt employee who qualifies as an employee engaged in fire-protection activities under federal law. The District shall maintain a written designation identifying:
a) The covered classifications or employees;
b) The length of the recurring work period, which must be between seven (7) and twenty-eight (28) consecutive days;
c) The day and time each work period begins and ends;
d) The applicable federal overtime threshold;
e) Any more protective MOU overtime rule; and
f) The effective date and approving authority.
Under the federal maximum-hours standard, overtime for qualifying fire-protection employees begins after fifty-three (53) hours in a 7-day work period, one hundred six (106) hours in a 14-day work period, or two hundred twelve (212) hours in a 28-day work period. The proportional federal threshold applies to another lawful work period between 7 and 28 days. An applicable MOU or District rule may require overtime sooner or may treat additional paid time as hours worked. Any negotiated 48/96 schedule, 106-and-6 pay model, callback minimum, leave treatment, premium, or scheduled-overtime arrangement shall be administered under the applicable MOU and written payroll procedures. For represented fire personnel, on-duty time, including sleep time, shall be paid and counted as required by the MOU and applicable law. The General Manager shall ensure payroll is reviewed at the close of each section 7(k) work period and that overtime, leave treatment, premiums, and adjustments are correctly reconciled. The District shall not apply section 7(k) to an employee or classification merely because the employee works for the Fire Department.

3430.8 Meal and Rest Periods
Meal and rest periods shall be provided and administered as required by applicable law and any applicable MOU or employment agreement. An unpaid meal period is permitted only when the employee is fully relieved of duty as required by law. The District shall not automatically deduct an unpaid meal period when the employee was required or permitted to work. Paid rest periods shall not be deducted from hours worked. Fire and other emergency-response employees may be required to remain on duty or may have a meal or rest period interrupted by an emergency. Compensable on-duty or interrupted time shall be recorded and paid. An employee who is unable to take a required break or who performs work during an unpaid meal period shall promptly report the time to the supervisor.

3430.9 Compensatory Time and Informal Time Banks
The District does not maintain a general compensatory-time program under this policy. Overtime shall be paid in cash unless compensatory time is expressly authorized by a controlling MOU or employment agreement and administered in compliance with the Fair Labor Standards Act. Employees and supervisors shall not create informal compensatory-time banks, exchange overtime for hour-for-hour time off, alter time records, or use schedule changes to avoid payment of overtime. Any shift trade or substitute arrangement shall be approved and administered in accordance with applicable law, the applicable MOU, and District procedure.

3430.10 Time Record Corrections and Non-Retaliation
An employee who believes a time record or paycheck is inaccurate shall promptly notify the General Manager. The District shall investigate and correct confirmed errors within the time required by law. Time-record corrections shall identify the reason for the change and the person authorizing it. When practicable, the employee shall be informed of a supervisor-initiated correction before payroll is processed. The District prohibits retaliation against an employee for accurately reporting hours worked, identifying a payroll error, reporting missed or interrupted breaks, or raising a good-faith wage-and-hour concern. Knowingly falsifying a time record, recording time for another employee, directing another person to falsify a record, or intentionally concealing time worked may result in corrective or disciplinary action.

3430.11 Administration, Records, and Labor Relations
The General Manager shall administer this policy and may establish practical payroll and timekeeping procedures consistent with it. Required wage-and-hour and payroll records shall be retained for the period required by law and District records-retention policy. Before establishing or changing a section 7(k) work period, overtime trigger, work schedule, compensatory-time rule, or material timekeeping requirement for represented employees, the District shall provide required notice and satisfy applicable bargaining obligations. 


COMPENSATION & BENEFITS | PERSONNEL
[bookmark: _Toc235952553]POLICY 3435:	Attendance and Absenteeism 

3435.1 Purpose
The purpose of this policy is to establish attendance expectations and procedures for reporting absences, tardiness, and other attendance-related matters while promoting operational efficiency and accountability.

3435.2 Policy
Employees are expected to report to work on time, maintain regular and dependable attendance, and be available to perform their assigned duties during scheduled work hours. Attendance is an essential function of most District positions.

3435.3 Reporting Absences
An employee who is unable to report to work or expects to arrive late shall notify the employee's supervisor as soon as practicable. For a foreseeable absence from a 24-hour Fire or EMS shift, notice shall ordinarily be given no later than the night before the shift. A text message to the on-duty company officer is sufficient unless an approved Fire Department SOP or SOG designates another reasonable contact method. The employee should assist with identifying available coverage when able, but the on-duty company officer remains responsible for arranging coverage when needed. An employee shall not be required to locate a replacement as a condition of using legally protected leave. The supervisor or company officer shall promptly forward the leave information to the General Manager, who administers and approves District leave.

3435.4 Tardiness
Employees are expected to report to work at their scheduled starting time. Repeated tardiness or early departures may result in corrective or disciplinary action.

3435.5 Unauthorized Absences
Failure to report to work as scheduled without proper authorization or notification may be considered an unauthorized absence. Unauthorized absences may result in corrective or disciplinary action.

3435.6 No-Call/No-Show
A single no-call/no-show is an unauthorized absence and may constitute serious misconduct. Job abandonment shall be determined only under Policy 3180, including the requirement that an employee fail to report for two consecutive scheduled shifts without notice, fail to respond to reasonable District contact attempts, and receive General Manager review before separation. A no-call/no-show or unauthorized mid-shift departure does not automatically constitute a resignation.

3435.7 Make-Up Time
A non-exempt employee may request make-up time in accordance with applicable law and District procedure. Make-up time shall be voluntary, requested in writing by the employee, approved in advance by the General Manager, completed within the legally permitted workweek, and accurately recorded. Make-up time shall not be used to avoid overtime or alter time records.

3435.8 Attendance Records
Attendance and leave records shall be maintained in accordance with District record retention requirements and applicable law.

3435.9 Administration
The General Manager may establish administrative procedures governing attendance reporting, absence notification, call-in procedures, and attendance documentation.
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3440.1 Purpose
The purpose of this policy is to establish paid holiday benefits for eligible employees while ensuring continuity of District operations and public services.

3440.2 Eligibility
Only Regular Full-Time Employees, as defined in Policy 3400, are eligible for paid holidays unless otherwise provided by an applicable Memorandum of Understanding (MOU), employment agreement, or Board action. Regular Part-Time Employees, Temporary Employees, and Volunteers are not eligible for paid holidays unless otherwise required by law or authorized by the Board of Directors.

3440.3 Recognized Holidays	Comment by Brittany Chavez: Remove holiday eves?
Unless otherwise provided by an applicable Memorandum of Understanding (MOU), employment agreement, or Board action, the District shall observe the following paid holidays:
a) New Year's Day (January 1)
b) Martin Luther King Jr. Day (Third Monday in January)
c) Washington's Birthday (Presidents' Day) (Third Monday in February)
d) Memorial Day (Last Monday in May)
e) Juneteenth National Independence Day (June 19)
f) Independence Day (July 4)
g) Labor Day (First Monday in September)
h) Columbus Day (Second Monday in October)
i) Veterans Day (November 11)
j) Thanksgiving Day (Fourth Thursday in November)
k) Christmas Eve (December 24)
l) Christmas Day (December 25)
m) New Year’s Eve (December 31)
When a holiday falls on a Saturday, the preceding Thursday shall generally be observed. When a holiday falls on a Sunday, the following Monday shall generally be observed unless otherwise required by law, an applicable Memorandum of Understanding, or Board action. The General Manager may authorize the closure of District facilities or designate alternative work schedules when necessary to ensure continuity of essential public services.

3440.4 Holiday Pay
Eligible Regular Full-Time Employees shall receive eight (8) hours of holiday pay for each recognized District holiday. Eligible employees who are required or authorized to work on a recognized District holiday shall be compensated at one and one-half (1.5) times their regular rate of pay for all hours worked on the holiday. Holiday premium pay shall be paid only for hours actually worked on the recognized holiday and shall not be duplicated unless otherwise required by law or an applicable Memorandum of Understanding (MOU). Holiday hours worked shall be counted toward overtime calculations only to the extent required by applicable law or an applicable MOU. When a District-recognized holiday falls on a Friday and District administrative offices are regularly closed on Fridays, the holiday shall be observed on the preceding Thursday. Holiday observance, eligibility, compensation, and scheduling for Fire/EMS personnel shall be governed by the applicable memorandum of understanding (MOU). Nothing in this policy modifies, duplicates, or supplements holiday benefits provided under the MOU.

3440.5 Holiday Eligibility
To receive holiday pay, an eligible employee must be in paid status on the employee's last scheduled workday immediately preceding and first scheduled workday immediately following the holiday, unless the absence has been approved by the District or is otherwise protected by applicable law. Employees on unpaid leave are not eligible for holiday pay unless otherwise required by law or provided by an applicable Memorandum of Understanding or employment agreement.

3440.6 Holidays During Leave
When a recognized District holiday occurs while an eligible employee is on approved vacation leave, the holiday shall not be charged against the employee's accrued vacation balance. The treatment of holidays occurring during other approved leaves of absence shall be administered in accordance with applicable law, District policy, employment agreement, or applicable Memorandum of Understanding.

3440.7 Administration
The General Manager shall administer holiday benefits consistent with Board policy, applicable Memoranda of Understanding, employment agreements, and applicable law.
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3445.1 Purpose
The purpose of this policy is to provide eligible employees with paid vacation leave to promote rest, personal well-being, and work-life balance while ensuring continuity of District operations.

3445.2 Eligibility
Only Regular Full-Time Employees, as defined in Policy 3400, are eligible to accrue paid vacation leave. Regular Part-Time Employees, Temporary Employees, and Volunteers are not eligible for paid vacation leave unless otherwise provided by an applicable Memorandum of Understanding (MOU), employment agreement, or Board action.

3445.3 Vacation Accrual
Vacation leave shall accrue beginning on the employee's Regular Full-Time Service Date, as defined in Policy 3400. Vacation leave shall accrue on a bi-weekly basis as payroll is processed.
Eligible employees shall accrue vacation according to the following schedule:
a) Less than one (1) year: Eighty (80) hours annually.
b) One (1) through five (5) years: One hundred (100) hours annually.
c) Six (6) through ten (10) years: One hundred twenty (120) hours annually.
d) Eleven (11) through fifteen (15) years: One hundred forty (140) hours annually.
e) Sixteen (16) years and over: One hundred sixty (160) hours annually.

3445.4 Use of Vacation Leave
Vacation leave is intended to provide employees with time away from work for rest, personal needs, and personal business. Employees shall submit requests in advance through the District's approved leave process. The General Manager approves all vacation leave and may consider a supervisor's staffing recommendation, operational needs, conflicting requests, and an applicable Memorandum of Understanding. Approval is not guaranteed, but the District will make reasonable efforts to accommodate requests while maintaining adequate staffing and continuity of operations.

3445.5 Use of Accrued Vacation
Employees shall begin accruing vacation leave on their Regular Full-Time Service Date. Employees may not use accrued vacation until they have successfully completed their initial probationary period unless the General Manager approves earlier use. Employees may use only vacation that has been earned and accrued. Vacation may not be borrowed, advanced, or used to create a negative balance.

3445.6 Maximum Accrual
Employees may accrue vacation leave up to one and one-half (1.5) times their annual vacation accrual. Once an employee reaches the maximum allowable accumulation, additional vacation leave shall cease to accrue until the employee's accrued vacation balance falls below the maximum accumulation limit.

3445.7 Vacation During Holidays
When a recognized District holiday occurs during an employee's approved vacation leave, the holiday shall not be charged against the employee's accrued vacation balance.

3445.8 Separation from Employment
Upon separation from District employment, eligible employees shall be compensated for all earned and unused vacation leave in accordance with applicable law, District policy, and any applicable Memorandum of Understanding (MOU) or employment agreement.

3445.9 Administration
The General Manager may establish administrative procedures governing vacation requests, scheduling, approvals, accrual calculations, recordkeeping, and leave administration consistent with this policy.
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3450.1 Purpose
This policy provides paid sick leave for illness, injury, medical care, preventive care, and other legally authorized purposes while meeting California minimum requirements and maintaining reasonable, budget-conscious limits

3450.2 Eligibility
All District employees who qualify under California paid-sick-leave law shall receive at least the leave required by law. Regular full-time employees receive the schedule-based benefit in subsection 3450.3. Regular part-time and temporary employees receive only the legally required benefit unless the Board, an applicable Memorandum of Understanding, or an employment agreement provides more. Volunteers are not eligible unless required by law

3450.3 Annual Sick-Leave Benefit
A regular full-time employee shall receive a full annual sick-leave credit on the employee's Regular Full-Time Service Date and at the beginning of each following 12-month sick-leave year established by the District. The annual credit shall equal five normally scheduled workdays and shall never be less than forty (40) hours:
a) A regular full-time employee assigned an eight-hour workday shall receive forty (40) hours, equal to five eight-hour workdays.
b) A regular full-time employee assigned a twenty-four-hour Fire or EMS shift shall receive one hundred twenty (120) hours, equal to five twenty-four-hour shifts.
When another regular workday length applies, the General Manager shall calculate five normally scheduled workdays in accordance with law. A schedule change may be adjusted prospectively without duplicating an annual credit. A part-time or temporary employee shall accrue at least one hour for every thirty hours worked, or under another lawful method that provides the California minimum. Legally accrued leave earned before conversion to regular full-time status shall remain available and count toward the applicable balance cap

3450.4 Carryover, Annual Use Limit, and Balance Cap
Unused sick leave shall carry over from year to year. Unless a greater benefit is required by an applicable Memorandum of Understanding, employment agreement, Board action, or law, the District applies the following limits:
a) Annual use may be limited to five normally scheduled workdays or forty (40) hours, whichever is greater.
b) The total sick-leave balance is capped at ten normally scheduled workdays or eighty (80) hours, whichever is greater.
c) For an eight-hour schedule, the annual use limit is forty (40) hours and the balance cap is eighty (80) hours.
d) For a twenty-four-hour shift schedule, the annual use limit is one hundred twenty (120) hours and the balance cap is two hundred forty (240) hours.
When an employee reaches the applicable balance cap, additional accrual or annual credit shall stop until the balance falls below the cap.

3450.5 Authorized Uses
Sick leave may be used for any purpose authorized by applicable law, including:
a) Diagnosis, care, treatment, or preventive care for the employee.
b) Diagnosis, care, treatment, or preventive care for a qualifying family member or designated person.
c) Qualifying needs when the employee or a qualifying family member is a victim of a qualifying act of violence.
d) Jury service, compliance with a subpoena or court order as a witness, and other court-related purposes when covered by law.
e) Another purpose authorized by law, an applicable Memorandum of Understanding, employment agreement, or Board action.

3450.6 Request, Notice, and Fire or EMS Coverage
A request for sick leave may be oral or written. An employee shall provide as much notice as practical. When an absence from a 24-hour Fire or EMS shift is foreseeable, the employee shall ordinarily notify the on-duty company officer no later than the night before the shift. A text message is sufficient unless an approved SOP or SOG designates another reasonable method.
The employee should assist with identifying available coverage when able, but the on-duty company officer remains responsible for arranging coverage when necessary. The District shall not require an employee to locate a replacement as a condition of using legally protected sick leave. The supervisor or company officer shall promptly forward the request to the General Manager. The General Manager administers and approves leave, but shall not deny protected sick leave when the employee is legally entitled to use it.

3450.7 Documentation and Fitness for Duty
The District may request documentation only when permitted by law and reasonably necessary to administer an extended absence, address objective evidence of abuse, coordinate another leave entitlement, or evaluate a job-related fitness concern. Routine use of legally protected sick leave shall not be conditioned on disclosure of a diagnosis. A return-to-work release or fitness-for-duty review may be required under Policy 3100 only when work restrictions or an objective, job-related safety concern exists.

3450.8 Voluntary Sick-Leave Donation
The General Manager may approve a voluntary transfer of accrued sick leave between regular full-time employees when the recipient has exhausted available paid leave because of a serious or catastrophic illness or injury affecting the employee or a qualifying family member. The following safeguards apply:
a) A donor must retain at least one full annual sick-leave entitlement after the transfer.
b) A donor may transfer up to one-half of the donor's annual entitlement during a 12-month period unless the General Manager approves more.
c) A recipient may receive up to one annual entitlement for one qualifying event unless the General Manager approves more.
d) The transfer shall be voluntary, documented, confidentially administered, and irrevocable once used.
e) Hours may be converted based on the employees' relative hourly rates so the transfer does not increase District payroll liability.
Approved donated leave may be used after the recipient exhausts ordinary paid leave and may exceed the ordinary annual sick-leave use limit. Donated leave has no cash value, may not be sold or exchanged, and is not payable at separation.

3450.9 Separation and Rehire
Unused sick leave shall not be paid upon separation unless a controlling Memorandum of Understanding, employment agreement, Board action, or law requires otherwise. Accrued sick leave shall be restored upon rehire within twelve months when required by California law.

3450.10 Administration
The General Manager shall administer this policy, establish the 12-month sick-leave year, maintain accurate balances, approve donations, coordinate overlapping protected leave, and issue practical procedures consistent with this policy and applicable law.
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3455.1 Purpose
The District provides job-protected bereavement leave required by California law. An employee who has worked for the District for at least thirty (30) calendar days before leave begins may take bereavement leave, regardless of full-time, part-time, probationary, or temporary status. Volunteers are not eligible unless treated as employees by applicable law.

3455.2 Qualifying Family Members
Bereavement leave may be taken following the death of the employee's:
a) Spouse.
b) Child.
c) Parent.
d) Sibling.
e) Grandparent.
f) Grandchild.
g) Domestic partner.
h) Parent-in-law.
These terms shall be interpreted according to applicable California law.

3455.3 Amount and Timing
An eligible employee may take up to five scheduled workdays following each qualifying death. Leave:
i) Need not be taken on consecutive days.
j) Must be completed within three months after the family member's death.
k) Is charged only for time the employee was otherwise scheduled to work.
l) Is a separate entitlement for each qualifying death.
For an employee assigned an alternative, extended, or 24-hour schedule, a leave day is the employee's normally scheduled workday, subject to an applicable Memorandum of Understanding and law.

3455.4 Compensation
Bereavement leave is unpaid. The District does not provide a separate paid bereavement benefit. An employee may elect to use available vacation, sick leave, personal leave, compensatory time when available under a controlling agreement, or another available paid-leave benefit. The District shall not require an employee to exhaust paid leave as a condition of taking protected bereavement leave. An applicable Memorandum of Understanding, employment agreement, Board action, or law providing greater compensation controls.

3455.5 Notice and Documentation
The employee shall notify the General Manager as soon as reasonably practicable and identify the anticipated leave dates. Advance notice is not required when it was not reasonably possible.
The General Manager may request documentation permitted by law. If requested, the employee shall have up to thirty (30) calendar days from the first leave day to provide a death certificate, obituary, or written verification from a mortuary, funeral home, burial society, crematorium, religious institution, or governmental agency. Documentation is not required before leave begins, and the District shall not request unnecessary medical information.

3455.6 Confidentiality and Employment Protection
A bereavement request and supporting documentation shall be maintained confidentially and disclosed only to persons who need the information to administer leave, District Legal Counsel, a person authorized by the employee, or as required by law. The District prohibits interference, discrimination, or retaliation because an employee requested or took bereavement leave, provided information, reported a suspected violation, or participated in a related proceeding. Approved leave shall not be treated as an unauthorized absence.

3455.7 Administration
The General Manager shall administer this policy. Supervisors shall promptly refer requests to the General Manager and shall not independently deny leave or demand documentation. If this policy conflicts with applicable law or a controlling agreement that lawfully provides greater rights, the controlling authority shall govern.
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3460.1 Purpose
The purpose of this policy is to provide eligible employees with family and medical leave in accordance with applicable federal and California law while maintaining continuity of District operations.

3460.2 Policy
The District shall administer family and medical leave under the California Family Rights Act (CFRA) and, when the District and employee meet the federal coverage requirements, the Family and Medical Leave Act (FMLA). CFRA generally applies to an employer with five or more employees; federal FMLA coverage generally requires fifty or more employees within seventy-five miles. Eligibility shall be determined under the law in effect when leave is requested. Nothing in this policy expands or reduces rights provided by applicable law.

3460.3 Eligibility
Employees who meet the eligibility requirements established by applicable law may request family and medical leave for qualifying reasons. Eligibility shall be determined at the time leave is requested.

3460.4 Qualifying Reasons
Eligible employees may request family and medical leave for qualifying reasons as provided by applicable law, including but not limited to:
a) The employee's own serious health condition;
b) The birth of a child;
c) Placement of a child through adoption or foster care;
d) Care of a qualifying family member with a serious health condition;
e) Qualifying military family leave; and
f) Any other reason authorized by applicable law.

3460.5 Notice and Certification
Employees requesting family and medical leave shall provide notice and supporting documentation as required by applicable law. The District may require medical certification, recertification, fitness-for-duty certification, or other documentation when permitted by law.

3460.6 Benefits During Leave
Employee benefits shall be administered during family and medical leave in accordance with applicable law, applicable Memoranda of Understanding (MOUs), employment agreements, and District policy.

3460.7 Return to Work
Employees returning from protected leave shall be restored to employment rights as required by applicable law. When permitted by law, the District may require a fitness-for-duty certification before an employee returns to work.

3460.8 Coordination with Other Leave
Family and medical leave may run concurrently with other available leaves when permitted by applicable law.
3460.9 Administration
The General Manager shall administer and designate family and medical leave, coordinate overlapping leave rights, maintain confidential records, and obtain legal or benefits-administration guidance when needed. Protected leave shall be granted when the employee satisfies the controlling legal requirements.
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3465.1 Purpose
The purpose of this policy is to provide eligible employees with Pregnancy Disability Leave (PDL) in accordance with applicable California law while supporting employee health and maintaining continuity of District operations.

3465.2 Policy
The District shall administer Pregnancy Disability Leave in accordance with the California Fair Employment and Housing Act (FEHA) and all other applicable federal and state laws. Nothing in this policy is intended to reduce or expand employee rights beyond those provided by applicable law.

3465.3 Qualifying Reasons
Pregnancy Disability Leave may be taken for disability resulting from pregnancy, childbirth, loss of pregnancy, or related medical conditions as provided by applicable law.

3465.4 Notice and Medical Certification
Employees requesting Pregnancy Disability Leave shall provide reasonable notice when the need for leave is foreseeable. The District may require medical certification or other documentation as permitted by applicable law.

3465.5 Benefits During Leave
Employee benefits shall be administered during Pregnancy Disability Leave in accordance with applicable law, applicable Memoranda of Understanding (MOUs), employment agreements, and District policy.

3465.6 Return to Work
Employees returning from Pregnancy Disability Leave shall be restored to employment rights as required by applicable law. When permitted by law, the District may require a fitness-for-duty certification before an employee returns to work.

3465.7 Coordination with Other Leave
Pregnancy Disability Leave may run concurrently with or in addition to other protected leaves as provided by applicable law.

3465.8 Administration
The General Manager shall administer Pregnancy Disability Leave in accordance with applicable law and may establish administrative procedures necessary to implement this policy.
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3470.1 Purpose
The purpose of this policy is to provide eligible employees with military leave and reemployment rights in accordance with applicable federal and California law while supporting employees who serve in the uniformed services.

3470.2 Policy
The District shall administer military leave, military benefits, and reemployment rights in accordance with the Uniformed Services Employment and Reemployment Rights Act (USERRA), the California Military and Veterans Code, and all other applicable federal and state laws. 

3470.3 Eligibility
Employees who meet the eligibility requirements established by applicable law may request military leave for qualifying military service.

3470.4 Notice
Employees shall provide advance notice of military service when practical and as required by applicable law.

3470.5 Compensation and Benefits
Compensation, benefits, seniority, accruals, and other employment rights during military leave shall be administered in accordance with applicable law, applicable Memoranda of Understanding (MOUs), employment agreements, and District policy.

3470.6 Return to Work
Employees returning from military service shall be restored to employment rights as required by applicable law. The District may require documentation verifying eligibility for reemployment when permitted by law.

3470.7 Administration
The General Manager shall administer military leave in accordance with applicable law and may establish administrative procedures necessary to implement this policy.
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3475.1 Purpose
The purpose of this policy is to provide eligible employees with leave for jury service and qualifying court appearances while ensuring compliance with applicable federal and California law and minimizing disruption to District operations.

3475.2 Policy
The District encourages employees to fulfill their civic responsibilities by serving as jurors and appearing as witnesses when legally required. The District shall administer jury duty and witness leave in accordance with applicable federal and California law.

3475.3 Jury Duty Leave
An employee summoned for jury duty shall promptly notify the employee's supervisor and submit the summons or other requested verification to the General Manager. The General Manager shall approve and administer leave for the period of required jury service in accordance with applicable law.

3475.4 Witness Leave
Employees subpoenaed or otherwise legally required to appear as a witness in a judicial, administrative, or legislative proceeding shall promptly notify their supervisor. Employees shall be granted leave as required by applicable law. This provision does not apply when an employee voluntarily appears as a witness in a matter unrelated to District business unless otherwise approved by the General Manager.

3475.5 Compensation
Jury duty and witness leave are unpaid unless compensation is required by an applicable Memorandum of Understanding, employment agreement, Board action, or law. An employee may elect to use available vacation or other general paid leave and may use paid sick leave when the reason qualifies under Policy 3450 and applicable law. The District shall not require use of accrued paid leave. Employees may retain compensation received for jury or witness service unless a controlling agreement provides otherwise.

3475.6 Documentation
The District may require documentation verifying jury service, witness attendance, or court appearances.

3475.7 Return to Work
Employees released from jury duty or witness service during their regularly scheduled workday shall promptly notify their supervisor and return to work when practical, unless otherwise authorized.

3475.8 Administration
The General Manager may establish administrative procedures governing jury duty and witness leave requests, documentation, compensation, and scheduling consistent with this policy.
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3480.1 Purpose and Scope
This policy provides required leave, accommodation, confidentiality, and employment protections for civic duties, employees who are victims, and employees whose family members are victims. Policies 3450 and 3475 govern paid sick leave and jury or witness leave. If applicable law, a Memorandum of Understanding, or an employment agreement provides greater protection, the more protective requirement shall control.

3480.2 Nonretaliation and Nondiscrimination
The District shall not discharge, discriminate, retaliate, or otherwise take adverse action against an employee for:
1. Serving on a jury;
2. Complying with a subpoena or court order;
3. Attending a qualifying judicial proceeding;
4. Requesting or taking protected victim-related leave;
5. Requesting a safety-related accommodation;
6. Voting as protected by law;
7. Exercising another right covered by this policy; or
8. Being, or having a family member who is, a victim as defined by law.
The District shall not interfere with, restrain, or deny an employee’s exercise or attempted exercise of a protected right.

3480.3 Voting and Other Civic Leave
An employee who does not have sufficient time outside working hours to vote in a statewide election may take enough working time to vote as provided by law. No more than two hours shall be without loss of pay. Voting leave shall ordinarily be taken at the beginning or end of the employee’s shift, and the employee shall provide advance notice when required by law. Jury and witness leave is governed by Policy 3475. The District shall provide school-activity, emergency-responder, Civil Air Patrol, and other legally protected civic leave when the employee, District workforce, and circumstances meet the requirements of applicable law.

3480.4 Victim and Family-Member Leave
Regardless of the District’s workforce size, the District shall provide the victim-related leave required by Government Code section 12945.8, including:
1. Leave for an employee who is a victim to obtain or attempt to obtain a restraining order, injunction, or other relief to protect the employee or the employee’s child; and
2. Leave for an employee who is a victim, or whose family member is a victim, to attend qualifying judicial proceedings when the employee, family member, crime, and proceeding meet the statutory definitions.
When the District employs 25 or more employees within the meaning of applicable law, an employee who is a victim of a qualifying act of violence, or whose qualifying family member is a victim, may also take protected leave for purposes including:
1. Medical treatment or recovery;
2. Counseling or mental-health services;
3. Services from a shelter, rape-crisis center, victim-services organization, or agency;
4. Safety planning;
5. Relocation or securing housing;
6. Legal services or legal proceedings;
7. Caring for a family member recovering from injuries;
8. Childcare or dependent-adult care needed for safety; or
9. Other purposes protected by Government Code section 12945.8.
When the 25-employee provisions apply, the District may apply the statutory leave limits. These currently permit up to 12 weeks for an employee who is a victim or whose family member died as a result of the crime, up to 10 days when the employee is only the family member of a living victim, and up to five days for relocation when that shorter limit applies.

3480.5 Workplace Safety Accommodations
The District shall provide reasonable workplace safety accommodations to an employee who is a victim, or whose family member is a victim of a qualifying act of violence, when required by law.
The District shall engage in a timely, good-faith interactive process with the employee. The District may request only the certification or documentation permitted by law. The District may consider immediate danger, effectiveness, operational needs, workplace safety, and undue hardship. Before denying a request, the District shall consider whether another effective accommodation is available. A proposed denial shall be referred to the General Manager and, when appropriate, District Legal Counsel.

3480.6 Notice, Documentation, and Confidentiality
An employee shall provide reasonable advance notice when feasible. When advance notice is not feasible, the employee shall not be disciplined or denied protection if the employee provides legally sufficient certification within a reasonable time after the absence when requested by the District. Certification may include any documentation permitted by law. A supervisor shall immediately route a victim-related disclosure, leave request, or accommodation request to the General Manager and shall not independently demand police, medical, counseling, or court records. Victim-related information shall be maintained confidentially and disclosed only as authorized or required by law or when necessary to protect workplace safety. The affected employee shall receive advance notice before an authorized disclosure when required by law.

3480.7 Pay and Coordination with Other Leave
Leave under this policy is unpaid unless applicable law, Policy 3450, Policy 3475, a Memorandum of Understanding, an employment agreement, or Board action provides pay. An employee may use available vacation, personal leave, paid sick leave, or compensatory time as permitted by law and the applicable terms of employment. Victim-related leave shall run concurrently with FMLA or CFRA leave when the employee and the reason for leave qualify under those laws. A protected absence shall not be treated as an unauthorized attendance violation.

3480.8 Required Employee Notice
The District shall provide each employee with the current California Civil Rights Department notice entitled “Survivors of Violence and Family Members of Victims Right to Leave and Accommodations,” or a notice substantially similar in content and clarity:
1. Upon hire;
2. Annually;
3. Upon request; and
4. Whenever an employee informs the District that the employee or the employee’s family member is a victim.

3480.9 Administration
The General Manager shall administer this policy, maintain confidential records, determine which workforce-size requirements apply, and coordinate overlapping leave and accommodation rights.
Questions concerning eligibility, documentation, leave limits, confidentiality, or a proposed denial shall be referred to labor counsel when appropriate.
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3485.1 Purpose
The purpose of this policy is to establish a process for requesting unpaid personal leaves of absence that are not otherwise required by applicable federal or California law while balancing employee needs with the operational requirements of the District.

3485.2 Policy
A Personal Leave of Absence is a discretionary benefit and is not an entitlement. The District may grant an unpaid Personal Leave of Absence when it determines that the leave is in the best interests of both the employee and the District and will not unreasonably interfere with District operations.

3485.3 Eligibility
Regular Full-Time and Regular Part-Time Employees who have successfully completed their initial probationary period may request a Personal Leave of Absence. Approval is not guaranteed and shall be determined on a case-by-case basis.

3485.4 Request for Leave
Employees requesting a Personal Leave of Absence shall submit a written request to the General Manager as far in advance as practicable. The request shall include:
a) The reason for the leave;
b) The anticipated beginning and ending dates;
c) Any additional information requested by the District.

3485.5 Use of Accrued Leave
Employees shall exhaust all applicable accrued paid leave before beginning an unpaid Personal Leave of Absence unless otherwise approved by the General Manager or required by law.

3485.6 Duration
A personal leave of absence may be approved for up to thirty (30) calendar days. The General Manager may approve a longer initial period or one or more written extensions when justified by the circumstances, operationally feasible, and consistent with applicable law. An extension is not automatic and must be requested before the approved leave expires.

3485.7 Benefits
During an unpaid Personal Leave of Absence, employee compensation, benefits, leave accruals, seniority, and retirement service credit shall be administered in accordance with applicable law, District policy, applicable Memoranda of Understanding (MOUs), and employment agreements.

3485.8 Return to Work
An approved personal leave does not guarantee return to the same position, shift, schedule, or assignment unless the written approval or applicable law provides otherwise. The approval shall state any available return rights. An employee shall notify the District of the intended return before leave expires. Failure to return or obtain an extension may be treated as an unauthorized absence and reviewed under Policy 3180, but does not automatically constitute a resignation.
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3490.1 Purpose and Scope
This policy establishes the occasions, rates, authorization, documentation, approval, reporting, and recordkeeping requirements for travel and other actual and necessary expenses incurred on authorized District business. This policy applies to Directors, employees, and other District officials or representatives authorized to incur an expense. Policy 4115 governs Board training, conferences, and professional development. Policy 2120 governs District credit cards. Policy 2115 governs financial approval authority.

3490.2 Qualifying Occasions
Subject to advance authorization and the adopted budget, reimbursement may be provided for actual and necessary expenses incurred in connection with:
a) A conference, seminar, workshop, or legally required training related to District duties;
b) A meeting of a government agency, professional association, regional body, insurer or risk pool, funding source, or community partner at which District representation serves a District purpose;
c) A meeting with legislators, regulators, legal counsel, auditors, consultants, contractors, labor representatives, or another person concerning authorized District business;
d) An inspection, site visit, emergency assignment, mutual-aid activity, recruitment activity, investigation, or other field duty authorized by the District;
e) Travel between District work locations or from a regular District work location to another authorized business location;
f) A Board-approved event or representational duty; or
g) Another occurrence specifically approved in advance by the Board for a Director or by the General Manager for an employee or other representative within delegated authority.
Routine travel between a person's residence and regular worksite or ordinary Board meeting location is commuting and is not reimbursable unless reimbursement is required by law or expressly approved by the Board under a lawful written arrangement.

3490.3 Advance Authorization
An employee or other non-Director claimant shall obtain advance authorization from the General Manager before incurring travel, lodging, registration, or another material reimbursable expense. A Director's reimbursable travel or expense must be authorized before it is incurred by one of the following:
a) Official Board action approving the specific travel or activity;
b) Official Board action approving an annual or categorical list of conferences, training programs, meetings, or representational activities, together with an appropriation; or
c) A previously adopted policy or Board action that clearly identifies the occurrence as qualifying, with written confirmation by the General Manager that funds are available and the proposed expense complies with this policy.
An expense outside the qualifying occasions or rates in this policy requires approval by the Board at a public meeting before the expense is incurred. No Director or employee may authorize the person's own travel or expense.

3490.4 Reimbursement Rates and General Standard
The District will reimburse the lesser of the actual and necessary expense supported by required documentation or the applicable limit in this policy.
a) Personal-vehicle mileage shall be reimbursed at the Internal Revenue Service standard business mileage rate in effect on the date of travel, unless the Board adopts a different lawful rate.
b) Lodging and meal limits shall be the applicable federal General Services Administration rate for the locality, unless a lower rate is established by the conference, grant, or other controlling source.
c) When a conference sponsor offers a group lodging rate, a Director's lodging shall not exceed that rate if it was available when booking. If unavailable, comparable lodging consistent with this policy may be used.
d) Government, group, conference, and other reasonably available discounted rates shall be used.
e) Taxes and mandatory fees may be reimbursed in addition to the applicable lodging limit when reasonable and documented.
The General Manager shall maintain current rate information. A change in an external rate incorporated by this section does not require amendment of the policy.

3490.5 Transportation
Travel shall use a reasonable and economical method considering total cost, travel time, operational need, safety, and availability. Mileage reimbursement shall identify the date, origin, destination, business purpose, and business miles traveled. Reimbursed mileage covers ordinary vehicle operating costs. Fuel for the same personal-vehicle trip shall not be reimbursed separately. Airfare, rail, rental vehicle, parking, tolls, public transportation, and ground transportation may be reimbursed when authorized and reasonably necessary. Upgrades, premium seating, luxury vehicles, personal travel changes, and avoidable fees are not reimbursable unless required by a documented accommodation or specifically approved for a legitimate District reason.

3490.6 Lodging and Meals
Lodging is reimbursable when overnight travel is authorized and reasonably necessary. The claimant shall select reasonably priced lodging near the activity when practicable. Meals are reimbursable when incurred during authorized overnight travel, when included in an approved registration or business meeting, or when otherwise authorized for a legitimate District purpose. Reimbursement is limited to actual cost supported by an itemized receipt and may not exceed the applicable rate. The limit shall be reduced for meals provided by a conference, hotel, host, or registration fee unless the provided meal could not be used because of a documented dietary, disability, scheduling, or operational reason. Reasonable gratuities may be included within the meal limit. Alcoholic beverages are never reimbursable.

3490.7 Non-Reimbursable Expenses
The District shall not pay or reimburse:
a) Personal entertainment, recreation, spa, minibar, movie, or similar charges;
b) Alcoholic beverages;
c) Expenses of a spouse, partner, family member, guest, or other unauthorized traveler;
d) Traffic, parking, or other citations, fines, penalties, or late fees caused by the claimant;
e) Political contributions, campaign expenses, gifts, or personal charitable contributions;
f) Personal travel, an upgraded service selected for convenience, or an extra travel day that does not reduce the District's total cost;
g) A duplicate expense, including an expense already paid by registration, another agency, a District credit card, or another funding source;
h) An expense lacking the required authorization or documentation; or
i) Any expense unrelated to an authorized District purpose.
When a traveler combines District and personal travel, the District shall pay no more than the documented cost the District would have incurred for the authorized District travel alone.

3490.8 Expense Reports and Receipts
A claimant shall submit a signed expense report within thirty calendar days after the expense or return from travel, whichever is later. The report shall state:
a) The dates and destination;
b) The qualifying occasion and District purpose;
c) The authorizing action or person;
d) Each expense by category and amount;
e) Any advance, direct payment, credit-card charge, reimbursement by another source, or personal portion;
f) Mileage details when applicable; and
g) The claimant's certification that the report is true, the expenses were actual and necessary, and no duplicate payment is requested.
Itemized receipts shall accompany each expense for which a receipt is ordinarily issued. A credit-card statement or payment slip alone is not an itemized receipt. A missing-receipt declaration may be accepted from an employee only when the General Manager finds that the expense is independently verifiable and lawful. A Director's reimbursement shall include the receipts required by Government Code section 53232.3. An incomplete or untimely claim may be returned for correction or denied, subject to any reimbursement right required by law or controlling agreement.

3490.9 Review, Approval, and No Self-Approval
No person may approve, audit, or direct payment of that person's own expense.
a) Employee and other non-Director reports shall be reviewed by the claimant's supervisor when applicable and approved by the General Manager.
b) The General Manager's report shall be reviewed for compliance and approved by the Board President, with payment reported to the Board through the normal financial-reporting process.
c) A Director's report shall be reviewed by the General Manager for documentation, rates, authorization, and budget availability, and approved by the Board President.
d) The Board President's report shall be reviewed by the General Manager and approved by the Vice President.
The reviewing official shall not approve an expense that exceeds that official's authority or fails to comply with this policy. An unresolved or out-of-policy Director expense shall be presented to the Board at a public meeting, and the claimant shall not participate in approving the claimant's own reimbursement.

3490.10 Director Meeting Reports and Public Records
A Director who attends a meeting at District expense shall provide a brief report at the next regular Board meeting. The report may be oral or written and should identify the activity, subjects relevant to the District, and material information or follow-up. When more than one Director attends, a joint report is sufficient if it identifies the attending Directors. Expense reports, receipts, approvals, credit-card documentation, and other records relating to reimbursable District expenditures are public records subject to disclosure under applicable law. Confidential information unrelated to the public expenditure may be redacted when authorized by law.

3490.11 District Credit Cards, Advances, and Direct Payment
Use of a District credit card, travel advance, purchase order, or direct District payment does not avoid this policy. The authorized user shall submit the same business-purpose and itemized-receipt documentation required for reimbursement. An unused advance and any amount exceeding the final approved expense shall be returned promptly. A personal or disallowed charge placed on a District card shall be repaid immediately and may result in loss of card privileges and corrective action. Policy 2120 governs card issuance, custody, restrictions, reconciliation, cancellation, and physical return. Policy 3180 governs return of District property at separation.

3490.12 Administration and Records
The General Manager shall maintain standard expense-report and authorization forms, current rate information, and practical procedures consistent with this policy. The Board Secretary shall preserve official Board authorization and Director meeting-report records. Financial records shall be retained under Policy 2145 and the Board-authorized retention schedule for at least seven years after payment when required by Government Code section 60201. No exception may authorize a gift of public funds, self-approval, reimbursement of a personal expense, or payment contrary to Government Code sections 
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3500.1 Purpose and Scope
The District shall provide a safe and healthful workplace and comply with applicable occupational safety and health requirements. This policy applies to employees and, as applicable, volunteers, contractors, and other persons performing District work.

3500.2 Controlling Safety Documents
The District’s current written Injury and Illness Prevention Program, maintained under Policy 3510, is the controlling operational document for general workplace-safety practices and procedures.
Required hazard-specific written programs control their respective subjects. These include:
1. Policy 3505 for injury and incident reporting;
2. Policy 3525 and the written Workplace Violence Prevention Plan;
3. Policy 3530 and applicable personal protective equipment requirements;
4. Policy 2310 for workers’ compensation administration;
5. Policies 2300 and 2305 for emergency and hostile-incident response; and
6. Other written safety programs required for particular hazards, equipment, assignments, or operations.
This policy establishes the District’s overall responsibilities but does not duplicate the detailed procedures maintained in the IIPP or other required written plans.

3500.3 Responsibilities
The General Manager shall ensure that the District maintains and implements the written safety programs, training, inspections, hazard correction, employee access, and records required by law.
Supervisors shall:
1. Enforce applicable safety rules;
2. Respond promptly to reported hazards;
3. Ensure employees receive training appropriate to their assignments;
4. Stop or restrict work when an immediate hazard requires it; and
5. Obtain assistance when a safety issue exceeds their authority or expertise.
Employees shall:
1. Follow the IIPP, required training, and applicable safety rules;
2. Use required protective equipment;
3. Perform only work they are trained and authorized to perform;
4. Promptly report injuries, incidents, hazards, damaged equipment, and unsafe conditions; and
5. Cooperate with safety investigations and corrective measures.

3500.4 Reporting and Nonretaliation
Immediate hazards, injuries, and incidents shall be reported and addressed promptly in accordance with the controlling written program. No person shall be retaliated against for making a good-faith safety report, reporting a workplace injury, requesting required protection, participating in a safety investigation, or exercising a workplace-safety right. Detailed inspection, investigation, correction, training, and recordkeeping procedures shall be maintained in the applicable written safety program rather than repeated in this policy.
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3505.1 Purpose
The purpose of this policy is to establish consistent procedures for reporting workplace injuries, illnesses, accidents, property damage, near misses, and other safety-related incidents to promote employee safety, regulatory compliance, and timely corrective action.

3505.2 Policy
All workplace injuries, illnesses, accidents, property damage, vehicle accidents, hazardous conditions, and near misses shall be reported promptly. Prompt reporting allows the District to provide appropriate medical care, comply with legal reporting requirements, investigate incidents, and implement corrective measures to prevent recurrence.

3505.3 Reportable Incidents
Employees shall immediately report any of the following:
a) Work-related injuries or illnesses;
b) Vehicle accidents involving District-owned, leased, or authorized vehicles;
c) Damage to District property or equipment;
d) Near misses that could have resulted in injury or property damage;
e) Unsafe conditions or hazards;
f) Exposure to hazardous materials, bloodborne pathogens, or other occupational hazards;
g) Workplace violence, threats, or security incidents; and
h) Any other incident that may affect employee safety or District operations.

3505.4 Employee Responsibilities
Employees shall:
a) Immediately notify their supervisor of any reportable incident.
b) Obtain emergency medical assistance when necessary.
c) Cooperate with incident investigations.
d) Complete required reports before the end of their work shift whenever practical, or as soon thereafter as reasonably possible.
e) Provide accurate and truthful information during the reporting and investigation process.

3505.5 Supervisor Responsibilities
Upon notification of a reportable incident, supervisors shall:
a) Ensure appropriate medical care is provided when necessary.
b) Secure the incident scene when appropriate.
c) Notify the General Manager or designee as required.
d) Initiate the required incident investigation.
e) Ensure required reports are completed and submitted timely.
f) Identify and implement corrective actions when appropriate.
3505.6 Incident Investigations
The District shall investigate reportable incidents to determine contributing factors, identify corrective actions, and improve workplace safety. The purpose of an investigation is to prevent future incidents and improve operations. Nothing in this policy limits the District's authority to take disciplinary action when appropriate.

3505.7 Medical Treatment
Employees requiring medical evaluation or treatment shall be referred in accordance with the District's Workers' Compensation policy and applicable law. Emergency medical care shall never be delayed while administrative reporting requirements are being completed.

3505.8 Regulatory Reporting
The District shall complete all reports and notifications required by applicable federal, state, or local law, including Cal/OSHA reporting requirements when applicable.

3505.9 Non-Retaliation
No employee shall be retaliated against for reporting a workplace injury, hazard, near miss, or safety concern in good faith. This provision does not prohibit disciplinary action for willful misconduct, knowingly false reports, or violations of District policy.

3505.10 Administration
The General Manager may establish administrative procedures governing incident reporting, investigations, documentation, and record retention consistent with this policy.
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3510.1 Purpose
The purpose of this policy is to establish the District's commitment to maintaining a safe and healthful workplace through the implementation of a written Injury and Illness Prevention Program (IIPP) in accordance with applicable California law.

3510.2 Policy
The District shall maintain and implement a written Injury and Illness Prevention Program (IIPP) that complies with applicable California Occupational Safety and Health (Cal/OSHA) regulations and other applicable federal and state workplace safety requirements. The District's IIPP shall serve as the primary administrative document governing workplace safety practices and procedures.

3510.3 Responsibilities
The General Manager shall be responsible for ensuring the District maintains a current IIPP and that appropriate procedures are implemented to promote workplace safety. Supervisors are responsible for enforcing safe work practices, correcting identified hazards, and ensuring employees receive required safety training. Employees are responsible for complying with the District's IIPP, following established safety procedures, using required personal protective equipment, and reporting unsafe conditions.

3510.4 Employee Participation
The District encourages employees to actively participate in the safety program by reporting hazards, recommending safety improvements, participating in safety training, and cooperating with workplace safety inspections and investigations. Employees who report safety concerns in good faith shall not be subjected to retaliation.

3510.5 Hazard Identification and Correction
The District shall routinely identify, evaluate, and correct workplace hazards in accordance with the District's IIPP and applicable law. Hazards presenting an immediate danger shall be addressed as quickly as reasonably practicable.

3510.6 Safety Training
The District shall provide safety training appropriate to each employee's assigned duties, work environment, equipment, and applicable regulatory requirements. Additional training shall be provided whenever new hazards, equipment, procedures, or regulatory requirements are introduced.

3510.7 Recordkeeping
Safety inspections, training records, hazard corrections, and other documentation required by the District's IIPP or applicable law shall be maintained in accordance with applicable record retention requirements.

3510.8 IIPP Maintenance and Revision
The General Manager shall ensure that the District maintains an effective written Injury and Illness Prevention Program. The IIPP shall be evaluated and revised when new substances, processes, procedures, equipment, operations, or previously unrecognized hazards are introduced or identified; when an incident, inspection, citation, or trend shows a deficiency; or when controlling requirements change. Employees and authorized representatives shall receive access to the current IIPP as required by law.
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3515.1 Purpose
The purpose of this policy is to promote a safe, healthy, and professional work environment by establishing a smoke-free and tobacco-free workplace in accordance with applicable California law.

3515.2 Policy
The Morongo Valley Community Services District is committed to providing a workplace that protects employees, volunteers, contractors, visitors, and members of the public from exposure to secondhand smoke and other tobacco-related products. Smoking, vaping, and the use of tobacco products are prohibited except as specifically authorized by this policy.

3515.3 Prohibited Products
For purposes of this policy, prohibited products include, but are not limited to:
a) Cigarettes;
b) Cigars;
c) Pipes;
d) Electronic cigarettes (e-cigarettes);
e) Vape pens and vaping devices;
f) Smokeless tobacco products;
g) Cannabis or marijuana when smoked or vaporized; and
h) Any other smoking or tobacco product prohibited by applicable law.

3515.4 Prohibited Areas
Smoking, vaping, or the use of prohibited products is prohibited:
a) Inside all District-owned or leased buildings;
b) Inside all District-owned or leased vehicles and equipment;
c) At fire stations;
d) Within District offices;
e) Within District parks, playgrounds, recreational facilities, and other public-use areas where prohibited by law or District rule;
f) During District meetings, training sessions, public events, or official District functions; and
g) In any other location where prohibited by applicable law.

3515.5 Breaks
This policy does not create additional break periods for employees who smoke or use tobacco products. Employees using authorized breaks shall comply with all provisions of this policy and return to work on time.

3515.6 Prescription and Nicotine Cessation Products
Nothing in this policy prohibits the lawful use of nicotine replacement products or other medications prescribed or recommended for smoking cessation when used as intended.

3515.7 Compliance
Employees are expected to comply with this policy at all times while conducting District business or while on District property. Violations of this policy may result in corrective or disciplinary action consistent with District policy.

3515.8 Designated Smoking Areas
The General Manager may designate an outdoor smoking area only when the location and use comply with applicable law and District policy and do not expose employees or the public to prohibited smoke or vapor. Nothing in this section requires the District to establish or maintain a designated smoking area.



HEALTH, SAFETY & SECURITY | PERSONNEL
[bookmark: _Toc235952570]POLICY 3525:	Workplace Violence Prevention

3525.1 Purpose and Scope
This policy establishes the District's workplace violence prevention and compliance framework. It applies to District employees and work areas covered by applicable law. Volunteers, officials, contractors, and other persons performing District work shall comply with applicable safety requirements and report workplace violence concerns affecting District operations. The District prohibits workplace violence and threats of violence and shall maintain an effective prevention program appropriate to its size, worksites, public services, and operations.

3525.2 Separate Written Workplace Violence Prevention Plan
The District shall maintain a separate written Workplace Violence Prevention Plan (WVPP) that complies with California Labor Code section 6401.9, California Code of Regulations, title 8, section 3342 when applicable, and any applicable successor regulation. This policy is not the written WVPP and does not replace it. The WVPP shall be specific to the hazards and corrective measures of the District's work areas and operations, remain in effect at all times, and be readily accessible at no cost to employees, authorized employee representatives, and Cal/OSHA representatives.

The District may maintain one WVPP with short work-area or operation-specific sections rather than separate plans for each department. Because emergency medical services provided by firefighters, emergency medical technicians, and paramedics are subject to California Code of Regulations, title 8, section 3342, the WVPP shall include an EMS/Fire Operations section that satisfies the requirements applicable to those operations. Other District work areas and operations shall comply with California Labor Code section 6401.9 and any applicable successor general-industry regulation. The WVPP shall identify responsible positions and establish practical procedures for:
a) Employee and authorized representative involvement;
b) Coordination with other employers when applicable;
c) Reporting, communication, compliance, and non-retaliation;
d) Identifying, evaluating, and timely correcting workplace violence hazards;
e) Responding to emergencies under Policy 2305;
f) Post-incident response and investigation;
g) Training, the violent incident log, and required records; and
h) Reviewing and revising the plan.
Policy 2305 governs immediate protective action during an actual or imminent hostile incident. The WVPP contains the District's worksite-specific emergency procedures, alert methods, evacuation and sheltering arrangements, and other operational details.

3525.3 Prohibited Conduct
Workplace violence and threats of violence are prohibited while on District property, performing District work, using District vehicles or equipment, or participating in a District activity. Prohibited conduct includes an assault or attempted assault, a threat of physical harm, use or threatened use of a weapon, stalking or intimidation that conveys a threat of physical harm, or property destruction used to threaten or intimidate another person. Workplace violence and threats of violence have the meanings established by applicable law, including California Labor Code section 6401.9 and California Code of Regulations, title 8, section 3342. Lawful acts of self-defense or defense of others are not workplace violence under those requirements. Conduct that violates another District policy may be addressed under that policy even when it does not meet the legal definition of workplace violence.

3525.4 Administration and Employee Involvement
The General Manager is responsible for administration of the WVPP and may designate a coordinator or assign specific duties to supervisors or other qualified persons. Supervisors shall promptly forward reports, cooperate with safety reviews and investigations, and implement authorized protective and corrective measures. Employees shall follow the WVPP, promptly report workplace violence incidents, threats, and hazards, participate in required training, and cooperate with lawful safety measures. The District shall obtain the active involvement of employees and authorized employee representatives in developing, implementing, and reviewing the WVPP. For a District of this size, involvement may occur through staff or safety meetings, written requests for input, direct participation in hazard reviews, or another effective method documented in the WVPP. When District employees share a worksite with another employer, contractor, staffing agency, or service provider, the District shall coordinate responsibilities for training, reporting, investigation, and incident logging as required by law and the WVPP.

3525.5 Reporting and Non-Retaliation
An employee shall promptly report an actual or suspected workplace violence incident, threat, warning sign, or workplace violence hazard to a supervisor, the General Manager, or another reporting contact identified in the WVPP. A report may be oral or written, and use of a particular form is not required. If a report concerns the employee's supervisor, the employee may report to another supervisor or the General Manager. If a report concerns the General Manager, the employee may report to the Board President or District legal counsel. Nothing prevents a person from contacting law enforcement or Cal/OSHA as permitted by law. If there is an immediate danger, the person shall call 911 when safe and follow Policy 2305. A person does not need to complete an internal report before requesting emergency assistance. An employee is encouraged to notify the General Manager when a restraining order or similar circumstance may reasonably affect workplace safety. The employee need not disclose personal information unrelated to the safety concern. The District prohibits retaliation against a person for making a good-faith report, raising a safety concern, seeking emergency assistance, participating in the WVPP, or cooperating in an investigation.

3525.6 Evaluation, Investigation, and Hazard Correction
The General Manager or designee shall promptly evaluate reports and, as appropriate:
a) Address immediate safety and medical needs;
b) Implement reasonable interim protective measures;
c) Investigate or arrange for investigation of the incident or concern;
d) Coordinate with law enforcement, emergency responders, legal counsel, the District's risk-management provider, or another appropriate resource;
e) Identify contributing workplace hazards; and
f) Implement and document corrective action.
Employees who raise a concern shall be informed of the general results and corrective measures to the extent appropriate and permitted by law. The District shall protect information as reasonably practicable but shall not promise absolute confidentiality when disclosure is necessary for safety, a fair investigation, due process, or legal compliance. For an incident involving an operation subject to California Code of Regulations, title 8, section 3342, the District shall also provide the medical assistance, employee support, debriefing, and other post-incident measures required by that section.

Workplace violence hazards shall be identified and evaluated through an initial assessment, scheduled periodic inspections, review after each workplace violence incident, and review whenever the District becomes aware of a new or previously unrecognized hazard. Identified hazards shall be corrected in a timely manner. When immediate correction is not possible, the District shall use reasonable interim safeguards based on the seriousness of the hazard. Operations subject to California Code of Regulations, title 8, section 3342 shall comply with the hazard-control methods and correction timeframes required by that section.

An investigation of alleged employee misconduct shall also comply with Policy 3115. Any disciplinary action shall comply with Policy 3120, applicable due process requirements, and an applicable Memorandum of Understanding or employment agreement. A safety review or log entry is not, by itself, a disciplinary finding.

3525.7 Violent Incident Log
The District shall record every event that meets the legal definition of a workplace violence incident in a violent incident log. The entry shall be based on information from affected employees, witnesses, and investigation findings and shall include the classifications and other information required by law. The log shall not include personal identifying information sufficient to identify a person involved in the incident. It is a safety and prevention record, not a determination of criminal or disciplinary responsibility. A reported concern that does not meet the definition of a workplace violence incident shall still be evaluated and may be documented as a hazard or concern, but it need not be placed in the violent incident log unless required by law. The violent incident log shall be reviewed as part of each required WVPP review and retained for at least five years.

3525.8 Training
The District shall provide effective WVPP training when the plan is first established, to new employees as part of their initial safety training, and at least annually thereafter. Additional training shall be provided when a new or previously unrecognized workplace violence hazard is identified or when changes to the WVPP affect employee responsibilities or safety. Training shall cover the District's WVPP, how to obtain a copy and participate in the plan, applicable definitions and requirements, reporting without fear of retaliation, job-specific hazards and corrective measures, how to obtain help and avoid physical harm, the violent incident log and record-access rights, and an opportunity for interactive questions with a person knowledgeable about the District's plan. Employees engaged in emergency medical services, patient contact, or assignments covered by California Code of Regulations, title 8, section 3342 shall also receive the additional initial, refresher, and assignment-specific training required by that section. Training may be combined with other District safety training when all required WVPP subjects are covered and the WVPP training is properly documented.

3525.9 Records and Required Notifications
The District shall create, retain, and provide access to WVPP records as required by law. At a minimum:
a) Hazard identification, evaluation, and correction records shall be retained for five years;
b) Training records shall be retained for one year;
c) Violent incident logs shall be retained for five years; and
d) Workplace violence incident investigation records shall be retained for five years and shall not contain medical information prohibited by law.
For records governed by California Labor Code section 6401.9, hazard records, training records, and violent incident logs shall be provided without cost to employees and authorized employee representatives for examination and copying within fifteen calendar days of a request. Records governed by California Code of Regulations, title 8, section 3342 shall be made available as required by that section and section 3204. All required records shall be made available to Cal/OSHA upon request. The violent incident log does not replace injury reporting, workers' compensation, Cal/OSHA serious-injury reporting, or occupational injury and illness recordkeeping. Applicable incidents shall also be processed under Policies 3505 and 2310 and other controlling requirements.

3525.10 Review and Revision
The General Manager shall review the WVPP with active employee and authorized representative involvement at least annually, after each workplace violence incident, when a deficiency becomes apparent, and when new hazards, operations, or legal requirements warrant review. The General Manager may approve and implement administrative revisions to the separate written WVPP without amending this Board policy, unless Board action is required by law, another District policy, or the nature of the change. Employees shall be informed and trained when a revision affects their responsibilities or safety. 

3525.11 Compliance and Controlling Authority
An employee who engages in workplace violence, makes a threat of violence, retaliates against a reporting person, or fails to comply with lawful safety requirements may be subject to corrective or disciplinary action, up to and including termination, subject to Policy 3120, applicable due process, and any controlling agreement. A nonemployee may be removed from District property, restricted from District facilities, referred to law enforcement, or subject to another lawful remedy. No exception may waive a requirement imposed by applicable workplace safety law. If this policy or the WVPP conflicts with controlling law, the controlling law shall govern.
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3530.1 Purpose and Exclusive Subject
This policy exclusively governs hazard assessment, selection, provision, fit, use, inspection, care, maintenance, replacement, training, and records for personal protective equipment used in District work. Policy 3200 governs ordinary professional appearance and uniforms. An item is governed by this policy when it is selected or required to protect against a workplace hazard, even if it is also worn as part of a uniform. Policy 3180 exclusively governs return of District-owned PPE and other property when District service ends.

3530.2 Scope and Definition
This policy applies to employees, volunteers, temporary employees, interns, and other persons performing District work when the District is responsible for their PPE. Contractors are responsible for their employees' PPE unless law or a written agreement assigns a different responsibility. PPE includes protective clothing, helmets, eye and face protection, hearing protection, gloves, protective footwear, respiratory protection, high-visibility protective apparel, fall protection, protective shields or barriers worn or used by an individual, and specialized firefighting or emergency-response protective ensembles. An ordinary uniform or logo shirt is not PPE merely because the District requires it for appearance or identification.

3530.3 Hazard Assessment and Written Requirements
The District shall assess workplaces and tasks to determine whether hazards are present or likely to be present that require PPE. When required by California Code of Regulations, title 8, section 3380, the District shall document the assessment through a written certification identifying the workplace evaluated, the person certifying the evaluation, the date, and the document as a hazard-assessment certification. The assessment shall be reviewed when work, equipment, substances, facilities, recognized hazards, incident experience, or applicable requirements materially change. The General Manager or designee may maintain District-wide requirements together with department, work-area, task, or operation-specific PPE procedures. Firefighter protective equipment shall also be covered by the written plan required by title 8, section 3401.

3530.4 Selection, Fit, and Provision
The District shall select PPE that:
a) Is approved and suitable for its intended use;
b) Protects against the hazards identified;
c) Properly fits the affected user;
d) Is compatible with other PPE used at the same time;
e) Does not unduly interfere with movements necessary to perform the work; and
f) Meets applicable manufacturer instructions, consensus standards, Cal/OSHA requirements, and fire-service or other specialized requirements.
The District shall communicate selection decisions and provide required PPE at no cost when required by law. A collective bargaining agreement or District policy may provide greater benefits.

3530.5 Employee and Volunteer Responsibilities
A person required to use PPE shall:
a) Use the required PPE whenever performing the covered work;
b) Follow training, manufacturer instructions, written safety procedures, and lawful supervisor direction;
c) Inspect PPE before use to the extent required by training and procedure;
d) Properly don, doff, adjust, wear, clean, store, and maintain the PPE;
e) Immediately report missing, damaged, contaminated, expired, improperly fitting, or defective PPE;
f) Stop and obtain direction before performing a task when required PPE is unavailable or unsafe;
g) Not alter, bypass, disable, misuse, share, or use PPE for an unauthorized purpose; and
h) Participate in required training, fit testing, medical evaluation, inspection, or competency verification.
Reporting a PPE defect or stopping work in good faith because required PPE is unavailable shall not result in retaliation.

3530.6 Inspection, Sanitation, Maintenance, and Replacement
Required PPE shall be maintained in a safe and sanitary condition. Defective or damaged PPE shall not be used and shall be removed from service, isolated, tagged, repaired, or disposed of as appropriate. The District shall establish inspection, cleaning, decontamination, maintenance, testing, useful-life, storage, and replacement practices appropriate to the equipment and hazard. Only a qualified or authorized person may repair or return specialized PPE to service when the manufacturer, regulation, or written program requires that qualification. The District shall replace required PPE that is expired, contaminated beyond safe reuse, damaged through authorized work, no longer fits, fails inspection, or no longer provides the intended protection. Loss, intentional damage, unauthorized use, or failure to exercise reasonable care may be investigated and addressed through corrective or disciplinary action. Any financial recovery shall comply with applicable wage law and shall not be made through an unauthorized wage deduction.

3530.7 Training and Demonstrated Competency
Before a person performs work requiring PPE, the District shall provide training required by the applicable standard. Training under title 8, section 3380 shall address:
a) When PPE is necessary;
b) What PPE is necessary;
c) How to properly don, doff, adjust, and wear it;
d) Its limitations; and
e) Its proper care, maintenance, useful life, and disposal.
The affected person shall demonstrate understanding and the ability to use the PPE properly before performing the covered work. Retraining shall be provided when workplace or equipment changes make prior training obsolete or when conduct or knowledge shows that competency has not been retained. The District shall maintain the written training certification required by law, including the employee's name, training date, and subject. An existing District training roster may serve this purpose when it contains all required information and reliably documents understanding or competency as required.

3530.8 Personally Owned PPE
Personally owned PPE may be used only when authorized and when the District has determined that it is adequate, compatible, properly maintained, sanitary, and compliant with applicable standards. Allowing personal PPE does not eliminate the District's responsibility for required protection. The District may prohibit personal PPE, require inspection before use, or withdraw approval when necessary for safety, standardization, sanitation, liability, or operational compatibility.

3530.9 Specialized Protective Programs
The District shall maintain and implement any specialized program required for the work, including as applicable:
a) Structural and wildland firefighter protective clothing and equipment;
b) Respiratory protection, medical evaluation, fit testing, and cartridge or breathing-air requirements;
c) Bloodborne pathogen and infection-control protection;
d) Hearing conservation;
e) Fall protection;
f) Hazardous-material and chemical protection;
g) Eye, face, head, hand, and foot protection; and
h) High-visibility and traffic-control protection.
Specialized operational details may be maintained in the Injury and Illness Prevention Program, Fire Department Policy Manual, respiratory protection program, exposure-control plan, or another written safety program. Those documents shall be consistent with this policy and controlling law.

3530.10 Work Restrictions and Emergency Operations
No person shall be directed or permitted to perform a task requiring PPE unless the required protection is available, serviceable, and used as required. A supervisor shall stop, delay, reassign, or modify the task when required PPE is unavailable or unsafe. Emergency-response personnel shall follow the applicable incident-command, firefighter-safety, respiratory-protection, and operational procedures. An emergency does not authorize disregard of a nonwaivable safety requirement.

3530.11 Administration, Records, and Compliance
The General Manager is responsible for District-wide administration and may assign operational responsibilities to supervisors, safety personnel, the Fire Chief, qualified vendors, or other competent persons. The District shall retain hazard assessments, written plans, inspection records, fit-test and medical-clearance records, training certifications, and other PPE records for the periods and in the manner required by law and Policy 2145. Confidential medical information shall be maintained separately under Policy 3135. Failure to use or care for required PPE, intentional misuse, or unauthorized alteration may result in removal from the task and corrective or disciplinary action under Policy 3120. No exception may waive a Cal/OSHA requirement or compromise the intended protection.
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3535.1 Purpose
The purpose of this policy is to provide eligible employees with job-protected leave following a reproductive loss event in accordance with California Government Code section 12945.6 and other applicable law.

3535.2 Eligibility
An employee is eligible for reproductive loss leave after being employed by the Morongo Valley Community Services District (“District”) for at least 30 calendar days before the leave begins. This policy applies to eligible employees regardless of whether they are classified as full-time, part-time, probationary, or temporary.

3535.3 Definitions
For purposes of this policy:
a) “Reproductive Loss Event” means the final day, or the only day, of any of the following:
1. Failed Adoption: The dissolution or breach of an adoption agreement with the birth mother or legal guardian, or an adoption that is not finalized because it is contested by another party. This applies when the employee would have been a parent of the adoptee if the adoption had been completed.
2. Failed Surrogacy: The dissolution or breach of a surrogacy agreement or a failed embryo transfer to the surrogate. This applies when the employee would have been a parent of a child born as a result of the surrogacy.
3. Miscarriage: A miscarriage experienced by the employee, the employee’s current spouse or domestic partner, or another individual when the employee would have been a parent of a child born as a result of the pregnancy.
4. Stillbirth: A stillbirth resulting from the pregnancy of the employee, the employee’s current spouse or domestic partner, or another individual when the employee would have been a parent of a child born as a result of the pregnancy.
5. Unsuccessful Assisted Reproduction: An unsuccessful round of intrauterine insemination or an assisted reproductive technology procedure involving the employee, the employee’s current spouse or domestic partner, or another individual when the employee would have been a parent of a child born as a result of the pregnancy.
b) “Assisted Reproduction” means a method of achieving pregnancy through artificial insemination or embryo transfer, including gamete or embryo donation. It does not include pregnancy achieved through sexual intercourse.

3535.4 Amount of Leave
An eligible employee may take up to five days of reproductive loss leave following a reproductive loss event. The leave days are not required to be consecutive. If an employee experiences more than one reproductive loss event within a 12-month period, the District is not required to provide more than a total of 20 days of reproductive loss leave during that 12-month period unless a greater benefit is provided by applicable law, an applicable Memorandum of Understanding, an employment agreement, or another District policy. A reproductive loss event occurring over more than one day shall be treated as one event, with the final day considered the date of the event.

3535.5 Time for Taking Leave
Reproductive loss leave must generally be completed within three months following the reproductive loss event. If, before or immediately following the reproductive loss event, the employee is on or elects to take another form of leave available under state or federal law, the reproductive loss leave must be completed within three months following the end of that other leave.

3535.6 Requesting Leave
An employee may request reproductive loss leave orally or in writing from the employee’s supervisor, the General Manager, or the General Manager’s designee. The employee should provide notice as soon as reasonably practicable. Failure to provide advance notice shall not be a basis for denying leave when advance notice was not reasonably possible. The employee only needs to provide sufficient information for the District to understand that the requested absence may qualify as reproductive loss leave. The District shall not require the employee to provide medical documentation, adoption records, surrogacy records, or other documentation substantiating the reproductive loss event. A supervisor who receives a request shall promptly forward it to the General Manager or designee and shall protect the confidentiality of the information.

3535.7 Compensation During Leave
Reproductive loss leave is unpaid unless compensation is provided under another applicable District policy, an applicable Memorandum of Understanding, an employment agreement, or applicable law. An employee may elect to use any accrued and available:
a) Vacation leave;
b) Personal leave;
c) Sick leave;
d) Compensatory time off, if available; or
e) Other available paid leave authorized by District policy, an applicable Memorandum of Understanding, or an employment agreement.
The District shall not require an employee to use accrued paid leave unless otherwise permitted by applicable law, an applicable Memorandum of Understanding, or an employment agreement.

3535.8 Alternative and Twenty-Four-Hour Work Schedules
Reproductive loss leave for employees assigned to alternative, extended, or 24-hour work schedules shall be calculated and administered in accordance with applicable law, the employee’s regular work schedule, any applicable Memorandum of Understanding, and District payroll procedures. The District shall consult legal counsel when necessary to determine the appropriate application of a leave day to an alternative or 24-hour schedule.

3535.9 Coordination With Other Leave
Reproductive loss leave is a separate and distinct right from other leave available under state or federal law. Depending on the circumstances, an employee may also qualify for pregnancy disability leave, family and medical leave, sick leave, bereavement leave, disability accommodation, or another protected absence. The District shall coordinate applicable leave rights without requiring an employee to waive or reduce a right provided by law.

3535.10 Attendance and Employment Protections
Approved reproductive loss leave shall not be treated as an unauthorized absence or used as a negative factor in an employment decision. Upon completion of the leave, the employee shall be returned to the employee’s position consistent with applicable law, unless the employee’s employment would have ended or changed for a lawful reason unrelated to the leave. Employment benefits, service credit, and leave accruals during unpaid reproductive loss leave shall be administered in accordance with applicable law, District policy, an applicable Memorandum of Understanding, and any applicable employment agreement.

3535.11 Confidentiality
The District shall maintain the confidentiality of an employee requesting or taking reproductive loss leave. Information concerning a reproductive loss event shall not be placed in a general personnel file or disclosed except:
a) To District personnel who need the information to administer the leave;
b) To District legal counsel as necessary;
c) As required by law; or
d) As authorized by the employee.
Supervisors shall not disclose the reason for the employee’s absence to coworkers or other persons who do not have a legitimate need for the information.

3535.12 Prohibition Against Interference and Retaliation
The District prohibits interference with, restraint of, or denial of an employee’s exercise or attempted exercise of rights under this policy. The District shall not discriminate or retaliate against an employee or other individual because the person:
a) Requested or took reproductive loss leave;
b) Attempted to exercise a right under this policy;
c) Provided information concerning reproductive loss leave;
d) Reported a suspected violation of this policy; or
e) Participated or provided testimony in an inquiry or proceeding concerning reproductive loss leave.

3535.13 Reporting Concerns
An employee who believes that reproductive loss leave has been denied, interfered with, or resulted in retaliation should promptly report the concern to the General Manager or the General Manager’s designee. If the concern involves the General Manager, the employee may report it to the Board President. The District shall promptly review the concern and take appropriate corrective action when warranted. Nothing in this policy requires an employee to complete the District’s internal reporting process before contacting the California Civil Rights Department or another governmental agency.

3535.14 Administration
The General Manager or designee shall administer this policy, coordinate qualifying leave, maintain confidential records, and ensure that supervisors understand their responsibilities. No supervisor may deny reproductive loss leave or request supporting documentation without consulting the General Manager.

3535.15 Controlling Authority
Nothing in this policy shall be interpreted to reduce a right provided by applicable law, an applicable Memorandum of Understanding, or an employment agreement. If this policy conflicts with applicable law, the law shall control. The General Manager shall consult District legal counsel and recommend a corrective amendment when a conflict is identified.
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4100.1 Purpose
The purpose of this policy is to establish attendance expectations for members of the Board of Directors to promote effective governance, maintain a quorum, and ensure the orderly conduct of District business.

4100.2 Policy
Members of the Board of Directors are expected to attend all regular and special meetings of the Board, as well as other official meetings, workshops, and training sessions when attendance is required or authorized by the Board. Regular attendance is essential to fulfilling the duties and responsibilities of elected office.

4100.3 Absences Without Notification
A Board Member who is unable to attend a meeting shall notify the Board President and/or the General Manager as soon as reasonably practicable before the meeting. The meeting minutes shall reflect whether an absence was with or without notification. 

4100.4 Voluntary Vacating of Board Seat
A Board member who is absent from three (3) consecutive regular Board meetings, without prior notice to the Board President or General Manager and without good cause, may be contacted by the Board President or General Manager to determine whether the Board member intends to continue serving in office. Absence from three (3) consecutive regular Board meetings constitute a resignation or automatically create a vacancy. A Board member wishing to voluntarily vacate their seat shall submit a written resignation in accordance with applicable law. Any vacancy on the Board shall be determined and filled in accordance with applicable California law and District policy.

4100.4 Quorum
A majority of the total membership of the Board of Directors shall constitute a quorum for the transaction of District business. A Director who arrives late or departs before adjournment shall be noted in the meeting minutes. 

4100.5 Vacancies
A vacancy resulting from Board Member absences shall be governed by applicable California law.

4100.6 Attendance Records
The Board Secretary shall ensure that Director attendance, late arrival, early departure, and excused or unexcused absence are accurately reflected in the official meeting minutes and other attendance records required by law or District policy.
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4105.1 Purpose
The purpose of this policy is to establish the authority, formation, and operation of Board committees to assist the Board of Directors in carrying out its governance responsibilities.

4105.2 Policy
The Board of Directors may establish standing committees, ad hoc committees, or advisory committees as permitted by applicable law and as necessary to facilitate the efficient conduct of District business. Committees serve in an advisory capacity unless expressly granted decision-making authority by the Board of Directors or applicable law.

4105.3 Establishment of Committees
Board committees shall be established by Board action. The Board shall determine the committee's:
a) Purpose;
b) Scope of responsibilities;
c) Membership;
d) Duration, if applicable; and
e) Reporting requirements.

4105.4 Standing Committees
Standing committees may be established to provide ongoing review of designated District functions or programs. Standing committees shall operate in accordance with their Board-approved purpose and applicable law.

4105.5 Ad Hoc Committees
The Board may establish ad hoc committees for a limited purpose or specific project. Unless otherwise directed by the Board, an ad hoc committee shall automatically dissolve upon completion of its assigned purpose or the submission of its final report.

4105.6 Committee Authority
Committees shall:
a) Review and evaluate matters assigned by the Board;
b) Develop recommendations for consideration by the Board;
c) Report findings and recommendations at Board meetings when appropriate.
Committees shall not establish District policy, authorize expenditures, direct District employees, or otherwise exercise authority reserved to the Board of Directors unless specifically authorized by Board action or applicable law.

4105.7 Meetings
Committee meetings shall be conducted in accordance with applicable California law, including the Ralph M. Brown Act when applicable. Committee agendas, notices, and minutes shall be prepared and maintained as required by law.

4105.8 Staff Support
The General Manager shall assign District staff to provide administrative support to Board committees as necessary. Requests for research, reports, or other staff assistance shall be coordinated through the General Manager.

4105.9 Committee Charters and Procedures
The Board may adopt a charter, scope, duration, membership structure, reporting requirement, or operating procedure for a committee through official Board action. A committee document shall remain consistent with the Brown Act, Policy 1010, this policy, and the Board action establishing the committee and shall not independently grant administrative or expenditure authority.
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4110.1 Purpose and Exclusive Subject
This policy identifies the elected offices of the Board, the Board's administrative support officer, and the appointed District officers. It establishes the selection, basic functions, terms, and vacancies of those offices without duplicating the detailed duties assigned elsewhere. Policy 1010 exclusively governs the allocation of authority among the Board acting collectively, individual Directors, and the General Manager. Policy 1015 governs the Board Secretary. Policy 1045 governs General Manager functions. Policy 4200 governs the mechanics of official Board action.

4110.2 Officer Structure
The District's officer structure is as follows:
a) Elected Board offices: President, Vice President, Finance Director, Park Director, and Fire Commissioner;
b) Administrative support to the Board: Board Secretary, governed by Policy 1015; and
c) Appointed District officers: General Manager and District Treasurer.
The President and Vice President are the Board offices required by California Government Code section 61043. The Finance Director, Park Director, and Fire Commissioner are additional Board offices created under section 61043. These additional titles are Board liaison offices and are not District employment positions.

4110.3 Election, Terms, Reassignment, and Vacancies
Within forty-five days after each general district or unopposed election, the Board shall meet and elect its President and Vice President. At the same organizational meeting, and annually when the Board elects its officers, the Board shall also elect a Finance Director, Park Director, and Fire Commissioner. No Director may hold more than one elected Board office. Each officer serves until a successor is elected or the Board changes the assignment by official action. The Board may reelect, reassign, or remove a Board officer by official action consistent with applicable law.

If a Board office becomes vacant, the Board shall elect a successor by official action. The Vice President may perform the President's presiding duties during the President's temporary absence or inability to serve, but a vacancy in the office of President shall be filled by Board election. The Board Secretary, General Manager, and District Treasurer are appointed positions and are not selected through the annual election of Board officers.

4110.4 Board President
The Board President shall:
a) Preside over Board meetings and facilitate fair and orderly consideration of District business;
b) Preserve order and apply the Board's adopted meeting procedures, subject to the authority of the Board as a body;
c) Coordinate with the General Manager and Board Secretary regarding meeting preparation in accordance with Policies 4205 and 4235;
d) State or cause motions and vote results to be stated clearly for the record;
e) Execute documents on behalf of the District when authorized by law or official Board action;
f) Serve as the Board's representative or spokesperson only when authorized by the Board or District policy; and
g) Perform other duties assigned by law, District policy, or official Board action.
The office of President does not confer unilateral authority to bind the District, direct District employees, or exercise powers reserved to the Board as a body. Policy 1010 controls.

4110.5 Vice President
The Vice President shall perform the President's presiding duties during the President's absence or inability to serve and shall perform other duties assigned by law, District policy, or official Board action. While acting as presiding officer, the Vice President has the same procedural authority as the President. Temporary service as presiding officer does not change the Vice President's elected office or create automatic succession to a vacant presidency.

4110.6 Finance Director, Park Director, and Fire Commissioner
The Finance Director, Park Director, and Fire Commissioner are Board liaison offices. Within the subject assigned to the office, each liaison may:
a) Review information lawfully available to the Board;
b) Raise questions and information requests through the process established by Policy 1020;
c) identify matters that may warrant consideration by the full Board;
d) Present observations and recommendations at a Board meeting; and
e) Serve on a committee or as a District representative when separately appointed or authorized.
The Finance Director's liaison subject is the District's budget, audits, financial reports, reserves, and fiscal policies. The Finance Director is not the District Treasurer, does not hold a staff finance position, and has no individual authority to approve a payment, expenditure, transfer, investment, or financial transaction. The Park Director's liaison subject is District park and recreation policy, programs, facilities, service levels, and capital needs. The Park Director is not the Park Manager or a department supervisor. The Fire Commissioner's liaison subject is District fire protection and emergency medical service policy, service levels, budget, facilities, equipment, and organizational performance. The Fire Commissioner is not the Fire Chief, an incident commander, or a member of the operational chain of command. These liaison offices do not give a Director authority beyond that held by any other individual Director. Policy 1010 governs authority, Policy 1020 governs communications and information requests, and Policy 4105 governs Board committees.

4110.7 Board Secretary
The District shall have a Board Secretary. The appointment, acting service, authority, duties, delegation, attestation, certification, and recordkeeping responsibilities of the Board Secretary are governed exclusively by Policy 1015 and are not repeated in this policy.

4110.8 General Manager
The Board shall appoint a General Manager in accordance with California Government Code section 61045. The General Manager serves at the pleasure of the Board. Policy 1010 governs the General Manager's relationship with the Board, and Policy 1045 governs the General Manager's functions under California Government Code section 61051. Appointment as General Manager does not, by itself, appoint the person as District Treasurer. The concurrent appointment is made under section 4110.9.

4110.9 District Treasurer; Concurrent Appointment of General Manager
The District has designated an alternative depositary for District funds in place of the San Bernardino County Treasury and has established the office of District Treasurer, as documented in Resolution No. 2020-02 and any controlling or successor Board action.

Pursuant to California Government Code sections 61045 and 61053, and by adoption of this policy as official Board action, the Board appoints the person holding the office of General Manager to serve concurrently as District Treasurer unless the Board appoints another qualified person by later official Board action. The Board's resolution and minutes adopting this policy shall expressly identify and confirm the person appointed so that the appointment is clear in the official record. The District Treasurer:
a) Serves at the pleasure of the Board;
b) Shall be bonded in the amount fixed by the Board, with the District paying the cost of the bond;
c) Shall receive only the compensation, if any, established by official Board action;
d) Shall exercise custody, depositary, reporting, investment, disbursement, and other fiscal authority only as provided by applicable law, the Board's alternative-depositary resolution, the approved budget, District fiscal policies, authorized signature controls, and official Board action;
e) Shall make, sign, present, and file the quarterly or more frequent written reports concerning receipts, disbursements, and balances required by California Government Code section 61053; and
f) Shall perform other duties assigned by applicable law, District policy, or official Board action.
When the same person serves as General Manager and District Treasurer, the required signed Treasurer reports shall still be presented to the Board and placed in the District's official records. The statutory requirement to file the report with the General Manager shall not be treated as eliminating the signed report merely because the offices are held by the same person. The General Manager's responsibility to supervise District finances under California Government Code section 61051 does not, without the appointment required by this section, confer the office, custody, or statutory powers of District Treasurer. Conversely, appointment as District Treasurer does not enlarge the General Manager's spending, contracting, debt, investment, or check-signing authority beyond applicable law and the authority separately established by Board policy and official Board action.

4110.10 Officer Records and Administration
The Board Secretary shall maintain the official record of Board officer elections, reassignments, vacancies, appointments of the General Manager and District Treasurer, compensation established for appointed officers, and the bond required for the District Treasurer. No title or temporary performance of duties creates authority beyond that established by applicable law, District policy, and official Board action. A question concerning appointment, bonding, compensation, incompatibility, or the legal authority of an officer shall be referred to District Legal Counsel when appropriate.
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4115.1 Purpose and Exclusive Subject
This policy governs:
a) Legally required ethics training and fiscal and financial training for covered officials of the Morongo Valley Community Services District (“District”);
b) Legally required sexual harassment prevention training for Directors; and
c) District orientation, continuing education, conferences, and professional development for Directors.
Policy 3145 governs employee workplace-harassment prevention training. Policy 2145 govern retention and preservation of District records, and Policy 2410 governs public-record requests. Policy 4120 governs Board Member conduct. Policy 3490 governs travel authorization and expense reimbursement. Policy 4215 governs compliance with the Ralph M. Brown Act, and Policy 4230 governs parliamentary authority. 

4115.2 Covered Officials and Ethical Responsibility
For purposes of required ethics training, “Ethics Covered Official” means:
a) Each Director;
b) The General Manager and District Treasurer;
c) Each department head or other similar administrative officer, including the Fire Chief and Park Manager when serving as department heads, and any successor or equivalent position; and
d) Any employee designated by the Board to receive ethics training.
For purposes of required fiscal and financial training, “Fiscal Covered Official” means:
a) Each Director and any other elected District officer;
b) The General Manager and District Treasurer;
c) Any official appointed by the Board whose official duties include making decisions or recommendations concerning financial administration, budgeting, or the use of public resources;
d) Each local agency executive, department head, or other similar administrative officer within the meaning of Government Code sections 3511.1 and 53238, including the Fire Chief and Park Manager when the position falls within the statutory definition, and any successor or equivalent position; and
e) Any employee designated by the Board to receive fiscal and financial training.
The Board may require training for an additional position when the training would support lawful and responsible performance of District duties, even if the position is not within the statutory minimum. The General Manager shall maintain a current written roster of covered positions and officials. Actual duties and legal authority, rather than title alone, shall determine whether a position falls within a statutory category. A classification question shall be referred to District Legal Counsel. Each Director and covered official shall perform public duties with integrity, impartiality, diligence, and loyalty to the public interest and shall comply with applicable ethics, conflict-of-interest, financial-disclosure, gift, public-resource, fiscal-management, open-meeting, and anti-harassment requirements. Training does not replace an official’s personal responsibility to understand and comply with law.

4115.3 Required Ethics Training
Each Ethics Covered Official shall complete at least two hours of training in general ethics principles and ethics laws relevant to public service at least once every two years. An Ethics Covered Official who commences service on or after January 1, 2026 shall complete the initial training no later than six months after the first day of service. An Ethics Covered Official who is not current with the training required by law shall complete compliant training promptly. The training shall satisfy the content and provider requirements of Government Code sections 53234 through 53235.2 and shall address, as applicable, conflicts of interest, personal financial gain, gifts and travel restrictions, use of public resources, governmental transparency, financial-interest disclosure, open-government laws, due process, fair governmental processes, and other ethics laws relevant to the official’s service. An Ethics Covered Official who satisfies the requirement through another local agency may use that training to the extent permitted by law but shall promptly provide the District with proof of participation.

4115.4 Required Fiscal and Financial Training
Each Fiscal Covered Official shall complete at least two hours of fiscal and financial training that satisfies Government Code sections 53238 through 53238.4. A Fiscal Covered Official who is in District service as of January 1, 2026 and commenced that service before January 1, 2026 shall complete the initial fiscal and financial training before January 1, 2028, unless the official’s term of office ends before January 9, 2028. A Fiscal Covered Official who commences service on or after January 1, 2026 shall complete the initial fiscal and financial training no later than six months after the first day of service. After completing the initial training, each Fiscal Covered Official shall complete compliant fiscal and financial training at least once every two years. The training shall include laws and principles relevant to the official’s District responsibilities, including, as applicable:
a) Financial administration and short- and long-term fiscal management;
b) Financial policies, budgets and budget processes, financial reporting, and auditing;
c) Capital financing, debt management, and local-agency revenue mechanisms;
d) Pensions and other post-employment benefits;
e) Cash management, investments, and the prudent-investor standard;
f) Procurement and contracting practices and responsibilities;
g) Fiscal and financial planning; and
h) The ethical safeguarding and use of public resources.
Training may be completed in person or online and shall be provided through a course or tested self-study materials developed in consultation with widely recognized experts in local government finance, as required by law. The provider shall issue proof of participation. A Fiscal Covered Official who serves more than one local agency is required to complete the statutory training only once every two years but shall provide proof of participation to every local agency served. An exemption shall apply only when the official satisfies an express exemption in Government Code section 53238.4 or another controlling law.

4115.5 Required Sexual Harassment Prevention Training for Directors
Each Director shall complete at least two hours of sexual harassment prevention training and education within the first six months of taking office and every two years thereafter, or within any different period required by controlling law. The training shall satisfy Government Code sections 53237 through 53237.5 and shall include prevention of harassment, discrimination, and retaliation and the remedies available under federal and California law. Employee workplace-harassment prevention training, including supervisory and nonsupervisory training required by employment law, is governed by Policy 3145 and is not replaced by this section.

4115.6 Board Orientation and Professional Development
In addition to training expressly required by statute, each Director shall complete District orientation and other training reasonably required by the Board. Orientation should be completed as soon as practicable after assuming office and should address, as appropriate:
a) The Community Services District Law and the District’s powers and services;
b) The allocation of Board and General Manager authority under Policies 1010 and 1045;
c) The Ralph M. Brown Act, public comment, meeting conduct, and serial-meeting restrictions;
d) The California Public Records Act, District records in personal accounts, confidentiality, and preservation duties;
e) District finances, budgeting, internal controls, purchasing, audits, and a Director’s fiduciary responsibilities;
f) Personnel governance, labor relations, due process, and the prohibition against individual Director supervision of employees;
g) Emergency services, parks and recreation, risk management, workplace safety, and other District operations; and
h) District policies, current strategic priorities, and any subject identified by the Board, General Manager, District Legal Counsel, auditor, or risk-management provider.
Directors are encouraged to participate in conferences, seminars, workshops, webinars, academies, and other educational programs that materially support their public duties. Appropriate subjects include special district governance and leadership; public finance; ethics and transparency; human resources and labor relations; risk management and emergency preparedness; fire protection and emergency medical services; parks, recreation, and community services; and legislative or regulatory developments affecting the District. District orientation or professional development shall count toward a statutory training requirement only when the course satisfies the applicable content, duration, provider, and proof-of-participation requirements.

4115.7 Authorization and Use of District Funds
Registration, travel, lodging, meals, mileage, and other District-funded costs require advance authorization under Policy 3490 and must serve a legitimate District purpose. Authorization may be provided through the adopted budget, Board action, or a lawful administrative approval expressly permitted by Policy 3490. District-funded attendance is not an entitlement and is subject to the adopted budget, operational needs, equal access to appropriate opportunities, and the authorization requirements of this policy and Policy 3490. No Director may approve an exception to reimbursement rules for the Director’s own expense. A request exceeding an authorized limit shall be presented for approval in the manner required by Policy 3490 and applicable law before the expense is incurred whenever advance approval is legally available. District payment or reimbursement shall be limited to actual and necessary expenses supported by the documentation required by Policy 3490 and Government Code sections 53232.2 and 53232.3.

4115.8 Conference Attendance and Brown Act Compliance
When a majority of the Board attends a conference or similar gathering, Directors shall not discuss among themselves District business of a specific nature within the Board’s subject-matter jurisdiction except as part of the scheduled program and as otherwise permitted by the Ralph M. Brown Act. Attendance at a conference does not authorize a Director to commit the District, direct staff, negotiate on behalf of the District, or state an official District position unless the Board has provided specific authority under Policy 1010.

4115.9 Director Responsibilities at District-Funded Programs
A Director attending a District-funded educational program shall:
a) Attend and meaningfully participate in the scheduled educational sessions for which District payment was authorized;
b) Conduct themselves professionally and comply with applicable District policy;
c) Protect confidential District information;
d) Submit timely expense documentation under Policy 3490; and
e) At the next regular Board meeting, provide the brief report required by Government Code section 53232.3 concerning a meeting attended at District expense.
Directors are encouraged to share useful materials, legal updates, and practices with the Board and General Manager when doing so benefits the District and does not violate copyright, confidentiality, or conference restrictions.

4115.10 Training Information, Certificates, Records, and Website Access
At least once each calendar year, the District shall provide every Ethics Covered Official and Fiscal Covered Official with written information concerning available training that complies with sections 4115.3 and 4115.4. One annual notice may address both requirements. The District shall preserve documentation of the notice. The District shall provide each Director with a written recommendation concerning available compliant sexual harassment prevention training before the Director assumes office and every two years thereafter. Each covered official and Director shall promptly provide the District with proof of participation for required training. The General Manager or designee shall maintain a training record showing, at minimum:
a) The official’s name and District position;
b) The type and date of training;
c) The entity that provided the training; and
d) The certificate or other proof of participation.
Ethics, fiscal and financial, and Director sexual harassment prevention training records shall be retained for at least five years after the training, or longer when required by the District’s retention schedule or a preservation hold. These records are public records subject to disclosure under the California Public Records Act, except to the extent a particular portion is lawfully exempt. The District shall maintain on its internet website clear, current instructions and contact information for requesting ethics-training records maintained under Government Code section 53235.2 and fiscal-and-financial-training records maintained under section 53238.3. The instructions may direct a requester to the District’s general public-records process under Policy 2410 but shall not require use of a particular form as a condition of making a request. The District is not required by this section to publish individual training records on the website.

4115.11 Administration and Compliance
The General Manager shall:
a) Maintain and review the covered-official roster at least annually and whenever a relevant position, appointment, or assignment changes;
b) Track required training dates and provide reasonable advance reminders;
c) Provide and document the annual training information and other written recommendations required by section 4115.10;
d) Coordinate compliant training, registration, and authorized travel;
e) Maintain required certificates and records for the required period;
f) Maintain the website request instructions and contact information required by section 4115.10;
g) Include appropriate training resources in the proposed budget; and
h) Consult District Legal Counsel when a covered-official classification, deadline, course, exemption, or disclosure requirement is uncertain.
Each Director and covered official remains personally responsible for timely completion and submission of proof. Mandatory training for an employee shall be administered consistent with applicable labor law and any controlling Memorandum of Understanding. Failure by an employee to complete required training may result in corrective or disciplinary action when lawfully applicable. Failure by a Director or other public officer shall be referred to the Board and District Legal Counsel for an appropriate lawful response. No exception may waive training required by law.
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4120.1 Purpose
The purpose of this policy is to establish standards of conduct for members of the Board of Directors that promote professionalism, integrity, respectful communication, and effective governance.

4120.2 Policy
Members of the Board of Directors are expected to conduct themselves in a manner that maintains public confidence in the District, supports effective governance, and reflects the highest standards of ethical public service. Board Members shall treat one another, District employees, contractors, volunteers, and members of the public with dignity, courtesy, and respect.

4120.3 Respectful Conduct
Board Members shall:
a) Conduct themselves professionally during Board meetings and District functions.
b) Listen respectfully to differing viewpoints.
c) Treat all individuals with courtesy and respect.
d) Promote civil discourse and constructive discussion.
e) Avoid disruptive, abusive, or intimidating behavior.

4120.4 Governance Responsibilities
Board Members shall:
a) Respect the distinction between governance and administration.
b) Exercise authority only through official action of the Board of Directors.
c) Support the implementation of Board decisions once adopted, regardless of individual positions taken during deliberations.
d) Refrain from interfering with the day-to-day administration of District operations.
e) Comply with all applicable laws, Board policies, and ethical standards.

4120.5 Public Communications
Board Members shall accurately represent Board actions when communicating with the public. Unless specifically authorized by the Board, individual Directors shall not represent themselves as speaking on behalf of the Board of Directors or the District. Nothing in this policy limits a Board Member's right to express personal opinions, provided those opinions are clearly identified as personal and not official District positions.

4120.6 Confidentiality
Board Members shall maintain the confidentiality of information protected from disclosure by law and shall not use confidential information obtained through their official position for personal benefit or to the detriment of the District.

4120.7 Conflicts of Interest
Board Members shall avoid conflicts of interest and comply with all applicable conflict-of-interest laws, financial disclosure requirements, and District policies.

4120.8 Use of District Resources
Board Members shall use District equipment, facilities, information, and other public resources solely for authorized District purposes and in accordance with applicable law and District policy.

4120.9 Violations
Alleged violations of this policy shall be addressed in accordance with applicable law. Nothing in this policy is intended to limit the authority of the Board of Directors, the Fair Political Practices Commission (FPPC), or any other governmental agency having jurisdiction.

4120.10 Board Response to Alleged Director Violations
The Board shall act collectively when reviewing or responding to an alleged violation of this policy by a Director. The Board may consult legal counsel, authorize appropriate fact-finding, request corrective action, adopt a resolution of censure, or modify committee or liaison assignments within its lawful authority. No individual Director may independently investigate the allegation on behalf of the District, direct staff to conduct an investigation, or impose corrective action. Any review or action shall comply with the Brown Act, applicable privileges and confidentiality requirements, due-process principles, and all legally protected rights. Nothing in this policy creates authority to suspend or remove an elected Director except as expressly authorized by law.
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4200.1 Purpose and Exclusive Subject
This policy establishes the mechanics by which the Board of Directors takes official action. Policy 1010 exclusively governs the allocation of authority among the Board, individual Directors, and the General Manager. Policies 4205 through 4235 govern agendas, meeting conduct, Brown Act compliance, minutes, rules of order, and meeting types.

4200.2 Conditions for Official Action
The Board may take official action only at a meeting conducted in accordance with the Ralph M. Brown Act and other applicable law. The proposed action must concern an item appearing on the posted agenda unless a statutory exception permits action on an unagendized matter. The Board shall not take preliminary or final action by secret ballot. Action taken in open or closed session shall be publicly reported when and as required by law.

4200.3 Authorized Forms of Action
In accordance with California Government Code section 61040, the Board shall act only by:
a) Ordinance;
b) Resolution; or
c) Motion.
Approval of a consent calendar constitutes action by motion on each item included in the approval. A direction, decision, commitment, approval, denial, authorization, or instruction intended to require implementation or bind the District shall be stated and adopted as an ordinance, resolution, or motion. Discussion, an individual Director's comment, a presiding officer's summary, or an informal indication of consensus does not by itself constitute authorization to act for the District.

For purposes of the Brown Act, a collective decision, commitment, or promise by a majority may constitute "action taken" even without a formal vote. The Board shall not use informal consensus to avoid the voting and recording requirements of this policy. Any proposed collective direction shall be formalized as an ordinance, resolution, or motion before it is treated as authorized District action.

4200.4 Statement of the Question
Before a vote, the presiding officer or Board Secretary shall ensure that the ordinance, resolution, or motion under consideration is stated with sufficient clarity for the Board, staff, and public to understand the proposed action. Material conditions, amendments, dollar amounts, delegated authority, and documents incorporated into the action shall be identified before the vote. Procedures for making, seconding, amending, dividing, postponing, reconsidering, or otherwise processing a motion are governed by Policy 4230 and any Board-adopted rules of order, provided those procedures do not conflict with law.

4200.5 Quorum and Required Vote
A majority of the total membership of the Board constitutes a quorum for the transaction of business. For the District's five-member Board, three Directors constitute a quorum. Except when a different vote is specifically required by law, official action requires the affirmative vote of a majority of the total Board membership. For the District's five-member Board, this normally requires three affirmative votes. An abstention, absence, or failure to vote is not an affirmative vote and does not reduce the number of affirmative votes required. A Director with a potential conflict of interest shall comply with Policy 1035 and applicable recusal and participation requirements. A special voting threshold, disqualification rule, or other requirement imposed by law shall control over this section.

4200.6 Voting and Record of Action
The vote or abstention of each Director present shall be publicly reported. A roll-call vote shall be taken when required by law, including when required for teleconference participation, or when required by the Board's rules of order. The minutes shall record the action taken and the aye and no votes on every ordinance, resolution, or motion, together with abstentions and other information required by law or Policy 4220. The District shall maintain a record of all Board actions, including financial transactions. Closed-session action shall be reported and documented as required by the Brown Act.

4200.7 Effective Date, Implementation, and Later Change
An official Board action becomes effective as provided by applicable law or by the terms of the ordinance, resolution, or motion. Authorized District officers and employees may implement the action within its stated terms and the authority established by Policy 1010 and other controlling policies. No person may materially alter an adopted action during implementation. A substantive amendment, rescission, repeal, reconsideration, or replacement requires later official Board action at a lawfully noticed meeting. A question about whether implementation is consistent with the adopted action shall be referred to the General Manager and, when appropriate, District Legal Counsel.

4200.8 Administration and Compliance
The Board President shall preside over the consideration of official action, and the Board Secretary shall support the statement, recording, and preservation of the action. The General Manager shall coordinate implementation and any necessary follow-up within the authority established by Policy 1010 and the adopted action.

No procedural exception may authorize secret action, action without the vote required by law, action outside a lawful meeting, or action in a form not permitted by California Government Code section 61040.
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4205.1 Purpose
The purpose of this policy is to establish procedures for the preparation, posting, and management of Board meeting agendas in accordance with applicable law while promoting transparency and efficient District operations.

4205.2 Policy
The business of the Board of Directors shall be conducted through agendas prepared and posted in accordance with applicable California law. The agenda shall identify the items of business to be considered by the Board and shall provide the public with reasonable notice of matters to be discussed or acted upon.

4205.3 Agenda Content and Preparation
The General Manager shall recommend matters requiring Board consideration and shall coordinate proposed agenda content with the Board President. The General Manager may recommend items necessary for District administration, implementation of Board direction, statutory compliance, contracts, finance, personnel, operations, and other District business. The Board President and General Manager shall determine the proposed order and meeting placement of agenda items, subject to official Board direction, applicable law, and the right of a Director to request a future agenda item under section 4205.4. The Board Secretary shall assemble the agenda and packet, obtain supporting materials, complete posting and distribution, preserve proof of posting, and maintain the official agenda record in accordance with Policy 1015. The Board Secretary's ministerial preparation role does not create independent authority to add, remove, or materially revise agenda content.

4205.4 Requests for Agenda Items
Any member of the Board of Directors may request that an item be considered for placement on a future agenda. The Board President and General Manager shall determine the appropriate meeting for consideration of requested items, subject to applicable law and District business needs. Nothing in this policy requires that every requested item be placed on a specific agenda.

4205.5 Public Access, Posting, and Distribution
The Board Secretary shall post, publish, distribute, and make agendas and supporting materials available within the times and by the methods required by law and Policy 1015. The Board Secretary shall maintain reasonable proof of required posting and distribution and shall process materials distributed after agenda publication in accordance with applicable law.

4205.6 Consent Calendar
Routine items of business that do not require separate discussion may be placed on a Consent Calendar. Any Director may request that an item be removed from the Consent Calendar for separate discussion and action.

4205.7 Emergency and Special Items
Items may be added to an agenda or considered after posting only as authorized by applicable law.

4205.8 Administration
The General Manager and Board President shall perform the agenda-content functions assigned by this policy. The Board Secretary shall perform agenda assembly, notice, posting, distribution, proof, packet maintenance, and official-record functions under Policy 1015. Questions concerning legal sufficiency shall be referred to District Legal Counsel when appropriate.
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4210.1 Purpose and Exclusive Subject
This policy governs conduct, public participation, decorum, disruption, warnings, removal, recess, and restoration of order during meetings of the Board of Directors. Policy 4200 governs official Board action. Policy 4205 governs agendas. Policy 4215 governs Brown Act compliance. Policy 4220 governs minutes. Policy 4230 exclusively governs the hierarchy of parliamentary rules and resolution of procedural questions. This policy does not establish motion precedence or other parliamentary mechanics.

4210.2 Presiding Officer and Fair Administration
The Board President, or the person lawfully serving as presiding officer, shall conduct the meeting in a fair and orderly manner, recognize speakers, facilitate Board deliberation, administer authorized public-comment rules, and take lawful steps to preserve order. Meeting rules shall be administered reasonably and without discrimination based on a speaker's identity, viewpoint, criticism, political position, protected characteristic, or disagreement with the District or a Director.

4210.3 Director and Staff Conduct
During a meeting, Directors shall:
a) Seek recognition from the presiding officer before speaking;
b) Allow other Directors a reasonable opportunity to participate;
c) Remain reasonably focused on the matter under consideration;
d) Avoid interrupting a recognized speaker except for an appropriate point of order or urgent safety concern;
e) Address disagreement through the merits of the issue and comply with Policy 4120; and
f) Follow lawful rulings of the presiding officer unless the ruling is appealed under Policy 4230.
District staff shall participate as requested by the presiding officer or General Manager and shall provide information professionally and within their assigned role.

4210.4 Public Comment
The District shall provide opportunities for public comment as required by the Ralph M. Brown Act. The Board may adopt reasonable, viewpoint-neutral regulations governing the time, place, order, and manner of public comment, including reasonable individual and total time limits. When individual public-comment time is limited, a speaker using a translator shall receive at least twice the allotted time unless simultaneous translation is provided in the manner authorized by law. The Board shall not prohibit public criticism of District policies, procedures, programs, services, or the acts or omissions of the Board. Disagreement, criticism, offensiveness, emotional expression, or a lack of courtesy does not by itself constitute disruption. A rule may address conduct that actually disrupts the meeting but shall not be used to suppress a viewpoint or criticism. The presiding officer may request that a speaker address the Board as a whole, remain within the Board's subject-matter jurisdiction during general public comment, remain germane to the agenda item during item-specific comment, and conclude when authorized speaking time expires.

4210.5 Reasonable Accommodation and Access
Meeting conduct procedures shall be administered consistently with applicable disability-access, language-access, and public-participation requirements. A person may request a reasonable accommodation through the method identified on the agenda or by contacting the District. The District shall respond promptly and shall not require disclosure beyond what is reasonably necessary to evaluate and provide the accommodation.

4210.6 Disruptive Conduct
For purposes of this policy, disruptive conduct means behavior during a meeting that actually disrupts, disturbs, impedes, or renders infeasible the orderly conduct of the meeting. It includes:
a) Failure to comply with a reasonable and lawful meeting regulation after being directed to comply;
b) Speaking, shouting, playing sound, or otherwise acting in a manner that prevents a recognized speaker or the Board from continuing after a lawful direction to stop;
c) Physically blocking access, movement, or the conduct of the meeting;
d) Use of force; or
e) A true threat of force as defined by California Government Code section 54957.95.
Conduct shall not be treated as disruptive solely because it is critical, unpopular, offensive, passionate, or directed at the District or its officials.

4210.7 Warning and Removal of an Individual
Before removing an individual for disruptive conduct, the presiding officer or designee shall warn the individual that the behavior is disrupting the meeting and that failure to stop may result in removal. If the individual does not promptly stop, the presiding officer or designee may remove or cause the removal of the individual as permitted by law. The advance-warning requirement does not apply when the conduct involves use of force or a true threat of force within California Government Code section 54957.95. Removal shall be based on the individual's conduct and reasonably limited to restoring order and safety. When practicable, the presiding officer shall state the conduct supporting the warning or removal for the record.

4210.8 Recess, Adjournment, and Clearing the Room
The presiding officer may call a reasonable recess to restore order, address a safety concern, obtain legal advice, or permit staff or law enforcement to respond. If a meeting is willfully interrupted by a group or groups so that orderly conduct is unfeasible and order cannot be restored by removing the persons responsible, the Board may order the meeting room cleared and continue the session only as authorized by California Government Code section 54957.9. Any continued meeting shall preserve media access, readmission, and other public rights required by that section. The Board may adjourn the meeting when continuation is unsafe, legally impracticable, or no longer reasonably possible.

4210.9 Safety and Law Enforcement
Nothing in this policy prevents a person from requesting emergency assistance or prevents the District from responding to an actual or imminent threat. Use of law enforcement or security shall be based on safety, restoration of lawful order, or enforcement of a lawful removal and shall not be used to suppress protected expression. An actual or imminent hostile incident shall also be handled under Policy 2305. Workplace violence prevention and reporting are governed by Policy 3525.

4210.10 Administration and Compliance
The General Manager shall assist the presiding officer with meeting logistics, accessibility, safety coordination, and implementation of lawful meeting rules. Questions involving removal, constitutional rights, or recurring disruption should be referred to District Legal Counsel when practicable. No exception may limit a public-participation right, authorize viewpoint discrimination, or permit removal contrary to law.
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4215.1 Purpose
The purpose of this policy is to affirm the District's commitment to conducting the public's business openly and transparently in accordance with the Ralph M. Brown Act and other applicable laws governing public meetings.

4215.2 Policy
The Board of Directors shall conduct its meetings in compliance with the Ralph M. Brown Act (California Government Code section 54950 et seq.) and all other applicable laws governing open meetings and public access to governmental proceedings.

4215.3 Responsibilities
The Board of Directors, individual Directors, the General Manager, the Board Secretary, and District staff shall comply with the Ralph M. Brown Act within their respective roles. The General Manager shall coordinate administrative compliance and seek legal guidance when appropriate. The Board Secretary shall perform agenda, notice, posting, distribution, proof, minutes, and official-record duties under Policy 1015. Directors and staff shall timely provide information and materials needed for compliance and shall avoid communications or conduct that may create an unlawful serial meeting or other violation.

4215.4 Training
Required and District-directed Board training concerning the Ralph M. Brown Act is governed by Policy 4115. The General Manager, Board Secretary, and designated staff shall obtain training appropriate to their meeting responsibilities. This policy governs compliance and does not establish a separate Director training schedule.

4215.5 Legal Counsel
The Board of Directors and General Manager may consult with District Legal Counsel regarding interpretation or application of the Brown Act and other applicable laws.

4215.6 Administration
The General Manager shall coordinate implementation of this policy. The Board Secretary shall carry out the meeting and recordkeeping mechanics assigned by Policy 1015. District Legal Counsel may advise the Board, General Manager, and Board Secretary regarding application of the Brown Act.
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4220.1 Purpose
The purpose of this policy is to establish standards for the preparation, approval, maintenance, and public availability of the official minutes of meetings of the Board of Directors.

4220.2 Policy
The District shall prepare and maintain official minutes of meetings of the Board of Directors in accordance with applicable law. Minutes shall serve as the official record of actions taken by the Board and shall accurately reflect the proceedings of each meeting.

4220.3 Content of Minutes
Meeting minutes shall include, at a minimum:
a) The date, time, and location of the meeting;
b) The type of meeting;
c) The names of Directors present and absent;
d) A summary of each agenda item considered;
e) The action taken on each item, including motions and votes; and
f) Other information required by applicable law or determined appropriate by the Board.
Minutes are not intended to be a verbatim transcript of Board discussions unless otherwise required by law or directed by the Board.

4220.4 Approval
Draft minutes shall be presented to the Board of Directors for approval at a subsequent meeting. The Board may approve the minutes as presented or approve them with corrections.

4220.5 Public Records
Approved minutes shall be maintained as permanent District records and made available for public inspection in accordance with applicable law and the District's records retention policies.

4220.6 Corrections
If an error is identified after approval, the Board may approve a correction at a subsequent meeting. The correction shall be reflected in the minutes of the meeting at which the correction is approved.

4220.7 Preparation, Custody, and Preservation
The Board Secretary shall prepare or supervise preparation of draft minutes, present them for Board approval, incorporate approved corrections, and maintain and preserve the approved minutes as the official record of the Board's proceedings in accordance with Policy 1015. The General Manager and designated staff shall provide the Board Secretary with information reasonably needed to prepare accurate minutes. Retention, electronic records, preservation holds, and public access are governed by Policies 2145, 2145, and 2410.
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4225.1 Purpose
The purpose of this policy is to establish the District's approach to legal proceedings involving actions of the Board of Directors and to ensure that legal matters are managed in accordance with applicable law.

4225.2 Policy
The District shall respond to legal proceedings involving Board actions in accordance with applicable law and through the advice and representation of District Legal Counsel. The Board of Directors recognizes that decisions of the Board may be subject to judicial review as provided by law.

4225.3 Authority
The Board of Directors shall determine the District's position regarding litigation, settlement authority, and other legal matters, except where such authority has been delegated by law or Board action. The General Manager shall coordinate with District Legal Counsel regarding legal proceedings affecting the District and shall keep the Board appropriately informed, consistent with attorney-client privilege and applicable law.

4225.4 Legal Counsel
District Legal Counsel shall provide legal advice and representation to the Board of Directors and the General Manager concerning litigation, claims, and other legal matters.

4225.5 Compliance
The District shall comply with final court orders, judgments, and other legal determinations as required by applicable law.

4225.6 Administration
The General Manager shall administer this policy in consultation with District Legal Counsel.
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4230.1 Purpose and Exclusive Subject
This policy establishes the hierarchy used to resolve procedural and parliamentary questions during meetings of the Board of Directors. It does not govern meeting decorum, public-comment conduct, disruption, or removal, which are governed by Policy 4210. Official Board action and voting are governed by Policy 4200.

4230.2 Flexible Procedure
The Board uses a practical and flexible meeting procedure appropriate to a five-member public body. Formal parliamentary technicalities shall not defeat a lawful opportunity for Board deliberation, public participation, or clear official action. Robert's Rules of Order or another external parliamentary manual is not independently binding on the Board unless the Board formally adopts it by resolution or policy. A parliamentary source not formally adopted may be consulted only as persuasive guidance under section 4230.3.

4230.3 Hierarchy of Controlling Rules
A procedural question shall be resolved in the following order of authority:
a) Applicable federal and California law, including the Community Services District Law, the Ralph M. Brown Act, constitutional requirements, and legally required due process;
b) District ordinances, resolutions, and Board-adopted policies, including Policies 4200 through 4235;
c) A specific lawful procedural rule or order adopted by the Board for the meeting or matter under consideration, provided it does not conflict with a higher authority;
d) A ruling by the presiding officer, subject to appeal to the Board under section 4230.4; and
e) Generally accepted parliamentary principles or an external parliamentary source used only as persuasive guidance when the issue is not resolved above.
No lower authority may override a higher authority.

4230.4 Rulings and Appeals
The presiding officer shall rule on a procedural question that is not already resolved by a controlling rule. A Director may raise a point of order without a second. A Director may appeal the presiding officer's ruling. The appeal shall be decided by the Board under the voting rule applicable to the appeal. The presiding officer's ruling remains in effect unless the Board reverses or modifies it. The presiding officer or Board may consult the General Manager or District Legal Counsel before resolving a procedural question.

4230.5 Suspension and Amendment
The Board may suspend a procedural rule for a particular matter only when:
a) The rule is subject to suspension;
b) Suspension is approved through official Board action;
c) The suspension does not conflict with law, an ordinance, a resolution, a controlling policy, due process, or a right of the public or a Director; and
d) The suspension does not change the vote required for the underlying action.
A continuing change to Board procedure shall be adopted through the form of Board action required by the authority being amended. A motion at a single meeting does not permanently amend an ordinance, resolution, or Board policy unless the applicable amendment requirements are satisfied.

4230.6 Interpretation
Substance shall control over terminology. Mislabeling a motion does not invalidate otherwise clear and lawful Board action when the intended action, opportunity for public comment, and vote are adequately established. A parliamentary rule shall not be applied to conceal the action being considered, deprive the public of a required opportunity to comment, or alter a statutory voting requirement. No exception may authorize a procedure inconsistent with a higher authority in section 4230.3.
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4235.1 Purpose
The purpose of this policy is to identify the types of meetings that may be conducted by the Board of Directors and to ensure such meetings are held in accordance with applicable law.

4235.2 Policy
The Board of Directors shall conduct its meetings openly and transparently in accordance with the Ralph M. Brown Act and other applicable laws governing public meetings. Meetings shall be conducted only as authorized by applicable law.

4235.3 Regular Meetings
The Board shall hold regular meetings at the time and place established by Board resolution or other official Board action.

4235.4 Special Meetings
Special meetings may be called and conducted as authorized by applicable law.

4235.5 Emergency Meetings
Emergency meetings may be convened only under the circumstances and procedures authorized by applicable law.

4235.6 Adjourned Meetings
The Board may adjourn any regular or special meeting and reconvene the meeting in accordance with applicable law.

4235.7 Closed Sessions
The Board may meet in closed session only for those purposes expressly authorized by applicable law. Any action taken during a closed session shall be reported as required by law.

4235.8 Teleconference and Remote Participation
The Board may conduct meetings or permit remote participation when authorized by applicable law and consistent with District policy.

4235.9 Administration
The General Manager shall coordinate the operational scheduling of matters requiring a Board meeting. The Board President shall exercise any meeting-calling or procedural authority provided by law and District policy. The Board Secretary shall prepare and transmit notices, post and distribute agendas, maintain proof, support the meeting, and preserve the official meeting record in accordance with Policy 1015.
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