MAJAVE WATZR AGENCY

ORDINANCT (&, 7

"Agency Bmolovment Conditions Ordinance”



STCTION 1.
SECTION 2:

SECTION 2:

SECTION 4:

SECTIC 5;

TITLE

DEFINITIONS . . ., . . .

MOJAVE WATLCR BGENCY
ORDINANCE 100 7

Table of Contents

CGENERAL PROVISICNS & 4 v v v 4w o v o s o o o o &

3-01
3-02

3-03

3-06

HIRING PPOCEDURES & & v & v v 4 6 o v o o o =«

4-01
4-02
4-03
4-04
4-05
4-06
4-07
4-08

4-09

epedl Lol L L L s s s s e e e e e e e e e
PEVIEW . . . L s e e e e e e e e
Valicduty o oL L L e e b e h e e e e e e e e .
Coples of Pules . . . . . . . . « . . .« .

tanager's JUtROCLEY & ¢ v 4 v v v e s e v e .

Administrative Rules and Requlataons . . . . .

Selection Procedures . . . « v = o =« s o « + &
Eligibility . . ¢ ¢ v v v v e i e h e e e e
DISCriminasion . . .« « « « « o =« « o « 2 « « =
Advertising of Vacancies . . . . . . . « - - .
ApPLIicatlon .+ v v v & & o 4 o o e e e s e e
Disqualification . . . . . . « & v 4 4 o« o .
EXaminations . .+ + ¢ -+ 4 v v 4 et e o= oa - s

Notification of Examination Results and Review

EMPLOYMENT . . & . i i i v e e e o o o o s a o s =

501
5-02

5-03

WOrking HOUXS & ¢ o v 4 4 o = o = o o s « = =«
Personnel Action Request & . & 0 0 o 0 v o .

Stepand Range . . « .« 4 ¢ - 4 s e 0 o - -

s e & e
- -

. .
- . .

. .

. . .
- + ¢ e
. & s =
. . .
- - -
- . -
e & e e
s = s
- s+ & .
« = & o
a o s =
- = s
- = s+ @

s & s =
e * &
.- & & .
O



SECIICH 5:

SECTICN fi:

SECTION 7;

SECTICN B:

ZRLOTHMENT (Continued)

3-04 ‘opointhents .

5-05 Probation ard Permanency . . . e
5-06 Suspension, Demotion and Dismissal .
5-07 Appeal to Board of Directors .

5-08 Termunation of Omployment .
COMPENSATION . v . . . .+ = .

6-01 Pray Days .

6~02 tethod of Calculating Carpensation .
6-03 Responsib:licy ror Dayroll Preparaticn .
6-04 Cvertume Pay .

6-05 Salary Schecule .
6-06 l'ayroll Deductions . .

EYPLOYEE BENEFITS .

7-01
7-02
7-03
7-04
7-05

7-06

VACATIONS .

8-01

8-02

8-03

8-04

8-05

8-06

B-07

Sick Leave .« e e e
Disability Leave .
Other Tcave

Attendance Records . . .

Insurance

Retarement, Disability and

Approval . . . . .
Eamed vacation . .
Semu-Monthly Accrual .
Adjustments ., . . . .
Accumilated vacation Time

Vacation as Sick leave .

Holidays During Vacation .

10
10
10
10
11
11

12

12
12
14
14
16
17
17
17
17
18
18
i8
19
19
19

ii



S5cCTI0N 9

SECTION

SECTIQN

SECTION

SECTION

SECTION

SECTION

10:

11:

12:

13:

14:

15:

rOLIDAYS . . . .

9-01 Fixed Holrdays . . . . . . .

9-02 Floatng Bolldays . . . . . . . .

9-03 Neow and Termunating wrolcrees
9-04 ‘eekend Holidays . . . . . . . .
REIMBURSEMENT . . . . . .

10-01 tse of Private verucle .

10-02 Other Incidental Expenses . .

10-03 Expense Vouchers . - . . . « . .

ATTEMNDANCT AT CQONFERENCES ~ND MEETINGS .

11-01 DLiscretion of Ceneral Manager
11-02 Reporting . . . . . . . . ..
PETTY CASH . . .
USE OF CREDIT CARDS . & « =« & & + « .
13-01 Authorization . . . . . . . . .
13-02 Responsible Party

13-03 oOfficial Business . . . . . .

CERTIFICATION . . . . . « « . .

. .
.
. .
. - -
- ¢

. - .

oooooo

ooooo

.....

i9
19
19
20
20
20
20
20
21
21
21
21
21
21
21
22
22
22
23



MOJAVE WATER AGENCY

ORDINANCE 10, 7

AN ORDINANCE OF 11E ZOARD OF DIRECTORS OF THE MOJAVE WATCR AGINCY
KNOWN AS THE “AGENCY FMPLOYMENT (ONDITIONS ORDINANCL"

BE IT ORDALED 3Y “%iE BDARD OF DIRECTORS CI' THE IDJAVE VATER AGDCY AS

FOLLOWS :
SECTIQN 1: TITLE
This Ordirance snall be known as the "Agency iiplovrent Conaitions
Ordinance™.
SECTION 2: DEFINITIONS
2-01 Advarcement - A salary increase of one or more steps vithin
the limrts of the pay range established for a class.
2-02 ngercy - The *ojave Vater Agency.
2-03 Anruversary Date - The date on which an employee camences
employment with the Agency.
2-04 Applicant - An individual who has completed and sutmutted
an applhicatacn for ermployment with the Agenc,.
2-05 Appointment - The offer to and acceptance by a person of a
position, either on a reqular or tarporary basis.
2-06 Demotion - A voluntary or involuntary reassignment td a4 less
responsible position for cause.
2-07 Eligiple Dmlovee - A reqular employee who nas completed his
prabationary period.
2-08 He - All references 1n this document to ‘he' apply also to 'she’.
2-09 leave of Absence - Leave without pay granted to an employee
at the discretion of the (eneral Manager.,
2-10 Military Leave - Leave on official orders for the purpose of
actave milatary duty.
2-11

Probationary 'eriad - A specific period during which the employee
1S required to demonstrate his fitness for the dutaes of the
position to wnich he hias been appointed by actual performance of
these duties.




SECTION 3:

2-18

2- 19

Prammtion - Advancerent to a higher salary range with an
increase 1n responsibility.

regular Bmplovee - An employee working <0 hours per week.

Peqular Part-Time Srplo.ee ~ An employee regularly working
less than 40 nours per week.

Pesignation - Voluntary separation fram the Agency by an
emoloyee.,

Sick Leave - ‘pave .ith Day covering absence of an employee
who 15 unable to perform his reqular duties because of his
owTl 1llness or apsence caused by cdeath 1n the employee's
ummediate foruly.

Supervisor. lersonnei - Any employee on Rarge 34 and above.

Termanation - Separation of an employee without prejudice.

Vacation Ledve —- Leave with pay granted to an cmployee,
the tume ot wnich chatl be at the discretion of the General
Manager.

GENERAL PROVISIONS

3-01

3-02

3-03

Repeal
Ordinances =4 and %6 of the Mojave Water Agercy are hercby

repealed,

Review

The Board of Directors shall review the Agency Enployment
Conditions Ordinance as conditions require, Changes,

additions to and celetions from the provisions of this
Ordinance shall be only by ordinance of the Board of Directors.
validity

1f any paragraph, sentence, clause or phrase of this Agency
Employment Conditaons Ordinance is held to be unconstitutional
or invalid for any reason, this shall not affect the remaining

portions of the Ordinance.



3-04 Copies of Rules

This Ordinance shall be printed and a copy made available to
each urployee of the Agency and a copy placed on file with
the Agencv.

3-05 Manager's Authoritv

The General Hanager 1s nereby authurized to ~axe cuch
administrative decisions as are necessary td impleoment this
Ordinance uand to expedite Agency services.

3-06 Admunustrative Rules and Requlations

These rules do not precluce tnhe General Hanager {ram
developing ana admunustering supplemental persconnel rules
and regqulations, as long as they do not conllict with these

rules or other MWVA resoclutions and ordinanccs.

SECTTON 4. HIRING PROCEDURES

4-01 Selection Drocedures

The General anager shall appoint cacn amplovee. It 1s
the policy of the Agency to appoint the best ualified
applicant for cach position witnout regard to race, color,
national origin, sex or age. The Ceneral !Minager shall
establisn salection procedures which shall insure the
employment of the best qualified applicants, including
such factors as education, experticnce, skills, knowledge,
personal qualifications and potential for crowth.

4-02 Eligibil:tv
All persons considered for cmployment witn tis Agency
shall be qualified to pertorm the duties of the position

for whicna thevy are considered.



4-03

4-04

4-05

4-06

4-07

Discrirunation

No person applying tor crployment with the MYA, or umloyed
by the MvA, shall be discrumunated against on the basis of
political affiliations, race, creed, rcligion, national
origin, citizenship, age, physicat handicap or sex.

Advertising of Vacarcies

All vacancies to be filled shall be advertised in a newspaper
of general circulation wittun the Agency and siall state

the qualifications desired and set a time limut for making
application.

Application

Application shall be made on forms provided Lv the Agency.
Such forms zchall comply with discriminatory ard other
applicable laws.

Discqualification

The General anager shall reject any applicant wno dees not
have the mimumum qualifications requuired for the position or
has made uny ralse statement of any materiul fact in his
application. Whenever an applicant 1s rejected, notice of
such rejection with statement of reason shall be mailed to
the applicant.

intment
The General Manager ray make an appolntment basea on personal
interview with the applicant, using his best jucygrent as to
the applicant’'s ability, experience and adaptability to the

posituon for whach he is applying.



4-08 Zxaminations

4-09

Same positaons are test f1lled throucn gualifving examina-
tions, which may e given at tne duscretion of the

General Manager. The salecticn techrucues used 1a the
oXamination precess cnall be umpartial, of a pracuical
nature ~nd shall relate to those subjects wnich, i the
op1nion of the (aneral anager, fairly measure the
relative capacities oi the persons cxamined to execute

the authes xud respors:otlities of tie class to wnich

they seex to be appointza. Any qual:fied person wno,
withun the wveriod prescrized 1n the public notices thereof,
has filed an applicat:on won the form furnished by the
Agency and wnose appliczction nas not xeen rejected for
cause in accorcance with these rules ard who presents
hiumself at the time and place dosiznated for an cxamination

shall be «dmitted and allowed to participate.

The agency, upon recoamendation of the General Manager,

may contract with any cametent cgency or individual for
the purpose of preparing and administering examinations.

In the absence of such o contract, the General 'anager shall
direct the preparation ard administration of examinations.

Notuification of Examuinat:ion Results and Review of Papers

Each candidate in an examnation shall be given uritten
notace of the result zhereof. Any candidate snall have the
right to inspect his own examunation papers within five (5)

working days after the notices of examination results were

mailed,



SECTION 5:

EMPLOYMENT

5-01

9-02

5-03

5-04

Working Hours

General office hours of the Agercy shall Le fram 8:00 AM to
12:00 Noon and from 1:00 PM to 5:00 PM, toncdays through
Fridays, except holidays. So far as practicable, the hours
of amplo/ment shall not exceed 40 hours per weex.

Personnel Action Request

All actions affecting an orployee's position, classificatuiaon,
salary, work department or payroll deductions shall be
accamplished by form “"Personnel Actuon Authorization.” A

copy of saird form will be cupplicd to the erployee.

Step add Range

Reqular appointments of classified employees shall be made
within Schedule A (Persomnel Classification) of Salary
Resolution 257-74. Placement, promotions and cemotions
shall be 1n acoordance with Pesolution 257-74.

AppoLntments

All appointments shall be classified under one of the

following types:
{a) Nommal full-time appointment = will work the standard

40-hour week and recelve campensation and benefits as
herein prescribed,

(b) Part-time appointment = work less than the rormal

40-hour work week, but on a reqular basis. Campensation
and benefits are proporticnate to that received for

full-time work.



5-05

5-06

{c)  'roject cocoolntment - project ooolovees are ticse

employees wno hold a pasition wich nas been authorized
by the rgency for only a prescrined period of time or

for tne duration of a specifired oroject. Project
amployees snall be emploved as if for romal employment
and on oppowntent shall be given written rotice of the
Limited nature of their umployment and of the fact tney
shall not earm the right to emlosment past the period
authorized. Project employees shall receive the rormal
fringe cenefits to wuch they would otherwise be entitled.

(d) Hourlv aopointment - work on an hourly basis <s required

by the 2gency. No vacation, sick leave or vacation benefits
accrue if there is less than 20 hours erployvment.

Prabation and Permanency

All original appoinmments of omplayees shall be sudject to a
prabationary period of three montis. A probationary employee
may be disussed at any time during the prabationary period.
An employee who serves the required probationary period in

a satisfactory manner shall be classifiea as a permanent
employee and shall be subject to dismussal only for cause.

Suspension, Demotion and Dismussal

The continued employment of permanent employees is contingent
upon proper verformance of assigned dutics and personal fitness.
A permanent employee may be demoted, suspended or dismussed

for cause following pre-termination proceedings as prescribed

by law. These causes shall i1nclude but not be limited to the



following:

(a)

(b)

(c)

(d)

(e)

(£}

(g)
(h)

Inoampetence, inefficiency, inattention to or
dereliction of auty, lack of ability, or faijlure to
perform the assigned duties i1n a satisiactory manner.
Insubordination, failure to cbey Agency policy rules.
Conviction of any felony. Conviction of a nusdemeanor
irvolving moral turpitude, dishonesty, Lmmoral conduct,
drunkenness on duty, intesperance, addiction to or use
of rarcotics, of fraud 1n cbtaining emlovment with
the Agency.

Political activity cduring the assigred kours of duty.
Persistent discourtoous treatment of the punlic or

of fellow employees or other willful farlure of good
conduct tending to injure the public service,

Physical or mental incapacity.

Absence from duty without leave,

Evadence establishing careless conduct or willful
disregard for health and welfare of fellow employees

shall be cause for disciplinary actien.

5-07 Appeal to Board of Directors

(a)

NDismissal

An employee who 1z disnussed shall have the right to file
a written statement requesting an appeal « thin five days
of dasrussal. He may, at his own expense, be represented
by counsel and present witnesses. If appeal is upheld,

the employee shall be reinstated without prejudice and



{b)

snall sutffer no iuss of pay or benefits as tne result
of same. The <oclsion ol the Boara of Directors shall
be final.

(ir revance

[f an crployee has what he believes to be & justafied
grievance of any «arnd, he should first suwomit such
grievance to the General Manager in writing. If the
manager 15 unable to resolve the problem to the mutual
satisfaction of tre employee and the manager, the
employee may roquest on audicerce with trne Board in
executive session, “he mainager shall not reject an

caployee's requesst 0 Sspeax to tne Board.

5-08 Termunation of Employment

(a)

(b)

(c}

{d}

An employee wno daslres to resign 1n good starkding shall
submat his resignation i1n writing to the General Manager
at least two weexs 1n advance of his intencad resignation
date,

Dmployees shall retare at the end of the calerdar ronth
in which they reach age 70, or as prescribed by law.
Whenever 1t becames necessary to reduce the nurber of
employees because of lack of work, lack of funds or in
the interests of econamy, the General Manager shall

approve the specific positions to be discontinued.

In case of terrunation of a regular cumployee of the
Agency through no fauwlt of his own, and who has been

amployed for over one continuous year, termunation pay



oegquivalent o one -ema-ronthly saldany pavment shall be
made w the employee. Resignatron or casmissal for
cause shall not entitle an employee to anv termination

payment .

SECTICN G:  COMPEANSATTON

6-01

6-02

6-03

’av Davsg

[ S

Al emplovees shall he paud bi-w2ekly on Friday, srovided
that 11 cuch <ay falls on o holiday, wplovee thall be paid

on the umediately preceding workday.

Method of Calculating Coampensaticn

The cqwvalernt hourly rate of employees who are paid on a
bi—-weekly basis will be calculated by multiplying tne
basic monthly salary of the ewpioyee by twelve (for the
number of montns in the year) and then divading by 2,080

(representing 52 weexs of 40 hours).

Pesponsibility for payroll preparation

The paymaster or acoountant is responsible for preparing

the payroll checks. Should there be a disagreement as to the

10



11

proper amount, the cualtor snall Ze i1nformea concerning the

ethod o calculating carpensation 1n this créinance and

the accountant chall abide by his advice.

6-04 Overtuime pav

(a)

(b}

{c)

't is Agency policy that Agyency work L cone curing
reqular workirng hours, and that overtime be discouraged
except 1n emergenTies or for staff attenaance at board
reetings. The marager and supervisory parsonrel, as
defined by the Boara of Directors, are rot entitled to
overtime fay.

‘ny overtume viork shall he pud at the rate of one and
one-half (l-1/2) tumes the regular rote uson anoroval
by the Gereral Manager and paid to the erployee at the
same time as his regqular pay.

Inployees required to work on a scheduled holiday snall
be paid at the rate of two and one-half (2-1/2) times
the rogular rate uvpon «<pproval by the Cereral tanager

and paid to the employee at the same tLe as his regular

pay.

6-05 Salarv Schedule

{a)

(b)

The Board of Directors shall annually adopt a salary
schedule.

In the event that the Directors do rot adopt a salary
schedule for each new fiscal year, the salarv schedule
approved for the prior ycar shall continue 1n foree and

effect until a rew schedule 13 adopted.



6-06

fad]

{d)

12

The General Manager schall cevelop joo descripticns for
every classification and update these as recessary.
Carpensation of the General Manager shall be as agreed

by negotiation on a yearly basis.

Payroll Daductions

The treasurer shall deduct from each amployee's salary or

wages such amounts as may De requeired by laws or as may be

authorized by the employee for the following puarposes:

{a)
(b)
(c)

(d)

Federal irncame tax (w1thholding)

State ncame tax

State disability 1nsurance

Sucn other deductions as may be requuirca by law and/or
as may be authorized by the emiloyee ana/or e Board
of Directors. When so authorized or reguired, the
treaswrer snall make such deductions and shall pay

the amounts thereof into the specified agency, firm

or group.

SECTION 7: BEMPLOYEE BENEFITS

7-01

Sick Leave

(a)

Accrual

Upon the completion of one full pay period of continuous
service, omloyees in regular positions shall accrue
sick leave prorated on the basis of minety-six hours

per year or eight hours per month. Carned cick

leave shall be available for use the first day following

the month i1n which 1t i35 earned.



(b)

{cy

(d)

{e)

(£)

Notlce of Sickress

Employees must notliv therr deparcens Read on or
before the second cay of absence :n order to qualify for
s1ck leave with cav.

lnvestigation

It shall be the respansibrhicy and caty of the Ceneral
Hanager to wnvestigatae cach request for sick leave and
to allow sick ieave with pay wnere the agplication 1s

Jetermuined to pe croper.

lrorooer Use

Impreper use of the sick leave privilege 1s cause for
dusciplirary actacn. T1f 1t appears that the sick leave
privilege is pelng adused, a medical certificate may be
required for any .bsence on sick leave.

Si1ck Leave Advanced

Sick lcave rmay b= advanced to an erployee at the
discretion of te General Manager. Upan termination,
a deduction will be made covering the ronetary value of
any unearned leave so advanced.

Sick Leave Conversion

13

Upon retirement, Jeath, or termination eligible employees

(Or tre estote of an erployee) will be pald for unused
si1ck leave accrued to the date of termination according
to the folluwinz forruda:

Sick Leave Accriea as

of Date of Terrunation of Accrued Sick Leave

Cash payment % of Hours

480 hours or lcss 30%
481 hours to 600 howrs 35%
601 hours to 720 hours 40%
721 hours to 840 hours 45%

841 hours to 960 hours 50%



14

7-02 Cisabiliss Lcave

{a) Industrial Acc:cents

Emplcovees njured 1t the line of cuty vill be campensated
by the fganc,y lor the diiference letm.een thelr regular
pay and yvorkknen's Compensation payments for a maximum of
four ronths. Sick leave or avmal leave, if available,
may be taken for 2dditional time off on a pro-rata

basis: total berefi1ts not L0 exceed wages or salary at
tame of 1njur;.

(B}  QOther Misabilizy

An employee whose ohvsical cocndition crchibits his
carry1ny ouat Mis assigned duties ond whose £ick leave
and vacaticn lecave have been used shall be assigned
disabiiity leave for a period of up to 24 months during
which no benefits shall be earned.

(¢} “edical Pelease

tmplovees recurming 1o work fram externded absence due
to on-tre-)cb 1njury or i1llness shall submut meaical evidence

of physical recovery acceptable to the (eneral 'anager.

7-03 Other Leave
(a} Sabbatical
An employee upon the recommendation of his supervisor and
approval of the General Manager may be grantcd a leave
of absence without pay for a period not to exceed 90
calendar days. At the conclusion of the Lnitial period

for which granted, such lcave may be extencded for an



{b)

(c)

(d)

15

addstional perioc or 2ericds; total absence not to exceed
one year. Yo s:cX leave or vacation berefits will accrue
auring cuch leave. 5uch leaves shall be granted only for
purposes which a2 11 the best interest ol the Agency.
Upcn return from e leave of absence, the employee shall
be reinstated to a position equivalent in duties and
salary to that ..-uch h2 held at the time that his request
for leave was granzad and a new anmversary date will be
established.

Military Leave

Military leave and requlations for pavment pertaining
thereto shall be :n accordance with Deering's !lilitary
Code and Veteran's Code of the State of California.
Jury Leave

Each officer or reqular employee when called for jury
duty service or ..n2n dppearing in court as a subpoenaed
witness, chall roceive has reqular campensation during
the period so0 served; any amounts of payment received
for such service snall be assigned to the Agency. A
leave slip for tre period of absence shall be approved
by the General ‘anager.

Bereavement Leave

An employee shall bYe granted recessary leave of absence
without loss of ey rot to exceed three workdays on
account of the death of a member of his immediate family;

this bereavemen: leave shall be deducted from his sick



7-04

{e}

16

leave. VMember of the ummecuate famly 1s defired as
mother, mother-in-law, father, f{ather-in-law, spouse,
son, dauchter, hrother, or sister of the cmployee, or
any relative livirg in the immediate household of the
enplovee.

Matemitv leave

Sick leave, 1f any, ard leave without pay shall be
granted for pregrant amployees 1n the same ranner that
si1ck leave ana leave without pay are ygranted other
employees eligible for sick leave. An erplojee will
ordinarily be permutted to work as long s she is
physically capable of performung the duties of the positian
satigfoctorily., This deterrunation rests with the
General Manager, based upon the facts of cach individual
case and medical report. Neither vacation leave nor

sick leave shall sccrue while on matermity leave. The
enmployee may return from maternmity leave at a tume
convenient to the Agency, provided her physician's state-

ment indicates her physical condition to have been restored.

Attendance Records

The Ceneral Manager snall keep an accurate and current record
of the attendance, absences and status of employees, including
sick leave and vacation accrued and allowed, and overtime for
each enmployee, and related matters. Such records shall be

available for the emloyee's inspection.



7-05

7-06

17

Insurance

{al

(b}

(c)

Lafe Insurance

Group term life i1nsurance coverage is provaded to
eligible Agency cmployees at Agency expense. The
amunt of coverage 1s based on the annual salary of the
insured.

Health Plan [nsurance

Group health plan i1nsurance coverage 1S provided for
eligible Agency employees and their dependents at
Agency expense. This plan provides hospitalization,
doctor amd surgical benefits with accampanying major
medical coverage.

Dental Insurance

Group dental insurance is provided tu eligible Agency
eployees and their dependents at Ayency cxpense

under CDS Group No. 399-0037.

Retirement, Disability and Death Berefits

Each officer, reqular and reqular part-time employee 1s

covered under the State of Califormia's "Public Employees’

Retirement System”". Costs of participation in this plan

are pad by the Agency.

SECTION 8: VACATIONS

8-01 Approval
Vacation periods shall be taken with the approval of the

General Manager at such times as will not impair the work

schedule or ecfficiency of the Agency.



8-02

8-03

8-04

18

carnea Vacataion

Officers and employees of the Agency shall earn vacation
leave for the first five years of continuous crplovment at
the rate of ten working days per year. During the second
five years (6-10) of continuous employment, vacation leave
shall be earmed at the rate of 15 working days per year.
After the tenth year of employment, vacataon leave shall
accrue at the rate of 20 working days per year.

Semu-Monthlv Accrual

Vacation leave shalil accrue on a monchly hasis based on the
amount carmned yearly. 1f the vacation carred 1n a year

is 10 days, the accrual per montn shall » 6-2/3 hours; if

15 ways, 10 hours; 1f 20 days, 13-1/3 hours. Any cmployee
deprived of vacataon by order of the General Manager to meet
the convenience of the Agency shdall be raid for sucn loss

of vacation time actually worked. Payment for such loss of
vacation time shall be made 4t the current time rate. Such
payment shall be made at the cnd of the erplovee's anniversary

year of employment in which the loss occurrcd.

djusarents
Anmiversary dates shall be adjusted if the officer or employee

1s on leave of absence or any other non-pay -tdtus Ln exeess
of 30 consecutive calendar days so that no leave 1s earned
during such period. Vacation leave yranted prior to 1its
having been earned shall Yave 1ts moretary value ceducted

from the final pay of the employee who terminates.



SECTION 9:

19

8-05 Accumilated Vication Toe

Each employee shall o2 entitled to accrue a maximum of two
(2) annual vacation periods. At least one such vacation
period must be used btefore 2 thard period is accumilated
or 1t will be forfeirtod.

B8-06 Vacation as Sick Leave

Vacation time may be usea in lieu of sick leave without pay.

8-07 tliolidavs During Vacaticn

wWhen an approved holiday falls within a vacation pericd, an
employee on vacation saall De entitled to that holidav in

addition to his reqular vacat:on.

HOLLDAYS

9-01l Fixed tolidavs

fmployees appornted to fwll-time reqular positions shall be

entitled to the tollowing fixed nolidavs:

New Year's Day Thanksgiving Day

Memorial Day Day after Thanksgliving
Independence Day Day before Christmas
Labor Day Christmas

Veterans' Day Day before New Year's Day

9-02 Floating Holidays

Employees appointed to full-time reqgular positions shall
be entaitled to a total of twenty-four hours floating
holiday time, provided that the erployee is on the payroll
during the entire pay period in which such floating holiday
time 1s to accrue. Floating holiday time shall accrue 1n

the following Lncrements:
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{a} TLight Yiours floating holiday rime shall be accrued
during the pay pertod in waich Februvary 12 talle,

(b) CLight hours floating holiday time shall be accrued
during the pay period in whica Feoruary 22 falls.

(C) Fight hours floatirg holiday tiume chall bLe accrued
during the pay period in wnich October ! falls.

Floating holidays cccrued shall be available for use on the
first day following the pay period in which trey are accrued
with the approval of the General anager.

9-03 New and Terminating Iroloyees

New and terrunatiny arployees must be on the payroll the
day before and the day after a fixed nolidav to rececave
noliday pay. Pegular employees must be on the payroll the
day before or the day after a fixed holiday to receive
holiday pay.

9-04 weekend Holidavs

When a fixed noliday falls on Saturday or Sundav, the
fixed holicay shall be treated as an eignt-hour floating

holiday.

SCTION 10: REIMBURSEMENT

10-01 Use of Private Vehicle

The use of a private vehicle on Agency business shall be by
approval of the General Manager. Omployees will be reimbursed
at the rate established by the Board for the use of a private
vehicle 1n Agency business. Agency vehicles shall be used
whenever possible and shall be kept well-serviced. Agency
credit cards should be used to buy gasoline, oil, etc. for

Agency vahacles. These credit cards are not to be used for

private vehicles.
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10-02 Other Ircidental Expenses

As authorized by the manager, oxpenses for meals, including tips,
loaging, taxi, parking fees, telephone and other expenses
incidental to traveling shall be rewbursed. Use of VISA or other
Agency credit cards by employees 1s encouraged.

10-03 Expense Vouchers

All expenses shall be submitted through an expense voucher to

which receipts for all expenses snall be attached.

SZCTION 11: ATTENDANCE AT CONFERENCES AND 'EETINGS

11-01 Discretion of General *anager

At the discretion of the General !Manager, emoloyees may attend
confercnces, conventions and meetings when attendance 1s of
benefit to the Agency.

11-02 Reporting
Any employees attending meetings at Agency exoense must make
a report to the s3card on matters of sigmificance upon their

retum.

SECTION 12: PETTY CASH

A petty cash fundi is establishea to cover muscellaneous daily Agency
purchases. Such cash nmust be kept in a locked safety box and one
aployee assigned to it. All withdrawals shall be accounted for by
a dated and signed receipt. The petty cash fund shall be replenished

4as necessary.

SECTION 13: USE OF CREDIT CARDS

13-01 Authorization

Credit cards to be used by employees of the Agency in carrying

out their official functions shall be cobtained in the name of
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the Agency. C(reaut cards cotained shall i1ncluae tre
yenerally-accepted credit cards recognized 10 MOst businesses.

13-02 Responsible party

The General Manager saall be responsible for dbtaining and
the safe kceoing of cuthorized credit cards. Creait cards
may be cbtained by written authorization from the General
Manager. All cvrecait cards shall be turmed 1n upon terminatian
of employee.

13-03 Officral Jusiness

Credit cards snall be used only on official business by the
employees., Thnose individuals utalizing the credat cards

shall be required to tum in receipts.

SECTION 13: EFFECTIVE DATE

This Ordinance chall be effective the 24th day of Julw , 1979,

H n
. Orchard, Presicent
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SECTION 15 CERTIFICATION

[, the undersigned Secretary to the Mojave Water Agency Board of Directors,
co herepy certify that the foregoing 15 a true and correct copy of Ordinance
~o. 7 of said Agency, introauced and passea at reetirrd of said Board an

July 24, , 1979 and that said Ordinance was passed by the following

roll call vote:

AYES: Halstead, Hartman, ilarsh, Gaines, Cliath, Kite
NOES: None
ADSENT: Orcnard

ABSTALIED: llone

I furtter certify that said Ordinance was thereupon signed by the President

of the Board of Directors of sard hgenzy.

ATTEST:
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