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:-ru AVE ·, ;;;n:H AlL'Cl 

A.~ O<IDTNA.'IlCE 0? ll!E ::.OARD OF DlREC'IURS OF TilE :OJAVE 1\An:R ,\~ 
1<1'0\N i'S TilE ",iQ'liCY f-::'1PW'01l:Nf UJXDlTIO.'lS O!IDINM;CC'' 

llE IT ORDAL;E> !..lY ·::i£ SOARD OF DlRECTO!<S or ';'!IE rOJAVE ;,ATER Acr::'CY AS 
FQJ..l...0,,-,;: 

SECI'IO:l l: TITU: 

This Ordir.dilce seldll !::>e kno...n .Js the ",\gency liq:lloyr..ent Conait.l0:1S 

Ordin.mce". 

SiX":'lCN 2: DEFl:-llTIQ;;s 

2-01 ,\dvur.=m?nt -/\salary 1ncrease of one or wore st.eos 111t.hin 
tile ll!TU t.S of the p..1y r=ge esw.blishcd for .J c lo.ss. 

2-02 r,yer.cv - lhc :·f::>Jo'l.Ve \later /\g~cy. 

2-03 Nuuversary Date - ~e date on which <ln l!!Tployee cam.ences 
e!~tJloyrrenc \·ll th the Agency. 

2-04 i\pplic=t - 1\n 1ncil\'idual «ho '135 ccrrplctru J.:1cl Sli!::mltted 
an appl.l.Colt..lon for er:ployrrent , .. , t.'l t.'le 1\gencr'. 

2-0') ,'gx?lnt::'erlt - The offer to o"lr.d •• cceptonce t:j u f.X?rson of a 
J?OS~t10:1, e~t.'1er on .:1 rcgul.u or tcrrpor.:uy b.1S1~. 

2-06 !Je!TotlOCI - 1\ voluntary or Jr.voluntarf r~ass1qnrrent to a less 
responsl..ble pos1tion for c..1use. 

2-07 E Lig J..b le DrD lovee - A regular €'.ITployee who hilS carpleted his 
prooauonary penoo. 

2-08 fie- All references tn Uus d=t t.o 'he' apply also to 'she'. 

2-09 !.eave of Absence - Leave w1 thout f.J..lY granted to = err;Jloyee 
at t.'le J..iscre':..lon of t.'1e ~neral :-Hr\agPr. 

2-10 .'lilit.llY l.k>ave - Leave on offJcJa! orders for t..he pW'!XJSe of 
uCt..l ve r.1 ~ t.ary duty. 

2-ll Probationary l'cnod - i\ specific ;:>3rl0d dunng \<tuch tile ~loyee 
1s reqwred to clerronstrate his fit.ness for t.'1e duues of the 
pas 1 tion t.o wn1c.'l he ltus been uhxnnt.cd by actu.:ll pcrfor:nance of 
these t.iuties. 



2-12 l'rarouo:1 - ,\dvan~c to .:1 higher "ular; range ·.nth an 
tncrcase 1 n res pons D tll ty. 

2- 13 i<egul.:ll" Erro lovpe - An e!rployee 1..orlu..ag ~0 :-:ours per week. 

2-14 l'.egul.:~r P.ut-T:..-:-e Srmla:ee- An en;>loyee ~equl=ly worlu..ng 
less :nan 40 r1ours per ;;eek. 

2-lS Pesiputio:1 - Volunt..:rr,- separo:~t..wn frcr:t U:e ,>.gency by .:111 

errp1oyee. 

2-16 Sick lkave - 'cave ··'l~- ·:ny coven:1::r .:lbsencc of = caployee 
who 1s Uildb le to per tor.n tus requl.:ll" dutiC!S beC.:lll.3C! of his 
o.m 1llness or ilbsencc e.:~used by eeath 1n tl":e errployP.e's 
liiTreCi.i d te f = 1 'I . 

2- 17 Su:>em~or-: \'erso:L""\e 1 - ,\ny e:rployee on RJ.r.c;e 34 und ilbove. 

2-18 'i'ornumtJ.o:-t - Separ.'!uon of ,m <=r.ployee w1thout: prejudice. 

2- 19 Vae.:~uon l...cdve - U..,a·:e 1v1 th fAlY tJrant:cC ~o an orrployee, 
the urr.e ot ...-n.ic.'"l shall ::>e ilt: the eli scrct...:. on of the General 
Manager. 

SEX:TION 3: ~ PRJVTSICNS 

J-01 repeal 

Ordinances :4 a.nd :;6 of t.'le .'bJaVe loJater Age:r.cy .:trC! hereby 

repealed. 

3-02 ReVIew 

The Board of Direct.:xs shall reVIew the Agency Dy:>loyment 

Cordi tions Ot:"Ciuldnce us =ncii tions require. Changes, 

addit:J.ons to .:lild c!eletions fran the proVlslOns of this 

2 

Orc:lindnce shall be only by ot:"Ciuldnce of tl":e Doard of Di.rectors. 

3-03 Validity 

lf any paragraph, :>cntence, clause or phrilSe uf thls /'qency 

Eirployment: Condi t..wns ordinance is held to be unconsti tut:J.onal 

or 1nvalid for any reason, this shall not af feet the rema.ininq 

portions of the Orduunce. 



)-04 Coptes o: Rules 

This Orcii.-unce "hall !:)e por:tcd .JJ1d .J cow made avaJ.lable to 

each en+:>loyee of the Aqenc.:y and a copy pl.Jced on f tle Wl t.h 

the 1\gency . 

J-05 'ldnager' s /\utr.on tv 

The General :·ll."ldger ts hereby authonzcd to :-ili<e such 

udmiru.strauve dectsions = .:u-e necessary to lJT?lCll'ent this 

Ordu1ance ..md ~o expedite ,\yerK:-f servtc:es. 

J-06 ,\ciru.rustr.:ttive Rules .'II\d Recrulattons 

rhese rules do not precluc:.e tile Ceneral :·llililyer frnn 

developmq = .J.:::r.J.rust.crin:; su;:>plc::-.e::Jt.J.l personnel rules 

and rcqul.:tuo:-.s, .J.S long .J.S L'1ey Lio not cox 1 ic:t \·ll th L'1ese 

rules or other ~liA resoluuons .:md orduunccs. 

SCCTIO.'l 4. HIRING PRX:EDLJ~ 

4-01 Select ton r mccdures 

fhe General :-·.anaqer shall ..ltJ;:>otnt cac:n CJ,..:>Iu,-~c-e. It ts 

the pollcy of the Agency t.o appotnt t.'1e best <;uallfied 

uppltc.:mt: for each posttion wttnout. regard to race, color, 

nat.torul onqtn, sex or age. The c.merdl !!.:lnager shall 

est:abltsn select.ton procedures whlch shall tnsure L'1e 

enployrrent of the best qua lifted .:~;:>pl iC.lJlts, i:1cludlng 

such factors dS cdu=uon, expertcnce, skills, kno.lledge, 

persorul <.f.l.l]diCdt.lons .:mel potcnti.:rl for <;ra..;th. 

4-02 Eligl.brl: tv 

All persofl!; const<lered for crrployrrent \;t t.h t.:lis /\gency 

shall be yualified to perform the duues or the posttion 

for Hhtc."l they r~rc considered. 

3 



4-03 Discnr:wution 

No person applylilg ror =loyrrent: "'' th t.'le ~~-u,, or ~Joyed 

by t..'le M.iA, s!lall be d1scr.l.11\1..1Uted against 0:1 the h:lsis of 

polit.ic.:J.l a~filioJ.U0:15, race, creed, rclig10:1, nationdl 

origin, c1t.izenship, age, physiC<Jl handicap or sex. 

4-04 1\d~rt:.lsUla ot VacoJ.r:ClCS 
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All vacancies to be filled sh.Jli be advertised 1n a newspaper 

of generu.l Cl.rculuuon W1t..'un the Agency unc! s:lilll state 

the CJUllifiClUons c~ircci und set a tine I i.nut for nalung 

appl1ClUo:1. 

4-05 Aopll.cat..lon 

1\pplicat.ion s'lall ~ I~<~ue on forn; fJWVlueci '-'! :l:e 1\gency. 

Such forr.s s!1.:11l cc:nply with discri.nurutory .:.r.d o::.her 

applic.:tble LJ·..,s. 

4-06 DisquallflC<JUon 

The General :·ldnager sh.lll reJect :!.ny appilcunr. "nO does not 

have the ninum..rn qualJ.ficat..lons rcqw.rcd for tl:c pos1t..1on or 

has ll\3de <illy false statcllent of any ll\3terul f.Jct 1.n tus 

applicat..lon. \Vhenever un .:1ppll.cant 1s rejected, notice of 

such rcJect.lon w1th st.Jt:ef!ent of reason shall be mailed to 

the .:lpp Lic.mt. 

4-07 Appoincnent 

The General ~lanager r.Jay make d!l appo1ntrre!\t baseci on personal 

interv 1ew "'' th the appil cant, l.lS tng his J.Jes t j ucyrent oJ.S to 

the applic.mt's abllity, expencnce d!ld adapt..Jbi.llt'J to the 

posiuon for wtuch he is applying. 



~-08 ~tions 

Scr.e fXlS l t.J.ons ctre t,c,s t : 1 ll<?d L'u:O'.l<e:-1 c;'.lall. t,•t n::j CXillllll'\d

t..lons, \.hic:t r.uy he c;:ve."l at t..>e ruscrc::..io:-~ of t:-te 

GenP..ral ,''...lnager. Tr.e s-i>lect.J.cn tcct'.JUc:l.lQS used 1:1 the 

CXilllllnation precess ::::1all be urpart_ul, ot a pr.:Jct..tcdl 

11dture .--JJd sh.:lll rcl.:!tc to those su!J1ccts IJruc.'t, w the 

<:p1ruo:-~ n~ t..'1e <;cnerd :"..lnuger, f.:tirly !"Casurc the 

reldt.lve C.lp.:!Cltics o~ t..'te persor.s e.'W!Tll!"lec to execute 

the OUt..lL .. S ~;d rCS?J:"'.S!.JlllL.:.I2'S 0!: Lie C!.lSS ~0 h;ll:"h 

they s~ to be a;:>;x:>t !It :.>Ct. •\nY qual! fJ.cd ;:>crson 1-mo, 

Wtt..'tln Lr.c> ~ncxl prc»cr: .. :.:rd 1n t!1= pu!:Jlic notices t..'lereof, 

has filro .:tn uPPllmt...:o:t u;::x:m the fonn furnished ':>'/ the 

Agency .md "hose dppli=.Jc...ton :1as not '->een rc>JL-ctc.'Ci :or 

cause in c~ccorc!.:mce ...-1 th these rules ur.C 1-1ho !"resents 

hunself .lt L>e u.r.e <L"ld ?lace ci.cst:;n,Jte<i for = C..'<.3!:1i."l.:lt..lon 

shall be r.rnutted and alla.~ed ~o parucipdte. 

The Agency, upon rcccr.rrenc:!.:ttL0:1 of the Gener.:tl 1-~ger, 

may cont..r.:~ct WIth any carpete.'1t .:;-enc-1 or indi vicilldl for 

the purpose of prep.JI.:..rtg and a:lmirustering examirutwns. 

ln the absence at s;.~c.'1 a contract, ::he Gerer.ll :illldger shall 

direct the prcpurat..ton ar.d admirust..rat.ion of CXdl:linat..tons. 

4-09 \.ot..l f lC.lt.lon of Exilmln.:!t..:.0:-1 Results .:mel !\ev1eo.o~ of ".Joers 

Each c.:truliddte in an ex,J.":ll.TT.:lt..ton s:-all be <Jiven 11dttcn 

not.J.ce of the result :hereof. !\ny ranc!J.date snall !lave L'le 

riqht to inspe<.:t. hts r]..'(l GXamJ.nat.lon [ldpers 1•ithin five (:,) 

r.orlung days ,1fter tr.e not..tces of ex.anuJ1dt..ton results were 

mailed. 



SECfJO.'l '): E'IPI.!l~'T 

5-01 \'orking Hour!: 

Generil.l of flee how::::; o~ t.'le Ager.cy >->hull !...:! fran 8:00 A.'i t.o 

12:00 !'<oon .md fran 1:00 l'~t to S:OO PM, lloneuys through 

Fricl.:lys, except: holidays. So far as pracucable, the hours 

of ~lo;rrent ~hall not exceed 40 hours ~r ·.;eei<. 

5-02 Personr.el :\cUon Request 

A.ll .:~ctions .:~ffectwg = c:?loyee's position, cl.:ISslficauon, 

!><Jl..:try, "ork C..:epartrrent or p.:~yroll Llcduct.ior.s shil.ll be 

acc:urpl ished b·f form "Personnel !\ct.lon !\uthon;:at.ion." A 

cx::py of sillt.l fom w1ll be supphed to the e:nployee. 

5-03 Step dnd Range 

Regular .:2ppoinrnent:s of cl.:lsslfied employees shall be made 

w1thin Schedul~ A (Personnel Cl.:ISSlfic.:~uonl of Sal.:uy 

ResoluUo!l 2S7-74. Placerrent, prarouons .:md Ce!rouons 

shall be 1n .:~coorcl.:mcc w1t..'l ?esoluuon 257-74. 

s-04 ,;ppc?ln men t:s 

,\11 appoinrnents !;hall ~ class1 fled under one of the 

follo.;ing types: 

(a) !lo!T.\ll full-tl!lE dE£C>Lntrrent = wlll \.JOrk the st..mdard 

40-hou.c \veek and reoeJ.VI'! ~.:1t.ion and benefits as 

herew prescrLbed. 
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(b) Purt-tl!lE ilopcnntrrent =work less than t."l~ r.onrul 

40-hour work \o/eek, but. O:l il regular b.:ls 15. Carpensat.ion 

and \.Jenefits are prO?CJrll0.'1dte t.o that !'ece1ved for 

full-tUTe work. 



(c) <'rOJCCt L!::>::JOI nt::renc - r-roJecc e.=lovees .:.re t.:-.cse 

eJ11:lloyees tvho hold a posttlon wruc.-. nas ~n .:~ut.'lonzed 

by L 1e l'r;ency for only ::1 ;;rescn.::>eo p0nod ot t.une ur 

for L"le duration of a spectfled ::>ro]ect:. r>ro)ect 

cuplo;Eo-es s:-~all be c!rplo;red as if for r.orr.~a 1 ~loyment 

,md on .:.ppotntrent s:·u.J.l Loe g1ven 'n:tttcn "oti-::c of the 

linu. ted lUturc ot theu l:!Tpla(ll"eflt .:~nu o: t.::c Lxt ::.•ey 

sh.:lll not ean1 the ng.'lt to crrpla(ll"eflt j)dSt L'":e period 

.:~ut.-.on ::c.'CI. Pro wet c.'t'pla{ee,; sh.:ll~ ~cceive t.'":e rDrmal 

fnnge oeneflt.J to '':uc.'l they hould ot.i1c.rwise t.:e <-'ntitled. 

(d) llourl': <'l:JOO!ntn::T.t - 1;or\ on= !-tourly b.:~s1, cs ra:juired 

7 

oy the Agency. c;o vacation, stck leave or vncauo:) benefits 

accnle if there is less thd!1 20 hours eq:>lC7f!1Fnt. 

5-05 P rd::la Uon ..:m:1 Permanency 

All odgllldl L!ppOlnt:r.ents o~ crrployees s:<al: be su!J Je~ tD a 

probauonary penod of t.hree rront.'ls. ,\ r~ob.Juorurf c:t;Jloyee 

may be dl.snu.ssed .Jt d!lY t.une dunnq the probauonary period. 

An errployee who s~s the required probationary period in 

a satisfactory r:ld!lner sha.ll be classtfiea as a permanent 

errployee d!ld shall be subject: to diSIDlssal only for cause. 

5-06 Suspension, Demotion .:~nd Disrrussal 

The continued et~?loyment of permanent: rnployees is conti.ngent 

upon proper :::>erfonr.an= of ilSsigned duties and personal fitness. 

II. permanent e:rploye>e -;c-ay be denoted, suspenc!ed or d.i.snussed 

for cause folla.ring pre-termination pro=edlr.gs as prescribed 

by law. Tilese C<~uses shall 1ncl\.¥:lc but not be limited to the 



follootng: 

(a) Lna::f:?et.er\ce, 1netf ic1ency, inatt.ent 1on to or 

derellct.J.on of aut;y, lack of ilbility, oz: :'.:Ul..Jie to 

perfonn the .:tSslgned duties 1n a sat.J. s: ilctor; lTliiilile!". 

(b) lnsubordinauon, tdllure to 00ey Agency policy rules. 

(c) l'onvtction of Lll1Y felony. Conviction o~ .:1 nusclemeanor 

involving ITOrdl rurpltude, dishone~ty, i..rrrror.:tl conduct, 

drunkenness on Juty, in~ance, addicuon to or use 

of r.urcot 1c:;, of fraud 1n obtdlning cn;:>loy::xmt 1-11 th 

the 1\gency . 

(d) Political act.l•ncy curi:-~g the assigr.ed r.ours of duty. 

(e) Pers1st.ent. discourteous t.reatrrent of the plbllc or 

ot fello.o cnployees or other wilHul !.:11lure o: gocd 

conduct: tending to injure the public se.rv1 ce . 

(f) Phys1ml or mental 111capacity. 

(g) Absence iran duty \ilthout leave. 

(h) Evldence cstablis.'l.ing c.:u:elcss conduct or \>i llful 

disregard for health and welfare of fello.~ e."l'loyees 

shall be cause foe ciiscqli..nary action. 

5-07 A[I>Pa 1 to lloard of Directors 

(a) fliSI!USsal 

8 

An e.-cployee who 1s disr.ussed shall have the right to file 

a writtc:l statarent requestlng an appeal ,,·thin five days 

of iliSITllssal. He !11dy, at his o.rn expense, be represented 

by counsel unci present. wttnesses. If ap?"'dl is tl;)held, 

the ent>loyee shall be reinstated without preJudiCe! and 



snail suifcr no ivss of ?~Y or ~ef1~ as L,e result 

of s~~. Th0 c .. ~l.Sl.On oi ~'le Goura of U1rcccors shall 

be final. 

(b) l..r le\'an= 

U ill1 cq>loyee >-• ..J.& ,,7\at. h~ bei.l.eve,; to bi! <l )USUfi.ed 

gnevancc of .:my %..lr.ci, iH:? sr.o:.Uc f~rst. :;-.i:mu.t such 

gnevancc to the G2:1e.ral :-\dnac;er 111 lvnunc;. lf the 

manager 1s wuble to resolvP tt.e f.lrol>len to L'le :nutu.:1l 

saustact .. lOn of t::c e::ployee .md the r:ld.'ldqer, the 

~l<::~;·ee ~.:J.Y request .:>.n nuwcr.ce w1 tl: L"~e £lodrd 111 

ex.ecuu ve scss1or.. ·.he nunager sh.:lll not reJeCt an 

arpl<::~;·ee 's rcque3~ :o spc~ to tne 1\odrd. 

5-08 Tcrnunat:J.on of Dmlo·.'!T'el1t 
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(.:~) ,\n e.-r;Jloyee who c~sues to res1cp 1n c;ocd -;::..:uv.J.ing shall 

sul:xru.t h.ls resignation 111 writ .. 1.:1g to the Gene.r.:ll ~~er 

at ledSt NO ·.·e~s 1:1 adv.:mce of !u.s intcnGed resignation 

date. 

(b) CrllJloyees s:,illl rcu re at the end of L'le caler.dar oonth 

in whic.'l they reach age 70, or .:15 prescribed by law. 

(c) lVhenever 1 t be=nes necessary to reduce the n'-'!Der of 

enployees becduse of l.Jck of work, laCk of funds or in 

the .lllterests of eCO:ICmf, the Q:meral ~\3.ndc;er shall 

approve the specific !X>Sl.tions to be discontinu_od. 

(d) In CdSe of terrunauon of d regclM ~loyee of the 

Agency through no fault of h1s o.m, and who hilS been 

cnployea tor over one contLTJous year, ternu.nauon pay 



cqw.•;.1l.e.nt :_a one -e.c>.I-ront.'"llv s.ll..i..'}' ;u·,rrent shall be 

nuc.lc w t~1e e::-.plu,-~0 ~s1c;:ut.:.on or CJ.smi:;sa l for 

Cdu.se s~a 11 not enu tJe un ~loyee to d!1V ter.runation 

roaynent 0 

t.-0 l •'ilV Dc!Vs 

/IJI erplo·<ees shall !:'0 f'\Ud Ol-l.J·;>e.l<J·,· nn Fnci:!y, ?rOVldcd 

that lt such G.ly LJlls 0:1 u 'loli:J..Jy, ,_;r;:>loyee !';'Ull be p<lld 

on the imredi.Jtely preceding \.our%d.Jy o 

6-02 ~!ethcxl of Cdlculat.J..ng Ccr.Dei1Sat.l 0:1 

The C'qUJ.valeP.t hourly rate o~ ~lo1ees ~·ho <Ire r.:lld on u. 

bl-wPek[y LuSIS 1"111 l>c Cdl<.:Ul.lt.cd by multlpl,•Lr.g the 

basi<.: rronthl'/ sal..dry of t.'le '-"C?IOYee by twelve (for t.'le 

nl.lllber of rrunt:hs Ln the year) and then d.iVlding by 2,030 

( represent.L"lg 52 weei<s of ~0 hours) o 

6-03 Pesponsibility for payroll orep.:u:auon 

The paymaster or accountant 1s responsilile for prepdr1.:1g 

the fA-lYroll dleck.3o Should t.'"lere be il dlsaqrC'e'Ce!lt i\.5 to the 

10 



prqoer .:mount, t..'1e .::CJCUtor shall :::.:. 1nfonrea concenu..'lg the 

::ethod o: G.:~lculattr.:j cx:ll?Cnsauon w th1s crC.i..nan= a.'1CI 

the account.:mt !>hall .ibicie cy his advi=. 

6-0 4 OvertJ.rr:e pav 

(a) 't is Agency poliC'f that ,\yency work ~ <-0:1e curtng 

req..!lu ..-orkir:g ~ours, .mel t.'1.:1t overu..-ce be dtscouru.ged 

except L'") errerc;c.•--:ies or ior staff attenoancc at boaxd 

ree~gs. The C'.lr.dgcr and st.:pervlsory r~rsonr:el, .:IS 

deft ned Uf the Boarci of Di reC'tOrs, ilrC r:oc entitLed to 

o·Jert.L'l)2 i"-'Y. 

(b) .'·ny overt..J.r.e 1:ork s!ull :OC p.J.ld J: ti".e lolt.c of one iU1d 

one-hal( <L-1/2) t!..llle!; :...'lc reqJl.:u- r.::te u;:x:m J;:>;:>roval 

by t..'lc Gcr.eral :l.J.nager ..mel paid to tbe e::;;:>lojee at the 

!'arre t ir.e d5 his regular pay. 

(c) D:;ployees required to work on a scheclulLod holi:..by snall 

be pa.1d at t.'le r.:lte o~ t.o~o ctnd one-hal!' (2-1/2) ti.rres 

the rcqular r.:1t.c L?Jn dpproval !Jy t.'le Cer.era~ :·~qer 

ill1d pa.1d to the ert':)!oyee ,1c the sume t L-:e rs h1s regular 

pay. 

6-0 ') Sa larv Schedule 

(a) :"!1e El<llrd of Dtrccrors shall .::nnwll·/ odopt .:1 salary 

sdledule. 

(b) In the event that t.'le DllcCCtor!; do r.oc .:~do?: a salaLy 

schedule for eac."l new fts=L year, t.'l~ s:llary schedule 

<~pprovecl for the prior year shall co:1t1nue 1n for~ and 

effe>ct until a rew schedule 13 adopted. 

11 



(c) the General Hanaqer shall ecvelop jo::> uescnp:: .. wns for 

every class1fic.:~~on and update these ~ ~ecessary. 

(d) Ca:pensat wn of t.'1e General Manager sh.:lll 8e as ,,greed 

by negot.iat:..J.on on a yearly bas1s. 

6-06 Payroll ~uct1~~ 

The treasurer shall daluct frcr.1 each arployee's salary or 

wages such UITDunts ,15 :nay re reqw. red I.Jy l.:r..t or as r.ay be 

authorized by the errployee for the followi..ng P.l.r?OSes: 

(a) Federal i.r.care wx ('.YJ. ili<olduxj) 

(b) St...:lte L11C<r.e t..dX 

(c) State disab111 ty t::surd!1ce 

{d) Such other <.leduc~ons u.s may be reqw.rcci by Ia\.,. and/or 

as :nay ~ duthonzed by the e:rpluye ... UJl;:J/Or :...'"".<' Elo.ll"d 

of Dtrectars. \.f."len so authorized or rcqui red, the 

treasurer sru 11 make such t.!educt.ions ."!..'lc! shall ;>ay 

the .:lllDunts thereof into L'1e spec1 fled a.:;ency, finn 

or groll?. 

SIXTION 7: C'lPLDYr:E l3E:'-:EFITS 

7-01 Sick Leave 

(a) t\ccrual 

12 

Upon the cc:rrplet.ion ot one full pay J=P-riod of con~uous 

service, arployees in regular ;:>ositions shall <~ccrue 

stck leave prorated 0:1 the basis of ru.'lety-sU< hours 

per year or e ig~t !"lours per rront.'l.. Carne<..i s 1d: 

leave shall be available for use the fi~st cby following 

the rronth tn which 1 t. i::; e<ll"ned. 
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(b) :Jot:.tc;.:, ot Slck.-.ess 

before the seccn:i c!ay o! .-lbsence ,__, or:::.:r t.o qualify for 

stck leave · . .;t t.'l C3'!. 

\c) lnvestigat:.ton 

It shall be t..'1e rc.sf'OI1Sll.>: LJ. ::y ."!.-d c..Jty of t..'le Ceneral 

:·ldndger ~ 111vesctg::tcc each request :or stck leave .:md 

to dl!a.; stc:k leave w1 tl1 p.1y 1-nerc t:.e .-ypl1cation tS 

l~rcper use ot :r.e s1C:' leave pnv1lege 1s c.1use tor 

wsc1pLJ.r...:uy JCUO:J. T t 1 t ap;:>ea.rs :!cat tr.c stck leave 

pn v tlege is DC u.g a::,useci, .:1 llE<.i..l c.:!l ccrti ~ 1 = te rt<lY be 

required f:x 2.."1'/ ~sencc on s1c.'< leave. 

(e) Stc:k Leave 1\dvanccd 

Sick le~ve r.ay t>= advanced to an e.=lo-;ee ut the 

W.scret:.ton of t.."le General ,".anuger. l':xln t.e.rml.J1dt:.ton, 

.J. deductton wtl1 t.:e n<1de cover1.n'l t.'le r:onetary value of 

<Jirlf unearned leave so advanced. 

(f) Sick Leave Convers 100 

Upon retire!re!lt, c!.eath, or t.ennindt.ion eligt..ble errp1oyees 

stck ledve accn;ed to t..'le data of tec:U.nation u=rding 

to the foll<.HIU'.:; foiTIU.lu: 

Stc:k Leave l\ccn:ea us 
of Date of TCir.1!.!1.ltlOn 

480 hours or less 
481 hours t.O 600 hours 
601 hours to 720 hours 
721 hours to 840 hours 
841 hours to 960 hours 

Cdsh ;:>ayrrent ':. ot Hours 
ot 1\ccrueci Sick Leave 

30% 
35% 
40% 
45% 
50\ 



7-02 L:isubtli~: ;.cave 

(d) Industrial ,\cc:cem.s 

~lC'(ees L""l]ur!"ci 1:1 the ltne uf ,:ut'; \:tll t.c carpensated 

by t.. >e ; .. ;Jcr\C"i ; or the c..!J. i ~ ero.-:cc '--<? '::.,£e.""l t:-.c 1 r:- regul.ll' 

pay dil<l ;:urk::en 's Carpensat..lOn puyrrenw for a rMXirnun of 

four ronths. Sick leave or .:t.""lllual leave, i: uvail.able, 

!!ay bP t.dken fo::- ~::ld.itw:tal t.i.m:? o:~ O"' CJ ;>ro-rata 

bdS1s; totu l ber.e r 1 t..s not to E=-"<cceci wages or:- salary at 

t..ure of 1 n1u.;·. 

(b) '.:lther Ll1 sab1ll ::-: 

1\n eillJloyee ·.>hose p~v~:acal =:1ciit..J.on "'rc~iliic.s ~is 

=rr; 1 ~·'! o·..1t !l.:.s <!SSt <;ned dut..J.es c.nd \.71:Jse "'tc:< leave 

and vacatton leave h.Jve been used s"lall be ~s1gned 

disill)l ilty leave for:- .:1 period of u;:> w 2~ rront."ts dunnq 

whlch na benefits shall be earned. 

(c) '"edJ.cal P.clease 

~loyees return.wg ~o work fran e.xt.er.ded abse.'lce due 

to on-tr.e-Jcb 1n1ury or lllness shall sub!lu.t nroi.cal evidence 

of phys teal recove!:"/ acoept.:lble to the <:ener.:~ l ~llilager. 

7-03 Other Leave 

(a) Sabbat..J.cal 

An enp loyee t:;:JO:': the reccxmenci.:l t..1 on of h 1 s s u;oervisor and 

approval of t:::e Gener.:~l Manager may be c;r=tcd .:1 leave 

of absence 1.11 t.'1o:.tt pay for il pcnod not to exceed 90 

calendar tl3ys. .\t t.'1e ooncluswn of the in.i t..ial ;:eriod 

for whic.'1 gr<llltcd, such leave m:!y be ext.enc'.ed for un 
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addJ. t.l orul pen :::c o:: :::>'! n cxis ; total .::.bsence :oot to exceed 

one year. ~:o s~c·, leav~ or v~cation bcr.efi:.s wtll a=rue 

ciur.L!1:, sucn lea•;.o-. 3uc!1 h~aves shall be gz:et.'1rod only for 

purpo:;es "hie.'! c....--e c:1 t.•e be!;t int.erest. o: t.'le 1\gency. 

Upon return frcn 2 leave of dbsence, the crrployee shall 

be z:elnst..:lt.ed ;:o .3 rosttion equivalent in cJutiGS and 

salary to that ;.'-u ::.'1 !12 !1eld at. t.'1e t.i.ne that. his r-equest 

for leave ,.,as ::;ra.-::....xi .:tr.c a new <liliU\'en:ary d.:~t.e will be 

estilbl is!led. 

(b) :·lili t.ary Leave 

Military leave c.."1d requl<.tl.O:lS tor p.:~yrrent pen..:uning 

thereto shall be ,_,, .:!Ccord:lnce with Dcen.ng' s :·li li t.ary 

Code arrl Veteran's Cod.e of the Stat.e of CJ.lifornia. 

(c) Jury Leave 

Each off iccz: or ::e<;UJ..:u: crrployee 1oihen e.:~lled foz: jury 

duty servl. ce oz: · .. :-.en .3?pear .L!1g in court as .:! s u!:l;:>oenaed 

witness, shall r=l\'e ~s regu.l.ar carpensation during 

the penod so served; any arrounts of payrrem: received 

for such semce sWl be assigned to the Agency. A 

leal!'e slip foz: r.:-.e period of absence shall !Je dp;:>roved 

by the General :&ldger. 

(d) Bez:eaverrent wave 

An ~loyee shall !:>e grant.ed r.eoessary leave of absence 

Wl trout loss of ;:.<!Y rot to exceed three ..-orkdays on 

account of the t.>;oa::..'l of a I!Efl'ber of hts i..mned.iat.e family; 

this tJereaverren;: leave shall be deduct.ed fran his sick 



leave. 'ember of L'"li! lJTTlle(lla:e f.:uru !·; ts C1eflr.ed u.s 

!!'Other, nnther-L-1-la-.•, fat.'ler, f.Jther-w-Ja· ... , s;xJuse, 

son, wuc;ht.e.:", ::,ro:.'ler, or s1s~r of :.'le =lo·;ee, or 

any relauve llvH:'1 J.n the i.'tllledJ..:tte l:ousehold of the 

errplo;ee. 

{e) Mdtenutv Leave 

Sick leave, 1 f any, .:md leave IHthout pay shdll be 

gran ted for prcgr ..J.!l t utp loyees tn the s.::ure manner that 

s1ck leave Jna :cave Wl tho:..tt pay .:u-e yru.nt.ed o:.'"ler 

~loyees eligible for stck leave. An e::?lOJee ·,o~ill 

ordinanly be pe.nru.ttcd to work as long ,-..s she is 
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physic.:tlly c.:tpable ot p:!rfornung L'le du~<:s of the p:>Sition 

satis:J-::tonly. T:-lls deteL.'Wldtio:1 re5ts 'nth the 

General ~lanager, bd.sed upon the facts of each individual 

case Jnd rrediCJl report. ~ei t.'ler vacation leave nor 

sick leave shall uccrue while on r.aterruty leave. 'The 

errployee may ret:ur.'l fran matem.t ty leave at a t.ure 

convenient to t.'le .n.gency, proVlded her phystci.m's state

ment indicates her physical conclit.wn to have been restored. 

7-04 1\ttendance ReoorC.S 

The General ~.anager si:all keep an accurate and current record 

ot the attendance, absences and status of errployees, inclu:iing 

s1ck leave and vacation accrued and allo.~ed, .:tnd overtl..IT'e for 

each errployee, and related matter!J. Such records shall be 

available for the e:llJloyee's inspection. 
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7-05 1 nsur.:mce 

(a) Ll.fe Insurance 

Group term Efe 1nsur.:mce coverage is proVJ.ded to 

eligible Noency Cllllloyees at Agency expense. The 

arrount of coverage l.S b.J.Sed on the annual salary of the 

insured. 

(b) Health Plan Insur=ce 

Group health pl.:m 1nsur.:mce coverage 1s prov1ei..<>d for 

eligJ.ble ,\gency errployees .::.nci the1r dcpenden~ at 

Jlqency expense. Thu; plan provu:les hosplt.:l~zat .. wn, 

doctor an::i surg1=! benefits .,.,1th ctc~anytng maJor 

rra:lical coverage. 

(c) Dent.:ll Insurance 

Group dental insur.:mce 1s provided to eligible Agency 

~loyees an::i theu deperrlent.G ilt Ayency e.xper.se 

under CDS Group ~o. 399-0037. 

7-06 ReUrerrent, Disability and Death ller.efit.!i 

Each officer, reguldr ctnd regular p.rrt.-t.ime ~loyee 1s 

covered under the State of Call forrua' s "Public Errployees' 

Pet.J.rerrent System". Costs of participauon in th1s plan 

are p.:ud by the Noency. 

SECrlO.'I 8: Vl\CATIO.'IS 

8-01 Approval 

Vacut .. lOn pcnods shall be t..:lken wt th tr.c upprova l of the 

General Han~ger at such t irres as wi 11 not inpdi r the wori< 

scnedulc or cf ficicncy of the Agency. 



8-02 L:arnea V.Jcat.lon 

Officers .md errptoyee,; of the Agency s~H e~ v.:1cat.lon 

leave for- the first f 1 ve years ot oonunuol!S eo:rployrrent at 

the rate of ten work u:c; d.:lys per year. Dunne; t.'1e second 

five years (6-10) uf c.:Jnt.lnuous errployrrent, Vdc.J::..ion leave 

shall be earned .:tt L'1e rate of 15 ....arlu.ng ci:lys {.:er year. 

After t.'1e tenth year o: etllJloyrrent, vaCdt.l::m leave shall 

.:tee-cue at the r.:tt.c o: 20 ;.·orln.ng days per year. 

8-03 Senu.-''onthl·; ,\ccn.ldl 

Vdcution leave shall uccn:e on a nnnthli· 'n.sts ~:nsed on the 

.:ll1Dun~ 0arned yearl·;. Tf t.'1e V.JC.Jtion <''l!T.Ct..l 1n .:l year 

is 10 ci:lys, the accrual ,er ~rontil s:-tall !>" f>-2/J !-.our!>; if 

IS 

l 5 uays, 10 hours; 1 f 20 days, 11- J /3 hocrs. .\ny errp loyee 

c!epn·;P<i of \'.Jcat.lon by or-der of L'1e C.8ner.Jl c'anu<;er to rreet 

the oonvemence of L'1e ,\qenc-r sC1«ll be ;-.ll<.: :or ::;C~c.< loss 

of vac.:~t1on ture ctct:.wll y .:oc%eu. PayrTr.t :'or suc!l loss of 

vacaoon tL....-e sC1dll b.> made Jt t.'1e current tir-e r.Jt.e. Such 

pdyrrent shall be r..ade ctt L~e cntl ot the e:-plo:ee' s .m.ni versary 

year of errployrrent in t;htch L':e loss =c-..u-rcd. 

8-04 \dJUStlrent.3 

Anruversary dates sh.:tll be ildjust.c<i if the ufftcer or eJ1l)l.oyee 

1s on leilve of .:lb,;en= or rulY other C~on-?·''1 ,wtu.s Ln e.'<02Ss 

of 30 oonsecuuve calendar days so that no leave 1s earned 

during such pencxl. Vae.:ttion leave yr.m~ ?rior to 1 ts 

having been earned slull !1ave 1t.s rroret.ary value ceducted 

fran the f J..nal p.Jy of the eJlllloyee 'vho termi.na t.es. 



Edell ~loyee shall ~ "'-'1ti::led to accrue a rna.xinun ot tW'O 

(2) .:mnual va=t.io:l pcr:ods. .>.t l~ast one such ,·acation 

penod !11\.lSt be used ~io=e c. t.'urd penod is accunul..:ltcd 

or Lt wtll be forfett20. 

8-06 Vacat1on as S1c~ Leave 

Vacauon t..l.!le may be ll!:>ea ~ lieu ot stck leave l<it.'lout pay. 

8-07 liol it.!uvs IJuung V.Jcauc:~ 

\men an .J?proved holid.l"f f..Uls l<ltr.l.I1 ..1 vac.Jtion period, an 

errployee un VilC.Jtlon .;:ull je cnutle<i to that hol1d.Jy tn 

add.ltton to his rcqu.lar vaC.Jt..;.on. 

SEC!' TO.\/ 9: HOLlDJI.YS 

9-0l Fixed Holid..Jvs 

~loyees .:!ppotnt.e<.l t:.:l Cull-ti.-:-e requl.:u- poslt.ions shall be 

enu tled to t.he tollo.~t.r.q £ L'<e<i nol..!d..Jys: 

New Year ' s ll.Jy 
11erronal Day 
Independence Day 
Labor Day 
Veterans' Day 

9-02 Floating Holidays 

Thanksgtving Day 
Day after "rhanksgLVLng 
Day before Christmas 
Christmas 
Day before New Year's Ody 

Enployees aFPJl.l1ted. to tuJ.l-ti.-re regu.ldr" posi t.ions s!1.all 

be enutled. to a total o!: twenty-four hours floating 

holiday t ure, provtdc<i that t.'le errployee is on the payroll 

durl.Ilg t.he entire pay penod in which such floating holiday 

tine 1s to accrue. Flruting holiday time shall accrue 1n 

t:he f olla..otng tnc renen ts : 
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(a) [lqht :rours : loaunc; holic:i.3·,· t iJre s~all be iiCCrued 

dunnq c.'le PJY perwd in "'nlc."l FcbiUUy 12 talls. 

(b) t:iqht ~ours floauno hol idly t.ure s:-ta ll be accrued 
durt.ng the f.>ay :>eno:i m '•TU c:1 F'e:J r-.. ury 22 falls. 

(C) f.1qht hours f !o-lc.ir.q hol id.:ly t l.lTle r,h3! ~ Le ,1CCrued 

during the pay penod 1n \..n1ch October :. fulls. 
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Floaung holiwys '"ccruca shall be ova.lluble [or use on the 

first day EollCJWlng t..'1e pay period in w!Uc'1 t.r.ey are accrued 

with tile uppmval of the General :·lanager. 

9-0 3 :;ew nne! 7enrunat1 ::g £r.cloyees 

New and tenrurrat..L"lq C'.q>loyces must ::e on the !''-1yroll the 

day before .-md the d.ly after a f i..xed holid.:lv to recClve 

~oliday ;:;<~y. ?.equlc.r P.rrployees rr.ust be on t.'1e p.:~yroll the 

day before or L'1c. cl.J.y after a fixec! holici.J.y to n:~::-e1ve 

hol id.:ly pay. 

9-04 l>eekend Holid3vs 

\'then a f ixea hol..icidy f .:llls on Saturci:ly or Slll'rl:ly, the 

fixed hohC:Iy shall be t.reat.ed as an elght-hour flo.:tunq 

holid.J.y. 

10-01 Use of Private Vehicle 

The use of a pnvate vehicle on Agency business shall be by 

approval of the General Manager. Drployees will be rci..rrbursed 

at the rate established by the Board for L'1e use of a private 

vehicle tn Agency bustness. Agency vehicles s:.lll be used 

Whenever posslble and shall be kept v.ell-semced. ~ency 

credit cards shOuld be U5ed to buy gasoline, oil. etc. for 

llqency >'Ctucles. These credit =rds are not to be used for 

private vehicles. 
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10-02 Other Ir.cident:Lll Expenses 

/Is authm:izeti by the llld!ldger, expenses for rr.eals, includln::j ups, 

lcxiqinq, t.ax.i, iJarki.ng fees, tele{XIone ard ot!1er expenses 

inc1dent:L1l to traveling shall be reunbursed. Use of VISA or other 

l'v:jency credit cards by employees IS P.ncour.:>.qed. 

10-03 Experu;e Vouc.'lers 

J\.11 expenses s!1all be sul::mittcd t.>uuuqh an ex;:ense voucher to 

which rece1pts for .:J..ll expenses s:ldll be att:Llchod. 

sc:cr:m 11: A'I'7E:IDAI<CE Jcr co~ !1.\'D ~11:E'I'n:GS 

ll-01 Dl.scretion of Gener.Jl ~o\mager 

At the cliscreuon of t!le Gener.:>.l f.lanaqer, emoloyees ll1dY attend 

conferences, convenuons arri r.Jeetings when at.tencJance IS of 

ben.ef it to the Agency. 

ll-02 Reporting 

Any employees .:>.ttendinq meet.lngs at 1\qency ex;:>ense must make 

a report to Ule ;;card on ll1dttc.rs of s1qruf ic.:>.nce upon their 

return. 

SOCTIO'l 12: PE'IT'i CASH 

A petty cash fund is established to cover nuscell.meous t.!ill.ly Agency 

purchases. Such cash must be kept in a locked safety box diXi one 

£!11=>loyee ass1qned to it.. .!IJ.l withdr.JWals shall be .:>.ccount.ed for by 

a dated and s1qned receipt. The petty c.Jsh fund shall be replenished 

as necessary. 

St:ITI0:-.1 13: USE OF CREDIT CARDS 

13-01 1\uthonz.:>.Uon 

Crcd.i t cards to be used by employees of the Agency in carrying 

out their official functions shall be obtained in the name of 
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yener.Jlly-accept:.ed crcci..Lt c.l.rd3 recognizee 1:1 =st :,us111esses. 

13-02 '1esponsl..ble Part"/ 

The General l'.anayer s.1all be resp:Jnsl.ble ior: cbta.Lninq und 

the safe kceo1ng oi .!uchonzed credit cards. Creait =rds 

llldY be ciJt.JJ.."1ed by wn t ten authonzauon fran t..'le General 

Manager. ,\11 <.:reG..! t Cd.rds shall be tU!Tled w t:;:on termination 

of errploy~. 

13-03 Offtcl~ )U31:1£'SS 

C.rcdlt cards shall !Je t£eJ o:1ly on officul :,us~..-.ess by the 

errployees. >hose in::liv:c.!lllls uuliz111g L'le cred.J. t curds 

shall be rcq=recl ro tu..'"Tl in receipts. 

nus Ordtnan<.:e ,_;hall be effecuve the 24th c..!ay of __ . l..:ul:::..,_Y ___ , 19 79 • 



SL.CriO~ 1 o: CERriFIG\7IG:l 

I, the undersigned Secret.:lry to the 1-'0J,we \<ater N;enr::y Board of D1 rectors, 

do hereny ccrti fy that the foreg01.ng 1s .:t t..rue and correct copy of Ordinance 

:,o. 7 of sdlcl Agency, l.I1troauccd and p3.Ssea at r.eet tng of satd Board on 
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July 24, , 1979 and that s.lld Ordinance \vdS ;:xtssed by L'1e follcwmg 

roll c:1ll vote: 

AYI:S: 

:.OES: 

t\LlSE\T: 

Halstead, ll.:u-trnan, ;:diSh, Gaines, Cluth, f:itc 

None 

Orcrurd 

/\BST/\l:lED: ::one 

I furt.-:er certify L'1ar. sdic..! OniLnancc \:us thereupon stgned by L'1e P~esident: 

of the Board of Dtn:ctors of sald ligen~;. 

ATI'EST: 
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