BEAUMONT-CHERRY VALLEY WATER DISTRICT
560 Magnolia Avenue, Beaumont, CA 92223

NOTICE AND AGENDA
MEETING OF THE PERSONNEL COMMITTEE

This meeting is hereby noticed pursuant to
California Government Code Section 54950 et. seq.

Tuesday, April 16, 2024 - 5:30 p.m.
560 Magnolia Avenue, Beaumont, CA 92223

TELECONFERENCE NOTICE
The BCVWD Personnel Committee members will attend in person at the
BCVWD Administrative Office

This meeting is available to the public via Zoom teleconference
To access the Zoom conference, use the link below:
https://us02web.zoom.us/j/85792068838?pwd=cFArZHZ4aHRSUmJLeTBCZVpn
UGRmdz09

To telephone in, please dial: (669) 900-9128
Enter Meeting ID: 857 9206 8838 - Enter Passcode: 457586

For Public Comment, use the “Raise Hand” feature if on
the video call when prompted. If dialing in, please dial *9 to
“Raise Hand” when prompted

Meeting materials will be available on the BCVWD’s website:
https://bcvwd.org/document-category/personnel-committee-agendas/

PERSONNEL COMMITTEE MEETING — APRIL 16, 2024

Call to Order: Chair Covington

Roll Call

John Covington, Chair Lona Williams (alternate)

Andy Ramirez
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PERSONNEL COMMITTEE MEETING - APRIL 16, 2024 - continued

Public Comment

PUBLIC COMMENT: RAISE HAND OR PRESS *9 to request to speak when
prompted. At this time, any person may address the Personnel Committee on matters within its
jurisdiction which are not on the agenda. However, non-agenda matters that require action will be
referred to Staff for a report and possible action at a subsequent meeting. Please limit your
comments to three minutes. Sharing or passing time to another speaker is not permitted.

1. Adjustments to the Agenda: In accordance with Government Code Section 54954.2,
additions to the agenda require a 2/3 vote of the legislative body, or if less than 2/3 of the
members are present, a unanimous vote of those members present, which makes the
determination that there is a need to take action, and the need to take action arose after the
posting of the agenda.

a. Item(s) to be removed or continued from the Agenda
b. Emergency ltem(s) to be added to the Agenda
c. Changes to the order of the Agenda

2. Acceptance of Personnel Committee Meeting minutes
Minutes may be accepted by consensus

a. March 19, 2024 Regular Meeting (pages 4 - 9)

ACTION ITEMS

3. Report/ Update from BCVWD Employees Association (no staff report)

Association Representatives

Andrew Becerra Tommy Lamont | Luis Lomeli

4. Report / Update from BCVWD Exempt Employees (no staff report)
5. Human Resources Department Report (pages 10 - 11)

6. Policies and Procedures Manual Updates / Revisions

a. | Policy 3150 | District Vehicle Usage Pages 12 - 19
Policy 3085 | Sick Leave Pages 20 - 31
Policy 3180 | Nepotism, Employment of Relatives and Pages 32 - 43

Fraternization
Policy 3060 | Continuity of Service Pages 44 - 49
. | Policy 3215 | Personnel Action Form Pages 50 - 59
f. Policy 3240 | Dress Code and Personal Standards Pages 60 - 74
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7. Update on Policy Tracking Matrix (pages 75 - 78)
a. Status of Policy Revisions / Updates
8. Action List for Future Meetings

a. Employee Association topics
b. Policy manual updates (ongoing)

9. Next Meeting Date: May 21, 2024

10. Adjournment

AVAILABILITY OF AGENDA MATERIALS - Agenda exhibits and other writings that are
disclosable public records distributed to all or a majority of the members of the Beaumont-Cherry
Valley Water District Personnel Committee in connection with a matter subject to discussion or
consideration at a meeting of the Personnel Committee are available for public inspection in the
District's office, at 560 Magnolia Avenue, Beaumont, California ("District Office”) during business
hours, Monday through Thursday from 7:30 a.m. to 5 p.m. If such writings are distributed to
members of the Board less than 72 hours prior to the meeting, they will be available from the District
Office at the same time or within 24 hours’ time as they are distributed to all or a majority of the
Board of Directors, except that if such writings are distributed one hour prior to, or during the
meeting, they can be made available in the Board Room at the District Office. Materials may also
be available on the District's website https://bcvwd.gov/.

REVISIONS TO THE AGENDA - In accordance with §54954.2(a) of the Government Code (Brown
Act), revisions to this Meeting Agenda may be made up to 72 hours before the Committee Meeting,
if necessary, after mailings are completed. Interested persons wishing to receive a copy of the set
Agenda may pick one up at the District's Main Office, located at 560 Magnolia Avenue, Beaumont,
California, up to 72 hours prior to the Committee Meeting, or download from the District’'s website:
https://bcvwd.gov/.

REQUIREMENTS RE: DISABLED ACCESS - In accordance with §54954.2(a), requests for a
disability related modification or accommodation, including auxiliary aids or services, in order to
attend or participate in a meeting, should be made to the District Office, at least 48 hours in advance
of the meeting to ensure availability of the requested service or accommodation. The District
Office may be contacted by telephone at (951) 845-9581, email at info@bcvwd.gov or in
writing at the Beaumont-Cherry Valley Water District, 560 Magnolia Avenue, Beaumont, California
92223.

CERTIFICATION OF POSTING: A copy of the foregoing notice was posted near the regular
meeting place of the Board of Directors of Beaumont-Cherry Valley Water District and to its website
at least 72 hours in advance of the meeting (Government Code §54956(a)).
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item 2a

BEAUMONT-CHERRY VALLEY WATER DISTRICT AGENDA
560 Magnolia Avenue, Beaumont, CA 92223

MINUTES OF THE PERSONNEL COMMITTEE MEETING
Tuesday, March 19, 2024, at 5:30 p.m.

CALL TO ORDER
Chair Covington called the meeting to order at 5:33 p.m.

Attendance. Directors Covington and Ramirez attended in person.

Directors present: Covington, Ramirez

Directors absent: None

General Manager Dan Jaggers

Assistant Director of Finance and Administration Sylvia Molina
Director of Operations James Bean

Staff present: Human Resources Manager Ren Berioso

Director of Information Technology Robert Rasha

Water Utility Worker | Joshua Rogers

Executive Assistant Lynda Kerney

BCVWD Employee | Customer Service Representative Il Luis Lomeli
Association reps:

PUBLIC COMMENT: None.
ACTION ITEMS
1. Adjustments to the Agenda: None.
2. Acceptance of the Personnel Committee Meeting minutes
a. January 16, 2024, Regular Meeting

The Committee accepted the minutes of the Personnel Committee meeting by
the following vote:

MOVED: Covington SECONDED: Ramirez | APPROVED
AYES: Covington, Ramirez

NOES: None.

ABSTAIN: None.

ABSENT: None.
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3. Report/ Update from BCVWD Employees Association:

a. Field staff facilities / restrooms / base of operations — update: General Manager Dan
Jaggers reported that the employees’ request is being investigated and there may be
several different approaches. A potential solution is expected to be developed in the
next couple of weeks. In response to questions from Chair Covington, Mr. Jaggers
indicated that portable facilities are being considered, but a permanent location and
permanent facilities are desired.

4. Report / Update from BCVWD Exempt Employees: None.

5. Report from Human Resources Department

Human Resources Manager Ren Berioso presented highlights of the report:
o Currently 44 employees
e Recruitment has been busy with 13 positions opened and all but one filled

6. Policies and Procedures Manual Updates / Revisions
Human Resources Manager Ren Berioso presented the proposed revisions.
a. Policy 2015 Harassment
This policy was carried over from January, Chair Covington reminded.

Mr. Berioso provided a brief background from the January meeting and reviewed
changes based on proposals from the Personnel Committee.
o Other Forms removed per legal counsel
o Removed Department Director and Director of Finance and Administration
from the complaint process
e Added language allowing Personnel Committee to hire an outside firm or
consultant if the complaint involves the General Manager

Chair Covington commented that the changes made were consistent with the
recommendations made by the Committee.

In response to Director Ramirez, Mr. Berioso confirmed that if the complaint is
about the GM, it will be directed to the Personnel Committee, which may
recommend to the Board the hiring of a consultant to investigate. If a supervisor
has a complaint against a director, the item goes to the GM. Mr. Jaggers
reminded about a case when HR Dynamics was consulted and provided a level
of professionalism.

The Committee recommended this policy for consideration by the Board of
Directors by the following vote:

MOVED: Covington SECONDED: Ramirez | APPROVED
AYES: Covington, Ramirez

NOES: None.

ABSTAIN: None.

ABSENT: None.
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b. Policy 3085 Sick Leave
(Tabled at the January 16, 2024, meeting)

Mr. Berioso provided an overview of the proposed changes to improve the language,
bring it into compliance with California labor law, and mitigate risks of Workers
Compensation.

o AB 1041 adds a “designated person”

e SB 616 increases sick leave accrual for those reaching the 200 day of
employment from 24 hours to 40 hours (applicable to temporary and part time
employees)

e Supervisors may require a doctor’s note for those employees absent from work
due to illness beyond three days

e May use paid sick leave for preventative care

Part time employees may carry over only 40 hours of paid sick leave to the
next year

Sick leave is only paid out upon retirement

Sick leave accrual reset upon rehire

90-day waiting period to use sick leave

50 percent of accrued sick leave can be used for a family member

Director Ramirez asked about the longevity of temporary employees, and Mr. Berioso
indicated that employees have been temporary for up to seven or eight months. Mr.
Jaggers noted the goal is six months. The administrative approach is based on need,
he explained.

The Personnel Committee discussed sick leave accrual and carryover, the
requirement of a doctor’s note to return to work, and notification requirements.

The Committee recommended the following amendments to the draft policy:

1. District shall not pay out unused sick leave upon separation, with the
exception of retirement

2. ... unless the employee is rehired within ene—year six months of
separation

3. Notification of supervisor at least two hours prior to the time for
beginning the regular workday. Extenuating circumstances will be
reviewed and approved by management

4. Medical certification to return to work after sick leave absence in excess
of three days shall be required. Extenuating circumstances will be
reviewed and approved by management

Chair Covington tabled the item. Staff will prepare an updated redline version.

c. Policy 3170 Smoke Free Workplace and Tobacco Use

Mr. Berioso introduced the consolidation of Policy Part | Section 40 and Section 41.
Chair Covington and Director Ramirez supported updates aimed at promoting a
healthier workplace, leading to a consolidation of existing policies.

The Committee recommended this policy for consideration by the Board of
Directors by the following vote:
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MOVED: Covington SECONDED: Ramirez | APPROVED
AYES: Covington, Ramirez

NOES: None.

ABSTAIN: None.

ABSENT: None.

d. Policy 3150 District Vehicle Usage

The revisions aimed to improve safety measures and reduce liability were reviewed,
with Chair Covington facilitating a focused discussion on enhancing policy clarity and
accountability. The Committee held a detailed discussion related to employees being
insurable.

The Committee directed staff to amend the draft policy to reflect “Employees
who are required to drive District-owned vehicles who become uninsurable
shall be terminated pending review of extenuating circumstances by the
General Manager” or similar language to be provided by legal counsel.

e. Policy 3151 Personal Vehicle Usage
It was noted the policy was misnumbered on the agenda.
Mr. Berioso explained the revisions to Policy Manual Part | Section 38.

In response to a comments, Assistant Director of Finance and Administration Sylvia
Molina indicated that tolls were not reimbursable.

The Committee recommended this policy for consideration by the Board of
Directors by the following vote:

MOVED: Covington SECONDED: Ramirez | APPROVED
AYES: Covington, Ramirez

NOES: None.

ABSTAIN: None.

ABSENT: None.

f. Policy 3220 Recruitment, Selection and Onboarding
It was noted the policy was misnumbered on the agenda.

Mr. Berioso explained additions to the existing policy including compliance with SB
700 (cannabis use and preemployment medical exam), employment eligibility
verification, and more detailed procedures. Director Ramirez examined the
implications of the new cannabis regulations, ensuring comprehensive and compliant
policy revisions.

The Committee recommended this policy for consideration by the Board of
Directors by the following vote:
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MOVED: Ramirez SECONDED: Covington | APPROVED
AYES: Covington, Ramirez

NOES: None.

ABSTAIN: None.

ABSENT: None.

g. Policy 5095 District Residences and Facility Emergency Policy
It was noted the policy was misnumbered on the agenda.

General Manager Jaggers introduced the policy. Staff has made no revisions and will
take direction from the Committee, he noted.

Chair Covington said he had just one possible amendment requested an update on
the policy action items in Section 5095.9. Mr. Jaggers stated he believed all occupied
residences are in compliance with the provisions. Issues that were present have been
addressed, he assured. No lapses have been identified.

Chair Covington pointed to the procedures related to the Monthly Maintenance Fee
and said he would like to see the procedures included in the policy. He recommended
an audit of the restricted funds every three years. Mr. Jaggers reminded that the report
has been brought to the Board every year.

The recalculation of the 2.5 percent recovery basis is slated for every 10 years,
Covington noted. Mr. Jaggers noted that Policy Section 5095.8(5) indicates there will
be an annual escalator applied to the Monthly Maintenance Fee, which triggers looking
at the recovery basis. Ms. Molina explained that for home values, the 2022 valuations
are applied, and could be looked at each year. Director Ramirez noted the estimated
home value to be recalculated and the 2.5 percent cost recovery vs. the annual
escalator tied to the CPI, suggesting it appeared to be contradictory. Mr. Jaggers
clarified.

Chair Covington stated that had amendments been needed, a redline could be brought
back at a future meeting, but he had no recommended amendments.

7. Update on Policy Tracking Matrix

Mr. Berioso reviewed the dashboard and advised that progress had been made to 59.49
percent completeness for HR policies, and 40.14 percent overall.

Berioso requested direction from the Committee regarding Policy 324 Dress Code and
Personal Standards. Mr. Jaggers stated the goal was to have a professional appearance
without severe restrictions and making some accommodations to not limit staffing. The
Committee suggested a draft policy using tables for discussion purposes, with legal
review prior to bringing it to the Committee.

8. Consideration of “Great Place to Work” or other Survey Tool
Mr. Jaggers noted that surveys have been taken every year per direction of the

Personnel Committee in 2017. The intent is to continue the third-party activity to report
back for the Committee and the Board.
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Mr. Berioso explained that other platforms are being considered. The Committee
directed staff to come back with a recommendation.
9. Action List for Future Meetings
e Employee Association topics
o Restroom facilities for field crew
o Permanent operations center (move forward in 2024)

Policy manual updates (ongoing)
¢ Policy Updates related to travel and per diem (requested by Dir. Williams)

10. Next Meeting Date:

¢ Regular Meeting Tuesday, April 16, 2024, at 5:30 p.m.

ADJOURNMENT: 7:10 p.m.
Attest:

DRAFT UNTIL APPROVED

John Covington, Chairman
to the Personnel Committee of the Beaumont-Cherry Valley Water District
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Beaumont-Cherry Valley Water District
Personnel Committee Meeting item 5
April 16, 2024

HUMAN RESOURCES REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager

SUBJECT: Human Resources Department Report for the Month of March 2024

Table 1: Personnel

The below table represents the District’s current Workforce.
As of March 31, 2024

Total Current Employees (Excluding Board Members) 45
Full-Time Employees 42
Part-Time
Temporary

Interns

Separations

Retired Employee(s)

OO0 |OIN|—-

Table 2: New Hires
The below table represents new hires.
As of March 31, 2024

Employee Name Job Title Department
Khalid Sebai Assistant Engineer Engineering
Ceejay Stafford Customer Service Rep | Finance and Administration

Table 3: Anniversaries®

The below table represents BCVWD employee anniversaries.
As of March 31, 2024

Employee Name Department Years of Service
Jonathan Medina Operations 19 years
Daniel Jaggers Executive 12 years

*Work Anniversaries for the purposes of this report are calculated from the hire date and do not determine employment conditions or
terms. This report does not include elected officials.
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Table 4: Promotions or Division/Title Change

The below table represents promotions or Division/Title Changes.

As of March 31, 2024

Employee Name Former Title Changed to
None
Table 5: Recruitment
The below table represents active/closed recruitment(s).
As of March 31, 2024
Position Department Update
. . . . . Position filled 3/1/2024.
Engineering Assistant Engineering Start Date 3/11/2024
Customer Service Representative | Finance and Position filled 3/6/2024.
P Administration Start Date 3/18/2024

Management Analyst |

Finance and
Administration

Posting Closed 02/23/2024.
Offer Letter Issued

Temporary Water Utility Worker |

Operations

2 Positions filled 3/5/2024.
Start Date April 1 and 8, 2024

Customer Service Representative |l

Operations

Posting Opened 03/27/2024.
Posting Closes 4/12/2024

Table 6: Separation/Retirement

The below table represents employees separating from BCVWD.

As of March 31, 2024

Employee Name | Position Held Department Last Day
None

Table 7: Communications

The below table represents HR communications to BCVWD employees.

As of March 31, 2024
Communication Topic
Job Bulletin — Customer Service Representative |l Personnel
Mandatory Local Agency Ethics Training Personnel

Staff Report Prepared by Ren Berioso, Human Resources Manager
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Beaumont-Cherry Valley Water District
Personnel Committee Item 6a
April 16, 2024

STAFF REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager

SUBJECT: Policies and Procedures Manual Updates / Revisions Replacing Part |
Section 37 District Vehicle Usage with Policy 3150 District Vehicle Usage

Staff Recommendation

Approve the replacement of Policy Number 37 District Vehicle Usage as Policy Number 3150
District Vehicle Usage Policy and to move said forward policy to the next Board of Directors
meeting with the following revisions outline in Table 1, Summary of Policy Changes, or direct
staff as desired.

Executive Summary

At the March 19, 2024 Meeting, the Personnel Committee reviewed and proposed changes to the
draft policy for District Vehicle Usage presented by Human Resources (HR) staff, with discussions
regarding the proper use of the assigned District vehicle during work and on-call shifts,
employee’s responsibility for tickets, safety while driving and accident and theft reporting. The
Personnel Committee also directed staff to revise the language regarding termination or possible
reassignment of an uninsurable employee, and to review this with legal counsel for possible legal
ramifications.

Background

At the March 19, 2024 Personnel Committee meeting, staff presented changes to the District
Vehicle Usage by dividing the policy into two sections, including responsibility of the employee
assigned with a District vehicle to and from work, and responsibility of the employee assigned
with a District vehicle while during work hours. Staff also proposed additional sections pertaining
to the employee’s responsibility for incurring tickets, safety while driving, accident and theft
reporting and employee insurability as a condition of employment. The Personnel Committee
directed staff to revise the driver’s insurability section adding language that if the employee driving
a District vehicle becomes uninsurable the General Manager, or Personnel Committee may
review his or her employment for possible termination or re-assignment of duties not involving
driving. Staff was directed to check with legal counsel if said changes will have legal ramifications.

The proposed redline draft version only includes changes from the March 19th Personnel
Committee meeting, which have been reviewed by Legal Counsel. Said changes were made to
ensure that liability is mitigated if not avoided, and to improve District’'s guidelines in using the
assigned District vehicle. Should the policy be approved to move forward to the Regular Board
Meeting the draft policy will reflect all the changes discussed with the Personnel Committee.
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Table 1, Summary of Policy Changes, outlines the proposed changes to the current District
Vehicle Usage policy that are in reference to the redline draft version attached herewith.

Table 1 — Summary of Policy Changes

Row Polic State / BCVWD Fiscal
Y | Federal Law current Options to Consider Impact of
Number | Section . . -
requirement practice Option
3150.7 Requiring “all”’
employees to be insurable
as a condition of
employment. Those that
, become uninsurable shall
No written :
. be reviewed by the

policy and we
General Manager or

have not had an .

L . Personnel Committee for ,

No incident in the . o No fiscal
1 . None possible termination or .
Section past where we . impact.
X assignment to a non-

hired an driving dut

uninsurable g auly.

employee. Legal counsel states that
there is no legal
ramification especially if
driving is a bonafide
qualification.

Fiscal Impact

There is no fiscal in the proposed changes to this policy.

Attachments

1. Redline draft version of 3150 District Vehicle Usage Policy

2. Clean draft of 3150 District Vehicle Usage Policy

3. Side-by-side version of 3150 District Vehicle Usage Policy

Staff Report prepared by Ren Berioso, Human Resources Manager
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BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

6a - Attachment 1

POLICY TITLE: DISTRICT VEHICLE USAGE
POLICY NUMBER: 3150

3150.1 — District Vehicle Usage Policy for Employees who Drive Assigned District Vehicles
to and from Work.

A. Application. This policy applies to all management, supervisory and field employees who
drive an assigned District vehicle to and from work.

B. Exceptions. Other than de minimis use while commuting to and from work or emergency
where there is a threat to life or property, the employee shall not use the District vehicle
for any personal business and shall not transport non-District employees not conducting
District business. No alcohol shall be purchased while driving a District vehicle.

C. Limitations. Other than the foregoing uses, District vehicles will not be used for any other
personal purposes without prior written approval from the immediate supervisor or General
Manager, or if it is stipulated in the employment agreement.

3150.2 — District Vehicle Usage Policy for Employees who Drive Assigned District Vehicles
During their Assigned Work Shift.

A. Application. This policy applies to all employees who drive a District vehicle during the
course of their assigned duties and during their assigned work shift.

B. Exceptions. During working hours, District vehicles may not be used for personal
purposes. Employees may use the assigned vehicle for the permitted meal period, or for
rest breaks within close proximity of the assigned work location. District Vehicle may also
be used for emergency situations where there is an imminent threat to life or property. No
alcohol shall be purchased while driving a District vehicle.

C. Limitations. Other than the foregoing uses District vehicles will not be used for any other
personal purposes without prior written approval from the immediate supervisor or General
Manager, or if it is stipulated in the employment agreement.

3150.3 — Responsibility for Vehicle and Tickets. Employees who drive a vehicle on District
business must exercise due diligence to drive safely and maintain the security of the vehicle and
its contents. Employees are responsible for any driving infractions or fines as a result of their
driving.

3150.4 — Reimbursement for Expenses. Employees driving on District business while driving
a District vehicle may claim reimbursement for parking fees and tolls actually incurred.

3150.5 — Safety While Driving. Employees are not permitted, under any circumstances, to
operate a District vehicle when any physical or mental impairment causes the employee to be
unable to drive safely. This prohibition includes, but is not limited to, circumstances in which the
employee is temporarily unable to operate a vehicle safely or legally because of illness,
medication, or intoxication. Employees must follow all District rules and laws related to use of
technology while driving a District vehicle.

Adopted by Resolution 20-XX, Date
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BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

3150.6 — Accidents and Theft. Employees must report any accident, theft, or damage involving
a District vehicle to their supervisor and the Human Resources Manager, regardless of the extent
of damage or lack of injuries. Employees are expected to cooperate fully with authorities in the
event of an accident. However, they should not make any statements other than in reply to
guestions of investigating officers.

3150.7 — Insurance. All rew employees who are assigned or required to drive District-owned
vehicles shall be insurable by the District’s insurance carrier, as a condition of employment.
Regular full-time, part-time, and temporary employees who are assigned or required to drive
District-owned vehicle and become uninsurable shall be reviewed accordingly by the General
Manager, or Personnel Committee, for possible termination or may-be-terminated—ermay-be
temporarily assigned to duties WhICh do not reqwre the operatlon of a District-owned vehicle—with
, ; . Refer to District policy on
Driver Tralnlng and Record Rewew D|SC|pI|nary Procedures for more information on this topic.

Adopted by Resolution 20-XX, Date
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3.

CURRENT POLICY

DISTRICT VEHICLE USAGE

A Application. This policy applies to employees who drive District vehicles to and from

work.

B.  Exceptions. During working hours, trips for personal purposes will be avoided.
Occasionally, stopping at a store en route to a business destination, or going to a
restaurant (within close proximity of your work location) for lunch is permitted, While
going to or from work, occasionally stopping to buy groceries, pick up laundry,
medications, etc., is also permitted, No alcohol shall be purchased while driving a
District vehicle,

C. Limitation, Other than the foregoing uses, district vehicles will not be used for any other
personal purposes without prior written approval. This means that weekend or after-
hours trips to the store (regardless of how close to home), trips back to the office to
retrieve forgotten personal items, or any other non-business usage will not be
permitted.

6a Attachment 2

PROPOSED POLICY

POLICYTITLE: DISTRICT VEHICLE USAGE
POLICY NUMBER: 3150

3150.1 - District Vehicle Usage Policy for Employees who Drive Assigned District Vehicles
to and from Work.

A Application. This policy applies to all management, supervisory and field employees who
drive an assigned Districtvehicle to and fromwork.

B. Exceptions. Otherthan de minimis use while comrmuting to and from workl or emergency
where there is a threat to life or property, the employee shall not use the Disfrict wehicle
for any personal business and shall nat transpart non-District employees not canducting
District business. Mo alcohol shall be purchased while driving a District vehicle.

C. Limitations. Other than the foregoing uses, District vehicles will not be used for any other
personal purposeswithout priorwritten approval from the immedizste supervisoror Generd
Manager, arif itis stipulated inthe employment agreement.

3150.2 - District Vehicle Usage Policy for Employees who Drive Assigned District Vehicles
During their Assigned Work Shift.

B. Exceptions. During working hours, District wehicles may not be used for persond
purposes. Employees may use the assigned vehicle for the permitted meal periad, ar for
be usedfor emerg'é-ﬁ-c; situations where there is an imminent threat to life or property. Mo
alcohol shall be purchased while driving a District wehicle.

. Limitations. Other than the foregoing uses District vehicles will not be used for any other
personal purposeswithout priorwritten approval from the immedizte supervisoror Generd
Manager, arif itis stipulated inthe employment agreement.

3150.3 — Responsibility for Vehicle and Tickets. Employees who drive a wehicle on District
business must exercise due diligence to drive safely and maintain the security of the vehicle and

driving.

3150.4 — Reimbursement for Expenses. Employees driving on District business while driving
a Districtvehicle may claim reimbursement for parking fees and tolls actually incurred.

3150.5 — Safety While Drving. Employees are not permitted, under any circumstances, to
operate a District wehicle when any physical or mental impairment causes the employee to be
unable to drive safely. This prohibition includes, butis notlimited to, circumstances in which the
employee is temporarily unable to operate a wvehicle safely or legally because of illness,
medication, or intoxication. Employees must follow all District rules and lews related to use of
technology while driving a District vehicle.
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3150.6 — Accidents and Theft. Employees must repart any accident, theft, or damage invalving
a District vehicle ta their supervisor and the Human Resaurces Manager, regardless of the extent
of damage or lack of injuries. Employees are expected to cooperate fully with authorities in the
event of an accident. However, they should not make any statements other than in reply to
fuestions of investigating officers.

3150.7 - Insurance. Al few employees who are assioned or required to drive District-owned
wehicles shall be insurable by the District's insurance carrier, as a condition of employrment.
Fegular full-time, part-time,_and temporary employees who are assigned or required 0 drive
District-owned vehmle and hecome uninsurable shall be reviewed accordingly by the General
Manager, or Personnel Committee, for possible termination or sey—beterminated —ormeay-be
tempurarlly assigned to duties whll:h o not require the Dperatlnn of a District-owned vehicle—wit

: . Refer to District policy on
Drlver Tralnlng and Recurd Review, Dlsupllnary Prucedures fnrmnre information on this topic.
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BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

6a
Attachment 3

POLICY TITLE: DISTRICT VEHICLE USAGE
POLICY NUMBER: 3150

3150.1 - District Vehicle Usage Policy for Employees who Drive Assigned District Vehicles
to and from Work.

A. Application. This policy applies to all management, supervisory and field employees who
drive an assigned District vehicle to and from work.

B. Exceptions. Other than de minimis use while commuting to and from work or emergency
where there is a threat to life or property, the employee shall not use the District vehicle
for any personal business and shall not transport hon-District employees not conducting
District business. No alcohol shall be purchased while driving a District vehicle.

C. Limitations. Other than the foregoing uses, District vehicles will not be used for any other
personal purposes without prior written approval from the immediate supervisor or General
Manager, or if it is stipulated in the employment agreement.

3150.2 — District Vehicle Usage Policy for Employees who Drive Assigned District Vehicles
During their Assigned Work Shift.

A. Application. This policy applies to all employees who drive a District vehicle during the
course of their assigned duties and during their assigned work shift.

B. Exceptions. During working hours, District vehicles may not be used for personal
purposes. Employees may use the assigned vehicle for the permitted meal period, or for
rest breaks within close proximity of the assigned work location. District Vehicle may also
be used for emergency situations where there is an imminent threat to life or property. No
alcohol shall be purchased while driving a District vehicle.

C. Limitations. Other than the foregoing uses District vehicles will not be used for any other
personal purposes without prior written approval from the immediate supervisor or General
Manager, or if it is stipulated in the employment agreement.

3150.3 — Responsibility for Vehicle and Tickets. Employees who drive a vehicle on District
business must exercise due diligence to drive safely and maintain the security of the vehicle and
its contents. Employees are responsible for any driving infractions or fines as a result of their
driving.

3150.4 — Reimbursement for Expenses. Employees driving on District business while driving
a District vehicle may claim reimbursement for parking fees and tolls actually incurred.

3150.5 — Safety While Driving. Employees are not permitted, under any circumstances, to
operate a District vehicle when any physical or mental impairment causes the employee to be
unable to drive safely. This prohibition includes, but is not limited to, circumstances in which the
employee is temporarily unable to operate a vehicle safely or legally because of illness,

Adopted by Resolution 20-XX, Date
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BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

medication, or intoxication. Employees must follow all District rules and laws related to use of
technology while driving a District vehicle.

3150.6 — Accidents and Theft. Employees must report any accident, theft, or damage involving
a District vehicle to their supervisor and the Human Resources Manager, regardless of the extent
of damage or lack of injuries. Employees are expected to cooperate fully with authorities in the
event of an accident. However, they should not make any statements other than in reply to
guestions of investigating officers.

3150.7 — Insurance. All employees who are assigned or required to drive District-owned
vehicles shall be insurable by the District's insurance carrier, as a condition of employment.
Regular full-time, part-time, and temporary employees who are assigned or required to drive
District-owned vehicle and become uninsurable shall be reviewed accordingly by the General
Manager, or Personnel Committee, for possible termination or be temporarily assigned to duties
which do not require the operation of a District-owned vehicle. Refer to District policy on Driver
Training and Record Review, Disciplinary Procedures for more information on this topic.

Adopted by Resolution 20-XX, Date
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Beaumont-Cherry Valley Water District
Personnel Committee Item 6b
April 16, 2024

STAFF REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager

SUBJECT: Policies and Procedures Manual Updates / Revisions Regarding Policy
3085 Sick Leave

Staff Recommendation

Approve the updated 3085 Sick Leave policy to move forward to the next Board of Directors
meeting with the revisions outlined on Table 1, Summary of Policy Changes, or direct staff as
desired.

Executive Summary

At the March 19, 2024 Personnel Committee Meeting, Human Resources (HR) staff proposed
updates to the current Sick Leave policy to align with the legal requirements of California AB 1041,
and SB 616, and added language that may allow supervisors to require their employees provide
a medical certification for absence beyond three (3) working days. The Personnel Committee
directed the HR staff to add a section that defines excused and unexcused absences, and a
section regarding disciplinary action for excessive absenteeism resulting from 2 or more
unexcused absences to provide guidance to managers in the policy implementation and to avoid
employees in abusing paid sick leave benefits.

Background

At the March 19, 2024 Personnel Committee meeting, HR staff proposed adding language which
legally complies with the new California labor statutes namely: CA AB 1041, which took effect on
January 1, 2023, adding “Designated Persons” to the list of the eligible reasons an employee can
utilize paid sick leave; and SB 616, effective January 1, 2024, which provides “all CA employees
with @ minimum paid sick leave of 40 hours a year once they reached their 200" day of
employment”. HR staff also added a section that allows the District to ask for a doctor’s note for
an absence of three (3) workdays, or more, to prevent or mitigate potential risks to the District in
lieu of workers’ compensation. All the proposed changes were approved by the Personnel
Committee, however HR staff was directed to add sections that address excused and unexcused
absences, and disciplinary action for excessive absenteeism resulting from two or more
occurrences of unexcused absences.

The proposed redline draft version includes the requests from the Personnel Committee, which
were reviewed by Legal Counsel. Changes were made to ensure that legal risks are mitigated
and to provide complete guidance to managers in the implementation of the proposed sick leave

policy.
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Discussion

Table 1, Summary of Policy Changes, outlines the directions by the Personnel Committee and
the proposed changes to the current Sick Leave policy, as determined by the Legal Counsel,
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which are referenced by the redline draft version attached herewith.

Table 1 — Summary of Policy Changes

Personnel
State / Federal BCVWD Committee / Fiscal Impact
. current .
Law requirement g Legal Counsel of Option
practice P
roposal
AB 1041, Sec Designated
245.5 (a)(4)(c)(8). Pers?)n is not Legal Counsel No fiscal
1 3085.8 | Addition of . . reworded the .
. listed in the : . impact.
Designated ; section for clarity.
P current policy.
erson.
Legal counsel
added language
that for absence
fewer than 5 days
that the District
may require a
No language in medical note for .
2 | 3085.11 | None. the current reasqqable , .NO fiscal
. suspicion of paid impact
policy. .
sick leave abuse.
HR staff
maintained 3
workdays as
directed by the
Personnel
Committee.
HR staff added
No language in “subject to review
3 | 3085.11 | None the current by Management .NO fiscal
. as directed by the | impact.
policy.
Personnel
Committee.
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State / Federal
Law requirement

BCVWD
current
practice

Option/s to
Consider

Fiscal Impact
of Option

4 | 3085.13

None

No language in
the current
policy.

Personnel
Committee
proposed adding a
section that
discusses
“Excused
Absence”

No fiscal
Impact.

5 | 3085.14

None.

No language in
the current
policy.

Personnel
Committee
proposed adding a
section that
discusses
“Unexcused
Absence”

No fiscal
impact.

6 | 3085.15

None.

No language in
the current

policy.

Personnel
Committee
proposed adding a
section that
provides
disciplinary action
for excessive
absenteeism for 2
or more unexcused
absence in a 30-
day period.

No fiscal
impact.

Fiscal Impact

There is no fiscal impact with the proposed policy changes.

Attachments

1. Redline draft version of 3085 Sick Leave with Legal Counsel notes.
2. Clean draft of 3085 Sick Leave
3. Side-by-Side version of 3085 Sick Leave

Staff Report prepared by Ren Berioso, Human Resources Manager
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BEAUMONT-CHERRY VALLEY WATER DISTRICT SECTION TITLE

POLICY TITLE: SICK LEAVE 6b Attachment 1
POLICY NUMBER: 3085

3085.1 Application. This policy shall apply to employees in all classifications who work at least 30
days within a year in accordance with the Healthy Workplaces, Healthy Families Act.

3085.2 Definition. Sick leave is defined as absence from work due to mental or physical illness;
non-industrial injury or health condition; or quarantine due to exposure to a contagious disease any
of which prevents the employee from working; e~to obtain medical diagnoses, care, or treatment,
as well as preventative medical, vision and dental care— for the employee, employee’s family
member, or designated person, as defined by the Labor Code; or for specified purposes for victims
of domestic violence, sexual abuse, or stalking, as defined by the Labor Code.-

3085.3 Accrual for Regular, Full-Time Employees. Employees shall accumulate sick leave at the
rate of one (1) day, or ten (10) hours per month. There are no established limits for sick leave
accruals, and employees may carry over from one (1) year of employment to the next any unused
balance.

3085.4 Accrual for Temporary and Part-Time Employees. A temporary or part- time employee
will accrue sick leave at the rate of one (1) hour for every thirty (30) hours worked. The District shall
provide a minimum of three (3) days, or twenty-four (24) hours of paid sick leave by the employee’s
120th calendar day of employment, and a minimum of five (5) days, or forty (40) hours of paid sick
leave by the employee’s 200th calendar day of employment. A temporary or part-time employee
may accrue a maximum of ten (10) days or eighty (80) hours. Part-time employees may carry over
from one (1) year of employment to the next up to five (5) days or forty (40) hours.

3085.5. Payout. The District is not required to pay-out unused sick leaves upon separation from
employment, with the exception of retirement. The sick leave accrual shall also reset at the time of
rehire, unless the employee is rehired within one year of separation, in which case all previously
accrued and unused sick leave will be restored to the employee upon rehire.

3085.6 Waiting Period. There is no waiting period before regular, full-time new hires are eligible
to use accrued sick leave. Temporary and Part-time employees have a ninety (90) day waiting
period.

3085.7 Use. Sick leave shall be used in hourly increments. Each employee may use up to fifty
percent (50%) of their accrued sick leave as kin care leave. It is also provided for those
circumstances where the employee must take time off to care for a family member, regardless of
the seriousness of the illness. Employees should notify their supervisor in advance to the extent
feasible, or as soon as practicable, in order to avoid disruptions in the work schedule as a result of
use of sick leave and kin care time. Family members covered include parents, children, spouses,
registered domestic partners, grandparents, grandchildren, siblings, and designated persons for
whom the employee provides care.

1. A “child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a
child for whom an employee stands in loco parentis, regardless of age or
dependency status.

2. A “parent” means a biological, foster, or adoptive parent, a stepparent, legal
guardian, or person who stood in loco parentis when the employee was a minor
child. Mothers-in-law and fathers-in- law are also considered “parents” for the
purposes of this definition.
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BEAUMONT-CHERRY VALLEY WATER DISTRICT SECTION TITLE

3. The term “spouse” applies only to an individual to whom the employee is legally
married.

4. A “registered domestic partnership” shall be established in California when both
persons file a Declaration of Domestic Partnership and are registered with the
Secretary of State.

5. A‘“sibling” includes any person with whom the employee shares a biological, foster,
adoptive, or step parent.

6. Any other definition of “family member” that in the future the Legislature deems
covered by paid sick leave law.

7. A “designated person” shall be the person for which the employee provides care.
This is any individual related by blood or whose association with the employee is the
equivalent of a family member.

3085.8 Designated Person. An employee can only utilize-sick-leave-to-care-foradesignate one
“designated person” ence-in a 12-month period, with the roll-over commencing at the time this-was
dseda person was designated. Supervisors are not allowed to inquire as to the nature of the
employee’s relationship to the designated person a paid sick leave is to be used for.

3085.9 Other Use. An employee may also use sick leave to seek relief or services as a victim of
domestic violence, sexual assault, or stalking, as described under Labor Code sections 230(c) and
230.1(a).

3085.10 Notice. In order to receive compensation while on sick leave, the employee shall notify a
supervisor prior to the time for beginning the regular workday, or as soon thereafter as practicablel.

3085.11 Medical Certification. For absence in excess of three-three five (335) workdays due to
the employee’s physical or mental illness, the District shallmay require a medical certification from
a licensed medical provider prior to returning to work and must be submitted to Human Resources
Department_and subject to review by the Management. The District may, in its discretion, require
medical certification for absences fewer than three (3)five workdays if the District reasonable
suspects abuse of sick leave.

3085.12 No Retaliation or Discrimination. Retaliation or discrimination against employees for use
of sick leave is prohibited. The District shall not treat sick leave usage as an absence to support an
employee’s discipline, discharge, demotion, or suspension, unless such use is found to have been
an inappropriate use or abuse of the granted paid time off.

3085.13. Excused Absence. Excused absence occurs when all the following conditions are met:
1. The employee provides to his or her supervisor sufficient notice in advance of the
absence.
2. The absence request is approved by the employee’s supervisor.
3. The employee has sufficient accrued sick leave to cover the absence.

3085.14 Unexcused Absence. Employees who are unable to report to work without prior approval
from their supervisor and fail to communicate the circumstance of their absence within a reasonable
time shall be deemed as unexcused absence. Employees who leave their post without prior notice
and approval from their direct supervisor are considered an unexcused absence.

3085.15 Disciplinary Action. Excessive absenteeism is defined as two or more occurrences of
unexcused absence in a 30-day period and may result in disciplinary action.

2024-04-16 BCVWD PERSONNEL COMMITTEE AGENDA - PAGE 24 OF 78



BEAUMONT-CHERRY VALLEY WATER DISTRICT SECTION TITLE

3085.163 Buy-Back.

1.

Incentive Plan A. An employee not using any sick leave for twelve (12) consecutive months
may convert his/her accrued sick hours to cash at a rate of half (.5) times his/her regular
hourly rate. Sick hours may be “cashed out” at the employee’s request no more than two
(2) times per calendar year. Employees must maintain a balance of at least forty (40) hours
of sick leave.

Incentive Plan B. Upon retirement or death, an employee, or his/her beneficiary, shall be
entitled to receive fifty percent (50%) of all accumulated sick leave not compensated for in
Incentive Plan A above. The beneficiary shall be the individual indicated on the employee’s
Life Insurance Beneficiary Form.
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CURRENT POLICY

POLICY TITLE:  SICK LEAVE
POLICY NUMBER: 3085

30851 Application. This policy shall apphyto emplovees in all classifications whowork at least 30 days within
a'year in accordance with the HeafthyWorkplaces, Healthy Families Adt of 2014 (AB 1522).

30852 Definition. Sick leave is defined as absence from work due to illness, non-industrial injury, or
quarantine dueto exposureto a contagious diseass. [n addtion, dentist and doctor appointrnents and preseribed
sickness prevention measures shall be subject to sick leave when prior natice is provided to the supervisor.

30853 Acerual. Employess shall accumulate sick leave at the rate of 1 day per month. A terparary or part-
time employeswill acorue sick leave at the rate of 1 hour for every 30 hours worked.

30854 Thereis nowaiting period before new hires are eligible to use accrued sick leave.

30855  Use. Each employes may use accried sick leave as Kin care leave, to care for sick family mermbers. 1t
is provided for those circumstances where the employee must take time off to care or a sick family member,
regardless of the sefiousness of the liness. Emplovees should natify their supervisor to the extent feasible in order
to avold disruptions in work schedule as a result of use of kin caretime. Family members covered include parents,
children, spouses, registered domestic partners, grandparents, grandchildren, and siblings.

1. A%child means a biological, adopted, or foster child, a stepchild, a legal ward, ar a child for whom
an employes stands i foco parentis, regardless of age or dependency status.

2. A"parent’ means a biological, foster, or adoptive parent, a stepparent, legal quardian, or person
wiho stood in foco parentiz when the employeswas a minor child. Mothers-in-lawr andfathers-in-
lawy are also considersd “parents” for the purposes of this definition.

3. Theterm "spouse” applies only to an individual towhaom the emploves is legally married.

4. A registered domestic partnership shall be established in California when both persons file a
Declaration of Domestic Partnership and are registeredwith the Secretany of State.

& Asiblingincludes any personwithwhormthe employes shares a biological, foster, adoptive, orstep
parent.

g, Any other definition of "Famiby member” that in the future the Legislature deems covered by paid
sick leave law.

30856 Anemployee may also use sick lsave to seek relief or services as a victim of domestic violence, sexual
assallt, or stalking, as described under Labor Code sections 230(c) and 230.1(a).

30857  Naotiee. In order to receive compensation while on sick [save, the employes shall notify a supenvisor
priorto thetime for beginning the reqular workday, of 5 soon thereafter as practical.

30858  Evidence. |f absence from duty by reason of ilness occurs, satisfactory evidence may be required by
the employes's immediate supendsor of Human Resources. Such evidence may include but is not limitedto a
medical cetification from a licensed physician.

30859  Retaliation against emplovees for use of sick leave is prohibted

6b Attachment 2

PROPOSED POLICY

POLICY TITLE: SICK LEAYE
POLICY NUMBER: 3085

3085.1 Application. This palicy shall apply to employeesin all classifications who work at least 30
dayswithin a wear in accordance with the Healthy Workplaces, Healthy Families Act.

3085.2 Definition. Sick leave is defined as absence fromwaork due to mental or physical iliness;
nan-industrial injury or health condition; or quarantine due to exposure to a contagious disease any
af which prevents the employee from working; e~to obtain medical diagnoses, care, or treatment,
as well as preventative medical, vision and dental care— for the employvee, employee's family
member or designated person, as defined by the Labor Code; or for specified purposes for victims
of domestic violence, sexual abuse, or stalking, as defined by the Labor Code -

3085.3 Accrual for Regular, Full-Time Employees. Employees shall accumulate sick leave at the
rate of ane (1) day, or ten (10) hours per month. There are no estahlished limits for sick leave
accruals, and employees may carry over fromone (1) year of employmentto the next any unused
halance.

3085.4 Accrual for Temporary and Part-Time Employees. A termporary or part- time employee
will accrue sick leave at the rate of one (1) hourfor every thirty (30) hoursworked. The District shall
provide a minimurm of three (3) days, or twenty-four (24) hours of paid sick leave by the employee's
120th calendar day of employment, and a minimum of five (5) days, or forty (40) hours of paid sick
leave by the employee's 200th calendar day of employment. A temporary or part-time emplayee
may accrue a maximum of ten (10) days or eighty (80) hours. Part-time employees may carry owver
fram one (1) year of employment ta the next up to five (8) days or forty (40) hours.

3085.5. Payout. The District is not required to pay-out unused sick leaves upon separation from
emplayment, with the exception of retirement. The sick leave accrual shall also reset at the time of
rehire, unless the employee is rehired within one year of separation, in which case all previously
accrued and unused sick leave will be restored to the employee upaon rehire.

2085.6 Waitihg Period. There is no waiting period before regular, full-time new hires are eligible
to use accrued sick leave. Temparary and Part-time employees have a ninety (90) day waiting
period.

3085.7 Use. Sick leave shall be used in hourly increments. Each employee may use up to fifty
percent (50%) of their accrued sick leave as kin care leave. It is also provided for those
circumstances where the employee must take time off to care for a family member, regardless of
the seriousness of the illness. Emplayees should notify their supervisar in advance to the extent
use of sick leave and kin care time. Family members covered include parents, children, spouses,
registered domestic partners, grandparents, grandchildren, siblings, and designated persons for
whaom the employee provides care.

1. A"child" means a hiological, adopted, or foster child, a stepchild, a legal ward, or a
child for whom an employee stands in loco parentis, regardless of age or
dependency status.

2. A "parent" means a hiological, foster, or adoptive parent, a stepparent, legal
guardian, or person who stood in laco parentis when the employee was a minar
child. Mothers-in-law and fathers-in- law are also considered "parents” faor the
purposes of this definition.
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308510 Buy-Back.

1,

Incentive Plan A. An employes not using any sick leave for 12 consecutive months may comvert
histher accrued sick hours tocash at a rate of half (5) Hmeshigther reqular houry rate. Sick hours
may be “cashed out” at the employee's request no more than 2 times per calendar year
Employees must maintain a balance of at least 40 hours of sick leave,

Incentive Plan B. Upon retirement or death, an employee, ar histher beneficiany, shall be entitled
toreceive 50% of all accumulated sick leave not compensated for in Incentive Plan A above. The
beneficiary shall be the indvidualindicated on the emplovee’s Life Insurance Beneficiany Form.

3. The term "spouse” applies anly to an individual to whom the employee is legally
married.

4. A "registered domestic partnership” shall be established in Califarnia when haoth
persons file @ Declaration of Domestic Partnership and are registered with the
Secretary of State.

4. A"sibling" includes any person with whom the employee shares a biological, foster,
adoptive, or gtep parent.

8. Any ather definition of "family member” that in the future the Legislature deems
covered by paid sick leave law.

7. Adesignated person” shall he the person for which the employee provides care,
This iz any individual related by hlood or whose association with the employee is the
equivalent of a family membher.

3085.8 Designated Person. An employee can anly shlizesiekleawetocare faradesignate one
"designated person” enee-in a 12-month period, with the roll-over commencing at the time thisswas
wseda person was designated. Supervisors are not allowed to inguire as to the nature of the
employee's relationship to the designated person a paid sick leave isto be used for.

3085.9 OtherUse An employee may also use sick leave to seek relief or services as a victim of
domestic violence, sexual assault, ar stalking, as described under Labor Code sections 230(c) and
230.1(a).

supervisor prior to the time for beginning the regular warkday, or as soon thereafter as practicahlel.

3085.11 Medical Certification. For absence in excess of threethree fve (3358) workdays due to
the employee's physical or mental illness, the District shallmay require a medical certification from
a licensed medical provider prior to returning to wiork and must be submitted to Human Resources
Departrnent_and subject to review by the Managerment. The District may, in its discretion, reguire
medical cerification for absences of marefewserthan three (31 workdays if the District reasonable
suspects abuse of sick leave.

3085.12 Mo Retaliation or Discrimination. Retaliation or discrimination against employeesforuse
of sick leave is prohibited. The District shall not treat sick leave usage as an absence to support an
employee's discipline, discharge, demotion, or suspension, unless such use is found to have heen
an inappropriate use or abuse of the granted paid time off|.

3085.13. Excused Absence. Excused absence occurs when all the following conditions are met:
1. The employee provides to his or her supervisor sufficient notice in advance of the
ahzence.
2 The ahsence request is approved by the employee's supervisar,
3. The employee has sufficient accrued sick lesve to cover the absence.

3085.14 Unexcused Absence. Employees who are unahle to report to work without prior approval
fromtheir supervisor and fail to communicatethe circurmstance of their absence within a reasonakble
time shall he deemed as unexcused absence. Employees who leave their post without prior notice
and approval from their direct supervisor are considered an unexcused absence.

3085.15 Disciplinary Action. Excessive ahsenteeism is defined as two or more occurrences of
unexcused absence in a 30-day period and may result in disciplinary action.
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3085.162 Buy-Back.

1. Incentive Plan A Anemployee not using any sick leave fortwelve (12) consecutive manths
may convert histher accrued sick hours ta cash at a rate of half (.9) times histher regular
hourly rate. Sick hours may be "cashed out" at the employee's request no mare than twio
(2] times per calendar year. Employees must maintain a balance of at least forty (40) hours
of sick leave.

2. Incentive Plan B. Upaon retirement or death, an emplayee, or histher heneficiary, shall be
entitled to receive fifty percent (30%) of all accumulated sick leave not compensated for in
Incentive Plan A above. The beneficiary shall be the individual indicated on the employee's
Life Insurance Beneficiary Form.
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BEAUMONT-CHERRY VALLEY WATER DISTRICT SECTION TITLE

POLICY TITLE: SICK LEAVE 6b Attachment 3

POLICY NUMBER: 3085

3085.1 Application. This policy shall apply to employees in all classifications who work at least 30
days within a year in accordance with the Healthy Workplaces, Healthy Families Act.

3085.2 Definition. Sick leave is defined as absence from work due to mental or physical illness;
non-industrial injury or health condition; or quarantine due to exposure to a contagious disease any
of which prevents the employee from working; to obtain medical diagnoses, care, or treatment, as
well as preventative medical, vision and dental care for the employee, employee’s family member,
or designated person, as defined by the Labor Code; or for specified purposes for victims of
domestic violence, sexual abuse, or stalking, as defined by the Labor Code.

3085.3 Accrual for Regular, Full-Time Employees. Employees shall accumulate sick leave at the
rate of one (1) day, or ten (10) hours per month. There are no established limits for sick leave
accruals, and employees may carry over from one (1) year of employment to the next any unused
balance.

3085.4 Accrual for Temporary and Part-Time Employees. A temporary or part- time employee
will accrue sick leave at the rate of one (1) hour for every thirty (30) hours worked. The District shalll
provide a minimum of three (3) days, or twenty-four (24) hours of paid sick leave by the employee’s
120th calendar day of employment, and a minimum of five (5) days, or forty (40) hours of paid sick
leave by the employee’s 200th calendar day of employment. A temporary or part-time employee
may accrue a maximum of ten (10) days or eighty (80) hours. Part-time employees may carry over
from one (1) year of employment to the next up to five (5) days or forty (40) hours.

3085.5. Payout. The District is not required to pay-out unused sick leaves upon separation from
employment, with the exception of retirement. The sick leave accrual shall also reset at the time of
rehire, unless the employee is rehired within one year of separation, in which case all previously
accrued and unused sick leave will be restored to the employee upon rehire.

3085.6 Waiting Period. There is no waiting period before regular, full-time new hires are eligible
to use accrued sick leave. Temporary and Part-time employees have a ninety (90) day waiting
period.

3085.7 Use. Sick leave shall be used in hourly increments. Each employee may use up to fifty
percent (50%) of their accrued sick leave as kin care leave. It is also provided for those
circumstances where the employee must take time off to care for a family member, regardless of
the seriousness of the illness. Employees should notify their supervisor in advance to the extent
feasible, or as soon as practicable, in order to avoid disruptions in the work schedule as a result of
the use of sick leave and kin care time. Family members covered include parents, children, spouses,
registered domestic partners, grandparents, grandchildren, siblings, and designated persons for
whom the employee provides care.

1. A “child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a
child for whom an employee stands in loco parentis, regardless of age or
dependency status.

2. A “parent” means a biological, foster, or adoptive parent, a stepparent, legal
guardian, or person who stood in loco parentis when the employee was a minor
child. Mothers-in-law and fathers-in- law are also considered “parents” for the
purposes of this definition.
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3. The term “spouse” applies only to an individual to whom the employee is legally
married.

4. A “registered domestic partnership” shall be established in California when both
persons file a Declaration of Domestic Partnership and are registered with the
Secretary of State.

5. A“sibling” includes any person with whom the employee shares a biological, foster,
adoptive, or step parent.

6. Any other definition of “family member” that in the future the Legislature deems
covered by paid sick leave law.

7. A “designated person” shall be the person for which the employee provides care.
This is any individual related by blood or whose association with the employee is the
equivalent of a family member.

3085.8 Designated Person. An employee can only designate one “designated person” in a 12-
month period, with the roll-over commencing at the time a person was designated. Supervisors are
not allowed to inquire as to the nature of the employee’s relationship to the designated person a
paid sick leave is to be used for.

3085.9 Other Use. An employee may also use sick leave to seek relief or services as a victim of
domestic violence, sexual assault, or stalking, as described under Labor Code sections 230(c) and
230.1(a).

3085.10 Notice. In order to receive compensation while on sick leave, the employee shall notify a
supervisor prior to the time for beginning the regular workday, or as soon thereafter as practicable.

3085.11 Medical Certification. For absence in excess of three (3) workdays due to the employee’s
physical or mental iliness, the District shall require a medical certification from a licensed medical
provider prior to returning to work and must be submitted to Human Resources Department and
subject to review by the Management. The District may, in its discretion, require medical certification
for absences of more than three (3) workdays if the District reasonably suspects abuse of sick leave.

3085.12 No Retaliation or Discrimination. Retaliation or discrimination against employees for use
of sick leave is prohibited. The District shall not treat sick leave usage as an absence to support an
employee’s discipline, discharge, demotion, or suspension, unless such use is found to have been
an inappropriate use or abuse of the granted paid time off.

3085.13. Excused Absence. Excused absence occurs when all the following conditions are met:
1. The employee provides to his or her supervisor sufficient notice in advance of the
absence.
2. The absence request is approved by the employee’s supervisor.
3. The employee has sufficient accrued sick leave to cover the absence.

3085.14 Unexcused Absence. Employees who are unable to report to work without prior approval
from their supervisor and fail to communicate the circumstance of their absence within a reasonable
time shall be deemed as unexcused absence. Employees who leave their post without prior notice
and approval from their direct supervisor are considered an unexcused absence.

3085.15 Disciplinary Action. Excessive absenteeism is defined as two or more occurrences of
unexcused absence in a 30-day period and may result in disciplinary action.
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3085.16 Buy-Back.

1.

Incentive Plan A. An employee not using any sick leave for twelve (12) consecutive months
may convert his/her accrued sick hours to cash at a rate of half (.5) times his/her regular
hourly rate. Sick hours may be “cashed out” at the employee’s request no more than two
(2) times per calendar year. Employees must maintain a balance of at least forty (40) hours
of sick leave.

Incentive Plan B. Upon retirement or death, an employee, or his/her beneficiary, shall be
entitled to receive fifty percent (50%) of all accumulated sick leave not compensated for in
Incentive Plan A above. The beneficiary shall be the individual indicated on the employee’s
Life Insurance Beneficiary Form.
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Beaumont-Cherry Valley Water District
Personnel Committee Item 6¢c
April 16, 2024

STAFF REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager
SUBJECT: Policies and Procedures Manual Updates / Revisions Replacing Part |,

Section 43 Nepotism/Employment of Relatives with Policy Number 3180
Nepotism / Employment of Relatives and Fraternization

Staff Recommendation

Approve the updated 3180 Nepotism/Employment of Relatives and Fraternization policy to move
forward to the Board of Directors with the revisions stated in Table 1, Summary of Policy Changes.

Executive Summary

Staff is proposing changes to the Nepotism/Employment of Relatives and Fraternization policy to
include language that defines nepotism and fraternization and adds sections that provide the
District leadership thorough guidance in hiring, promoting, or transferring a candidate or employee
when there a potential conflict of interest. Staff is proposing these changes to comply with Section
87 of California Code of Regulations (CCR) regarding nepotism and personal relationship within
the public sector agencies, and to establish a fair, ethical, transparent, and unbiased work
environment in the District’s hiring, transfer, and promotion practices.

Background

In past years, the District had a history of employing individuals in familial and marital relationships
that created unfair, biased, and unethical work practices and standards. The previous leadership
acted upon these instances and put in place the current Nepotism policy to ensure equal
opportunities for all District employees, and as a preventive measure for future occurrences.
Nepotism and Fraternization create an environment where conflict of interest exists, and instills
distrust towards the District leadership because of unfair, biased, and unethical standards in
hiring, transfer and promotion practices.

Staff is proposing a revised draft that includes the District’'s commitment to create an environment
of equal opportunity for all employees by setting clear guidelines in hiring, promoting and
maintaining employees in all classifications regardless of their familial, fraternal and/or marital
relationships. The revised policy draft also includes language that provides guidance for Human
Resources and Department Heads to identify a potential conflict of interest through a list of
considerations. Staff is also proposing sections to provide the General Manager with decision
power to deny employment if such occurrence constitutes nepotism or fraternization, to require
potential hires and current employees to disclose conflict of interest resulting from nepotism or
fraternization, and to impose possible disciplinary actions in violation of said policy upon a
thorough investigation by Human Resources, in partnership with the Department Head.

2024-04-16 BCVWD PERSONNEL COMMITTEE AGENDA - PAGE 32 OF 78



&t
&
$
foy

il

ST, 19018,

VAL
'2‘
S

0/
/Y

The proposed redline draft version includes recommendations from the HR staff, the HR
consultant, and Legal Counsel. Changes were made to ensure that legal requirements are met,
risks are mitigated, and to ensure integrity of the District’s practices.

Discussion

Table 1, Summary of Policy Changes, outlines the proposed changes to the current Nepotism-
Employment of Relatives policy that are in reference to the redline draft version attached herewith.

Table 1 — Summary of Policy Changes

Consider adding a list of
considerations that
constitutes conflict of
interest.

. BCVWD Fiscal
2 POI'.C y SRy F.e 2L current Option/s to Consider | Impact of
A Section | Law requirement . :
practice Option
California Code . 31.80.'1,Add the_
. No language in | District’s commitment to )
of Regulations, . . No fiscal
1 3180.1 . . the current create a fair, unbiased .
Title 2, Sections olic and transparent work Impact.
83.5,83.6 and 87 | PO'YY: transp
environment.
3180.2 Legal Counsel
added sexual
. . relationships as the
CCR, Title 2, No language in | . )
2 | 3180.2 | Sections 83.5, | the current instance that should be | No fiscal
. free from discrimination | impact.
83.6 and 87 policy. . :
in the selection process
when this policy is
implemented.
3180.2 Add language
that include a recusal of
. . the District employee in
CCR.’ Title 2, No language in the hiring and selection | No fiscal
3 None | Sections 83.5, the current 7 . .
. process if the applicant | impact.
83.6 and 87 policy. : . :
is a relative or is
involved in a romantic
relationship.
3180.2 Add language
that the Department
Head shall consult HR
Manager for any conflict
_ CCR, Title 2, No Ianguage in | of mterest_ in the hiring _
Section ; the policy to or promotional No fiscal
4 43, A Sectlons 83.5, define the opportunity impact
’ 83.6 and 87 ' '
process.
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Fiscal
TABLE | Policy | State / Federal G . . Impact
. . current Option/s to Consider
A Section | Law requirement . of
practice .
Option
The General
Manager shall | 318 3 Broaden the
review any section discussing the
Section potential conflict No fiscal
5 None . process for .
43, B of interest for impact.
R completeness and
potential hiring
L accuracy.
or termination of
an employee.
3180.4 Add domestic
partner to the list of
relationships that may
constitute conflict of
. . interest.
Section CCR_, Title 2, No language in No fiscal
6 Sections 83.5, the current .
43,C . Legal Counsel impact.
83.6 and 87 policy. :
recommends deleting
the paragraph of
California Civil Code
4100 as this is
outdated.
3180.5 Add all
. CCR, Title 2, No language in | employee ,
7 Sf; t'gn Sections 83.5, the current classifications for il:lno falsc(t:al
' 83.6 and 87 policy. completeness. pact.
3180.6 Add language
that an employee may
Section | CCR, Title 2, No language in | not be placed in the No fiscal
8 43, E | Sections 83.5, the current same department with a imoact
andJ | 83.6 and 87 policy. supervisor he/she has pact.
romantic relationships
with.
CCR, Title 2, No language in 3180'7 Add the . )
; Disclosure Requirement | No fiscal
9 None | Sections 83.5, the current . X . .
: if conflict of interest impact.
83.6 and 87 policy. :
exists.
3180.8 Add language
. . that relatives may be
Section CCR.’ Title 2, No language in eligible for promotion or | No fiscal
10 Sections 83.5, the current . .
43, F . transfer based on merit | impact.
83.6 and 87 policy.

and reviewed by the
general manager.
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Fiscal
TABLE | Policy | State / Federal SO . . Impact
. . current Option/s to Consider
A Section | Law requirement . of
practice .
Option
3180.9 Add a section
CCR, Title 2, No language in | for Prohibition of No fiscal
11 None | Sections 83.5, the current Fraternization between imoact
83.6 and 87 policy. direct supervisor and pact.
employee supervised.
3180.12 Add a section
No lanquage in to immediately report
guag any violation of this No fiscal
12 None | None the current . .
olicy policy to HR impact.
P ' Department for
investigation.
3180.13 Add a section
CCR, Title 2, No language in for d|SC|pI|r_1ary_ . ,
; measures in violation of | No fiscal
13 None | Sections 83.5, the current ) . .
83.6 and 87 policy this policy as impact.
' recommended by the
Legal Counsel.
Fiscal Impact

There is no fiscal impact in the implementation of the said policy changes.

Attachments

1.

Redline draft version of 3180 Nepotism/Employment of Relatives and Fraternization

2. Side-by-side version of 3180 Nepotism/Employment of Relatives and Fraternization
3. Clean draft version of 3180 Nepotism/Employment of Relatives and Fraternization
4. California Code of Regulations Title I, Sections 83.5, 83.6 and 87

Staff Report prepared by Ren Berioso, Human Resources Manager
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BEAUMONT-CHERRY VALLEY WATER DISTRICT PERSONNEL

POLICY TITLE: NEPOTISM/-EMPLOYMENT OF RELATIVES AND FRATERNIZATION
POLICY NUMBER: 3180

3180.1 Policy. The Nepotism-Employment of Relatives and Fraternization Policy is established to maintain a
fair, transparent, and unbiased work environment by addressing the employment of relatives and persons who are
engaged in a romantic and/or sexual relationship with a current employee or Board Member within the organiza-
tion. The purpose is to prevent conflicts of interest, ensure equal opportunities for applicants and all employees,
and maintain the integrity of the District’s hiring and promotion processes.

3180.2 Selection Process/Equal Opportunity. It is the policy of the District to seek the best possible candi-
dates for its staff through appropriate recruitment seareh procedures. It is also the policy of the District not to
discriminate in its employment and personnel actions with respect to its employees and applicants on the basis of
marital or familial status, as well as romantic and/or sexual relationships with a current District employee. - -Em-
ployment actions include, but are not limited to, hiring promotion, transfer, disciplinary action, and termination.

Relatives, and persons engaged in a romantic and/or sexual relationship with a current employee or Board Mem-
ber may be considered for employment, provided that they meet the required qualifications and standards for the
position. All hiring decisions will be based on merit, qualifications, and the needs of the District. When a relative
or a person who is engaged in a romantic and/or sexual relationship with a District employee or Board Member is
being considered for employment, promotion, or transfer, the District employee shall have no involvement in the
recruitment, employment, promotion, or transfer of the person, either directly or indirectly, nor shall that employee
take any action that would directly or indirectly impact the employment of the relative or individual with whom there
exists a romantic and/or sexual relationship.

Furthermore, the District retains the right to refuse to appoint, promote, or transfer a person to a position in the
same department, division or facility, wherein his/her familial, marital, or romantic/sexual relationship to another
employee or Board Member has the potential for creating adverse impact on supervision, safety, security or mo-
rale, or involves a potential conflict of interest. The department-headDepartment Head, in consultation with the
Human Resources Manager, shall have the authority and responsibility for determining if such a potential for ad-
verse impact exists or does not exist. Considerations shall include the following:

A The two (2) employees having a direct or indirect supervisory relationship.

B. The two (2) employees handling financial transactions together.

C. The two (2) employees having reqular job duties which require performance of shared duties or
the same or related work assignment.

D. The two (2) employees having the same immediate supervisor.

E. An actual or perceived conflict of interest or having an adverse impact on supervision, safety,

security, morale, or efficiency of the workplace that cannot be adequately mitigated.

3180.32 Determination. -Where the departmentheadDepartment Head, in conjunction with the Human
Resources Manager, has made a determination based upon the above stated factors that such adverse impact
does not exist, this determination shall be reviewed by the General Manager. -priorto-any-appeintment-being
madeTthe General Manager may deny employment based on adverse impact; or hire any potential employee
who has a relative or romantic and/or sexual relationship with an employee currently working for the District.

3180.43 Relatives Defined. This policy applies to individuals who are related by blood, marriage or adoption
including the following relationships: spouse, child, step-children, parent, step-parent, grandparent, grandchild,
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brother, sister, half-brother, half-sister, aunt, uncle, niece, nephew, parent-in-law, daughter-in-law, son-in-law,
brother-in-law and sister-in-law. A spouse is a partner in marriage as defined in ICaIifornia Civil Code 4100\. In
implementing this policy, it is lawful to ask an applicant to state whether he or she has a spouse or relative as
defined by this policy who is presently employed by the District, but such information may not be used as a basis
for an employment decision exemptexcept as stated herein.

3180.54 Appllcablllgy This pollcy shall apply to aII full-time, part time, temporary and contracted employees of
the District. '

3180.65 Supervisory Relationship. For purposes of this policy, “supervisory employee” or “supervisor’ means
any employee, regardless of job description or title, having authority in the interest of the District to hire, transfer,
suspend, layoff, recall, promote, discharge, assign, reward, or discipline other employees, or responsibility to direct
them, or to adjust their grievances, or effectively to recommend this action, if, in the connection with the foregoing,
the exercise of this authority is not merely routine or clerical nature, but requires the use of independent judgement.
Employees may not be placed in a position where they directly supervise or manage a relative or an individual
with whom they have a romantic or sexual relationship.

3180.7 Disclosure Requirement. Current employees and applicants for employment are required to disclose
the existence of a relative working within the organization to Human Resources on the applicable form at the time
of application for employment or promotion is made. Current employees and applicants for employment who are
engaged in a romantic and/or sexual relationship with an employee at the District shall disclose the relationship to
the Human Resources Director at the time of interview, or when the relationship begins, if it occurs after hire.
Failure to disclose such relationships may result in disciplinary action for any such District employee, and disqual-
ification of a candidate.

3180.86 Conflict of Interest Management. When two (2) existing employees marry, and/or engage in a ro-
mantic and/or sexual relationship, -and a determination has been made that the potential for creating adverse
impact as described above exists, the Personnel Committee in conjunction with the General Manager, shall make
reasonable efforts to minimize problems of supervision, or safety, security or morale through reassignment of
duties, relocation or transfer. If the District is unable to make an acceptable accommodation, then the two individ-
uals will be notified by the General Manager that one of the employees must separate from District employment
within sixty (60) days. The choice of who shall separate from District service shall be made by the General Man-
ager._Relatives may be eligible for promotion or transfer based on their qualifications and performance. Decisions
regarding promotions or transfers will be made objectively, considering the best interest of the District by the Gen-

eral Manager.

3180.9 Fraternization Defined. Fraternization means a romantic and/or sexual relationship between a supervi-
sor and subordinate employee within the direct chain of command or same Department.

3180.109 Access to District Funds. With regard to related employees and the Beaumont-Cherry Valley Water
District's funds: One related employee only shall have access to district funds, provided it is part of their employ-
ment duties. The other employee(s) related to the above shall have no direct, indirect, physical or electronic access
to district funds or any advisory input for the management of district funds.

3180.1109Volunteers. Non-paid volunteers working for the District may have relatives employed by the District.
Their work assignment shall be determined and appointed by the General Manager.

Commented [RTG1]: | am not sure what the intended stat-
ute is, but this one does not apply to marriage. Perhaps a dif-
ferent statute was supposed to be cited? I don’t think a legal
cite is necessary but wouldn’t you want to include domestic
partnerships too?
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3180.12 Violation of Policy. In a conflict of interest or other threat to the efficient operation of the District should
develop, it is the duty of the involved employees to immediately notify the applicable Department Head and the
Human Resources Manager. The District reserves the right to reasonably investigate the situation to determine
whether a violation of this policy exists and therefore threatens the working conditions at the District. |f the District
determines that the proscribed violation of this policy exists, remedial and/or disciplinary measures, including but
limited to a transfer, re-assignment, or dismissal, shall be utilized to mitigate issues that arise relevant to the en-
forcement of this policy. In such cases, the District shall apply applicable due process procedures.

3180.130_Consequences of Violation. Violations of this policy will may result in disciplinary action, up to and
including termination of employment. The severity of the consequences will depend on the nature and impact of
the violation.
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CURRENT POLICY

43, NEPOTISM - EMPLOYMENT OF RELATIVES

Itis the policy of the District to seek the best possible candidates for its staff through
appropriate search procedures, It i also the policy of District not to discriminate in its
employment and personnel actions with respect to its employees and applicants on the
basis of marital or familial status. Furthermore, the District retains the right to refuse to
appoint a person to a position in the same department, division or facility, wherein
his/her relationship to another employee has the potential for creating adverse impact
on supervision, safety, security or morale, or involves a potential conflict of interest, The
department head shall have the authority and responsibility for determining if such a
potential for adverse impact exists or does not exist,

6c Attachment 2

PROPOSED POLICY

POLICY TITLE: NEPOTISM/-EMPLOYMENT OF RELATIVES AND FRATERNIZATION
POLICY NUMBER: 3180

3804 Poliey. The NepdismEmployment of Relatives and Fraternization Peolicy iz establishedto maintain a
fair, transparent, and unbiasedwork environment by addressingthe employment of relstives and persons who are
engaged in a romantic andior sexual relationshipwith a current employes or Board Mermber within the organiza-
tion. The purpose is to prevent conflicts of interest ensure equal opportunities for applicants and al employess

and maintain the integriy of the District's hiring and promeotion processes.

3180.2 Selection ProcessiEqual Opportunity. |t is the policy o the District to seek the best possible candi-
dates for its staff through appropriste recrutment sesrsh precedures. |t is also the policy of the District not to
discriminate in ts employment and personnel actions with respecttoits employees and applicants onthe basis o
marital or familial status, as well a5 romantic andfor sexual relationships with & current District employee. - -Em-
ployment actions include, but are na limitedto hiing prometion transter, dsciplinary action, andtermination.

Relatives, and persons engagedin a romantic andfor sexual relationshipwith s current employee or Board Merm-
ber may be consideredfor ermplayment, providedthat they meet the required qualifications and standards forthe
position. Al hiring decisions will be based on mert, qualifications, andthe needs d the Distict. When a relgtive
of 3 person whois engadgedin & romantic andior sexual relationshipwith 2 District emploves or Board Mermber is
being considered for employment, prometion, or transfer, the District employee shall hawve no involvement in the
recruitrnent, employment, promation, or transter of the person, either directly of indirecthy nor shall that ermploges
take amy action that would directhy or indirecthy impact the employment of the relative or indiidual with whom there
exists a romantic and'or sexual relationship.

Furthermore, the District retains the right to refuse to appoint, promcte, ortransfer a person to a postion inthe
employes or Board Member has the potential for creating adverse impact on supervision, safety, security ormo-
rale, of involves a potertial conflict of interest. The depardrment-headD epatment Head in consultation with the
Hurnan Resources Manager, shal have the authority and responsibilty for detemnining if such a potertial for ad-
verseimpact exists of does not exist. C onsiderstions shallinclude the followin g

A Thetwo (2] employess having 3 direct or indirect supervisory relationship.
B. Thetwo (2 employees handling financial transactions together.
C. The two (2] employess having reqular job duties which require pedornance of shared duties o

the same or related work_assignment,

0. The two (2] employess havingthe same immediste supsmisor,

E. An actual or perceived conflict of interest or having an adverse impact on supervision, safefy,
security, morale, or efficiency of the workplace that cannot be adequately mitigated

318032 Determination. ihere the depadrentheadDepatment Head in conjunclion with theHuman

Resources Manager, has made a defermination based upon the above stated factors that such adverse impact

does not exist, this determnination shall be reviewed by the General Manager —phortoaryspnalrbrment-being
fradet-Tthe General Manager may deny emplovment based on adverse impact, or hire any paential emplayes

who has o relative or rormantic andfor sexual relgtionship with an employes currenthyworking for the District.

3180.42 Relafives Defined. This policy applies to individuzls who are relsted by blood marriage or adoption
includng the following relationships: spouse, child, step-children, parent, step-parent, grandparent, grandchild
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Where the department head has made a determination that such adverse impact does
not exist, this determination shall be reviewed by the General Manager prior to any
appointment being made. If the General Manager determines that an adverse impact
would in fact occur, the Personnel Committee shall be notified.

This policy applies to individuals who are related by blood, marriage or adoption
including the following relationships: spouse, child, step-children, parent, step-parent,
grandparent, grandchild, brother, sister, half-brother, half-sister, aunt, uncle, niece,
nephew, parent-in-law, daughter-in-law, son-in-law, brother-in-law and sister-in-law. A
spouse is a partner in marriage as defined in California Civil Code 4100. In implementing
this policy, it is lawful to ask an applicant to state whether he or she has a spouse or
relative as defined in this policy who is presently employed by the District, but such
information may not be used as a basis for an employment decision except as stated
herein.

This policy shall apply to all employees of the District. It shall also apply to all part time
employees and contract employees of the District.

For purposes of this policy, "supervisory employee" or "supervisor" means any
employee, regardless of job description or title, having authority in the interest of the
District to hire, transfer, suspend, layoff, recall, promote, discharge, assign, reward, or
discipline other employees, or responsibility to direct them, or to adjust their
grievances, or effectively to recommend this action, if, in the connection with the
foregoing, the exercise of this authority is not of a merely routine or clerical nature, but
requires the use of independent judgment.

When two existing employees marry, and a determination has been made that the
potential for creating adverse impact as described above exists, the Personnel
Committee in conjunction with the General Manager, shall make reasonable efforts to
minimize problems of supervision, or safety, security or morale through reassignment of
duties, relocation or transfer. If the District is unable to make an acceptable
accommodation, then the two individuals will be notified by the General Manager that
one of the employees must separate from District employment within 60 days. The
choice of who shall separate from District service shall be made by the General
Manager.

With regard to related employees and the Beaumont-Cherry Valley Water District's
funds: One related employee only shall have access to district funds, provided it is part
of their employment duties. The other employee(s) related to the above shall have no
direct, indirect, physical or electronic access to district funds or any advisory input for
the management of district funds.

The hiring of all future employees who have a relative working for the District shall be
subject to the approval of the District’s Personnel Committee, which shall take into
consideration whether such employment would violate this policy.

Non paid volunteers working for the District may have relatives employed by the
District. Their work assignment shall be approved by the General Manager.

brother, sister, haf-brother, haf-sister, aunt, uncle, niece nephaw, parent-indaw, daughterin-law, son-in-law,
brother-in-lawe and sister-in-law. A spouse is & partner in marriage a5 defined in balﬂornia Civil C ode 410d In
imnplemnerting this policy, it is lawfulto ask an applicant to state whether he or she has a spouse of relative as
defined by this policy who is presenthy employed by the District, but such information may not be used as a basis
for an employment decision sxermpteicept as stated heran.

3180.54 AEElIcabllIg{ This pollcy shall applyto aIIfuIH|me parﬂlme temporar\,f and contracted emplcvyees of
the District H-shal-ake :

3180.65 SupervisoryRelationship. Forpurposes of this policy, “supenis oy employed” or"supendisor” means
any employes regardless of job description ortitle, having authorty in the interest of the District to hire, transfer,
suspend laya, recall, promote dischargs, assign, raward, o discipling cther emplayess, of responsibility to drect
thern, orto adusttheir grievances, or effectively to recommendthis action, if, inthe connection with the foregaing
the exercise of this authorty is ndt merely routine or clerical nature, bt requires the use of independent judgement.
Employees may na be placed in a postion where they dredtly supervise or manage a relative or an individual
with whorn they have a rornantic of sexual relationship

3180.7 Disclosure Requirement. Current emplovees and applicants for employment are requiredto discloge
the existence o a relative workingwithin the organization toHuman Resources on the applicable form at the time
of applicationfor employment o promdion is made. Current emplayess and applizants for employment who are
endaged in a romnantic and'or sexual relationshipwith an emplayes atthe District shall dscloseths relationshipto
[he Human Resources Director ot the time of intersiaw, or when the relationship bedins, f it occurs after hire
Failureto disclose such relationships may result in deciplinary action for ary such District employes, and disqual-
ffication of a candidate.

3180.86 Conflict of Interest Management. ‘When two (2] existing emplavess marry,_and'or engage in a ro-
mantic and'or sexual relationship -and a deermingtion has been made that the potertial for creating adverse
impact as described above exists the Personnel Committeein conjundionwith the General Manager, shall make

duties, relocation ortransfer If the District is unableto make M@ accornmaodation, thenthe tvo indvid
uals wil be notfied by the General Manager that one of the employees must separate from District employment
within sixty (60 days. The choice of who shall separate from District senvice shall be made by the General Man-
ager._Relatives may be elighlefor promdtion ortransfer based ontheir qualfications and performance D ecisions
regarding promations ortransfers will be made objectively, considering the bestinterest of theDistrct by the Gen-

eral Manager.

3180.9 Fraternzation Defined. Fraternization means a romantic and'or sexual relationship beteen 2 supenv-
sor and subordnate employes within the drect chain o command or same Department.

to dstrictfunds or any advisony inputforthe management of district funct.

3180.1188 olunteers. Mon—paid volunteersworking for the District may have relatives employed by the District
Theirwork assignment shall be determined and appoirted by the General Manager.
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1. No employee of the District shall have supervision over a relative

3180.12  Violation of Policy. In aconflict of interest or atherthreattothe efficient operation of the Distrid should
develop it is the duty of the imvobred employess to immediately notify the applicable Depatment Head andthe
Human Resources Manager. The Distried resenes the right to reasonably imvestigate the stustion to determine
whether a wviolation of this policy exists andtherefore threstens the working conditions af the Distnct. If the District
deterrines that the proscribed vidation of this policy exists, remedal andior disciplinary measures, including but
limitedto atransfer, re-assignment, or dismissal, shall be wtilized to mitigate issues that arise relevant tothe en-
forgement of this poliey. In such cases, the District shall apply applicable due process procedures.

3180.130_Consequences of Violation. “idations of this policy will rmay result in discipinany action, upto and

includng temnination of employment. The seventy o the congequences will depend on the nature and impact o
the wiclation.
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POLICY TITLE: NEPOTISM/EMPLOYMENT OF RELATIVES AND FRATERNIZATION
POLICY NUMBER: 3180

3180.1  Policy. The Nepotism-Employment of Relatives and Fraternization Policy is established to maintain a
fair, transparent, and unbiased work environment by addressing the employment of relatives and persons who are
engaged in a romantic and/or sexual relationship with a current employee or Board Member within the organiza-
tion. The purpose is to prevent conflicts of interest, ensure equal opportunities for applicants and all employees,
and maintain the integrity of the District's hiring and promotion processes.

3180.2 Selection Process/Equal Opportunity. It is the policy of the District to seek the best possible candi-
dates for its staff through appropriate recruitment procedures. It is also the policy of the District not to discriminate
in its employment and personnel actions with respect to its employees and applicants on the basis of marital or
familial status, as well as romantic and/or sexual relationships with a current District employee. Employment
actions include, but are not limited to, hiring promotion, transfer, disciplinary action, and termination.

Relatives, and persons engaged in a romantic and/or sexual relationship with a current employee or Board Mem-
ber may be considered for employment, provided that they meet the required qualifications and standards for the
position. All hiring decisions will be based on merit, qualifications, and the needs of the District. When a relative
or a person who is engaged in a romantic and/or sexual relationship with a District employee or Board Member is
being considered for employment, promotion, or transfer, the District employee shall have no involvement in the
recruitment, employment, promotion, or transfer of the person, either directly or indirectly, nor shall that employee
take any action that would directly or indirectly impact the employment of the relative or individual with whom there
exists a romantic and/or sexual relationship.

Furthermore, the District retains the right to refuse to appoint, promote, or transfer a person to a position in the
same department, division or facility, wherein his/her familial, marital, or romantic/sexual relationship to another
employee or Board Member has the potential for creating adverse impact on supervision, safety, security or mo-
rale, or involves a potential conflict of interest. The Department Head, in consultation with the Human Resources
Manager, shall have the authority and responsibility for determining if such a potential for adverse impact exists or
does not exist. Considerations shall include the following:

A The two (2) employees having a direct or indirect supervisory relationship.

B. The two (2) employees handling financial transactions together.

C. The two (2) employees having regular job duties which require performance of shared duties or
the same or related work assignment.

D. The two (2) employees having the same immediate supervisor.

E. An actual or perceived conflict of interest or having an adverse impact on supervision, safety,

security, morale, or efficiency of the workplace that cannot be adequately mitigated.

3180.3 Determination. Where the Department Head, in conjunction with the Human Resources Manager, has
made a determination based upon the above stated factors that such adverse impact does not exist, this determi-
nation shall be reviewed by the General Manager. The General Manager may deny employment based on ad-
verse impact; or hire any potential employee who has a relative or romantic and/or sexual relationship with an
employee currently working for the District.

31804  Relatives Defined. This policy applies to individuals who are related by blood, marriage or adoption
including the following relationships: spouse, child, step-children, parent, step-parent, grandparent, grandchild,
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brother, sister, half-brother, half-sister, aunt, uncle, niece, nephew, parent-in-law, daughter-in-law, son-in-law,
brother-in-law and sister-in-law. A spouse is a partner in marriage as defined in Califomia Civil Code 4100. In
implementing this policy, it is lawful to ask an applicant to state whether he or she has a spouse or relative as
defined by this policy who is presently employed by the District, but such information may not be used as a basis
for an employment decision except as stated herein.

3180.5  Applicability. This policy shall apply to all full-time, part time, temporary and contracted employees of
the District..

3180.6  Supervisory Relationship. For purposes of this policy, “supervisory employee” or “supervisor’ means
any employee, regardless of job description or title, having authority in the interest of the District to hire, transfer,
suspend, layoff, recall, promote, discharge, assign, reward, or discipline other employees, or responsibility to direct
them, or to adjust their grievances, or effectively to recommend this action, if, in the connection with the foregoing,
the exercise of this authority is not merely routine or clerical nature, but requires the use of independent judgement.
Employees may not be placed in a position where they directly supervise or manage a relative or an individual
with whom they have a romantic or sexual relationship.

3180.7 Disclosure Requirement. Current employees and applicants for employment are required to disclose
the existence of a relative working within the organization to Human Resources on the applicable form at the time
of application for employment or promotion is made. Current employees and applicants for employment who are
engaged in a romantic and/or sexual relationship with an employee at the District shall disclose the relationship to
the Human Resources Director at the time of interview, or when the relationship begins, if it occurs after hire.
Failure to disclose such relationships may result in disciplinary action for any such District employee, and disqual-
ification of a candidate.

3180.8  Conflict of Interest Management. \When two (2) existing employees marry, and/or engage in a ro-
mantic and/or sexual relationship, and a determination has been made that the potential for creating adverse
impact as described above exists, the Personnel Committee in conjunction with the General Manager, shall make
reasonable efforts to minimize problems of supervision, or safety, security or morale through reassignment of
duties, relocation or transfer. If the District is unable to make an acceptable accommodation, then the two individ-
uals will be notified by the General Manager that one of the employees must separate from District employment
within sixty (60) days. The choice of who shall separate from District service shall be made by the General Man-
ager. Relatives may be eligible for promotion or transfer based on their qualifications and performance. Decisions
regarding promotions or transfers will be made objectively, considering the best interest of the District by the Gen-
eral Manager.

3180.9  Fraternization Defined. Fratemization means a romantic and/or sexual relationship between a super-
visor and subordinate employee within the direct chain of command or same Department.

3180.10 Access to District Funds. With regard to related employees and the Beaumont-Cherry Valley Water
District's funds: One related employee only shall have access to district funds, provided it is part of their employ-
ment duties. The other employee(s) related to the above shall have no direct, indirect, physical or electronic access
to district funds or any advisory input for the management of district funds.

3180.11 Volunteers. Non-paid volunteers working for the District may have relatives employed by the District.
Their work assignment shall be determined and appointed by the General Manager.

Commented [RTG1]: | am not sure what the intended stat-
ute is, but this one does not apply to marriage. Perhaps a dif-
ferent statute was supposed to be cited? I don’t think a legal
cite is necessary but wouldn’t you want to include domestic
partnerships too?
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Personnel Committee Item 6d
April 16, 2024

STAFF REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager

SUBJECT: Policies and Procedures Manual Updates / Revisions replacing Part |
Section 20 Continuity of Service with Policy 3060 Continuity of Service

Staff Recommendation

Approve the replacement of Part | Section 20 Continuity of Service with Policy 3060 Continuity of
Service and to move said policy forward to the next Board of Directors meeting with the revisions
outlined in Table 1, Summary of Policy Changes, or direct staff as desired.

Executive Summary

Staff is proposing changes to the Continuity of Service policy to include language that adds part-
time and temporary employees as these classifications accrue sick leave from their hire date, in
addition to regular, full-time employees. Staff is also proposing additional language that restores
a rehired regular employee’s seniority, including their accrued vacation rate and previously
accrued sick leaves, within 12 months from the date of separation.

Background

Upon review of the policy, opportunities for clarification were identified. The revised draft includes
application of the proposed policy to part-time and temporary employee classifications since they
both accrue sick leave. Staff is also proposing language that includes application of this policy to
rehired regular employees who already passed their probation status in restoring their seniority
level at the District, including their previously accrued vacation rate at the time of resignation and
their previously accrued sick leave, within twelve (12) months from the date of separation. This
would not apply to part-time or temporary employees.

As part of the ongoing review process of all District policies, staff presented the draft policy to the
HR consultant as well as Legal Counsel to ensure completeness. The proposed redline draft
version includes recommendations from the HR staff that were also reviewed by Legal Counsel.
Changes were made to ensure that legal risks are mitigated, to modernize the policy language,
and to keep up with the industry standards.

Discussion

Table 1, Summary of Policy Changes, outlines the proposed changes to the current Continuity of
Service policy that are in reference to the redline draft version attached herewith.
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Table 1 — Summary of Policy Changes

E5T. 1912,

definition.

TABLE Policy HERY B Option/s to Fiscal Impact
. Federal Law current . .
A Section . . Consider of Option
requirement practice
. Fiscal Impact is
3060.1 Apply this the hourI;F/) rate
Applies to policy to part-time of the rehired
Section 20, probationary and temporary )
1 None employee’s
A and regular employees as they restored
employees. also accrue sick previous sick
leave. leave accruals.
3060.3.1 Add
occupational
disability (workers
compensation)
Section 20, 3060.3.3 Add Jury
C, or Witness Duty . .
2 subsections None No language as this is a No fiscal impact.
i and iii protected leave.
3060.3.4 Add
authorized leave
per federal, state
or local laws.
3064.4 Change
. Language used | the word to
3 Sectlgn 20, None is “Non- “Temporary” to No fiscal impact.
Permanent’ provide exact
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TABLE Policy ?:?jt:ral Lavj E&Y::It) Option/s to Fiscal Impact
A Section . . Consider of Option
requirement | practice
3060.5 Add
language that
provides
restoration of the
The lanquage accrued vacation Fiscal Impact is
used in%heg rate and the hourly rate
Section 20 current polic previously accrued | of the rehired
4 E " | None st ertp;ins};o sick leaves to a employee’s
J“Ien pth of rehired regular restored
servgiJce” employee who has | previous sick
passed their leave accruals.
probation period
within 12 months
from the date of
separation.
Fiscal Impact

The fiscal impact will be based on the hourly rate of the rehired employee’s previously accrued
vacation rate and sick leave accruals as the default for any new position, in the Annual Operating
Budget, is for those rates to be applied at the first-year tier.

Attachments

1. Redline draft version of 3060 Continuity of Service (policy)
2. Side-by-side version of 3060 Continuity of Service (policy)
3. Clean draft version of 3060 Continuity of Service (policy)

Staff Report prepared by Ren Berioso, Human Resources Manager
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POLICY TITLE:  CONTINUITY OF SERVICE 6d - Attachment 1
POLICY NUMBER: 3060

3060.1  Application. For prebatienary-and-regular, part-time, and temporary employees of all classifications,
length of continuous service with the District will be used as the basis for determining benefits such as sick leave
and vacation time. Length of continuous service will also be one of the considerations in promotions, demotions
and when a reduction in the workforce is implemented.

3060.2 Limitations. Continuous service with the District will start with the date of employment and continue
until one of the following occurs:

1. An employee is discharged,
2. An employee voluntarily terminates his/her employment; or,
3. An employee is otherwise separated from employment.

3060.3  Accrual. Continuity of an employee’s service will not be broken by absence for the following reasons,
and their length of service will accrue for the period of such absence:

1. Absence by reason of industrial or occupational disability,
Authorized absence without pay for less than 30 days in a calendar year; or

3. Absences governed by applicable state and/or federal laws such as military or National Guard
service, jury or witness duty; or

4. Authorized leave of absence according to federal, state, or local law.

30604  Temporary Nen-PermanentEmployees. Temporary employees who are hired for a position having
regular status will have previously earned length-of-service maintained in their employment service records.

3060.5  Rehiring. Previous reqular, part-time, and temporary employees who are rehired within twelve (12)
months of their last date of employment shall have their employment service records restored to include previ-
ously earned length-of-service. Regular full-time employees who have passed probation status and are rehired
within twelve (12) months from the date of separation shall restore their level of seniority including their vacation
accrual rate and previously accrued sick leaves. Refer to Policy 3085 Sick Leave.

Adopted by Resolution 2019-08, 08/14/2019
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CURRENT POLICY

20.

CONTINUITY OF SERVICE

For probationary and regular employees in all classifications, length of continuous
service with the District will be used as the basis for determining benefits such as sick
leave and vacation time. Length of continuous service will also be one of the
considerations in promotions, demotions and when a reduction in the workforce is
implemented.

Limitation. Continuous service with the District will start with the date of employment
and continue until one of the following occurs:

i, An employee is discharged.

. An employee voluntarily terminates his/her employment; or,

li.  Anemployee is otherwise separated from employment.

Accrual. Continuity of an employee's service will not be broken by absence for the
following reasons, and his/her length of service will accrue for the period of such
absence:

i Absence by reason of industrial disability;

i Authorized ahsence without pay for less than 30 days in a calendar year; or,

iii.  Absencesgoverned by applicable state and/or federal laws such as military or
National Guard service.

Non-Permanent Employaes. Part-time and temporary employees who are hired for a

position having regular status will have previously earned length-of-service maintained
in their employment service records.

Rehiring. Previous temporary employees who are rehired within twelve (12) months of
their last date of employment shall have their employment service records restored to
include previously earned length-of-service.

6d Attachment 2

PROPOSED POLICY

POLICYTITLE: ~ CONTINUITY OF SERVICE
POLICY NUMBER: 3060

30601 Application. Forprebabionan-andrequiar part-ime, and termporary employees of all class fications,
length of continuous service with the Distict wil be used as the hasis for determining henefits such as sick leave
andvacationtime. Length of continuaus senvice will also e ane ofthe considerations in pramations, demotions
andwhena reduclioninthe workiorce is implemented.

30602 Limitations. Continuous senvice with the Distict wil start with the date of employment and continue
unil ane of the following accurs:

1 Anemployeeis discharged,
2. Anemployeevaluntanly terminates histher employment; ar
3 Anemployee s otherwise separatedfromernployment

30603 Acerual Continuity of an employee’s senicewill nothe broken by ahsence forthe following reasons,
andtheirlength of senvice will accrue farthe period ofsuch absence:

1. Absence by reason ofindustrial or occupational disahily,
2. Autharized ahsence without pay for lesa than 30 days in a calendar year, or
3. Ahsences govemed by applicable state andiorfederal laws such as military or National Guard

senvice, jury orwitness duti; or

4 Autharizedleaire of ahsence accarding to federal, state, or local lau:

20604 Temporary Hen-ParmansntEmployees. Temporary employees who are hired for a position hawing
reqularstatus wil have previously eamed lengh-obsenvice maintained intheir employment service recards,

30605  Rehiring. Previaus reqular, parttime, and temparary employees who ate rehired withintwelve (12)
rnonths of theirlast date of employmentshall have their employmentsenvice recards restared to include previ
ously eamed length-o-senice. Reqularfull-ime employees who haie passed prabation status and are rehired
within bwelve (12) rnonths from the date of separationshall restore their level ofsenionty including theirvacation
accnial rate and previously accued sick leaves Referto Policy 3088]5ick Leave
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POLICY TITLE:  CONTINUITY OF SERVICE
POLICY NUMBER: 3060 6d Attachment 3

3060.1  Application. For regular, part-time, and temporary employees of all classifications, length of continu-
ous service with the District will be used as the basis for determining benefits such as sick leave and vacation
time. Length of continuous service will also be one of the considerations in promotions, demotions and when a
reduction in the workforce is implemented.

3060.2  Limitations. Continuous service with the District will start with the date of employment and continue
until one of the following occurs:

1. An employee is discharged,
2. An employee voluntarily terminates his/her employment; or,
3. An employee is otherwise separated from employment.

3060.3  Accrual. Continuity of an employee’s service will not be broken by absence for the following reasons,
and their length of service will accrue for the period of such absence:

1. Absence by reason of industrial or occupational disability,
Authorized absence without pay for less than 30 days in a calendar year; or

3. Absences governed by applicable state and/or federal laws such as military or National Guard
service, jury or witness duty; or

4. Authorized leave of absence according to federal, state, or local law.

30604 Temporary Employees. Temporary employees who are hired for a position having regular status will
have previously earned length-of-service maintained in their employment service records.

3060.5  Rehiring. Previous regular, part-time, and temporary employees who are rehired within twelve (12)
months of their last date of employment shall have their employment service records restored to include previ-
ously earned length-of-service. Regular full-time employees who have passed probation status and are rehired
within twelve (12) months from the date of separation shall restore their level of seniority including their vacation
accrual rate and previously accrued sick leaves. Refer to Policy 3085 Sick Leave.

Adopted by Resolution 2019-08, 08/14/2019
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April 16, 2024

STAFF REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager
SUBJECT: Policies and Procedures Manual Updates / Revisions Replacing Part |

Section 50 Personnel Action Form (PAF) Policy and Procedure with Policy
3215 Personnel Action Form (PAF)

Staff Recommendation

Approve the replacement of Part | Section 50 Personnel Action Form (PAF) Policy and Procedure
with Policy 3125 Personnel Action Form (PAF) to move forward to the Board of Directors with the
revisions stated in Table 1, Summary of Policy Changes, or direct staff as desired.

Executive Summary

Staff is proposing changes to the Part | Section 50 Personnel Action Form (PAF) as Policy 3125
Personnel Action Form (PAF) to include a section that provides additional types of actions in the
PAF, and to align with the current process of initiating a PAF starting from the Human Resources
Department, with the approval of the Direct Supervisor, Director of Finance and Administration
and the General Manager. The new process included in the revised draft ensures completeness
of the information stated in the PAF, and promotes accountability of the each individual
responsible in approving changes to an employee’s status at the District.

Background

At the August 19, 2019 meeting, the Board of Directors adopted new Policies and Procedures
Manual Part | Section 50 Personnel Action Form (PAF) Policy and Procedure.

Staff is proposing a revised draft version that includes additional types of actions in creating a
PAF to ensure completeness and revised the “Process” section that aligns with the current
District’s process in creating a PAF, and getting approval signatures from the Direct Supervisor,
the Director of Finance and Administration, and the General Manager, for any employee status
changes. Staff is also proposing deleting the Procedure Section of the policy as procedure-based
language should be under the General Manager’s discretion and therefore should not be included
in the Policy Manual.

As part of the ongoing review process of all District policies, staff presented the policy to the HR
consultant as well as Legal Counsel to ensure clarity and cohesiveness. The proposed redline
draft version includes recommendations from the HR staff that were also reviewed by Legal
Counsel. Changes were made to ensure that legal risks are mitigated, to modernize the policy
language, and to keep up with the industry standards.
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Table 1, Summary of Policy Changes, outlines the proposed changes to the current Personnel
Action Form (PAF) policy that are in reference to the redline draft version attached herewith.

Table 1 — Summary of Policy Changes

TABLE Policy ictaadt:rgl Law BCVWD current | Option/s to Fiscal Impact
A Section requirement practice Consider of Option
3215.1 Add
Rehire, Return
from Leave of
. Absence, Layoff,
Segtlﬁgrgo’ No language in Retirement, End of No fiscal
1 C None the current Temporary .
subsections . . impact.
i 10 ix policy. Work/Probation,
Reclassification,
Change of Budget
Allocation Number
in the section.
Current process 3215.3 Change the
starts with Direct | Proc®ss to start
. with Human
Supervisor and R d
approved by esourcgsé)ar::)_ t
> Section 50, None Human gzp?r\\//iesory eet | No fiscal
B Resources up - impact.
Department Director qf Finance
before going to %nd Adrlnlclw and
the General eneral Mahager
Manager to align with
ger. current process.
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TABLE Policy LEEY BCVWD current | Option/s to Fiscal Impact
. Federal Law . . .
A Section . practice Consider of Option
requirement
3215.6 Change the
Current Merit Performance
Increase PAF Evaluation to be
process starts submitted by the
Section 50, with D|r.ect Direct Supervisor No fiscal
3 None Supervisor and approved by .
E s impact.
before going the General
through Human Manager before
Resources HR initiates the
Department. PAF for approval
signatures.
3215.10 Add
language that the
No language in Direct Supervisor
Section 50, the policy to should submit the | No fiscal
4 None ) i .
I define the appropriate impact.
process. documentation to
HR before PAF
can be initiated.
The current 3215.11 Change
process is that
the language that
HR and General . ;
HR will review the
Manager "
. approves the separation i
Section 50, ; recommendation No fiscal
5 None separation .
J . and must be impact.
recommendation aoproved by the
before PAF can PP 'M y
be initiated by General Manager
Di before PAF can be
irect o
: initiated.
Supervisor.
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TABLE Policy JEEY BCVWD current | Option/s to Fiscal Impact
. Federal Law . . .
A Section . practice Consider of Option
requirement

Proposal to delete
HR Dynamics
Recommendation

The procedure of adding Sections

for creating and 3215.12 and

processing PAF 3215.13 as the

are listed in the procedure section | No fiscal

6 None None : )

current policy. and the form impact.

The form is also section are under

attached in the the General

policy. Manager’s
discretion for any
changes /
revisions.

Fiscal Impact

There is no fiscal impact in the proposed changes to this policy.

Attachments

1.

Redline draft version of 3215 Personnel Action Form (PAF)

2. Side-by-side version of 3215 Personnel Action Form (PAF)
3. Clean draft version of 3215 Personnel Action Form (PAF)

Staff Report prepared by Ren Berioso, Human Resources Manager
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POLICY TITLE: PERSONNEL ACTION FORM (PAF) POLICY AND-PROCEDURE

POLICY NUMBER: 3215
6e Attachment 1

32151 Purpose. To define procedures for approving Personnel Action Forms (PAFs) and to ensure that all
actions are consistent with District policy.

3215.2  Policy. The Personnel Action Form (PAF) is the official form that the District uses to initiate, document,
approve and process actions related to an employee’s employment history. PAFs are used for the following types
of actions:

Appointment/Rehire

Promotion

Transfer

Merit Increases/Denial of Merit Increases

Leave of Absence/Return from Leave of Absence
Disciplinary action Involving Suspension or Reduction in Pay
Status Change

8. Separation/Layoff/Retirement

9. End of Temporary Work/End of Probation

10. Reclassification

8:11. Change of Budget Allocation Number

9:12. Other/Miscellaneous

Nookowd -~

3215.3  Process. PAFs shall be prepared by the depariment-head,-and-submitied-to-Human Resources De-
partment and submitted to the employee’s Direct Supervisor for approval signature. Bepartment-headsThe Hu-

man Resources Manager shall ensure that all fields are filled out necessary fer-identifdingto identify the proposed
changes to an employee’s status and/or compensation._ It is- further-the responsibility of the deparment-head
Direct Supervisor, Director of Finance and Administration and the General Manager -to ensure that proposed
actions are consistent with District policy before signing the PAF. All proposed actions effecting an employee’s
status or compensation should first be discussed with Human Resources to ensure that the action is consistent
with policy, past practices, and that non-routine items are discussed with the General Manager prior to initiating
the action with an employee.

32154  Appointments and Promotions. PAFs involving an Appointment or Promotion shall be as a result of
a recruitment/selection process, consistent with the District’s Recruitment/Selection and On-Boarding Policy and
Procedure. Compensation offers shall be first be discussed with Human Resources Manager and approved by
the General Manager in advance of initiating the PAF.

3215.5  Transfers. PAFs involving a Transfer shall be as a result of a recruitment/selection process, or an
accommodation as a result of an employee injury following an Interactive Process in accordance with the Ameri-
can’s with Disabilities Act (ADA). Transfers shall be first discussed with Human Resources and approved by the
General Manager in advance of initiating the PAF.

32156  Merit Increases. PAFs involving a Merit Increase shall be as a result of a satisfactory or higher perfor-
mance evaluation. The completed performance evaluation shall be submitted by the Direct Supervisor and ap-
proved by the General Manager alorg-with-the-PAEbefore Human Resources will initiate the PAF to be signed
by the Direct Supervisor, Director of Finance and Administration, and approved by the General Manager. The PAF
shall provide for a merit increase in an amount consistent with District policy. A PAF shall be submitted for the
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denial of a merit increase to make formal record within the employee’s employment history of the action.

3215.7  Leave of Absence. PAFs involving a Leave of Absence shall be as a result of any leave requested by
an employee to document the start and end date of such leave. These dates assist with tracking leave entitlements
in accordance with policy and various State and Federal laws. Leaves of Absence without pay must be approved
in accordance with District policy. Leaves with-Pay-are most often associated with protected leaves such as Family
and Medical Leave and require coordination with Human Resources to ensure that additional leave forms are
completed. Other leave types requiring a PAF include Military Leave. Leaves which are of short duration such as
Jury Duty or Witness Appearance do not require a PAF.

3215.8  Disciplinary Action. PAFs involving a disciplinary action shall be as a result of a formal disciplinary
process involving a Skelly hearing and post-Skelly determination. The PAF form shall indicate the type of disci-
pline, e.g. Reduction in Pay, or Demotion and the length of the action, which can be for an established period of
time or indeterminate. PAFs involving disciplinary action must be coordinated with Human Resources.

3215.9  Status. PAFs involving a status change shall be as a result of a change from temporary to regular
status, or a change from part-time to full-time. Such changes should be discussed with and approved by Human
Resources and the General Manager prior to initiating the action.

321510 Other/Miscellaneous. PAFs involving other miscellaneous actions may include the initiation of various
pay types such as certificate pay, educational incentive pay, etc. PAFs-sheuld-be-submitted-with-aAppropriate
documentation to justify the proposed action should be submitted by the Direct Supervisor to Human Resources
before PAF can be initiated.

+ 321511 Separation. PAFs involving separation from employment shall be as a result of a voluntary
resignation, termination, retirement, or death of an employee. PAFs shall be submitted reflecting the effective date
as the last day worked. The PAF should be submitted along with the employee’s resignation if the separation is
voluntary. Any proposed separation of an employee as a result of discipline must be reviewedapproved by Human
Resources and approved by the General Manager in advance of any action taken and be the result of a Skelly
hearing and post-Skelly determination.
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50.

CURRENT POLICY

Personnel Action Form (PAF)

Purpose. To define procedures for approving Personnel Action Forms (PAFs) and to ensure
that all actions are consistent with District policy.

Policy. The Personnel Action Form (PAF) is the official form that the District uses to initiate,
document, approve and process actions related to an employee’s employment history.
PAFs are used for the following types of actions:

.. Appointment

i.  Promotion

il Transfer

. Merit Increases/Denial of Merit Increases

V. Leaveof Absence

vi.  Disciplinary Action Involving Suspension or Reduction in Pay
vii.  Status

viii.  Separation

i Other/Miscellaneous

PAFs shall be prepared by the department head, and submitted to Human Resources.
Department heads shall ensure that allfields are filled out necessary for identifying the
proposed changes to an employee’s status and/or compensation. It s further the
responsibilty of the department head to ensure that proposed actions are consistent with
District policy. All proposed actions effecting an employee’s status or compensation should
first be discussed with Human Resources to ensure that the action is consistent with policy,
past practices, and that non-routine items are discussed with the General Manager prior to
initiating the action with an employee.

6e Attachment 2

PROPOSED POLICY

POLICYTITLE:  PERSONNEL ACTION FORM(PAF) POLICY ANDRROCEDURE
POLICY NUMBER: 3215

32151  Purpose. To define procedures for appraving Persannel Action Farms (PAFs) and to ensure that all
actions are consistentwith District policy.

32152 Policy. The Personnel Action Form (PAF) is the official farmthatthe Districtusesto initiate, document,
apprave and process actions relatedto an employee’s employment histary. PAF s are used farthe fallowing types
of actions:

AppaintmentRehire

Prarnotion

Transfer

Merit Increases/Denial of Meritincreases

Leave of Absence/Return from Leave of Absence
Disciplinary action Invalving Suspension or Reduction in Pay
Status Change

8. BeparationLayofifRefirerment

9. End of Terrporan W ork/End of Probation

10. Reclassification

&11. Change of Budnget Alocafion Murmber

12, OtherMiscellaneaus

R el e

90

32153  Process. PAFs shall be prepared by the deparrmerthesd—andsubrrittedda-Human Resources De-
partment and submitted to the ernployee’s Direct Supenisar forapproval signature. Beparrmertheads The Hu
man Resources Managershall ensure that all fields are filled out necessary fertdentinrgto identify the proposed
changes to an employes’s status andfor compensation. It is- futherthe responsibilty of the depadrmenthead
Direct Supenisor, Directar of Finance and Administration and the General Manager -to ensure that proposed
actions are consistent with District palicy before signingthe PAF. Al proposed actions effecting an emplayesgs
status or compensation shouldfirsthe discussedwith Human Resources to ensure that the action is consistent
with policy, past practices, and that non-routine iterms are discussed with the General Manager priortoinitiaing
the actionwith an employee.

32154  Appointments and Promotions. PAFs invalving an Appointrment or Promotian shall be as a result of
a recruitmentiselection process, consistentwith the District’s Recruitment/Selection and On-Boarding Policy and
Procedure. Compensation offers shall ke first be discussed with Hurman Resources Mananer and approved by

the General Managerin advance of initiating the PAF .

32155  Transfers. PAFs invalving a Transfershall be as a result of a recruitmentselection process, or an
accommodation as a result of an employes injury following an Interactive Process in accordance with the Amert
can's with Disabilities Act (ADA). Transfers shall be first discussed with Hurnan Resources and approved by the
General Managerin advance ofintiatingthe PAF.

32156  Merit Increases. PAFs involving a Merit Increase shall be as a result of a safisfactary or higher perfor-
mance evaluation. The completed perdormance evaluation shall be submitted by the Direct Supervisor and ap-
proved by the General Mananer slengwiththeRAEhefare Human Resources will intiate the PAF to be signed
by the Direct Supervisor, Directorof Finance and Adrministration, and approved by the General Manager. The PAF

shall pravide for a merit increase in an amount consistent with District policy. A PAF shall be submitted for the
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Appointments and Promations. PAFs involving an Appointment or Promotion shall be as a
result of a recruitment/selection process, consistent with the District’s
Recruitment/Selection and On-Boarding Policy and Procedure. Compensation offers shall
be first discussed with Human Resources and approved by the General Manager in advance
of initiating the PAF.

Transfers. PAFs involving a Transfer shall be as a result of a recruitment/selection process,
or an accommodation as a result of an employee injury following an Interactive Process in
accordance with the American’s with Disabilities Act. Transfers shall be first discussed with
Human Resources and approved by the General Manager in advance of initiating the PAF.

Merit Increases. PAFs involving a Merit Increase shall be as a result of a satisfactory or
higher performance evaluation. The completed performance evaluation shall be submitted
along with the PAF. The PAF shall provide for a merit increase in an amount consistent with
District policy. A PAF shall be submitted for the denial of a merit increase to make formal
record within the employee’s employment history of the action.

Leave of Absence. PAFs involving a Leave of Absence shall be as a result of any leave
requested by an employee to document the start and end date of such leave. These dates
assist with tracking leave entitlements in accordance with policy and various State and
Federal laws. Leaves of Absence without pay must be approved in accordance with District
policy. Leaves with Pay are most often associated with protected leaves such as Family and
Medical Leave and require coordination with Human Resources to ensure that additional
leave forms are completed. Other leave types requiring a PAF include Military Leave.
Leaves which are of short duration such as Jury Duty or Witness Appearance do not require
a PAF.

Disciplinary Action. PAFs involving a disciplinary action shall be as a result of a formal
disciplinary process involving a Skelly hearing and post-Skelly determination. The PAF form
shall indicate the type of discipline E.g. Reduction in Pay, or Demotion and the length of the
action, which can be for an established period of time or indeterminate. PAFs involving
disciplinary action must be coordinated with Human Resources.

Status. PAFs involving a status change shall be as a result of a change from temporary to
regular status, or a change from part-time to full-time. Such changes should be discussed
with and approved by Human Resources and the General Manager prior to initiating the
action.

Other/Miscellaneous. PAFs involving other miscellaneous actions may include the initiation
of various pay types such as certificate pay, educational incentive pay, etc. PAFs should be
submitted with appropriate documentation to justify the proposed action.

Separation. PAFs involving separation from employment shall be as a result of a voluntary
resignation, termination, retirement, or death of an employee. PAFs shall be submitted
reflecting the effective date as the last day worked. The PAF should be submitted along with
the employee’s resignation if the separation is voluntary. Any proposed separation of an
employee as a result of discipline must be approved by Human Resources and the General
Manager in advance of any action taken and be the result of a Skelly hearing and post-Skelly
determination.

denial ofa meritincrease to make farmal record withinthe employee’s emplaymert histary ofthe actian.

an employee to docurmentthe start and end date of such leave. These dates assistwithtracking leave enttlement
inaccordance with palicy and various State and Federal laws. Leaves of Absence withaut pay must be approved
inaccordance with District policy. L eaves with-Pay-are most often associatedwith protected leavessuch as Farmily
and Medical Leave and require coordination with Hurnan Resources to ensure that additional leave forms are
carnpleted. Otherleave fypes requiring a PAF include Military Leave. Leaves which are of shart durationsuch as
Jury Duty or'Witness Appearance do notrequire a PAF.

status, or a change from part-time to full-time. Such changes shauld be discussed with and approved by Hurman
Resources andthe General Manager priorto initiating the action.

321510 Qther!Miscellaneous. PAFs involving othermiscellaneous actions may include the inttiation of various
pay types such as cerificate pay, educational incentive pay, ete. PAFs-shauld-besubmitted-with-alppropriate
docurnentation to justify the praposed actionshould be subrmitted by the Direct Supervisor to Hurman Resources
hefare PAF can be initiated.

+ 321511 Separation. PAFs involving separation from errployrment shall be as a result of a voluntary
resignation, termination, retirerment, ar death of an employee. PAFs shall be submitted reflecting the effective date
a3 the last day worked. The PAF should be submitted alongwith the employee’s resignationif the separation 5

Resaurces and approved by the General Manager in advance af any action taken and be the result of a Skelly
hearing and post-Skelly determination.
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POLICY TITLE: PERSONNEL ACTION FORM (PAF) POLICY 6e

POLICY NUMBER: 3215
Attachment 3

32151 Purpose. To define procedures for approving Personnel Action Forms (PAFs) and to ensure that all
actions are consistent with District policy.

3215.2  Policy. The Personnel Action Form (PAF) is the official form that the District uses to initiate, document,
approve and process actions related to an employee’s employment history. PAFs are used for the following types
of actions:

Appointment/Rehire

Promotion

Transfer

Merit Increases/Denial of Merit Increases

Leave of Absence/Return from Leave of Absence
Disciplinary action Involving Suspension or Reduction in Pay
Status Change

Separation/Layoff/Retirement

. End of Temporary Work/End of Probation

10. Reclassification

11. Change of Budget Allocation Number

12. Other/Miscellaneous

©o Nk~ wD ~

32153  Process. PAFs shall be prepared by the Human Resources Department and submitted to the em-
ployee’s Direct Supervisor for approval signature. The Human Resources Manager shall ensure that all fields are
filled out necessary to identify the proposed changes to an employee’s status and/or compensation. It is the
responsibility of the Direct Supervisor, Director of Finance and Administration and the General Manager to en-
sure that proposed actions are consistent with District policy before signing the PAF. All proposed actions effect-
ing an employee’s status or compensation should first be discussed with Human Resources to ensure that the
action is consistent with policy, past practices, and that non-routine items are discussed with the General Man-
ager prior to initiating the action with an employee.

32154  Appointments and Promotions. PAFs involving an Appointment or Promotion shall be as a result of
a recruitment/selection process, consistent with the District's Recruitment/Selection and On-Boarding Policy and
Procedure. Compensation offers shall first be discussed with Human Resources Manager and approved by the
General Manager in advance of initiating the PAF.

3215.5  Transfers. PAFs involving a Transfer shall be as a result of a recruitment/selection process, or an
accommodation as a result of an employee injury following an Interactive Process in accordance with the Ameri-
can’s with Disabilities Act (ADA). Transfers shall be first discussed with Human Resources and approved by the
General Manager in advance of initiating the PAF.

3215.6  Merit Increases. PAFs involving a Merit Increase shall be as a result of a satisfactory or higher perfor-
mance evaluation. The completed performance evaluation shall be submitted by the Direct Supervisor and ap-
proved by the General Manager before Human Resources will initiate the PAF to be signed by the Direct Super-
visor, Director of Finance and Administration, and approved by the General Manager. The PAF shall provide for a
merit increase in an amount consistent with District policy. A PAF shall be submitted for the denial of a merit
increase to make formal record within the employee’s employment history of the action.

Adopted by Resolution 2019-08, 08/14/2019
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3215.7  Leave of Absence. PAFs involving a Leave of Absence shall be as a result of any leave requested by
an employee to document the start and end date of such leave. These dates assist with tracking leave entitiements
in accordance with policy and various State and Federal laws. Leaves of Absence without pay must be approved
in accordance with District policy. Leaves are most often associated with protected leaves such as Family and
Medical Leave and require coordination with Human Resources to ensure that additional leave forms are com-
pleted. Other leave types requiring a PAF include Military Leave. Leaves which are of short duration such as Jury
Duty or Witness Appearance do not require a PAF.

32158 Disciplinary Action. PAFs involving a disciplinary action shall be as a result of a formal disciplinary
process involving a Skelly hearing and post-Skelly determination. The PAF form shall indicate the type of disci-
pline, e.g. Reduction in Pay, or Demotion and the length of the action, which can be for an established period of
time or indeterminate. PAFs involving disciplinary action must be coordinated with Human Resources.

3215.9  Status. PAFs involving a status change shall be as a result of a change from temporary to regular
status, or a change from part-time to full-time. Such changes should be discussed with and approved by Human
Resources and the General Manager prior to initiating the action.

321510 Other/Miscellaneous. PAFs involving other miscellaneous actions may include the initiation of various
pay types such as certificate pay, educational incentive pay, etc. Appropriate documentation to justify the proposed
action should be submitted by the Direct Supervisor to Human Resources before PAF can be initiated.

321511 Separation. PAFs involving separation from employment shall be as a result of a voluntary resignation,
termination, retirement, or death of an employee. PAFs shall be submitted reflecting the effective date as the last
day worked. The PAF should be submitted along with the employee’s resignation if the separation is voluntary.
Any proposed separation of an employee as a result of discipline must be reviewed by Human Resources and
approved by the General Manager in advance of any action taken and be the result of a Skelly hearing and post-
Skelly determination.

Adopted by Resolution 2019-08, 08/14/2019
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Beaumont-Cherry Valley Water District
Personnel Committee Item 6f
April 16, 2024

STAFF REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager
SUBJECT: Policies and Procedures Manual Updates / Revisions Replacing Part |

Section 32 - A Uniforms and Protective Clothing with Policy 3240 Dress
Code and Personal Standards

Staff Recommendation

Approve the replacement of Part | Section 32 - A Uniforms and Protective Clothing with Policy
3240 Dress Code and Personal Standards, or direct staff as desired.

Executive Summary

At the March 19, 2024 Meeting, the Personnel Committee provided Human Resources (HR) staff
direction to present a policy draft of the Dress Code and Personal Standards with pertinent
feedback from both the Memorandum of Understanding (MOU) group and the exempt employees.
The objective of this approach is to create a dress code policy which is inclusive to all District
staff, and to keep up with the industry trends across all public sector agencies that enforce same
dress code rules, while ensuring that staff is presented in an ethical and professional manner.

Background

At the May 10, 2023 Regular Board Meeting, the Board of Directors adopted the new Policy 3125
Uniforms and Protective Clothing replacing the former Part | Section 32 - B Uniforms and
Protective Clothing. Section 32-A, “Employee Appearance and Dresswas not included in the
revision, leaving said section to still be in effect as the Dress Code and Personal Standards policy
to date.

At the March 19, 2024 Personnel Committee meeting, HR staff was given a directive by the
Committee to create a dress code and personal standards policy draft that includes language that
is more inclusive and holistic for all District employees. Several District staff members have
provided feedback that the language of the current policy has not given any consideration for
those employees having tattoos that are not vulgar or hostile, or for those wearing visible
piercings, other than in the ears, that are not detracting from the District's professional
appearance. Additionally, the current policy does not provide comprehensive guidelines regarding
acceptable and unacceptable clothing, footwear, proper hygiene and grooming, or reasonable
accommodation for medical and/or religious reasons.

Staff consulted several sources and these dress code considerations have been widely accepted
in other public agencies that are in the same business as the District. While these suggestions
are taken into consideration, the purpose and intent of this draft policy is to create a dress code
and personal standards policy that is presentable and acceptable to the public, and to maintain
professionalism in the District. As there is no legal statute that governs this type of policy, the
employer may enforce a dress code and personal standards rules through its written policies and
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procedures, or negotiations with the MOU group. The Americans with Disabilities (ADA) and Fair
Employment and Housing Act (FEHA) only require reasonable accommodations regarding dress
code and personal standards for when an employee invokes medical needs or religious practices.
Additionally, Cal/lOSHA requires certain safety standards in the dress code when using moving
equipment or working in the field for safety reasons.

The proposed redline draft includes recommendations from the District Management, HR staff
and Legal Counsel. Changes were made to ensure that the policy draft aligned with current
industry trends, attracting talent, and creating an inclusive environment while promoting
professionalism and safety in the District.

Discussion

Table 1, Summary of Policy Changes, outlines the proposed changes to the current Policy
Number 32 Uniforms and Protective Clothing Policy, Section A that are in reference to the redline
draft version attached herewith.

Table 1 — Summary of Policy Changes

TABLE | Policy | . State/ | Bevwp current | Option/sto | Fiscal Impact of
. Federal Law . . .
A Section . practice Consider Option
requirement
Employees are 3240.1 Add
ploy District’s
expected to !
. commitment to
maintain a neat, . . .
1 None None maintain No fiscal impact.
clean, and well- : .
professional image
groomed )
through clothing
appearance.
and appearance.
It is expected that
the District 3240.2 Add the
enforces anti- X
CA discrimination section for Non-
2 None Government Discrimination to No fiscal impact.
laws though :
Code 12940 , legally comply with
there’s no
. the State law.
language in the
policy.

2024-04-16 BCVWD PERSONNEL COMMITTEE AGENDA - PAGE 61 OF 78




AL,
S Ley,

3 "4,
)

il

G
ST, 19018,

"

Mol
4,

TABLE | Policy | State/ BCVWD current | Option/s to Fiscal Impact of
. Federal Law . . .
A Section . practice Consider Option
requirement
It is in practice
that employees 3240.3 Add the
are expected to section to remind
have a good employees of their
3 None None judgment when responsibility to No fiscal impact.
choosing attire use good judgment
though there’s no | in their attires and
language in the appearance.
policy.
Hair, beard and 3240.8 1 and 2
mustache must : .
Moved this section
Section be of style and and add language
4 .| CallOSHA length and must . No fiscal impact.
32,A,i ! : of hair color must
avoid contact with oy
. be within range of
moving .
. natural hair colors.
equipment
Employees are 3240.4, 1 to 3 Add
expected to dress | sections that
in a manner that | provides attire
is normally should be
acceptable in professional and
5 Section None similar business able to perform No fiscal impact
32, A, i ) establishments. work, and pact.
Wearing jeans, “Acceptable
tennis shoes, Clothing”,
western boots “Unacceptable
and t-shirts are Clothing”
prohibited. standards.
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TABLE | Policy HEDY BCVWD current | Option/s to Fiscal Impact of
: Federal Law . . .
A Section , practice Consider Option
requirement
Wearing jeans, | 3540 5 Add a
. tennis shoes, . ) .
Section section discussing ) .
6 .. | None western boots No fiscal impact.
32, A, ii . footwear
and t-shirts are uidelines
prohibited. 9 '
Exception when 3240.9 Add the
approved by section that the
manager to wear | General Manager
7 Section None non-professional | can make No fiscal impact
32, A, iii clothing or days exemptions pact.
designated by the | temporarily or
General Manager | permanently on a
as “casual days”. | case-to-case basis
or special events.
3240.7 Add a
section that allows
No visible extremely small
piercings or nose studs
Section provided this : .
8 32 A iv None gauges shall be should not be worn No fiscal impact.

worn while on
duty.

when facing
customers or
external
stakeholders.
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TABLE | Policy HEE J BCVWD current | Option/s to Fiscal Impact of
: Federal Law . . .
A Section , practice Consider Option
requirement
3240.6 Add a
section that tattoos
on the head, face
- and neck must be
Any visible
. covered. Any
Section tattoos should be . , .
9 None : tattoos besides No fiscal impact.
32,A, v covered while on
d these parts may be
uty.
allowed as long as
they are not vulgar,
sexually explicit,
obscene or violent.
3240.11 Moved this
section and added
that managers and
Employees may Department Heads
be asked to leave | are responsible for
Section the premises and | explaining and
32, A, vi non-exempt enforcing this
employees are policy.
and not going to be . .
10 None compensated. Moved this section No fiscal impact.
Section There will be and added that
32,C,i disciplinary supervisors,
and ii actions for managers and
repeated Department Heads
offenses. are responsible for

explaining and
enforcing the Dress
Code policy.
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TABLE | Policy | State/ BCVWD current | Option/s to Fiscal Impact of
: Federal Law . . .
A Section . practice Consider Option
requirement
3240.10 Add a
section that allows
. the District to
Americans .
- provide
with P
. e Reasonable
Disabilities S
Accommodations
Act (ADA) , ;
. No language in in the event of a , .
11 None | and Fair . . : No fiscal impact.
the current policy. | medical necessity
Employment o
or religious creed
and . !
. provided it does not
Housing Act pose an undue
(FEHA) hardship to the
District.
Fiscal Impact

There is no fiscal impact in the implementation of the said policy changes.

Attachments

1.

Redline draft version of 3240 Dress Code and Personal Standards

2. Side-by-side version of 3240 Dress Code and Personal Standards
3. Clean draft version of 3240 Dress Code and Personal Standards
4. California Code of Regulations Title I, Sections 83.5, 83.6 and 87

Staff Report prepared by Ren Berioso, Human Resources Manager
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POLICY TITLE:  UNIFORMS—AND—PROTECHVE CLOTHINGDRESS CODE AND PERSONAL
STANDARDS

POLICY NUMBER: 3240 6f Attachment 1

32407 Erpleyesfopearanceand-Bress-Commitment Empleyees-are-expectedHo-maintaina-neat
clean-and-well-groomed-appearance. A professional image is important and is maintained, in part, by the image

that employees present to customers, visitors, vendors, co-workers and others. The District is a professional
workplace and desires to maintain a professional image with the general public and co-workers. Employees
of all classifications, including contractual, and are expected to use good judgment in determining their
dress and appearance. Clothing and appearance should always be neat, clean, appropriate for their job site;
and not constitute a safety hazard when conducting District-related business or meeting with customers.
Employees shall dress in accordance with general standards and guidelines designed to promote profes-
sionalism in the workplace internally and externally. Dress shall be suitable for both the work location and the

job duties.

3240.2  Non-Discrimination. It is the intent of the District to comply with Government Code §12940 prohibit-
ing discrimination.

3240.3 Responsibilities. Employees who are not provided with uniforms are expected to use good judge-
ment and to choose appropriate work attire. Good judgment includes consideration of factors including tasteful-
ness, anticipated requirement for public contact, the nature of the job and working conditions. Department Heads
may exercise reasonable discretion to determine appropriateness in employee dress and appearance. Every
situation involving attire and appearance cannot be addressed in a policy; therefore, the following is not to be
considered a complete list of acceptable or unacceptable attire or appearance.

32404  Clothing.: Emponees are expected to dress in a manner that is normaIIy acceptable in S|m|Iar busi-
ness estabhshments o ! , A h

appearance., Dress worn bv emplovees must complv with the foIIowmq

1. Attire should be aligned with the dignity and image of a professional office. Employees should
always be neat and clean in appearance, dressed in reasonably professional attire.

2. Allow the employee to perform all duties within the job classification safely and without creating
disruption or complaints by co-workers or supervisors. Any complaints must be reported to the
Human Resources Department or General Manager for review.

3. Supervisors will assist employees to determine what is considered appropriate attire for any par-
ticular situation. The following is offered as general guidelines:

Examples of Acceptable Clothing

a. Slacks/pants — Wool and cotton or solid-colored slacks or pants are acceptable provided
they are clean and wrinkle free. Slacks or pants with moderate design are acceptable.

b. Shirts — Buttoned-up shirts and BCVWD approved logo attire are acceptable at the office.
Casual shirts with collars, polo shirts, sweaters and turtlenecks can be worn on dress-
down Thursdays. Shirts made of cotton and blends are appropriate.

c. Dresses/Skirts — Casual dresses and skirts with modest hemlines are acceptable but
should be at a length at which you can sit comfortably in public (generally, this is no
shorter than 4 inches above the knee). Dresses that are sleeveless but do not have the
shoulders bare are acceptable.

Adopted by Resolution 2019-08, 08/14/2019
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d. Field Work Attire (All Times): Field or facility work may require special uniforms. Employ-
ees shall consult with a supervisor on requirements in advance.

e.Participation in Board & Special Meetings - Business Attire. Generally, will include profes-
sional dresses, blouses, skirts of modest length, suits, sport coats, dress shirt and tie
and dress slacks.

Examples of Unacceptable Clothing

a. Mini-skirts

b. Clothing which is discolored, worn-out, ripped, frayed, or stained

c. Bleached or faded jeans, or pants which are excessively worn-out or faded

d. Crop tops, tank tops, tops which show midriffs, halter tops, muscle shirts and spaghetti
straps not covered by jacket or sweater

e. Casual t-shirts, gym or workout attire, shorts, sweatpants, sweatshirts or running/jogging
suits

f. Leggings/spandex pants

g. Clothing that reveals too much cleavage, back, chest, or under garments

h. Overalls/coveralls except for field staff performing a specific task

i. Camouflage shirts and pants

i Any clothing that has words, terms, or pictures that may be offensive to others

k. Sports team, university, and fashion brand names on clothing are generally unacceptable
if the logo is large and dominates the article of clothing

3240.5  Footwear. Footwear is expected to be appropriate for professional attire. Shoes must be kept clean
and in good condition.

1. Items such as loafers, boots, flats, leather or canvas casual shoes are acceptable. Colored tennis
or running shoes are acceptable on dress-down Thursdays. Thong sandals without a back strap, and slippers
are considered unacceptable.

2. Beach type or casual flip flops, Birkenstock-type sandals and Crocs-type plastic shoes are unac-

ceptable.
3240.6  Tattoos. Any-visible-tattoes-sheould-be-covered-while-on-duty-No visible tattoos are allowed anywhere

on the head, face or neck, unless for religious reasons or purposes that the employee professes or provides in-
formation of religious affiliation or association. Any visible tattoos cannot be violent, obscene, sexually explicit,
controversial, hostile or otherwise violate the District’s policy against unlawful harassment or discrimination. Ex-
tremist or gang-related tattoos are also not permitted. All non-conforming tattoos stated herein must be covered
with clothing or a bandage while at work.

3240.7  Jewelries and Piercings.- No-facial-piercings-or-gauges-shall-be-worn-while-on-duty. All jewelry worn

by employees must be appropriate and not detract from the professional appearance. Visible piercings other
than in the ears are prohibited. Exceptions may be authorized by the General Manager for extremely small, sin-
gle nose studs except when an employee is facing a customer or an external stakeholder (vendors, contractors,
etc.). Any non-conforming piercing shall be removed, covered with a bandage, or replaced with a clear, plastic
spacer while the employee is working.

3240.8 Ha|r and Personal vaene Hai

1 Ha|r stvles must be professmnal and appropnate Ha|r must be safelv restramed when working con-
ditions require, (e.q. wearing hard hats, working around machinery with moving parts, etc.). Hair coloring must
Adopted by Resolution 2019-08, 08/14/2019
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be within the range of natural hair colors. Modest color varying from naturally acceptable are accepted as long
as they are not distracting and do not reflect as non-professional.

2. Beards, sideburns, and mustaches must be kept clean and neatly groomed. Facial hair of extreme
length must be restrained when working conditions require.

3. Personal hygiene is essential. All employees must maintain a clean, presentable appearance. Per-
sonal hygiene includes a regular bath or shower, use of deodorant and proper oral hygiene.

4. Strong odors caused by perfumes or colognes, scented hair sprays, and aftershave lotion can be
offensive and/or cause allergic reactions for some and therefore must be used in moderation.

3240 9 Exceptions

ageeas—‘eaeual—dayslThe General Manaqer can make exceptlons to thls pollcy ona permanent or temporarv

basis due to the nature of the work, special events and/or departmental moves or clean up.

3240.10 Reasonable Accommodation. In compliance with the Americans with Disabilities Act (ADA) and
California Fair Employment and Housing Act (FEHA), upon receiving notice from an employee, the District
will review and reasonably accommodate:

1. The documented medical needs of employees

2. tThe religious beliefs or observances of employees regarding their religious dress practices and
religious grooming practices in the workplace.

Religious dress practices may include wearing or carrying religious clothing, as well as head or face cover-
ings, jewelry, artifacts and any other items that is part of an individual's observance of his or her religious
creed.

Medical related accommodations may include working with the employee to determine acceptable clothes
that the employee can wear as a reasonable accommodation that meet the medical needs of the employee,
while still identifying the individual as an employee, and enabling the individual to present a professional

appearance.

The District is not obligated to provide reasonable accommodation if it causes an undue hardship or if such
accommodation would violate other laws that prohibit discrimination.

3240 11 Non-Compliance. Any-w

W -Employees
who are mappropnatelv dressed may be sent home and d|rected to return to work in the proper attire. Non-ex-

empt employees will not be compensated for the time away from work. Supervisors, managers and Department
Heads are responsible for explaining and enforcing this Dress Code and Personal Standards Policy and will

counsel anyone whose attire and/or personal appearance is not consistent with this policy. -Employees who re-
peatedly violate District dress code policy or grooming standards will be subject to corrective action and/or disci-

plinary action, up to and |ncIud|nq termination of employment.

Adopted by Resolution 2019-08, 08/14/2019
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CURRENT POLICY

32 UNIFORMS AND PROTECTIVE CLOTHING

A Employee Appearance and Dress. Employees are expected to maintain a neat, dean
and well-groomed appearance.

Hair, beard and mustaches must be of style and length to avoid coming into
contact with moving equipment. Loose clothing is not to be work when
operating equipment.

il. Employees are expected to dress in a manner that is normally acceptable in
similar business establishments. The wearing of suggestive attire or of
dungarees, jeans, shorts, sandals, tennis shoes, western boots, T-Shirts and
similar items of casual attire is not permitted as they do not present a
businesslike appearance.

iii. The exception occurs when prior approval has been given by a manager to wear
non-professional dothing to complete a spedific duty or special function or on
days designated by the General Manager as “casual days.”

iv. Mo facial piercing or gauges shall be worn while on duty.

V. Any visible tattoos should be covered while on duty.

vi. Any work time missed because of failure to comply with the dress pelicy will not

be compensated, and repeated (3) violations of this policy will be cause for
disciplinary actions.

6f Attachment 2

PROPOSED POLICY

POLICYTITLE:  UMIFORMS—AND PROTECTNVE CLOTHINGDRESS CODE AND PERSONAL
STANDARDS

POLICY NUMBER: 3240

dedn 1 Empleefopeemnerend-Droes—Commiment Ermpleersaresspesteddo-rrsrbin-a-neat

A professional image is irmpartant and is maintained, in part, by the image
that ermployees present to custormers, wisitors, wendors, co-workers and others. The Distrct is a professional
wirkplace and desires to maintain a professional image with the general public and co-workers, Employees
ot all classifications, including contractual, and are expected to use good judgrment in determining their
dress and appearance. Clothing and appearance should ahvays be neat, clean, appropriate for their job site;
and not constitute & safety_hazard when conducting Districk-related business or meeting with customers.
Ernplayees shall dress inaccordance with general standards and quidelines designed to pramote profes-
sionalisrminthe workplace internally and externally. Dress shallbe suitable for both the work location and the
[ob duties,

32402  Non-Discrimimation. [t is the intent of the Disincl to comply with Govemment Code £12340 prohibit
ing discrimination.

32402 Responsibilities. Ermployeeswho are not provided with uniforrms are expected to use good judoge-
ment andto choose appropriate work attire. Good judgmentincludes consideration of factors including tasteful-
ness, anticipated requirernentfor public contact the nature of the job and working conditions. Departrment Heads
may exercise reasonable discretion to determine appropriateness in employee dress and appearance. Every
situation imvolving attire and appearance cannot be addressed in a policy; therefare, the following is notto he
considered a complete list of acceptahle or unacceptable attive or appearance.

32404 Clothing.. | Empluyees are expec’[edtu dressma mannerthat [ nurmall],facceptahlemsmnarhum
nessestahhshmems hewearngotsuggestive allire arofdungaress {eans shods sandals tennisshees,

appea#anse Dressworn h\.r emplu:n.rees must cnmphrwnh thefollnwmq

1. Aftire should be aligned with the dignity and image of a professional office. Employees should
ahways be neat and clean in appearance, dressed in reasonably professionalattire,

2. Allowethe ernployee to pedorrmall duties within the job classification safely and without creating
disruption or complaints by co-workers orsupenisors. Any complaints must be reportedto the
Hurman Resources Department or General Manager for rewview.

3. Supenisors will assist ermployees to determine what is considered appropriate attire for any par-
ticular situation. The following is offered as general quidelines:

Exampies of Accepfabie Clothing

a. alacksipants — ool and cottan or solid-colared slacks or pants are acceptable provided
they are clean andwrinkle free, Slacks or pants with moderate design are acceptable.

b. Shirs — Buttoned-up shirts and BCWWWD approved logo attire are acceptable at the office.
Casual shirtswith collars, polo shirts, sweaters and turtlenecks can be warn on dress-
dowen Thursdays. Shirts rmade of cotton and blends are appropriate.

¢. Dresses/akirts — Casual dresses and skins with madest hernlines are acceptable but
should be at & length atwhichyou cansit cornfortably in public (generally, thisis no
sharterthan 4 inches above the knee). Dresses that are sleeveless hut danot have the
shoulders bare are acceptahle.|
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Compliance. Any field employee not wearing the complete uniform, while performing
District functions, is subject to disciplinary action.

i Any employes who does not meet the standards of this policy will be required
to take corrective action, which may include leaving the premises.

il. Uniforms are not to be worn for personal use.

d. FieldWork Aire (AN Tirnes): Field orfacility work may require special uniforms. Ernploy-
eesshall consultwith a supenisor on requirernents in advance.

e, Participation in Board & Special Meetings - Business Atire. Generally, will indude profes-
sional dresses, hlouses, skits of modestlength, suits, sportcoats, dress shirt and fie
and dress slacks.

Exampies of Unaccepizble Clofhing

. MulLSJﬂEIS

1} whichis discolored, worn-out, ripped, frayed, or stained

i Bleached or faded jeans, or pants which are excessively worn-out or faded

. Croptops, tank tops, tops whichshow midrifis, halter tops, rmuscle shids and spagheti
straps not covered by jacket or sweater

e, Casualtshits, aym or workout attire, shors, sweatpants, sweatshirs or runningfoging
suits

f Legoingsispandex pants

iJ. Clothing that reveals too ruch cleavage, back, chest, orunder garments

h. Overallsicoveralls except for field staff performing a spedfic task

i. Camouflage shirts and pants

1 Any clothing that has words, terms, or pictures that rmay be offensive to others

k. Sports team, university, and fashion brand names on clothing are generalk unacceptahle
itthe logois large and dominates the aricle of

32405 Footwear. Foohwear is expected to be appropiate for professional attire. Shoes rmust be kept clean
and in good condition,

1. lterrs such as loafers, boots, flats, leather or canvas casual shoes are acceptable. Colored tennis
or runningshoes are acceptable on dress-down Thursdays. Thongsandals without a hack strap, and slippers
are considered unacceptahle.

2. Beachtype or casualflip flops, Birkenstock-typesandals and Crocs-type plasticshoes are unac-
ceptahle,

32406 Tattoos. Amyvisiblelstioosshouldbecoveredwhile andub-Novisible tattoos are allowed anywhers
on the head, face orneck, unless for religious reasons or purposes that the ermployee professes or provides in-
formation of religious affiliation or association. Any wisible tattoos cannothe violent, ohscene, sexually explicit
controversial, hostile ar otherwise vialate the Districts policy against unlawful harassment or discimination, Ex-
trermist or gang-relatedtattoos are also not permitted. All non-conforming tattoos stated herein must be covered
with clothing ora handage while atwork,

32407 Jewelries and Piercings.- Hedacialpinrangs-organges-shalbbawarwhile-onduly. All jipwelry wom
by ermplovees musthe appropriate and nutdetrac’[frumthe prufessmnal appearance.VWisible piercings other
than in the ears are prohibited. Exceptions rmay be authorized by the General Managerfor exdremnely small, sin-
gle nose studs exceptwhen an ermployee isfacing a customer or an external stakeholder frendors, contractors
et} Any non-confarming piercing shall be removed, covered with a bandane, or replaced with a clear, plastic
spacerwhile the employeeis working.

32408 Halrand PersnmIqulene —.- beatdand

1 Halrsh;Ies must he prnfessmnal and appmpnate Halrmustbe safelv restramedwhenwnrkmq Cork
dmuns reqmre (e f. weannq hard hais wurkmq around rachinery with roving parts, etc.). Hair coloring must
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he within the range of natural hair colors. Modest colar varging from naturally acceptahle are accepted as long
a5 they are not distracting and do not reflect as non-professional.

2. Beards, sideburns, and mustaches rmust be kept clean and neatly groormed. Facial hair of extrermne
leneth rmust be restrained when working conditions require.

3. Personal hygiene is essential. All emplovees must maintain a clean, presentable appearance. Per-
sonal hyniene includes a reqular bath orshower use of deodorantand proper oral byoiene.

4. Strong odors caused by perfumes or colognes, scented hairsprays, and aftershave lotion can be
offensive and/or cause allergicreactions forsorme and therefore rusthe usedin moderation.

agerae—eaeeer-eaﬁre—The General Nlanaqerean make e:{eephuns tuth|s pehw ona permanentertemperan.r

hasis due to the nature of the work, special events andior departmental roves or clean up.

324010 Reasonahle Accommodation. In cormpliance with the Americans with Disabilities Act (ADA) and
California Fair Erployment and Howsing Act (FEHA), upon receiving notice from an employee, the District
willl review and reasonably accornmodate;

1. The docurmented medical needs of ermployees

2 4The religious beliefs or ohservances of employees regarding their reliqious dress praclices and
religious grooming practices in the workplace.

Religious dress practices may include wearing or carrying religious clothing, as well as head or face cover-
ings, [eweelry, artifacts and any other iterns that is part of an individual's observance of his or her religious
creed.

Medical related accommodations may include warking with the emplovee to determine acceptahle clothes
that the ermplovee canwear as a reasonable accommodation that meet the medical needs of the ermployee
wihile still identitying the individual as an ermployee, and enabling the individual to present a professional
Appearance.

The District is not ohligated fo provide reasonable accommodation if if causes an undue hardship or if such
accormmadation would wiolate other laws that prohibit discrirmination.

324011 MWon- Cnmpllance. i

whe are inappropria eh.r dressed iy be sent heme anid d|reeted10 return tn werkm the preperathre Mar-ex

ernpt ernplovees will not be cornpensated for the time away frormwark, Supenisors, ranagers and Department
Heads are responsible for explaining and enforcing this Dress Code and Personal Standards Policy and will

counsel anyone whose attire andfor personal appearance is not consistentwith this policy. -Employees who re-
peatedly violate District dress code policy or groorming standards will be subjedto corrective action andfor disci-

plinary action uptn and |nelud|nqterm|nat|nn efemplmrment
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6f Attachment 3

POLICY TITLE: DRESS CODE AND PERSONAL STANDARDS
POLICY NUMBER: 3240

3240.1  Commitment.. A professional image is important and is maintained, in part, by the image that employ-
ees present to customers, visitors, vendors, co-workers and others. The District is a professional workplace and
desires to maintain a professional image with the general public and co-workers. Employees of all classifica-
tions, including contractual, and are expected to use good judgment in determining their dress and appear-
ance. Clothing and appearance should always be neat, clean, appropriate for their job site and not constitute
a safety hazard when conducting District-related business or meeting with customers. Employees shall dress
in accordance with general standards and guidelines designed to promote professionalism in the workplace
internally and externally. Dress shall be suitable for both the work location and the job duties.

3240.2  Non-Discrimination. It is the intent of the District to comply with Government Code §12940 prohibiting
discrimination.

3240.3  Responsibilities. Employees who are not provided with uniforms are expected to use good judgement
and to choose appropriate work attire. Good judgment includes consideration of factors including tastefulness,
anticipated requirement for public contact, the nature of the job and working conditions. Department Heads may
exercise reasonable discretion to determine appropriateness in employee dress and appearance. Every situation
involving attire and appearance cannot be addressed in a policy; therefore, the following is not to be considered a
complete list of acceptable or unacceptable attire or appearance.

32404  Clothing.: Employees are expected to dress in a manner that is normally acceptable in similar business
establishments. Dress worn by employees must comply with the following:
1. Attire should be aligned with the dignity and image of a professional office. Employees should al-
ways be neat and clean in appearance, dressed in reasonably professional attire.
2. Allow the employee to perform all duties within the job classification safely and without creating
disruption or complaints by co-workers or supervisors. Any complaints must be reported to the
Human Resources Department or General Manager for review.
3. Supervisors will assist employees to determine what is considered appropriate attire for any par-
ticular situation. The following is offered as general guidelines:

Examples of Acceptable Clothing

a. Slacks/pants — Wool and cotton or solid-colored slacks or pants are acceptable provided
they are clean and wrinkle free. Slacks or pants with moderate design are acceptable.

b. Shirts — Buttoned-up shirts and BCVWD approved logo attire are acceptable at the office.
Casual shirts with collars, polo shirts, sweaters and turtlenecks can be worn on dress-
down Thursdays. Shirts made of cotton and blends are appropriate.

c. Dresses/Skirts — Casual dresses and skirts with modest hemlines are acceptable but should
be at a length at which you can sit comfortably in public (generally, this is no shorter than
4 inches above the knee). Dresses that are sleeveless but do not have the shoulders bare
are acceptable.

d. Field Work Attire (All Times): Field or facility work may require special uniforms. Employees
shall consult with a supervisor on requirements in advance.

e. Participation in Board & Special Meetings - Business Attire. Generally, will include profes-
sional dresses, blouses, skirts of modest length, suits, sport coats, dress shirt and tie and

Adopted by Resolution 2019-08, 08/14/2019
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dress slacks.

Examples of Unacceptable Clothing

a. Mini-skirts

b. Clothing which is discolored, worn-out, ripped, frayed, or stained

c. Bleached or faded jeans, or pants which are excessively worn-out or faded

d. Crop tops, tank tops, tops which show midriffs, halter tops, muscle shirts and spagheti
straps not covered by jacket or sweater

e. Casual t-shirts, gym or workout attire, shorts, sweatpants, sweatshirts or running/jogging
suits

f. Leggings/spandex pants

g. Clothing that reveals too much cleavage, back, chest, or under garments

h. Overalls/coveralls except for field staff performing a specific task

i. Camouflage shirts and pants

j. Any clothing that has words, terms, or pictures that may be offensive to others

k. Sports team, university, and fashion brand names on clothing are generally unacceptable if
the logo is large and dominates the article of clothing

3240.5 Footwear. Footwear is expected to be appropriate for professional attire. Shoes must be kept clean
and in good condition.

1. ltems such as loafers, boots, flats, leather or canvas casual shoes are acceptable. Colored tennis or
running shoes are acceptable on dress-down Thursdays. Thong sandals without a back strap, and slippers are
considered unacceptable.

2. Beach type or casual flip flops, Birkenstock-type sandals and Crocs-type plastic shoes are unac-
ceptable.

32406 Tattoos. No visible tattoos are allowed anywhere on the head, face or neck, unless for religious reasons
or purposes that the employee professes or provides information of religious affiliation or association. Any visible
tattoos cannot be violent, obscene, sexually explicit, controversial, hostile or otherwise violate the District’s policy
against unlawful harassment or discrimination. Extremist or gang-related tattoos are also not permitted. All non-
conforming tattoos stated herein must be covered with clothing or a bandage while at work.

3240.7  Jewelries and Piercings. . All jewelry worn by employees must be appropriate and not detract from
the professional appearance. Visible piercings other than in the ears are prohibited. Exceptions may be authorized
by the General Manager for extremely small, single nose studs except when an employee is facing a customer or
an external stakeholder (vendors, contractors, etc.). Any non-conforming piercing shall be removed, covered with
a bandage, or replaced with a clear, plastic spacer while the employee is working.

3240.8  Hair and Personal Hygiene.

1. Hair styles must be professional and appropriate. Hair must be safely restrained when working con-
ditions require, (e.g. wearing hard hats, working around machinery with moving parts, etc.). Hair coloring must be
within the range of natural hair colors. Modest color varying from naturally acceptable are accepted as long as
they are not distracting and do not reflect as non-professional.

2. Beards, sideburns, and mustaches must be kept clean and neatly groomed. Facial hair of extreme
length must be restrained when working conditions require.

3. Personal hygiene is essential. All employees must maintain a clean, presentable appearance. Per-
sonal hygiene includes a regular bath or shower, use of deodorant and proper oral hygiene.

4. Strong odors caused by perfumes or colognes, scented hair sprays, and aftershave lotion can be
offensive and/or cause allergic reactions for some and therefore must be used in moderation.

3240.9  Exceptions. The General Manager can make exceptions to this policy on a permanent or temporary
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Adopted by Resolution 2019-08, 08/14/2019

basis due to the nature of the work, special events and/or departmental moves or clean up.

3240.10 Reasonable Accommodation. In compliance with the Americans with Disabilities Act (ADA) and
California Fair Employment and Housing Act (FEHA), upon receiving notice from an employee, the District
will review and reasonably accommodate:

1. The documented medical needs of employees

2. The religious beliefs or observances of employees regarding their religious dress practices and
religious grooming practices in the workplace.

Religious dress practices may include wearing or carrying religious clothing, as well as head or face cover-
ings, jewelry, artifacts and any other items that is part of an individual’s observance of his or her religious
creed.

Medical related accommodations may include working with the employee to determine acceptable clothes
that the employee can wear as a reasonable accommodation that meet the medical needs of the employee,
while still identifying the individual as an employee, and enabling the individual to present a professional
appearance.

The District is not obligated to provide reasonable accommodation if it causes an undue hardship or if such
accommodation would violate other laws that prohibit discrimination.

3240.11 Non-Compliance. Employees who are inappropriately dressed may be sent home and directed to
return to work in the proper attire. Non-exempt employees will not be compensated for the time away from work.
Supervisors, managers and Department Heads are responsible for explaining and enforcing this Dress Code and
Personal Standards Policy and will counsel anyone whose attire and/or personal appearance is not consistent
with this policy. Employees who repeatedly violate District dress code policy or grooming standards will be subject
to corrective action and/or disciplinary action, up to and including termination of employment.

Adopted by Resolution 2019-08, 08/14/2019
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Beaumont-Cherry Valley Water District
Personnel Committee Meeting Item 7
April 16, 2024

STAFF REPORT

TO: Personnel Committee
FROM: Ren Berioso, Human Resources Manager

SUBJECT: Policy Tracking Matrix Progress Dashboard

Staff Recommendation

Approve the policies pending review in the next one to two months identified on Table 3, Policy
to Work on for Subsequent Meetings, or to direct staff as desired.

Background

At the October 17, 2023 meeting, staff was directed by the Personnel Committee to create a
dashboard to outline the progress of the Policies and Procedures Manual updates since year
2021. At the November 21, 2023 meeting, the Personnel Committee approved a dashboard
presented by staff which highlights the summary of all policies approved and drafted, and those
policies that staff are working on for subsequent meetings.

Discussion:
Table 1-Summary of Policy Approval Tracking (All Policies)
Committee
Department On Matrix C:::: d Reviewed A:;'T)Te d ?omplete
Drafts
HR 79 73 51 49 62.03%
Finance 13 12 4 4 30.76%
Administration 24 23 6 6 25.00%
IT 19 14 0 0 0.00%
Operations 4 2 0 0 0.00%
Engineering 3 1 0 0 0.00%
TOTALS 142 125 60 59 41.55%

Note: The sections highlighted are under the purview of the Personnel Committee. The other policies may
be subject to the Finance and Audit Committee of the full Board of Directors.

Table 2 - Recommended Policies to be Added in the Worksheet

Item Policy Subject Policy Contents

None
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Table 3 — Policies To Work on for Subsequent Meetings

Polic Selected Estimated
Item No ¥ Priorities Listed Draft Size for Committee
) Processing Presentation
1 3085 Sick Leave 3 pages January April
2 3180 District Vehicle Usage 2 pages February April
3 3180 Personnel Action Form (PAF) 2 pages March April
4 3060 | Continuity of Service 1 page March April
Nepotism/Employment of .
> 3180 Relatives and Fraternization 3 pages March April
6 3240 Dress Code and Personal Draft Table March April
Standards
7 3240 Reduction in Force 1 page April May
3 3050 Volunteer F"ersonnel Workers 2 pages April May
Compensation Insurance
HIPAA Compliance and Security .
9 3160 Officer 1 page April May
10 3285 Confidentiality in Resignation 1 page April May
11 3200 Grievance Procedures 2 pages April May

Numbered for ease of selection and reference, not for level of priority.

Fiscal Impact
There is no financial impact.

Attachments
1. Policy Approval Tracking Matrix 4.4.2024

Staff Report prepared by Ren Berioso, Human Resources Manager
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Policy Approval Tracking BCVWD Policy Manual Project

Attachment 1

HR's Recommendation Drafted by BCVWD Presented to Personnel | Provisionally Approved by | Presented to Board | Approved by Board of Resolution
Policy Numb New Policy Number Section Policy Name Responsible Department Staff Approved by Legal Counsel Committee Personnel Committee of Directors Directors Adoption Date Numb
Employee Leave Donation Program
N/A 3225 Personnel and Policy Human Resources Yes 2019 2019 2019 10/9/2019 10/9/2019 10/9/2019 19-011
1 1000 General Definitions Human Resources Yes 2/16/2021 2/22/2021 2/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
2 1005 General Contractual Provisions Human Resources Yes 2/16/2021 2/22/2021 2/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
N/A 1010 General Policy Manual Human Resources Yes 2/16/2021 2/22/2021 2/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
3 2000 Administration Equal Opportunity Human Resources Yes 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
5 2010 Administration Access to Personnel Records Human Resources Yes 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
6 2015 Administration Harassment Human Resources Yes 1/2/2024 1/16/2024 1/16/2024 2/14/2024 2/14/2024 2/14/2024 24-002
7 2020 Administration Sexual Harassment Human Resources Yes 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
N/A 2025 Administration Whistleblower Protection Human Resources Yes 3/15/2021 3/22/2021 3/22/2021 4/14/2021 4/14/2021 4/14/2021 21-006
8 3000 Personnel Employee Status Human Resources Yes 4/12/2021 7/19/2021 7/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Employee Information and
N/A 3001 Personnel Emergency Data Human Resources Yes 4/12/2021 6/21/2021 6/21/2021 10/13/2021 10/13/2021 10/13/2021 21-018
N/A 3002 Personnel Employee Groups Human Resources Yes 4/12/2021 5/17/2021 5/17/2021 10/13/2021 10/13/2021 10/13/2021 21-018
9 3005 Personnel Compensation Human Resources Yes 7/13/2021 7/19/2021 7/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Prevailing- Wage-Public Works
N/A 3006 Personnel Contractor-Employee Relations Human Resources Yes 7/13/2021 9/20/2021 9/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
10 & 49 3010 Personnel Employee Performance Evaluation Human Resources Yes 7/13/2021 9/20/2021 9/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Performance Evaluation-General
11 3015 Personnel Manager Human Resources Yes 8/3/2021 9/20/2021 9/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
Definitions Human Resources Additional Edits 6/28/2021 7/19/2021 7/20/2021 10/13/2021 10/13/2021 10/13/2021 21-018
District Residences and Facility Requested edits, sent to Requested Edits
N/A 5095 Operations Emergency Policy Human Resources Yes 7/21/2020 6/21/2021 Board for review 10/13/2021 10/28/2021 10/28/2021 21-019
Policy Manual Human Resources Additional Edits Separate Report N/A N/A-directed to Board 3/9/2022 3/9/2022 3/9/2022 22-006
13 3025 Personnel Pay Periods Human Resources Yes 10/12/2021 11/15/2021 11/15/2021 5/11/2022 5/11/2022 5/11/2022 22-016
14 3030 Personnel Gift Acceptance Guidelines Human Resources Yes 12/10/2021 4/19/2022 4/19/2022 5/11/2022 5/11/2022 5/11/2022 22-016
15 3035 Personnel Outside Employment Human Resources Yes 10/12/2021 4/19/2022 4/19/2022 5/11/2022 5/11/2022 5/11/2022 22-016
Substance Abuse (In Conformance
with Department of Transportation
48 3205 Personnel Guidelines) Human Resources Yes 12/6/2021 4/19/2022 4/19/2022 5/11/2022 5/11/2022 5/11/2022 22-016
N/A 3206 Personnel FMCSA Clearinghouse Registration Human Resources No 12/6/2021 4/19/2022 4/19/2022 5/11/2022 5/11/2022 5/11/2022 22-016
12 3020 Personnel Health and Welfare Benefits Human Resources Yes 5/10/2022 5/17/2022 5/17/2022 6/8/2022 6/8/2022 6/8/2022 22-019
27 3100 Personnel Bereavement Leave Human Resources Yes 5/10/2022 5/17/2022 5/17/2022 6/8/2022 6/8/2022 6/8/2022 22-019
Work Hours, Overtime, and
19 3055 Personnel Standby Program Human Resources Yes 6/14/2022 7/19/2022 7/19/2022 with revisions 9/14/2022 9/14/2022 9/14/2022 22-028
24 3085 Personnel Sick Leave Human Resources Yes 7/14/2022 8/16/2022 8/16/2022 with revisions 9/14/2022 9/14/2022 9/14/2022 22-028
Occupational Certification and
34 3135 Personnel Education Human Resources Yes 6/14/2022 8/16/2022 8/16/2022 9/17/2022 9/17/2022 9/14/2022 22-028
Move to Board for
25 3090 Personnel Family and Medical Leave Human Resources Yes 8/31/2022 10/18/2022 discussion, w/ counsel 12/14/2022 12/14/2022 12/14/2022 22-043
26 3095 Personnel Pregnancy Disability Leave Human Resources Yes 9/1/2022 9/20/2022 9/20/2022 12/14/2022 12/14/2022 12/14/2022 22-043
N/A 3096 Personnel Lactation Accommodation Human Resources Yes 8/25/2022 9/20/2022 9/20/2022 12/14/2022 12/14/2022 12/14/2022 22-043
Leave for Crime Victims and Family
N/A 3111 Personnel Members Human Resources Yes 9/29/2022 10/18/2022 10/18/2022 12/14/2022 12/14/2022 12/14/2022 22-043
Emergency Response Guideline for
2 5010 Operations Hostile or Violent Incidents Human Resources Yes 11/8/2022 11/15/2022 11/15/2022 12/14/2022 12/14/2022 12/14/2022 22-043
22 3075 Personnel Vacation Human Resources Yes 11/8/2022 1/17/2023 1/17/2023 2/8/2023 2/8/2023 2/8/2023 23-005
30 3115 Personnel Return to Work Policy Human Resources Yes 1/11/2023 1/17/2023 1/17/2023 2/8/2023 2/8/2023 2/8/2023 23-005
Occupational Injury and Iliness
31 3120 Personnel Prevention Program Human Resources Yes 1/11/2023 1/17/2023 1/17/2023 2/8/2023 2/8/2023 2/8/2023 23-005
N/A 3121 Personnel Infectious Disease Control Human Resources Yes 2/2/2023 2/21/2023 2/21/2023 3/15/2023 3/15/2023 3/15/2023 23-009
N/A 3122 Personnel Workplace Violence Human Resources Yes 1/2/2024 1/16/2024 1/16/2024 2/14/2024 2/14/2024 2/14/2024 24-002
36 3145 Personnel Driver Training and Record Review Human Resources Yes 3/14/2023 3/21/2023 3/21/2023 4/12/2023 4/12/2023 4/12/2023 23-010
Uniforms and Protective Clothing
(will be in Dress Code and Personal
32 3125 Personnel Standards) Human Resources Yes 3/14/2023 3/21/2023 4/18/2023 5/10/2023 5/10/2023 5/10/2023 23-013
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Policy Approval Tracking BCVWD Policy Manual Project

HR's Recommendation Drafted by BCVWD Presented to Personnel | Provisionally Approved by | Presented to Board | Approved by Board of Resolution
Policy Numb New Policy Number Section Policy Name Responsible Department Staff Approved by Legal Counsel Committee Personnel Committee of Directors Directors Adoption Date Numb
N/A 3230 Personnel Workers' Compensation Human Resources Yes 5/9/2023 5/16/2023 5/16/2023 6/14/2023 6/14/2023 6/14/2023 23-017
N/A 3231 Personnel Accommodations for Disablity Human Resources No 5/9/2023 5/16/2023 5/16/2023 6/14/2023 6/14/2023 6/14/2023 23-017
17 3045 Personnel Executive Officer Human Resources Yes
N/A 3003 Personnel Employment Agreements Human Resources Yes 5/10/2022 5/17/2022 Tabled
16 3040 Personnel Letters of Recommendation Human Resources Yes
Volunteer Personnel Workers'
18 3050 Personnel Compensation Insurance Human Resources Yes
20 3060 Personnel Continuity of Service Human Resources Yes
20 (incorrect
numbering) 3065 Personnel Reduction in Force Human Resources Yes
21 3070 Personnel Holidays Human Resources Yes 1/2/2024
Pre-Employment Physical
23 3080 Personnel Examination Human Resources Yes
28 3105 Personnel Personal Leave of Absence Human Resources Yes
29 3110 Personnel Jury and Witness Duty Human Resources Yes 10/5/2023 10/17/2023 11/21/2023 12/13/2023 12/13/2023 1/10/2024 23-031
Proposed
Addition 3176 Personnel Transfers and Voluntary Demotion Human Resources
Proposed Resignations and Job
Addition 3177 Personnel Abandonment Human Resources
33 3130 Personnel Conferences Human Resources Yes
N/A 3136 Personnel Succession and Workforce Planning| Human Resources Yes
35 3140 Personnel Respiratory Protection Program Human Resources Yes
37 3150 Personnel District Vehicle Usage Human Resources Yes 2/5/2024
38 3151 Personnel Personal Vehicle Usage Human Resources 2/5/2024
HIPAA Compliance and Security
39 3160 Personnel Officer Human Resources Yes
40 3165 Personnel Tobacco Use Human Resources Yes 2/5/2024
41 3170 Personnel Smoke Free Workplace Human Resources Yes 2/5/2024
42 3175 Personnel Disciplinary Action or Terminations Human Resources Yes
43 3180 Personnel Nepotism-Employment of Relatives Human Resources Yes
Confidentiality Regarding
44 3185 Personnel Resignations Human Resources Yes
47 3200 Personnel Grievance Procedures Human Resources Yes
50 3215 Personnel Personnel Action Form (PAF) Human Resources Yes
Recruitment, Selection and
51 3220 Personnel Onboarding Human Resources Yes 2/5/2024
N/A 3235 Personnel Military Leave Human Resources Yes 6/14/2023 8/15/2023 11/21/2023 12/13/2023 12/13/2023 1/10/2024 23-031
N/A 3240 Personnel Dress Code and Personal Standards Human Resources Yes
N/A 3245 Personnel Non-Solicitation Human Resources No
N/A 3250 Personnel Telecommuting Human Resources No
N/A 3255 Personnel Time off for School Activities Human Resources No
N/A 3260 Personnel Time off to Vote Human Resources No
1 5005 Operations Emergency Preparedness Human Resources Yes
Environmental Health and Safety
4 5020 Operations Compliance Program Human Resources Yes
Iliness and Injury Prevention
5 5025 Operations Program Human Resources Yes
2 6010 Miscellaneous Adoption, Amendment of Policies Human Resources Yes N/A Direct to Full Board
3 6015 Miscellaneous Public Complaints Human Resources Yes N/A Direct to Full Board
4 6020 Miscellaneous Claims Against the District Human Resources Yes N/A Direct to Full Board
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