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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT
BOARD OF DIRECTORS REGULAR MEETING

May 23, 2022
1:00 P.M.

This meeting will be held by videoconference/teleconference at the

following location:

Northern Sierra Air Quality Management District (Northern Office)
257 E. Sierra Street, Unit E

Portola, California

All items on the agenda may be acted upon by the Board of Directors. No action will be taken
nor discussion held at the meeting on business not appearing on the posted agenda.

. Standing Orders:
Cali to Order.
Roll call and determination of quorum.

L. Public Comment: For items NOT appearing on the agenda and within the
jurisdiction of the Board. The public may comment on Agenda items as they are
discussed.

li.  Approval and/or Modifications to Agenda

IV. Consent Calendar These Items Are Expected to Be Routine and Noncontroversial.
They Will Be Acted on By the Board at One Time Without Discussion. Any Board
Member, Staff Member, or Interested Party May Request That an ltem Be
Removed From the Consent Calendar for Discussion.

A. Approval of regular meeting minutes — April 25, 2022
B. Payment Details by Vendor Board Report — April 2022

V. Administrative Report
A. Public Hearing for FY 2022-2023 Operating and Restricted Budget

B. Revised and Proposed Modifications to Air District Personnel Policies

V1. Director’s Report
A. Status on Portola PM2.5 Nonattainment Area
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

VIL

VILI.

BOARD OF DIRECTOR’S MEETING

B. Discussion of part-time permanent position for Northern Sierra Air District
C. Legislative/lntroductory Packet

Concerns of Board - The Board may at this time bring up matters it wishes to
discuss at the next Board Meeting, as long as no discussions are conducted and no
actions are taken, in compliance with the Brown Act.

Schedule next Meeting — Video conference/Phone Conference June 27, 2022 @
1:00 PM

Adjournment
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NORTHERN STERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

PERSONS DESIRING TO ADDRESS THE BOARD
Meetings of the Board of Directors shall be conducted by the Chairperson in a manner consistent
with the policies of the District. The latest edition of Robert's Rules of Order, Revised shall also be
used as a general guideline for meeting protocol. District policies shall prevail whenever they are in
conflict with Robert's Rules of Order, Revised.
All Board meetings shall commence at the time stated on the agenda and shall be guided by same.

PUBLIC COMMENT:
Provisions for permitting any individual or group to address the Board concerning any item on
the agenda of a special meeting, or to address the Board at a regular meeting on any subject
that lies within the jurisdiction of the Board of Directors, shall be as follows:

Three (3) minutes may be allotted to each speaker and a maximum of fifteen (15) minutes to
each subject matter;

No boisterous conduct shall be permitted at any Board meeting. Persistence in boisterous
conduct shall be grounds for summary termination, by the Chairperson, of that person's
privilege of address.

No oral presentation shall include charges or complaints against any District employee,
regardless of whether or not the employee is identified in the presentation by name or by
another reference which tends to identify. All charges or complaints against employees shall
be submitted to the Board of Directors under provisions contained in District Policy 1030.

Willful disruption of any of the meetings of the Board of Directors shall not be permitted. If
the Chairperson finds that there is in fact wiliful disruption of any meeting of the Board,
he/she may order the room cleared and subsequently conduct the Board's business without
the audience present. In such an event, only matters appearing on the agenda may be
considered in such a session.

After clearing the room, the Chairperson may permit those persons who, in his/her opinion,
were not responsible for the wiliful disruption to re-enter the meeting room.

Duly accredited representatives of the news media, whom the Chairperson finds not to have
participated in the disruption, shall be admitted to the remainder of the meeting.

Members of the public are given the opportunity to address the Board of Directors directly at
each teleconference
location.

POSTING AGENDA.

This agenda was posted at least 72 hours prior to the regular meeting at the following locations: Eric
Rood Government Center in Nevada City, The Plumas County Courthouse in Quincy, the Litton
Building in Grass Valley, the Plumas County Board of Supervisors Chambers in Quincy, Sierra
County Courthouse Square in Downieville. The agenda and board packet are available on-line
prior to the Board Meeting at www.myairdistrict.com
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To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Pollution Control Officer

Date: May 23, 2022

Agenda Item: 1l

Agenda Description: Approval and/or Modifications to Agenda

Requested Action: Discuss any modifications to agenda, approve agenda with a roll call
vote

ROLL CALL VOTE REQUESTED
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To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Pollution Control Officer
Date: May 23, 2022

Agenda Item: IV.A

Agenda Description: Approval of regular meeting minutes — April 25, 2022

Requested Action: The minutes are attached for Board comment/approval.
ROLL CALL VOTE REQUESTED

Attachments:
1. Draft April 25, 2022 minutes
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E. Sierra, Unit E

Mailing Address: Mailing Address: P.O. Box 2227

Grass Valley, CA 95945 Portota, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 832-0102 / FAX: (530) 832-0101

email: office@myairdistrict.com or www.myairdistrict.com email:  Julie@myairdistrict.com or www.myairdistrict.com
MINUTES

NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT
BOARD OF DIRECTORS SPECIAL MEETING
April 25, 2022
1:00 p.m.

The meeting took place in the following locations:

(Site A) VIDEOCONFERENCE/TELEPHONE CONFERENCE
Northern Sierra Air Quality Management District (Headquarters)
200 Litton Drive, Conference Room 316
Grass Valley, California
AND

(Site B) VIDEOCONFERENCE/TELEPHONE CONFERENCE
Northern Sierra Air Quality Management District (Northern Office)

257 E. Sierra Street, Unit E
AND
Portola, California
(Site C) TELEPHONE CONFERENCE
10879A Donner Pass Road, CONFERENCE ROOM

Truckee, California

Members Present.: Members Absent:
Supervisor Bullock, Chair Supervisor Thrall
Supervisor Huebner Supervisor Scofield

Supervisor Roen
Supervisor Ceresola

. Standing Orders:
Call to Order. Roll Call and Determination of Quorum.
Chair Bullock called the meeting to order at 1:00 P.M. A quorum was confirmed.
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Also present; Gretchen Bennitt, Executive Director; Melissa Klundby, APCSII; Dawn
Lunsford, Clerk of the Board, Rose Asquith, Treasurer. Clay Singleton joined the
meeting at 1:12.

. Public Comment: For Items NOT Appearing on the Agenda and Within the
Jurisdiction of the Board. The Public May Comment on Agenda Items As They
Are Discussed. Both Teleconference Sites are Allowed an Opportunity for
Public Comment.

Chair Bullock called for public comment for items not appearing on the agenda.
There was no public present at any site, however, Supervisor Ceresola read
comments out loud that he had received from a resident. The comments had to do
with dust (gypsum) emissions from train cars travelling from Nevada across Plumas
County and another comment on the idling of trains in the city of Portola. Ms.
Bennitt recommended that Supervisor Ceresola have the resident contact the air
district directly for any air quality complaints. Additionally, Ms. Bennitt informed the
Board that if any residents contacted them about air quality concerns to have them
contact her directly and she will direct the complaint to the appropriate staff.

. Approval and/or Modifications to the Agenda
Chair Bullock asked if there were any requested modifications to the agenda. Hearing
none, Supervisor Roen made a motion to approve the agenda. Supervisor Huebner
seconded the motion. The motion was approved unanimously with a roll call vote.

IV. Consent Calendar
Supervisor Roen made a motion to approve the consent calendar. Supervisor Huebner
seconded the motion. The motion was approved unanimously with a roll call vote.

V. Administrative Reports

A. Financial Audit Ending June 30, 2021
Clay Singleton from Singleton/Auman made a presentation to the Board about the District's
audit. Mr. Singleton also answered questions from the Board. The District’s pension liability
was discussed by Board members, Ms. Bennitt and Mr. Singleton. Chair Bullock requested
that this be agendized for a future board meeting in the fall. Supervisor Roen made a
motion to approve the financial audit for the year ending June 30, 2021. Supervisor Huebner
seconded the motion. The motion was approved unanimously with a roll call vote.

B. Approval of Northern Sierra Air Quality Management District’s AB2766 DMV Surcharge
Fund Program RFP — Grant Year 23
Ms. Klundby presented the RFP to the Board. After a short discussion, Supervisor Huebner
made a motion to approve the RFP. Supervisor Roen seconded the motion. The motion
was approved unanimously with a roll call vote.

VI. Director’s Report

A. Status on Portola PM2.5 Nonattainment Area
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Ms. Klundby updated the Board on the status of the nonattainment area and grant.

VII. Concerns of the Board — No concerns were raised.

VIIl. Schedule next Meeting — Next meeting was scheduled for May 23 at 1:00 PM. The

meeting location will be an in-person meeting at the Air District’s Portola Office. Lunch will be
served to staff and Board members at 12:30.

IX. Adjournment
The meeting was adjourned at 1:41 P.M.
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Pollution Control Officer
Date: May 23, 2022

Agenda Item: IV.B

Agenda Description: Payment Details by Vendor Board Report — April 2022
Issues: Vendor Reports are available for the Board and Public to review
- Requested Action: Review and approve reports.

ROLL CALL VOTE REQUESTED

Attachments:
1. Payment Details by Vendor Board Report — April 2022
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Pollution Control Officer
Date: May 23, 2022

Agenda Item: V.A

Agenda Description: Public Hearing for FY 2022-2023 Operating and Restricted Budget

Issues: The District has issued a public notice for this hearing. The District’s Capital Budget
is comprised of two major components - 1) the Restricted Grants Budget and the 2)
Operating Budget. Each budget has two separate fund accounts to facilitate the tracking of
funds in both budgets and to allow the public better comprehension of the District’s overall
capital budget.

Reserves (Fund Balance Accounts)

Prudent fiscal management requires careful budgeting and stringent budget control to avoid
over-expending. Successfully staying under budget for all budget line items means that
fund balances (in the form of reserves) will occur at year-end. Such fund balances are
saved in reserves for various uses, such as equipment replacements, litigation,
contingencies, leave liability, etc. It is prudent that the reserves are placed in earmarked
and encumbered fund balances. The Board approves the fund balances with the adoption of
the budget. Program needs justify budgeting expenditures that sometimes exceed expected
revenue on a short-term basis. Spending down reserves is then prudent, rather than
increasing fees sporadically, as long as short-term short-falls don'’t place the District in a
precarious fiscal position. Timely program cuts or revenue adjustments would eventually be
needed to prevent over-erosion of reserves. The rule of thumb is to keep at least 3 months
worth of expenses in reserves.

Total monthly expense is estimated to be $92,000/month, based upon average monthly
expenditures. Three months equals $276,000. For this fiscal year, it is projected that
Expenditures will exceed Revenues by $119,362. This amount is projected to decrease the
Reserves (fund balance amounts) by $119,362

Operating Budget
Overall, Expenditures exceed Revenues by $119,362.

There is an increase of $88,000 of predicted revenue from last year's budget. The main
reason for the increase is a $75,000 grant for RX fire. To be conservative, the District did
not assume any administrative funds from the FARMER grant. This is because FARMER
grants are highly competitive and are not decided until Fall of 2022. The District may or may
not receive a FARMER grant next year, but to be conservative, the District has assumed
that no grants will be received.

There is an estimated increase of total expenditures from the previous fiscal year‘ of
$67,328. There is no one line item that is significant compared to others, instead there are a
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

few small increases across all expenditures. Specifically, the Salaries and Benefits Object
level saw an increase of $89,245. Salaries increased by $66,376, and PERS unfunded
liability is expected to increase $14,235 from last year.

Restricted Budget

The Restricted Grants Budget is solely for pass-through grants from the State of California
or the Federal Government (U.S. Environmental Protection Agency) to reduce air pollution
emissions in areas where public heaith is most impacted. The District will be administering
this budget through a variety of grant programs, incentives, rebates and public education in
cooperation with other local agencies and businesses.

Requested Action:

1. Open a public hearing to receive comments on the District’s Preliminary FY 2022-
2023 Budget

2. Provide direction to staff on Preliminary FY 2022-2023 Budget

SERVING THE COUNTIES OF NEVADA, PLUMAS AND SIERRA



NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT GRETCHEN BENNITT, APCO

DISTRICT HEADQUARTERS NORTHERN FIELD OFRICE

200 Litton Drive, Suite 320 257 E, Sierra, UnitE

Grass Valley, CA 95945 Mailing Address: P,O. Box 2227
(530) 274-9360 / FAX (530) 274-7546 Portola, CA 96122

Email: olfice@myairdisirict.com or www,myairdistrict.com (530) 832-0102/FAX (530) 832-0101

email: Julie@myairdistrict.com

- FISCAL YEAR 2022/2023
CAPITAL BUDGET

Preliminary

May 23, 2022
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EXECUTIVE SUMMARY

The District's Capital Budget is comprised of two major components - 1) the Restricted
Grants Budget and the 2) Operating Budget. Each budget has two separate fund
accounts to facilitate the tracking of funds in both budgets and to allow the public better
comprehension of the District's overall capital budget. A line-item spreadsheet of both
the Restricted and Operating Budgets follows.

RESTRICTED GRANTS BUDGET

The Restricted Grants Budget is solely for pass-through grants from the State of
California or the Federal Government (U.S. Environmental Protection Agency) to reduce
air pollution emissions in areas where public health is most impacted. The District will
be administering this budget through a variety of grant programs, incentives, rebates
and public education in cooperation with other local agencies and businesses. Fora
detailed breakdown of all line items for the Restricted Grant Budget, please refer to the
restricted budget spreadsheet. .

AB2766 Grant Programs

The District administers the State’s AB2766 DMV surcharge grant money to worthwhile
projects throughout all three counties of the District. This funding comes from a DMV
surcharge fee for each registered vehicle in each county. Nevada and Plumas County
charge a fee of $4/vehicle. Sierra County charges a fee of $2/vehicle.

Project proponents go through a competitive process to request full or partial
sponsorship for projects which reduce vehicle emissions. $39,944 of AB2766 funding is
slated for approval to be used during Fiscal Year 2022/23 for projects. This is only for
the two counties of Plumas and Sierra. Nevada County’s allocation ($150,000 was
allocated during the February 2022 Board meeting towards one project approved by the
board. Because of this early allocation, there will be ho remaining AB funds available
for Nevada County during FY 2022/23. Final grant approvals will be made in
September or October 2022, After the Board allocates funds for individual AB projects,
any funds which are not allocated to a project go into each county's AB 2766 total
allocation account as carryover. These amounts will be added back in to each county’s
AB allocation in time for the following year’s Board approval of projects.

In addition to the FY 2022/2023 AB projects, there is $232,780 expected to be
expended for various encumbered projects. These funds are earmarked in the
Restricted Grants Fund Balance.

AB923 DMV Surcharge Fees and Programs

SERVING THE COUNTIES OF NEVADA, PLUMAS AND SIERRA
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AB923 is only implemented in Plumas County. This funding comes from a DMV
surcharge fee of $2 per each vehicle registered in the county. The District receives
8.25% as an administrative fee. This year, the District expects to receive approximately
$50,000, $3,125 is utilized for administrative funding. This funding is to be utilized for
replacing old diesel school buses per the state’s Lower Emission School Bus program
or for reducing heavy duty diesel emissions, similar to the Carl Moyer program.
Recently the state has approved that this funding can also be utilized for infrastructure
for alternatively fueled, low emission school busses. The current fund balance of

AB923 funding is $357,552 providing a total of $407,552 available for expenditure
during FY 2022/2023.

Carl Moyer Heavy Duty Diesel Emission Reduction Program

The District administers the State’s Carl Moyer Heavy Duty Diesel Program throughout
all three counties in the District. This program is intended to provide incentives to
owners of heavy duty diesel engines to retrofit these engines to lower emitting models.
This is easily one of the most cost-effective and pollution reducing programs that the
State sponsors and the District administers.

For fiscal year 2022/2023, the District expects to receive revenue of Carl Moyer funding
of $200,000. The District receives 12.5% administrative fee, leaving $175,000 for the
grant program and $25,000 administrative fee which is revenue for the internal
operating budget. The current fund balance amount of Carl Moyer funding is $75,907.
An estimate of $1,000 is expected to be earned on the interest, which goes back into

the program. This provides a total $250,907 available for expenditure during FY
2022/2023.

EPA’s Targeted Air Shed Grants

In January 2015, the U.S. EPA designated the City of Portola and surrounding parts of
Plumas County as a federal nonattainment area for the annual PM2.5 health-based
standard. PM2.5 is the fine particle pollution found in smoke. Studies indicate that the
main source of smoke in Portola is from residential woodstoves and fireplaces.

2015 EPA Targeted Airshed Grant: $2,623,607

During 2015, the Air District was approved for a $2.5 million grant from the U.S.
Environmental Protection Agency (U.S. EPA) to reduce air pollution from residential
woodstoves in the Portola PM2.5 Nonattainment Area. The grant is part of the U.S.
EPA’s 2015 Targeted Air Shed Grant Program intended to improve air quality in areas
of the U.S. with the highest levels of pollution. This will be a five year program (2016-
2021) based upon a reimbursement basis from EPA. Estimates were based upon how
much would be spent and reimbursed for each of the five years. The amount of
$1,992,000 for woodstove replacements in the nonattainment area is not to be
exceeded over five years. The district estimates that approximately $560,474 per year
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will be expended from the restricted budget to replace stoves in the nonattainment area.
The District estimates approximately $75,000 per year will be reimbursed for
administrative uses annually, this includes the reimbursement of administrative costs for
staff running the program.

U.S. EPA grant funds are administered by the Air District and the California Air
Resources Board for a five-year voluntary residential wood stove replacement program
to encourage owners to replace older wood stoves with cleaner burning devices and
significantly improve air quality and public health in the Portola area. In 2019, the EPA
approved an amendment to the 2015 grant, extending the grant an additional two years
and adding a new administrative position — the Burnwise Coordinator.

2018 EPA Targeted Airshed Grant: $3,172,525

In order to achieve emission reduction goals, it is necessary to continue to implement a
Wood Stove Change-out Program past 2020 and add further program elements.

The additional elements added to the program are as follows: increased public
education (burnwise coordinator), extension and expansion of woodstove changeout
program, electric heat pump program, chimney sweep vouchers, residential yard waste
collection, wood shed program, development of wood bank program, weatherization
and enforcement coordinator for enforcing the mandatory woodstove curtailment
program. The District estimates approximately $300,000 per year will be expended from
the restricted budget and $45,000 will be expended from the operating budget for
administrative costs.

Voluntary Nox Reduction Measure (VNRM)

The State California Air Resources Board has awarded various air districts a grant
which shall be used to “voluntarily remediate potential past emissions through remedial
measures supporting air district-level NOx mitigation projects targeting engines, such as
the replacement of existing diesel engines with lox Nox engines.” The VNRM program
is modeled on the criteria and requirements in the Moyer Guidelines. The District has
earmarked $53,375 of funds to be utilized for local projects.

FARMER Shared Pool

California’s state legislature allocated $35 million to the California Air Resources Board
(CARB) from Fiscal Year 2017-2018 though Assembly Bill 134 and 109. CARB staff
developed the Funding Agricultural Reduction Measure for Emission Reductions
(FARMER) Program to meet the Legislatures objectives and help meet the State'’s
criteria, toxic and greenhouse gas emission reduction goals. CARB created a Shared
Allocation Pool of funding ($5 million) that was specifically designhated for 18 air districts
with less than one percent of statewide agricultural equipment emission inventory to
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ensure farmers in those districts have the opportunity to access FARMER funding.

The Shared Allocation Pool is managed by the Placer County Air Pollution Control
District (Placer APCD) and the California Air Pollution Control Officers Association
(CAPCOA) in accordance with the grant provisions outlined in the agreement between
CARB and Placer APCD and provisions outlined in the subsequent agreement between
CAPCOA and Placer APCD. Placer APCD will enter into independent contracts with
Northern Sierra Air District. The District has $5,154 in the FARMER fund balance.

The District anticipates that $5,154 will be expended on FARMER projects during FY
2022-2023.

AB617

Assembly Bill 109 provides funding for the Community Air Protection Program.
Assembly Bill 109 approved the Cap-and-Trade Expenditure Plan which appropriated
approximately $1.8 billion in discretionary funds. The Northern Sierra Air Quality
Management District has been approved by the California Air Resources Board (CARB)
for a grant under the Community Air Protection Program. The grant award is for
expenses necessary for implementation of Assembly Bill 617. The District receives two
separate AB617 grants; AB 617 Incentive Grants and AB 617 Implementation Grants.
The AB 617 Incentive Grants require projects to be approved by the Board so as to
receive public comments on the use of the funds. Funds can only be used in AB1550
areas. Recently, the Board received public comments on Year 3 of AB 617 Incentive
funds. The Board approved that the funds should be used for Carl Moyer projects. The
District received $71,639 in project funds for FY 2022-23.

The District's Fund Balance has $16,704 of funds under the AB 617 Implementation

Grant Program. There are no administrative funds provided to the District for this grant.
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

Prellminary Restricted Budget
Figcal Year 2022 - 2023

Restricted Budget, Fund Balance

FY 2021~ FY 2022~
Account # Description 2022 2023
20-3901 Resltricted Funds, AB2766 Encumbered 138,300 232,780
20-3902 Planned Expenditures, AB2766 Total Allocation - Nevada County 179,808 -
20-3903 Planned Bxpenditures, AB2766 Tolal Allocation - Plumas County 33,670 34,116
20-3904 Pianned Bxpenditures, AB2766 Total Allocation - Sierra County 5,765 5,828
20-3906 Planned Expenditures, Carl Moyer 274,915 75,907
20-3908 Planned Expenditures, AB923 314,639 357,552
Planned Expenditures, WRP Encumbered 120,000 64,137
Planned Expenditures, ABG617 Incentive Funds 70,695 71,639
Planned Expenditures, AB617 Implementation Funds (Year 3) 14,848 16,704
Planned Bxpenditures, Nox Reduction Measure (NRM) 70,212 53,375
Planned Expenditures, FARMER 546,514 5,154
Restrieted Budget, Fund Balance Accounts Totals: $1,769,366 ] $917,152
Restricted Budget, Revenue T R
FY 2021- FY 2022-
Account#  Description 2022 2023
20-4500 Govt, Funding, AB 2766 DMV Fees (60% for District Admin) 240,000 232,780
20-4505 Govt. Funding, AB923 (6.25% for district admin) 50,000 50,000
20-4518 Govt, Funding, Carl Moyer HD Diesel  (12.5% for district admin) 175,000 175,000
20-4535 Govt, Funding, WRP (~10% for district admin) 0 0
20-4536 WRP interest 0 300
20-4542. FARMER Pooled Share 0 0
20-4538 AB 617 Implementation (20,183, 22,659, 16,015) 0 0
20-4539 AB 617 interest 850 500
20-4544 AB617 Incentives 0 0
20-4529 Govt. Funding, EPA Targel Grant for Portola 2015 398,400 640,000
20-4540 Govt. Funding, EPA Target Grant for Portola 2018 300,000 300,000
Govt, Funding, EPA Target Grant for Portola 2020 0
20-4600 Other Income, Interest, Restricted (Carl Moyer) 1,000 1,000
Restricted Budget, Revenue Total:  $1,165,250 | $1,399,580
Restricted Budget, Expendifures .~ R B
FY2021- FY 2022-
Account # Description 2022 2023
20-5402 Town of Truckee (AB 2018-04, $39,542) 39,542 39,542
20-5402 Nevada County OES (AB2021-10, $182,153) - 7,851
Inc. Senior Citizens of Sierra County (AB2022-01, $5752) 5,752
Tahoe-Truckee Unified S.D., (AB2022-02, $75,000) - 75,000
Town of Truckee (AB2022-03, $50,000) - .50,000
Sierra Senior Services (AB2022-05, $ 37,800) - 37,800
All Phase Landscape and Excavation (AB2022-06, $16,835) - 16,835
20-5442 Poriola MOU (AB2016-08, 35,378) 18,032 24,189
20-5440 EPA Targe! Grant 2015 Match (AB2015-08, 33,211) 16,867 8,944
20-5402 EPA Target Grant 2018 Mateh (AB2021-11, 34,834) 34,834 34,414
20-5401 AB2766 Planned Expenditures for 2023 219,230 39,944
20-5406 Carl Moyer 449,915 250,907
20-5416 Farmer 546,514 5,154
20-5409 AB 923 364,639 407,552
20-5410 EPA Target Grant 2015 398,400 560,474
EPA Target Grant 2018 300,000 300,000
EPA Targeted Airshed Specialist (salary + .27 fringe) - 79,526
20-5414 WRP 45,000 64,137
20-5417 Nox Reduction Measure (NRM) 70,212 53,375
20-5415 AB 617 Implementation ($20,183, $22,659, $16,015) 14,848 16,704
20-5486 ABG17 Incentive 70,695 71,639
Restricted Budget, Bxpenditures Totals: 2,588,728'] $ 2.149,739"

May 23, 2022
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OPERATING BUDGET

The second major portion of the District's overall capital budget is the internal Operating
Budget which is outlined in detail in the Operating Budget spreadsheet.

Operating Revenue

Overall, Expenditures exceed Revenues by $119,362. There is an increase of $88,000
of predicted revenue from last year's budget. The main reason for the increase is a
$75,000 grant for RX fire. To be conservative, the District did not assume any
administrative funds from the FARMER grant. This is because FARMER grants are
highly competitive and are not decided until Fall of 2022. The District may or may not
receive a FARMER grant next year, but to be conservative, the District has assumed
that no grants will be received.

AB 2766 revenue is 34% of total operating revenue. Last year, AB revenue was 35% of
total revenue. This revenue is used internally for activities that are related to clean air
planning and technical studies necessary to implement the California Clean Air Act, and
these technical activities should be funded by AB 2766 funds proportionate to the
relative contribution of mobile source emissions.

General Administration, the Planning Program, and the Air Monitoring Program don't
have adequate fees to cover costs, and so are supported with State Subvention, county
contributions, and miscellaneous revenue line items.

Operating Expenditures

There is an estimated increase of total expenditures from the previous fiscal year of
$67,328. There is no one line item that is significant compared to others, instead there
are a few small increases across all expenditures. Specifically, the Salaries and
Benefits Object level saw an increase of $89,245. Salaries increased by $66,376, and
PERS unfunded liability is expected to increase $14,235 from last year.

One key piece of equipment has reached the end of its shelf life and needs to be
replaced — the Ford Escape. The District estimates a new vehicle will be around
$40,000. The estimated cost of the vehicle was included in last year's budget, however,
due to low use of district vehicles due to the pandemic, a new vehicle was not
purchased.

The District provides certain postretirement healthcare benefits, as established by
Board Policy, to eligible employees through a single-employer plan governed by the
Public Employees’ Medical & Hospital Care Act (PEMHCA) and administered by the
District. Employees who retire from the District shall be eligible to be enrolled in a
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PERS-provided health insurance plan. If the retiree is enrolled in a PERS-provided
health insurance plan, the District shall pay 100% of the first $9,600 of the retiree's
annual premium. Employees hired after July 1, 2014 shall still be eligible to be enrolled
in a PERS-provided health insurance plan upon retirement, but the District shall pay 0%
of the retiree's annual premium, upon retirement.

The District has two separate accounts to express health insurance expenditures.
Account #10-5017 is for retired employees, and Account #10-5016 is for current
employees. However, two current employees have elected not to utilize the PERS-
provided health benefits plan. According to District Policy, in recognition of the
subsequent cost savings to the District, the District will pay the employees 40% of the
premium costs saved by the District, or $3,840, whichever is less. Since there are three
employees electing not to utilize the PERS provided plan, this total amount is $11,520.
This $11,520 expenditure is not included in the Health Insurance expenditure, instead it
is included in Account #10-5021 TaxMed.

Fund Balance Accounts (Reserves)

Prudent fiscal management requires careful budgeting and stringent budget control to
avoid over-expending. Successfully staying under budget for all budget line items
means that fund balances (in the form of reserves) will occur at year-end. Such fund
balances are saved in reserves for various uses, such as equipment replacements,
litigation, contingencies, leave liability, etc. It is prudent that the reserves are placed in
earmarked and encumbered fund balances. The Board approves the fund balances with
the adoption of the budget. Program needs justify budgeting expenditures that
sometimes exceed expected revenue on a short-term basis. Spending down reserves
is then prudent, rather than increasing fees sporadically, as long as short-term short-
falls don't place the District in a precarious fiscal position. Timely program cuts or
revenue adjustments would eventually be needed to prevent over-erosion of reserves.
The rule of thumb is to keep at least 6 months worth of expenses in reserves.

Total monthly expense is estimated to be $92,000/month, based upon average monthly
expenditures. Three months equals $276,000. For this fiscal year, it is projected that
Expenditures will exceed Revenues by $119,362. This amount is projected to decrease
the Reserves (fund balance amounts) by $119,362.

The District has committed to adding $50,000 annually to the District's Other Post-
Employment Benefits (OPEB) account. This account will increase by $50,000 annually
as required by GASB45, GASB 45 determines the annual OPEB financial obligations
based upon the current number of eligible employees and retirees. The net OPEB
obligation at the end of the year 2020 was determined to be $859,554. The District’s
financial auditor recommended and the Board of Directors agreed that the District
expend at least $50,000/annually and add it to the Fund Balance specific to account
until the obligation is fulfilled. Staff has recommended increasing the OPEB amount by
$50,000 during FY 22/23, bringing the total OPEB amount to $500,000. This expense
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of $50,000 will be repeated annually until the District's annually determined OPEB
obligation is met.

1. Equipment Replacements/Fixed Assets

$2,200 will be expended to purchase office equipment such as three new laptops, 1
new computer tower, The District keeps a list of equipment and their respective
depreciation rates.

$40,000 will be expended to replace the District vehicle, the Ford Escape. This vehicle
has had many issues during the last year, and vehicles are a key piece of equipment for
District staff to respond to complaints, perform inspections, conduct air quality
monitoring, and attend meetings and classes.

2. Air Monitoring Program

The Air District receives $57,000 from the Environmental Protection Agency for the
continued operation of the District's Federal Reference Method (FRM) Network for
particulate matter. The District will also continue to pay rent for its monitoring laboratory
and purchase miscellaneous equipment to continue to run its existing air quality
monitoring network.

3. Public Education

The District will utilize $10,000 to fund its public education program for FY 2021-2022.
This includes purchasing ads for emission reductions, incentive and grant programs.

Summary
Expected operating expenditures exceeds expected operating revenues by $119,362.
The funds received in previous years are encumbered in the District's fund balance

accounts, and will be utilized to demonstrate a balanced budget in the final summary, if
needed.
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

Preliminary Operating Budget
Fiscal Year 2022 - 2023

Resoures Report L i

Cash avallable

04/01/22 $ 1,088,308

Fund Balance ACCOUNts = itk T (Used. totrack earmarised or encumbered funds) -
FY 2021-
Account # Description 2022 FY 2022-2023
10-3801 General Fund, Undeslgnated 661 1,308
10-3903 Other Post-Employment Benefits 450,000 500,000
10-3904 Equipment Replacements / Depreclation 260,000 150,000
10-3905 Leave Liabfiity 90,000 90,000
10-3906 Alr Monitoring Pregram 80,000 50,000
10-3907 Public Education Program 25,000 10,000
10-3908 Contingency, Leashold Improvements 77,000 77,000
10-3909 Contingency, Emergency Funds 180,000 110,000
10-3910 Contingency, Litigation 280,000 80,000
Fund Balance Accounis Totals 1,432,661 1,068,308
Revenue i
Account # Description FY 2021-22 FY 22-23
10-4002 Fees, Permit to Operate 40,000 35,000
10-4004 Fees, Vapor Recovery 20,000 22,000
10-4006 Fess, Variance Application *3,000 3,000
10-4006 Fees, Source Test 9,000 9,000
10-4007 Fees, Prescribed Burning 25,000 22,000
10-4008 Fees, Woodstove Inspections 1,600 3,000
10-4010 Fees, Title V, Fed Op Permit 41,000 41,500
10-4013 Fees, Fire Dept Response 1,600 1,500
10-4100 Penalties, Permitted Source 10,000 10,000
10-4101 Penalties, Open Burning 2,500 2,600
10-4201 Gov't Funding, State Subvention 132,000 132,000
10-4202 Gov't Funding, Subvention Supplemental 3,600 3,600
10-4203 Gov't Funding, County Contribution 62,669 62,669
10-4204 Gov't Funding, EPA Monitoring 57,000 57,000
10-4208 Gov't Funding, AB 2766 DMV Fees 360,000 360,000
10-4207 Gov't Funding, PERP Pass thru 23,000 25,000
10-4208 Gov't Funding, AB 923 Operating 3,125 3,125
10-4209 Gov't Funding, EPA Target 20156 75,000 75,000
10-4209 Gov't Funding, EPA Target 2018 30,000 45,000
10-4211 Gov't Funding, AB 197 8,583 8,683
10-4213 Rx Fire Funding, Staff - 75,000
10-4212 Rx Fire Funding, Monitoring 4,000 1,000
10-4216 Carl Moyer, Admin Fee 25,000 25,000
10-4222 Farmer Pooled Share - -
10-4303 Other Income, Rules, Coples, Subscr, 100 100
10-4310 Other Income, Interest Earned 25,000 25,000
Revenue Total: § 969477 1,047,477

4/21/202211:54 AM



NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

Preliminary Operating Budget
Fiscal Year 2022 - 2023

Expenditures

AERCHCEEIN]

T Salarles and Benefits *(Object Level)

FY 2021-

Account # Description 2022 FY 2022-2023
10-5002 Permanent Salarles 522,006 588,382
10-6021 TaxMed (elect not to utllize the District-provided health Insur 11,5620 11,620
10-6003 Overtime 1,000 1,000
10-6011 Medicare/FICA 7,736 8,699
10-5013 CA State Unemployment 784 784
10-6016 Workers' Comp Insurance 6,943 5,362
10-5016 PERS Health insurance Active Employses 38,400 38,400
10-6017 PERS Health Insurance Retired Employees 18,300 18,333
10-6019 Dental/Vislon Care 8,750 8,750
10-5020/5023 PERS Retirement (ER & EE Paid) 72,074 81,303
10-5022/5024 PERS Unfunded Accrued Liabilily 109,626 123,860

Salaries and Benefits Total: § 797,138 886,383

e T T T T

T 0. Services and Supplies (Object Level)

FY 2021~

Account # Description 2022 FY 2022-2023
10-56201 PM Monitoring Expenses (supplies) 15,000 8,700
10-5202 Office Supplies 10,000 7,000
10-56203 References, Subscriptions 500 300
10-5204 Postage, Shipping 1,000 650
10-5205 Memberships 3,600 4,000
10-5207 Office Equipment - non caplitalized 3,300 3,400
10-5206 Ozone Monitoring Expenses 1,000 4,800
10-5251 Communications 25,000 22,000
10-5263 Rent, Structures, Grass Valley, inciuding PM2.6 33,000 33,000
10-5254 Rent, Structures - Portola 6,800 6,800
10-5255 Utillties, Grass Valley 2,700 2,700
10-5256 Utllities, Portola 2,600 2,600
10-62567 Rent, PM2,5 (Conf room and roof} 19,000 18,000
10-5258 Liabllity Insurance 12,700 14,000
10-5259 Legal Notices, Public 1,000 1,000
10-5301 Information Technology 22,000 22,000
10-56303 Maintenance: Office Equipment 500 500
10-5306 Malntenance: Vehicles 3,000 3,000
10-6311 Profession Services: Legal 6,000 3,000
10-5312 Profession Services: Offlce Asslstance 1,200 1,200
10-5313 Profession Services: Accounting (Nevada County, Accountant, and ADP) 22,000 14,000
10-56318 Profession Services: TAG2015 Office Asslstance 1,200 3,933
10-6320 Profession Services: TAG 2018 Office Assistance 123 123
10-5314 Profession Services: Financial Auditor 16,000 15,500
10-5316 Professlon Services: Board - Directors and Variance 5,000 4,000
Professlon Services: Human Resources Contractor 10,000 10,000

10-5361 Training, Tuition 1,600 1,600
10-5352 Travel 3,000 3,000
10-6353 Gasoline 5,000 5,000
10-56364 Private Car Mileage 2,000 2,000
10-5380 Miscellaneous 1,000 1,000
Services and Supplies Total; § 236523 § 219,606

4/21/202211:64 AM
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

Preliminary Operating Budget
Fiscal Year 2022 - 2023

Expenditure®ass-thru Funds / Internal Programs / Contributions to Other Agencies (Objéct Level) |

FY 2021-
Account # Description 2022 FY 2022-2023
10-5402 Alternate Commute Program 750 760
10-5404 ARB: AB 2588 Fees 1,400 1,400
10-56405 Public Education Program 25,000 40,000
10-5406 Fire Dept Response Relmbursement 1,600 1,600
Coniribution to Other Agencies / Internal Grants Total: $ 28660 | $ 13,660.00
EXpentitures . 1o o sl L o Figed Asset Purchases (Object Level) |
FY 2021-
Account # Description 2022 FY 2022-2023
10-56601 Offlce Equipment (3 laptops, 1 computer) 2,200 2,200
10-5602 Field Equipment (fixed assets over $5,000) 5,000 5,000
Vehicle 30,000 40,000
Fixed Asset Purchases Total: $ 37,200 47,200
Budget Summary 5 R T Available Funding & Expenditures
FY 2021-
Available Funding 2022 FY 2022-2023
Fund Balance Total (encumbered & earmarked reserves) 1,432,661 1,068,308
Petty Cash 75 76
Revenue 959,477 1,047,477
Available Funding Total: 2,392,213 2,115,860
Salarles and Benefits (Object Level) 797,138 886,383
Services and Supplies (Object Level) 236,523 219,606
Pass-thru Funds / Internal Programs / Conlibullons fo Olher Agencles (Object Level) 28,650 13,650
Fixed Asset Purchases (Object Level) 37,200 47,200
1,166,839

A121/202211:54 AM
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Pollution Control Officer
Date: May 23, 2022

Agenda ltem: V.B

Agenda Description: Revised and Proposed Modifications to Air District Personnel Policies

Issues:

RGS (Regional Government Services) has completed its review and analysis and proposed
modifications to the District's Personnel Policies. Provided is a clean version of the policies
and a crossed-out version for Board review. In summary, the significant changes made to
the policies are as follows:

Various non-substantive changes were made throughout the policy. Primarily replacing the
word “shall” with “will” or “must”.

1. Section 2030 - Updated the Equal Employment Opportunity section to include most
recent state and federal requirements and most current verbiage.

5 Section 2030.50 Reasonable Accommodation section has been updated to include the
most recent state and federal requirements.

3 Section 2030.60 Whistleblower Protection — this is a new section altogether.

4 Section 2060.30 Meal and Rest Periods — this has been updated to include the most
recent state and federal requirements. Additionally a new section on lactation break time
has been added.

5. Section 2140 — Disciplinary Action — this was updated to include the most recent state
and federal requirements.

6. Section 2160 Unpaid Leave- this was updated to include the most recent state and
federal requirement, including a new section on CFRA (California Family Rights Act) leave
was included. A new section on Pregnancy Disability Leave was included.

7. Section 2162.1 — Sick leave — updated to reflect current requirements.

8 Section 2166 — Health Benefits. No substantive changes were made to this policy.

9. Section 2170.3.2.2 Drug and Alcohol Abuse — a new section was added that clarifies
proper use of prescription drugs.

10. Section 2180 Employer/Employee relations — since this section pertains to union
activities and requirements, this section was removed aitogether.

Requested Action:
1. Approve modifications to Personnel Policies, Series 2000 with a roll call vote and
authorize the Chair to sign Resolution 2022-08.

Attachments:

1. Resolution 2022-08

2 Clean Version of Modified Personnel Policies 2000

3. Crossed-out Version of Modified Personnel Policies 2000
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

RESOLUTION #2022-08
In the Matter of Modifying Northern Sierra Air Quality Personnel Policies, Series 2000

Whereas, the following Personnel Policies have been modified per attachment #1
(Strikeout/Underline): all of Policy Series 2000; and

Whereas, the District hired a consultant firm, RGS (Regional Government Services) to
review, analyze, consult and modify existing personnel policies, series 2000; and

Whereas, RGS has completed its review and have updated the policies to conform with
current state and federal requirements; and

Whereas, District staff has provided both clean and crossed-out versions of Series 2000
Personnel Policies to the Board for review; and

NOW, THEREFORE, BE IT RESOLVED AND ORDERED, the Northern Sierra Air Quality
Management District Board of Directors has reviewed and approves the modifications
for the attached personnel policies, series 2000.

On a motion by Supervisor , and seconded by Supervisor

, the foregoing resolution was approved and adopted by the Board of
Directors of the Northern Sierra Air Quality Management District at a regular meeting
held on May 23, 2022, by the following roll call vote:

Ayes:

Noes:

Absent:

Abstaining:

Attest:
Dawn Lunsford, Clerk of the Board

Chair of the Board



NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS
200 Litton Drive, Suite 320
Mailing Address:

Grass Valley, CA 95945

NORTHERN FIELD OFFICE

257 E. Sierra, UnitE

Mailing Address: P.O. Box 2227
Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101
email: office@myairdistrict.com or www.myairdistrict.com email; office@myvairdistrict.com or www.myairdistrict.com

Policy Title:

Purpose of Personnel Policies, Exemptions, and Administration

Policy Number: 2000

2000.10

2000.20

2000.30

2000.40

2000.50

2000.70

2000.80

The Board of Directors of the Northern Sierra Air Quality Management District
(District) want to provide a consistent, equitable, and efficient program of
personnel administration for District employees and applicants for District
employment. Under no circumstances are these policies to be construed to act as
any type of employment contract. These policies provide a framework which is
not binding to the District.

Exemptions: These policies apply to all District employees, except:

2000.21 Nonclassified employees are exempt from Policies 2040, 2045
(except 2045.50), 2050, 2060, 2110, 2120, 2130, 2140, 2150, 2160 and
2162.

2000.22 Employees covered by an individual contract of employment for a
specific term are exempt from any of these policies that are
inconsistent with the terms of such contract.

Administration: The District Board of Directors is responsible for establishing
policies and procedures necessary for the administration of these policies.

Air Pollution Control Officer (APCO): The executive officer of the Air Quality
Management District is appointed by the Board to manage the AQMD operations
and implement the policy direction of the Board. The APCO may use either the
title Air Pollution Control Officer or Executive Officer in communications or
correspondence.

Departmental Rules: The Air Pollution Control Officer may establish additional
personnel rules that are not inconsistent with these policies, other District policies,
or any memorandum of understanding with a "recognized employee organization”
[as defined in Government Code Section 3501 (b)]; provided that they comply with
any "meet and confer" obligation under Government Code Section 3505.

Amendment of Policies: These policies can be amended as necessary by
resolution of the Board.

Severability: If any policy, section, or phrase of these policies is declared
unconstitutional or void for any reason, that decision will not affect the validity of
the remaining portion of these policies.

Construction: These policies will be liberally construed to effectuate their purpose
and to avoid inequities.
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Policy Title: Definitions

Policy Number: 2010

2010.10 Allowance: A payment to an employee that is intended to cover incidental job-
related expenses outside the scope of regular salary.

2010.20 Anniversary Date: The date of appointment to a particular classified position.

2010.30 Applicant: A person who has filed a timely and complete application for
employment, but who is not yet appointed.

2010.40 Appointing Authority: The Board, the Air Pollution Control Officer, or any other
managerial employee who has the power and authority to make appointments to
the District service.

2010.50 Appointment: The filling of a position in the District service by means of an
appointing authority's offer of employment and acceptance of that offer by an
applicant.

2010.60 Board: The Board of Directors of the Northern Sierra Air Quality Management
District.

2010.70 Board Appointed Employee: An employee examined and appointed directly by
the Board.

2010.80 Classified Department Head: A department head whose position is included in the

District's classification and salary plans.

2010.90 Classified Service: All positions of employment included in the District's
classification and salary plans.

2010.100 Compensated Service: Employee service actually paid for by the District and not
including periods of unpaid leave.

2010.110 Continuous Service: Employment in the District service for a period unbroken by
separation, dismissal, or termination. No break will be considered to occur
because of temporary unpaid leave authorized under Policies 2140, 2160 and 2162,
or because of layoff less than one year in duration.

2010.120 District Service: All District offices and positions of employment authorized by the
Board or by state law.

2010.130 Date of Hire: The date of entry into the District service which commences the most
recent period of continuous service.
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2010.140 Date of Mailing: The date of postmark.

2010.150 Day: Calendar day unless otherwise specified.

2010.160 Demotion: Appointment to a position with a salary lower than the employee's
previous salary.

2010.170 Department Head: A District officer or employee responsible for supervising a
District department.

2010.180 Dismissal: Termination of employment for cause.

2010.190 Examination: Any competitive procedure or test used to make a differentiation
between applicants for employment.

2010.200 Family: Spouse, or registered domestic partner, child, mother, father, brother,
sister, and grandparents, including forms of those relationships recognized by law
such as "in-law", "step", "foster", and "half".

2010.210 FLSA-exempt Employee: Employees in positions that are executive,
administrative, or professional as defined and interpreted under the Fair Labor
Standards Act [20 USC 213(a) (1) and 29 CFR 541]. The only FLSA-exempt position
approved by the Board at this time is the Air Pollution Control Officer.

2010.220 Full-time Employee: Working a full forty-hour workweek on a regular basis.

2010.230 Holiday: District holidays declared by District ordinance.

2010.240 Layoff: Separation from District service due to an employee's position being
vacated or eliminated by the Board.

2010.250 Leave: Authorized absence from a position for a definite period, with a right to
reinstatement on the same terms as prevailed when the absence commenced.

2010.260 Management and Confidential Employee: Employees in positions that are defined
in Government Code Section 3507.5. The only FLSA-exempt position approved by
the Board at this time is the Air Pollution Control Officer and the Clerk of the Air
Pollution Control Officer.

2010.270 Nonclassified Employee: An employee whose position is not included in the

District's classification and salary plans, and whose salary is set by District
ordinance.
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2010.280 Objection: A written statement of specific reasons for disputing a personnel action

2010.290

2010.300

2010.310

2010.320

2010.330

Policy Title:

that has had an allegedly unfair and adverse impact on the employment interests
of the person objecting.

Position: One or more offices or places of employment, the tasks and duties of
which require the services of one person.

Promotion: Appointment of an employee to a position with a salary higher than
the employee's previous salary.

Volunteer: A person who is willing and authorized to perform a non-compensated
service for the District.

Workday: Eight hours per day, except as otherwise provided or defined in these
policies.

Workweek: Forty hours per week, commencing Sunday and ending Saturday,
including holidays.

Employee Records

Policy Number: 2020

2020.10

2020.20

Personnel Records: The APCO maintains permanent personnel records on each
employee in the District, covering employment status, job performance, medical
condition, discipline, and grievances, and any other relevant information. The
records are preserved for at least one years following the date of the employee's
leaving District service.

Inspection and Review: An employee, or former employee, or their
representative authorized in writing, has the right to inspect and review their own
personnel records during regular business hours at no loss of compensation. An
employee may, upon written request, receive copies of any documents placed in
their personnel file at the cost of duplication, The employee will be provided a
reasonable opportunity to respond in writing to any particular records, and the
response shall become a permanent part of the records. The employee will be
notified immediately of the filing of any record of a derogatory nature. The file is
the property of the District; employees may not remove or add items to their file
without District approval and the file must remain in the custody of the District at
all times.

The following records are confidential and not open to inspection and review
[Reference: Labor Code Section 1198.5 and Government Code Section 31011.]:
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2020.21 Letters of reference and any materials obtained during a pre-employment

background check, if they are obtained in confidence; and,

2020.22 Any records relating to the investigation of a possible criminal offense.

2020.30 Disclosure to Third Parties: Personnel records are to be used only in the normal
course of authorized District business. They may not be disclosed to the public
without express written consent of the concerned employee, except that the
following disclosures shall be permitted [References: Government Code Section
6260, discovery proceedings; Welfare and Institutions Code Section 11578,
enforcement of spousal or child support.]:

2020.31 Name, position classification, and gross salary.

2020.32 Written employment contracts.

2020.33 Disclosures in emergency situations made reasonably and in good faith to
protect the health and safety of any person.

2020.34 Disclosure for law enforcement purposes, including investigations.

2020.35 Disclosures under specific provisions of state and federal law.

2020.40 Payroll and Retirement Records: The District maintains the following records:
payroll records, including time cards, social security numbers, and accrued
vacation and sick leave benefits, and records necessary for retirement system
purposes. Payroll and retirement records are private personnel records and will be
disclosed according to Policy 2020.30.

2020.50 Volunteer Service Records: An appointing authority who authorizes a volunteer to
perform services for the District will maintain records of the volunteer's name,
dates of service, and the specific services performed.

Policy Title: Equal Employment Opportunity

Policy Number: 2030

2030.10 Policy: The District has adopted a policy and complaint procedure against

harassment, discrimination and retaliation. The purpose of this Policy is to
establish a strong commitment to prohibit and prevent discrimination,
harassment, and retaliation in employment; to define those terms; and to set forth
a procedure for investigating and resolving internal complaints. Employees,
applicants, unpaid interns, officers, officials, or contractors who believe they have
experienced any form of employment discrimination are encouraged to report this
immediately, using the complaint procedure provided in the Discrimination,
Harassment and Retaliation Appendix, to the APCO, or by contacting the U.S.
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2030.20

2030.30

Equal Employment Opportunity Commission, or the California Department of Fair
Employment and Housing.

The District will endeavor to recruit qualified individuals from appropriate sources
that represent all segments of the community. Selection and advancement will be
determined based solely on relative ability, knowledge, and skills after a fair
competitive process.

Affirmative Action Plan: The Board and appointing authorities are responsible for
administering an affirmative action plan in order to widen opportunities for those
who have suffered discrimination and to make equal opportunity a reality at all
levels of the District work force. The recruitment, employment, training,
advancement, assignment, layoff or termination, and pay for all job classifications
within the NSAQMD, is on the basis of qualifications, without regard to race,
religion (including all aspects of religious belief, such as grooming practices and
religious dress), color, sex (including pregnancy and breastfeeding), gender,
gender identity {including transgender), gender expression, national origin,
ancestry, citizenship status, disability, medical condition, genetic characteristics or
information, marital status, age, sexual orientation (including homosexuality,
bisexuality, or heterosexuality), military or veteran status, undocumented
immigrant status, accommodation requests, engagement in protected activities,
Affordable Care Benefits, or membership in any other legally protected category,
or the perception of membership. Copies of any amendments of the affirmative
action plan will be provided to state and federal agencies as required by California
Government Code Section 50085.5.

The following specific steps will be taken by the District to provide full
employment opportunities and to encourage broader participation of protected
groups of our community in the District's Employment Process:

2030.31 identify the areas where there appears to be disproportionate under-
representation of protected groups and study selection and
promotional procedures.

2030.32 Evaluate training needs and ascertain that training opportunities are
available and publicized within the system.

2030.33 Insure that all personnel actions, such as compensation, benefits,
transfers, training, education, and tuition aid or requirements or
conditions of employment will be administered without regard to
protected group status.

2030.34 Insure that direct operating department management complies with
the program.
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2030.3b Insure that full employment selection procedure opportunity is

extended to existing personnel whose positions may be threatened
with potential lay-off, and to insure that interdepartmental policy of
hiring and advancement privileges be instigated.

2030.36 To insure that a system of dissemination of job opportunities
information to sources that represent or work with protected class
groups.

2030.37 Insure that in the event of a lay-off, there will be no discrimination

based on protected class status.

2030.38 Evaluate progress of the Affirmative Action Program and plan further
activities.
2030.39 Within budgetary limitations and with APCO and Board of Directors

approval, the District will permit employees to take limited time off
with pay in order to receive job related training which will enable
them to achieve promotional opportunities and/or more expertise in
the present job.

2030.40 The District will assure that the job classifications will be reviewed for the purpose
of revising education, experience and skill requirements of the specifications and
that training entry level will be developed when and where applicable.

2030.50 Reasonable Accommodation Absent undue hardship or direct threats to the health
and safety of employee(s), the District provides employment-related reasonable
accommodations to:

 qualified individuals with disabilities, both applicants and employees, to

enable them to perform essential job functions;

employees with conditions related to pregnancy, childbirth, or a related
medical condition, if she so requests, and with the advice of her health care
provider;

employee victims of domestic violence, sexual assault, or stalking to
promote the safety of the employee victim while at work; and

employees who request reasonable accommodation to address a conflict
between religious belief or observance and any employment requirement.is
this absolutely required?

If the disability or the need for reasonable accommodation is not obvious,
the District may require the individual to provide reasonable medical
documentation confirming the existence of the disability and the need for
reasonable accommodation, along with the name and credentials of the
individual’s health care provider. If the individual provides insufficient
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2030.60

documentation, the agency will: {1) explain the insufficiency; (2) allow the
employee or applicant to supplement the documentation; and (3) pursue
the interactive process only to the extent that the request for reasonable
accommodation is supported by the medical documentation provided.

If a pregnant employee, or an employee with a pregnancy-related condition,
requests a reasonable accommodation or transfer due to pregnancy, the District
will provide the employee with notice of the need for a medical certification within
two business days after the employee’s request for accommodation. A medical
certification confirming the need for a reasonable accommodation, including
transfer, is sufficient if it contains: (1) a description of the requested
accommodation or transfer; (2) a statement describing the medical advisability of
the accommodation or transfer due to pregnancy; and (3) the date that the need
for the accommodation or transfer will become necessary and the estimated
duration of the accommodation or transfer.

Whistleblower Protection. The District prohibits all of the following:

« Taking any retaliatory adverse employment action against an employee
because the employee has or is believed to have disclosed information to
any government or law enforcement agency, or the District, if the employee
has reasonable cause to believe that the information discloses a violation of
state or federal law, or a violation or noncompliance with a local, state, or
federal rule or regulation;

e Preventing an employee from disclosing information to a government
agency, including the District, if the employee has reasonable cause to
believe that the information discloses a violation of state or federal law, or a
violation or noncompliance with a local, state, or federal rule or regulation;

« Retaliating against an employee for refusing to participate in any activity
that would result in a violation of state or federal law, or a violation or
noncompliance with a local, state, or federal rule or regulation; and

» Retaliating against an employee because the employee’s family member
has or is perceived to have engaged in any protected activities.

This Policy governs and protects District officials, officers, all employees, or
applicants for employment. An applicant or employee who feels they have been
retaliated against in violation of this Policy should immediately report the conduct
according to the complaint procedure in the District’'s policy against
Discrimination, Harassment, and Retaliation Appendix so that the complaint can
be resolved fairly and quickly. Supervisors and managers have the same
responsibilities as defined in the policy.
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Policy Title: Classification
Policy Number: 2040
2040.10 Classification Plan: The Board shall adopt and periodically amend by resolution a

2040.20

2040.30

2040.40

District classification plan covering all positions in the District service except those
for which the salary is set by ordinance.

Each position will be allocated to a class identified by a class title. Positions will
have the same class title when they conform to the same class specifications or
when the positions descriptions are similar as to qualifications, responsibilities,
level of supervision, and other relevant characteristics.

The class title of a position will be used in the District's salary plan, personnel
records, and personnel administration.

Reclassification: No position can be reclassified except by resolution to the Board.

Review of a position's classification may become necessary due to actual or
proposed changes in the position's description. Such review may be requested
only by the APCO or by the Board.

Out-of-Class Claims: Any employee claim based on alleged out-of-class work must
be resolved through the grievance procedure in Section 2150. The District will not
recognize any claim for back pay due to out-of-class work alleged to have occurred
more than ninety days prior to the filing of a written grievance on the matter. No
board-authorized reclassification constitutes an admission that the occupant of the
position was previously working out-of-class.

Salary on Positions Reclassification: The salary of an employee whose position is
reclassified will be determined as follows:

2040.41 If reclassified and allocated to a salary range equal to the previous range,

the employee's anniversary date will not change.

2040.42 If reclassified and allocated to a salary range lower than the previous range,

the employee's anniversary date will not change.

2040.43 If reclassified and allocated to a salary range higher than the previous

Policy Title:

range, the employee will remain at the same step which the employee had
prior to the reclassification. The anniversary date does not change.

Salary

Policy Number: 2045
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2045.10 Salary Plan: Each position classification will be allocated by Board resolution to a

salary range in the District's salary plan. The plan represents a scale of
compensation for full-time work exclusive of allowances, paid leave, overtime, or
fringe benefits. The plan will be adopted and amended as necessary by resolution
of the Board.

2045.11 Within each salary range is a series of steps from A through E. The base

2045.20

2045.30

2045.40

salary in the range is A, with advance steps representing incremental
increases of approximately five percent between steps.

Salary on Position Reallocation: When a position classification is reallocated to a
different salary range, the salary of the employee whose position is affected will be
determined in accordance with Policy 2045.40.

Salary Step at Hiring: It is the Board's intent that all newly hired employees
should be appointed at Step A. However, the APCO may hire at steps B and C if
the APCO finds that an applicant possesses extraordinary qualifications in terms of
training and experience. In such instances, the APCO must notify the Board of the
appointment of an employee at advanced steps B and C and provide the reasoning
behind such findings. Hiring at steps D and E requires advance Board approval.

Merit Advancement by Salary Step: Advancement through the salary steps A
through E depends on satisfactory performance at the prior step for the equivalent
of twelve months of full-time compensated and continuous service before
advancement to the next higher step, provided that an employee who is promoted
is eligible for one advancement to the next higher step after six months of
continuous and compensated service measured from the date of the promotional
appointment, if appointed at Step A.

2045.41 Satisfactory performance will be evidenced by an appointing authority's

memorandum to the employee and the District Administrative Assistant,
and the memorandum must be based on performance evaluations
conducted pursuant to Policy 2130.

2045.42 When merit advancement is denied to an employee, the employee's

2045.560

performance will be reevaluated within ninety days and if performance is
satisfactory, the employee may be advanced to the next step.

Longevity Advancement: An employee’s salary will be increased five percent at
the following times: upon completion of seven, ten, fourteen and twenty-one years
of full-time continuous and compensated service, or the equivalent, measured
from the date of hire.
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2045.60 Salary Step on Promotion: When promoted to a position classification in a higher

2045.70

2045.80

2045.90

2045.100

2045,101

2045.102

Policy Title:

salary range, the employee will be appointed at Step A or to such advanced step
representing at least a five percent increase over present salary, whichever is
greater. The anniversary date shall become the effective date of the promotional
appointment.

Salary Step on Demotion: Upon demotion to a position classification in a lower
salary range, the salary step and anniversary date of the employee does not
change.

Salary on Transfer: When an employee is transferred, either voluntarily or not,
and there is no change in salary range, the employee's salary step and anniversary
date does not change.

Salary on Temporary Assignment Out-of-Class: When an employee is assigned to
work half-time or more in a position classification allocated to a salary range
higher than the employee's present range, then the employee will be paid at Step
A of the higher salary range or such advanced step that represents a five percent
increase over present salary, whichever is greater. If the temporary assignment
lasts more than six (8) months, the employee is advanced another step.

Wages for Temporary or Part-time Employees: Temporary employees and part-
time regular employees will be paid at an hourly wage rate that is the pro-rata
equivalent of the full-time salary for the class of position, or, if the position is
unclassified, at an hourly wage rate authorized by the Board. Policy 2045.30 is
incorporated here by reference.

However, a biweekly salary may be paid to a full-time temporary employee who is
employed under a contract for a specific term that entitles such employee to any
or all benefits allowed to full-time regular employees under these policies.

Salary for Working Two Position Classifications: When an employee is promoted
to a higher position classification that is FLSA-exempt and must continue to fulfill
part of the responsibilities of the old position while performing the responsibilities
of the new position, then an alternative to overtime compensation is required. The
base salary follows either Policy 2045.60 - Salary on Promotion or Policy 2045.90 -
Salary on Temporary Assignment Out-of-Class applies, as appropriate, or as
negotiated and provided for by Board action. Additional compensation, in lieu of
overtime pay, will be provided as a percentage of one of the salaries for the
positions being covered, as negotiated and provided by Board action.

Overtime

Policy Number: 2050
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2050.10 Policy: Overtime work is discouraged but may be permitted to meet particular
District time constraints and emergencies.

2050.20 Overtime Pay: For purposes of this policy, and to conform to regulations issued
under the Fair Labor Standards Act (FLSA), "workday" and "workweek" are defined
per Policies 2010.330 and 2010.340, except for the APCO. Overtime is paid on the
following basis:

2050.21

2050.22

2050.23

2050.24

District employees, except FLSA-exempt employees, will be paid one and
one-half (1%) times the number of hours worked in excess of their normal
workday or workweek, and one and one-half (112) times any hours worked
on a Sunday.

A vacation day, paid holiday, or sick leave used, will be counted in a regular
workday or workweek for purposes of computing overtime.

Overtime - Holiday Work:

When an employee is required to work on an AQMD holiday which falls on
a normal day off, the employee is entitled to overtime compensation for
actual hours worked and regular rate of pay for the holiday.

In lieu of overtime compensation, FLSA-exempt employees receive 80
hours of administrative leave per year.

Administrative leave granted to FLSA-exempt employees cannot be carried
over into a subsequent year. Any unused administrative leave will be paid
in cash equivalent at the end of the year.

2050.30 Compensatory Time Off: Compensatory time off is permitted in lieu of overtime
pay for overtime work as stated below:

2050.31

2050.32

2050.33

In lieu of overtime pay, employees may be required to take compensatory
time off, subject to limits stated in this policy, and calculated to be the
equivalent value of overtime pay.

Each employee must keep records showing all compensatory time off
earned and used, so that the net balance of unused compensatory time off
is always known. Such records will substantiate the records maintained by
the Clerk of the APCO.

The APCO will not authorize the earning of compensatory time off if the
employee's net unused balance is greater than eighty (80) hours. This limit
does not apply to any compensatory time off accrued prior to the effective
date of these rules. When an employee is authorized to perform overtime
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2050.34

2050.35

work which would result in accrual of a net balance of compensatory time
off more than the above limits, the employee will be paid for that overtime
work.

Compensatory time off may be taken at any time during the employee's
normal work time with the concurrence of the APCO; however, if the
requested time off is denied, the employee may request payment in cash in
lieu of the denied compensatory time off, at overtime rates.

Upon termination from the classified service or District service, whichever
oceurs first, an employee will be paid the value of unused compensatory
time off.

Policy Title: Work Schedules
Policy Number: 2060
2060.10 Workday: A workday consists of twenty-four hours starting at midnight and

ending at midnight. The regular workday hours are from 8 a.m. to 5 p.m., and the
regular workweek is Monday through Friday.

2060.20 Workweek: The workweek begins Sunday morning at 12:00 a.m., and ends at
11:59 on Saturday. Regular employees are entitled to a minimum of forty hours of
regular time pay during each week.

2060.21

2060.22

2060.23

A change in an employee's work schedule will be deemed overtime unless
the appointing authority provides the affected employee with at least
fourteen (14) calendar days' advance written notice of the change in work
schedule,

A change in an employee's work schedule will be in effect for not less than
fourteen (14) calendar days unless the employee, in writing, consents to a
lessor period.

Failure to give such notice entitles the employee to overtime pay during the
hours worked over and above the hours which were included in the
employee's work schedule (for example: a change from 8-to-5 to 1-to-9
without seven days' advance notice entitles the employee to overtime
during the period from 5-to-9.)

2060.30 Meal and Rest Periods: Each employee is entitled to one fifteen (156) minute rest
period for each four (4) hours of work performed in a work day. If not taken, the
rest period is waived by the employee. Rest periods may not be combined to
shorten the workday or to extend the meal period.
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A one hour non-compensated meal period will be provided to all part-time and
full-time overtime-eligible employees who work at least an eight-hour workday. A
30 minute non-compensated meal period will be provided to all overtime-eligible
part-time and full-time employees who work more than five hours, but less than
eight hours during the workday.

2060.40 Lactation Break Time
An overtime-eligible employee who wishes to express breast milk for her infant
child during her scheduled work hours will receive a reasonable amount of
additional unpaid time beyond the 15-minute compensated rest period. Those
desiring to take a lactation break must notify a supervisor prior to taking such a
break. Breaks may be reasonably delayed if they would seriously disrupt
operations. Once a lactation break has been approved, the break should not be
interrupted except for emergency or exigent circumstances.

2060.41 The District will make reasonable efforts to accommodate employees by
providing an appropriate location that is not in a bathroom, to express milk
in private. The District will attempt to find a location in close proximity to
the employee’s work area. Employees occupying such private areas will
either secure the door or otherwise make it clear to others through signage
that the area is occupied and should not be disturbed. All other employees
should avoid interrupting an employee during an authorized break under
this section, except to announce an emergency or other urgent
circumstance. Authorized lactation breaks for employees assigned to the
field may be taken at the nearest appropriate private area.

2060.42 Any employee storing expressed milk in any authorized refrigerated area
within the District must clearly label it as such. No expressed milk can be
stored at the District beyond the employee’s work day/ shift.

2060.50 Call-backs: When an employee is ordered back to work and the required
emergency work begins within eight hours of the order, the employee will be paid
at one and one-half (172) times the normal rate of pay for a minimum of two hours
while on call-back.

2060.60 Standby Duty Standby duty will be performed by an employee during any non-
regular working hours as required and ordered by the APCO. The employee so
ordered to standby duty will be paid according to the following schedule:

2060.61 For the fifteen hours (twenty-four hours for each weekend day) immediately
following any regular workday, the employee will receive $3.00 per hour for
each hour on standby.

2060.62 One employee may perform the standby duty for a full weekend.
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2060.70 Flex Time: Within the APCO's discretion, and with the agreement of affected

employees, employees may be authorized to work a flexibly scheduled workday
using a core (mandatory) time between 10 a.m. and 3 p.m. per day with remaining
work hours scheduled outside the core time.

2060.80 Four-Day Workweek: Within the APCO’s discretion, and with the agreement of
affected employees, the APCO may schedule an employee's workweek into four
ten-hour days. For this purpose, Policy 2010.330 defines "workday" as ten hours
instead of eight hours; and Policy 2045.40 applies so that eligibility for salary step
increases is determined on a calendar day basis.

Policy Title: Recruitment Procedure
Policy Number: 2070

2070.10 Announcement: All employment opportunities, except extra-help, must be
announced at least fifteen working days prior to the final filing date by posting in
the County Administrative centers of Plumas, Sierra and Nevada Counties, and by
publication in a summary fashion in a District-wide newspaper, provided that
publication is made for opportunities that are exclusively promotional. Additional
advertising of the announcement will be determined by the appointing authority in
accordance with Policy 2030.40 and the anticipated availability of applicants.

The announcement must state in bold letters "PLEASE POST IN A CONSPICUOUS
PLACE" and include:

2070.11 Application procedures and final filing date.

2070.12 Minimum and additional desirable qualifications.

2070.13 Class title; compensation; summary of position description.

2070.14 A description of the time, place and type examination, if known.

2070.15 Notice that applications and attachments become District property and may

not be returned.

2070.16 Notice that the District is an equal opportunity employer and does not
discriminate on the basis of handicapped status [31 CFR 51.55(e)].

2070.17 Employment conditioned on passing medical examination.
2070.18 Notice of the proper location(s) where applications may be filed.
2070.20 Filing of Application: To merit consideration, an application must be complete in

all respects and the date of mailing or personal delivery must be prior to 5 p.m. on
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the final filing date. Applications which are not fully completed and signed will not
be processed.

2070.30 General Qualifications: Applicants must:

2070.31

Be United States citizens if required by state or federal law, immigrants
admitted for permanent residence, or other aliens who are permitted to
work as determined by the U.S. Department of Justice, Immigration and
Naturalization Service; and

2070.32 Possess all the minimum qualifications established for the position; and,
2070.33 Be mentally and physically fit to perform in the position.
2070.40 Admission to Examination: Each applicant shall receive timely notification as to

admission to examination. Notification by telephone is required for applicants
who are in fact admitted unless notice is mailed at least fifteen days prior to the
examination.

2070.41

2070.42

The District reserves the right to limit admission to examination to only
three or more of the best qualified applicants based solely on evaluation of
the completed applications, provided that any such limitation complies with
Policy 2030.40 (Affirmative Action).

Applicants not admitted to examination will be mailed promptly a notice to
that effect, thanking them for applying, and stating the appointing
authority's policy regarding using applications at some future time.

2070.50 Disqualification of Applicants: An appointing authority can refuse to examine an
applicant, or disqualify an applicant after examination, or remove an applicant
from an eligible list, or refuse to certify as eligible when any of the following
causes of disqualification is present:

2070.51

2070.52

2070.53

2070.54

The application is incomplete, or contains false information, or is not timely
filed.

The applicant fails to meet the minimum qualifications.

The applicant has taken part in the compilation, administration, or
correction of the examination.

The applicant has defrauded the examination process or has obtained
information to which examinees are not entitled.
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2070.55 The applicant has used, or attempted to use, political pressure or bribery to

secure an advantage in the examination or appointment.

2070.56 The applicant has been discharged from any previous employment for

cause indicating unfitness for performance of the position applied for.

2070.57 The applicant has been convicted of any felony or any crime involving

2070.60

moral turpitude indicating unfitness for performance of the position applied
for.

Background Investigation: The District may conduct an investigation of the
applicant's training, employment experience, and mental and physical fithess

to verify and clarify statements contained in the application. After the District
makes a conditional offer of employment, the APCO may then request information
about criminal convictions, except for misdemeanor marijuana-related convictions
that are over two year old, or convictions that have been judicially sealed,
eradicated, or expunged.

2070.61 No applicant will be disqualified because of any criminal conviction. The

2070.70

2070.80

Policy Title:

District may, however, consider the nature, date and circumstances of the
offense, evidence of rehabilitation, as well as whether the offense is
relevant to the duties of the position.

Notice of Disqualification: Applicants disqualified under Policy 2070.50 shall be
promptly mailed notice of the disqualification to the last known address.

Objection to Disqualification: Any objection by an applicant to disqualification
under Policy 2070.50 will be submitted to the appointing authority. A meeting may
be scheduled with the applicant to discuss the objection. The burden of proof is
on the applicant, and denial of an objection is not appealable. If the objection is
accepted, the appointing authority has the discretion to reconsider the application,
provided that such action does not affect any person hired, or the results of any
examination conducted, during the period of the applicant's disqualification

Examination

Policy Number: 2080

2080.10

2080.20

Policy: All examinations are designed to measure the capacity of the applicant to
perform the work of the position, and will be conducted in a fair and reasonable
manner.

Examination Schedule: Examinations will be scheduled by the appointing
authority according to District needs. Scheduled examinations may be postponed
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or cancelled for any reason so long as advance notification is made to all
interested persons.

2080.21 Applicants unable to appear or complete any part of an examination will be

2080.30

disqualified unless the appointing authority exercises discretion to make
special arrangements that do not materially prejudice the other applicants.

Methods of Examining: The appropriate methods of examining will be at the
discretion of the appointing authority, and may include any of the following:
written and/or oral exams; practical performance tests; tests of physical agility,
strength, or stamina; personal interviews; application rating; reference inquiry
relative to past performance; and any other valid and reliable method of
examination.

2080.31 Each part of a written competitive examination will be assigned a maximum

2080.40

score and a passing score. An applicant must pass each part in addition to
having an overall passing score. Written examinations will be conducted so
that the identity of the candidates will not be known to persons
administering or scoring exams until all exams have been scored and an
overall passing score established.

Open and Promotional Examinations: In a promotional examination, only District
employees are eligible to participate, if necessary. with time off with pay and
benefits. When in the best interest of the District vacant positions in the classified
service may be filled through promotion, at the discretion of the appointing
authority.

2080.41 Open examinations will consist of outside applicants and District

2080.50

2080.60

employees participating on an equal basis. For open examinations during
working hours, District employees will receive time off without pay and
benefits.

Notice of Results: Each applicant will be notified by mail of the results of their
examination and of any invalidation of any part of the examination,
notwithstanding any notice made by telephone.

Review of Examination: Within fifteen days from the mailing of the notice of
results, any applicant may request a meeting with the appointing authority to
review the applicant's examination performance. Disclosure of examination
records are subject to Policy 2020.

2080.61 Test questions, scoring keys, and other examination data are exempt from

public record disclosure requirements.
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2080.70 Objection to Examination: An applicant may submit to the appointing authority an

objection to the conduct or results of an examination. The appointing authority
shall schedule a meeting with the applicant. The burden of proofis on the
applicant. Denial of the objection cannot be appealed.

2080.71 If the objection is accepted, the appointing authority has the discretion to

Policy Title:

revise the applicant's results or to invalidate any part of the examination or
any eligible list based on the examination, provided that such action does
not affect any person hired from the list prior to its invalidation.

Medical Examination

Policy Number: 2090

2090.10

2090.20

2090.30

2090.40

Policy: The efficient and economical administration of the District service requires
that each employee meet the minimum medical and physical standards for
satisfactory performance of their position. This policy is promoted by requiring
medical examinations as described in this Policy. Such examinations promote the
economical administration of the District's plans for health and worker's
compensation insurance, retirement, and sick leave.

New Appointments: All new and promotional appointments will be conditioned
on the appointee's passing a fitness-for-employment medical examination and on
completing a medical history form. This requirement may be waived for extra
help employees and for appointees who have passed a District medical
examination within the past five years.

Existing Employees: Employees who are chronically unable to perform their
assigned duties as scheduled may be required to undergo a fitness for duty
examination. The purpose of the examination is to determine the employee’s
physical and/or psychological ability to withstand the rigors of a full-time position.
The District will assume the costs of the examination.

Administration: Medical examinations are administered by the Nevada County
Health Department at District expense. However, the appointing authority makes
the final determination of fitness for employment after considering the health
department's recommendation in light of the work requirements of the particular
position in question.

2090.41 The medical history and records of the examination are confidential

2090.50

information not to be released by the health department or the District
except upon subpoena. The medical history is part of the employment
application for purposes of Policy 2070.50.

Objection to Dismissal: A regular employee may, within five days from the receipt
of a notice of dismissal, submit an objection to the appointing authority. Receipt
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will be deemed to have occurred five days after the date of mailing of the notice.
The appointing authority will schedule a meeting with the employee within ten
days. If the objection is denied, the employee will be notified of the right to an
appeal pursuant to Policy 2155.

Policy Title: Eligible Lists
Policy Number: 2100
2100.10 Required Use of List: All appointments, except extra help appointments, will be

made based on an eligible list established for each class title where a position
needs to be filled. An eligible list will consist of all applicants who have passed the
relevant examination, ranked from highest to lowest in terms of overall passing
score.

2100.20 Duration: Any eligible list remains effective for at least six months, and not
exceeding two years, provided that the list may be declared ineffective whenever
fewer than three names remain on the list. A list may also be declared ineffective
at any time after a higher salary range has been allocated to the class title.

2100.30 Removal of Names: An applicant's name may be removed for any of the following
reasons:

2100.31 A reason listed in 2070.50, Disqualification of Applicants.

2100.32 Upon reliable evidence that the applicant cannot be located, or that the
applicant is no longer interested in being considered for appointment.

2100.40 Notification of Removal: Each applicant shall be promptly notified by mail, sent to
the last known address, of any removal pursuant to this policy. Such notice will
include the reason for removal and the effective date of removal.

2100.50 Objection to Removal: Any objection by an applicant to removal under Policy
2100.30 will be handled as described in Policy 2070.80; and for that purpose,
removal will be deemed disqualification.

Policy Title: Appointments
Policy Number: 2110

2110.10 Appointments from Eligible List: Temporary, probationary, and regular
appointments shall be made from an eligibility list. Extra help appointments may
be made from an eligibility list if the appointing authority has prepared an
eligibility list for extra help appointment. Extra help, temporary, probationary, and
regular appointments may be promotional appointments or non-promotional
appointments. Promotional appointments are those appointments made from an
eligibility list of applicants who have taken a promotional examination conducted
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for the available position. Non-promotional appointments are those appointments
made from an eligibility list of applicants who have taken an open examination

conducted for the available position.

2110.11 Non-promotional appointments will be made from an eligibility list
composed of the three willing and available applicants who have ranked
highest on the open examination conducted for the available position.

2110.12 Promotional appointments will be made from an eligibility list composed of
the three willing and available applicants who have ranked highest on the
promotional examination conducted for the available position

2110.13 Prior to selecting one of the three willing and available applicants, an
appointing authority may conduct additional interviews or background
checks to assist in the selection decision.

2110.20 Types of Appointments: All appointments, whether full-time or part-time, are

identified as one of the following:

2110.21

2110.22

Extra Help Appointment: The APCO is authorized to make an extra help
appointment where the Board has budgeted for extra help positions and there
is an immediate need for extra help.

e The extra help appointment will be effective for no more than 90 calendar
days, unless authorized by the Board.

e An extra help employee may be dismissed without cause.
o Unless the person appointed is already a member of PERS, an extra help
employee is not be entitled to the privileges and benefits of regular

appointment.

Temporary Appointment: The APCO is authorized to appoint a temporary

employee where the Board has given the APCO written authority to appoint the

temporary employee. The APCO will select the temporary employee from an
eligibility list prepared by the appointing authority.

For the purposes of this policy, “temporary” appointment means
employment for a continuous period not exceeding one year.

e Atemporary employee may be dismissed without cause.

e Atemporary employee is not be entitled to the privileges and
benefits of regular appointment, except as required by PERS.
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2110.23

2110.24

« Atemporary employee is entitled to participate in PERS only if:
1. the employee already is a member of PERS, or

2. the employee has worked at least 40 hours per week and
his/her period of employment has exceeded six months, or

3. the employee has worked on a regular, part-time basis of at
least an average of twenty hours per week (or its equivalent)
for more than 125 days in a fiscal year if paid on a “per day”
basis or 1000 hours in any 12 month period if paid on an
hourly basis or other non-daily basis.

At a reasonable time prior to the conclusion of the temporary employee’s
initial period of employment, not exceeding one year, the APCO will advise
the Board whether the position should continue to be filled by the
temporary employee. The APCO will advise the Board whether the
temporary employee should continue to fill the position on a temporary
basis, or whether the employee should continue to fill the position on a
probationary basis.

Probationary Appointment: The APCO is authorized to appoint a
probationary employee from an eligibility list prepared by the appointing
authority. The probationary appointment may become a regular
appointment after successful completion of a probationary period. The
probationary period is one year of continuous and completed service
measured from the anniversary date, except where the probationary
appointment constitutes a promotion of the employee from another
position with the district, in which case the probationary period will be six
months.

A probationary employee may be dismissed without cause, and a regular
employee who becomes a probationary employee due to a promotion may
be demoted without cause to the pre-promotion position.

Regular Appointment: A probationary appointment will become a regular
appointment if, based on a written performance evaluation, the APCO
determines in writing that the probationary appointment should become a
regular appointment. In the absence of this evaluation and determination,
the appointment will be considered a regular appointment after completion
of the probationary period.

2110.30 Appointment of Relatives: The District's policy is to hire, promote, and transfer
employees based on merit and to avoid discrimination in making such decisions.
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e Board members’ or current District employee’s spouse, registered domestic
partner, or other relatives may only be employed within the same department
or facility when all the following are met:

1. The employment does not adversely affect safety, morale, security, or
supervision, and

2. The spouse, registered domestic partner, or relative neither initiates
nor participates in making institutional recommendations or decisions
which would directly affect employment status of their spouse or
relative. These recommendations/decisions include, but are not
limited to selection, appointment, retention, tenure, work assighments,
promotion, demotion, or salary.

3. Both employees do not have the same supervisor.

e The Board may prohibit assignment or reassign spouses or relatives if, in its
sole discretion, it finds that any of the above criteria are not met.

e “Spouse’ and ‘relatives” refer to persons related by blood or marriage, or any
relative residing in the immediate household of the Board member or
employee including, but not limited to: spouse, meaning one of two persons
in a marriage, ot two people who are registered domestic partners as defined
by California law, parent, child, grandparent, brother, sister, in-laws of those
counted by marriage or domestic partnership, aunt, uncle, or step-relatives).

2110.40 Separation of Employment: Appointments are terminable as follows:

2110.41 Regular appointments are terminable either by dismissal under Policy 2140 or
removal under Policy 2090. All separations of employees from position in the
District are designated as one of the following:

¢ Probationary Release;

Release of temporary or extra help employee;

Resignation;

Retirement;

Job Abandonment;

Layoff; (see Policy 2120 below)

Non-disciplinary separation; or Disciplinary separation.

2110.42 Any other appointments are terminable without cause with no right to hearing or
appeal, provided that the employee receives written notice of reasons for, and
the effective date of, the termination.

2110.43 Resignation by an employee, who desires to leave the District service in good
standing, shall be submitted in writing to the appointing authority at least two
weeks in advance of the proposed effective date of resignation. This time limit
may be waived at the discretion of the appointing authority.
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2110.44 An unauthorized absence for more than five consecutive working days shall be

grounds for immediate dismissal.

2110.45 Upon layoff, an appointment shall be deemed terminated subject to any right of

transfer, demotion, or reinstatement as set forth in Policy 2120. Such right shall
expire one year from the date of layoff.

2110.46 An appointment shall be deemed terminated as of the legal date of death of an
employee.
Policy Title: Layoffs
Policy Number: 2120
2120.10 Policy: The Board may authorize a reduction in the number of employees in the

classified and unclassified service as part of any administrative reorganization for
more efficiency in District operations, or as part of a program to reduce
expenditures due to inadequate revenue.

2120.20 Procedure: Upon recommendations by the appointing authorities, the Board will
order which divisions are affected and which class titles in the District are affected.
Where there is more than one employee in the affected class, the order of layoff
will be by status of appointment: first, temporary employees; second, probationary
employees; third, part-time regular employees; and fourth, full-time regular
employees.
2120.21 When two or more employees in an affected class have the same status of
appointment in the department, the order of layoff is determined as follows:
2120.22 The appointing authority will review the employee's performance
evaluations for the three years preceding. The employee with a history of
unsatisfactory or below average performance within the past three years
will be laid off first. If there is no difference between the employees, the
order of layoff will be by seniority. In this instance, employees with the
least seniority will be laid off first. Seniority will be computed on the basis
of one point for each month of full-time continuous service or a pro rata
amount for each month of part-time continuous service.
2120.30 Notice: Thirty days prior to the effective date of layoff as ordered by the Board,

each employee to be laid off will receive a written notice of layoff from the
appointing authority. The notice will explain the reason for the layoff, the result of
the procedures described in Policy 2120.20, and the effective date of layoff. The
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notice will also inform the employee of the right to voluntary transfer, voluntary
demotion, and reinstatement.

2120.40 Reinstatement: An employee who is laid off will be reinstated to their former
position within one year of the date of layoff should the appointing authority seek
to fill the position during that year.

2120.41 Reinstatement will be on the same terms and conditions as prevailed at the
date of layoff, including appointment status and seniority, except that
adjustment will be made for any accrued benefits that have been paid off
during the period of layoff. The payoff of any accrued benefits during the
period of layoff is considered final and in full satisfaction of any claims
covered by the payoff.

Policy Title: Performance Evaluation

Policy Number: 2130

2130.10 Policy: The appointing authority is responsible for effectively evaluating the
performance and conduct of the department's employees. The frequency will be
at least once a year. An effective evaluation provides written documentation, in a
regular and timely manner, on the quality of performance and employee
developmental needs. Such documentation provides a basis for future personnel
decisions.

2130.20 Performance Standards: Performance standards are established by each
appointing authority according to the general needs of the department, and to the
particular features of each position description. Employees will be made aware of
the prevailing standards. The standards include:

2130.21 Required attendance at work, and authorized exceptions;

2130.22 Proper use of District property;

2130.23 Safety rules, policies, or procedures;

2130.25 Standards related to Policy 2140.4, Causes for Disciplinary Action.

2130.30 Evaluation: An evaluation distinguishes between five levels of performance as to
each performance standard, and as to overall performance, as follows:

2130.31 "Outstanding" Performance consistently above the standard.

2130.32 "Above Average"  Performance occasionally above the standard.

2130.33 "Satisfactory" Performance meets the standard.
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2130.34 "Below Average" Performance occasionally below the standard.
2130.3b "Unsatisfactory" Performance consistently below the standard.

2130.40 Evaluation Period: The calendar period covered by the evaluation should be

stated clearly.

2130.50 Corrective Action: When an employee's performance is evaluated as other than
"satisfactory”, the appointing authority must attach a written explanation of the
reasons for finding a level of performance other than satisfactory. Further,
evaluations of "below average" and "unsatisfactory" must be accompanied by a
written explanation of suggested corrective actions to be taken by the employee.
The appointing authority will discuss the evaluation with the employee. Prior to
placing the evaluation in the employee's personnel file, the appointing authority
shall have the employee must sign an acknowledgement of receipt of the
evaluation. The employee may also submit written comments on the evaluation
for placement in the personnel file.

2130.60 Disputed Evaluation: When an employee disputes an evaluation, the employee
may, within fifteen days, file a grievance in accordance with the procedures in
Policy 2150.

Policy Title: Disciplinary Action

Policy Number: 2140

2140.1 Notice of Intended Disciplinary Action: A regular employee cannot be dismissed,
demoted, or suspended without pay unless the appointing authority serves the
employee with a "notice of intended disciplinary action" at least seven working
days before the action is taken.

2140.1.1 Prior to service of the notice, the appointing authority must notify the
District counsel of the intended discipline.

2140.1.2 The notice may be served personally while the employee is on duty. If the
notice cannot be served in person, the notice shall be served by U.S.P.S.
priority mail to the employee’s last know address. The U.S.P.S. posted date
of delivery will serve as the date of service.. The notice must include:

2140.1.2.1 The intended action and the date it will be taken.

2140.1.2.2  Reasons for the action, and a concise factual description of the
conduct warranting discipline.
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2140.2

2140.3

2140.1.2.3 Identification of the documents and other evidence on which the

action is based, and attachment of copies of the documents.

2140.1.2.4 A copy of the written materials upon which the proposed action is

taken.

2140.1.2.6  The date upon which the proposed action is to become effective.

2140.1.2.6  Advisement of the right to a pre-discipline hearing and the right to

file a written response.

2140.1.2.7 Advisement of the right to representation by someone of the

employee's own choosing (e.g., friend, attorney, etc.).

2140.1.2.8 Notice that failure to respond by the time of the specified time

constitutes a waiver of the right to respond prior to final discipline
being imposed.

Pre-discipline Hearing (Skelly): Within five working days from the date of service
of the notice of intended disciplinary action, an employee may request a pre-
discipline hearing and/or may file a written response to the notice.

2140.2.1

2140.2.2

The appointing authority shall schedule a hearing within ten days, unless
mutually waived by both parties. The hearing will be closed. The
appointing authority will conduct the hearing informally, and no official
record or transcript will be made, although the parties may make notes. The
employee may be assisted by a representative and may call witnesses. All
participants will be allowed time off with pay to attend.

Within five days from the conclusion of the hearing, the appointing
authority will serve the employee with a written notice of disciplinary action
imposed, if any, and the grounds and evidence on which it is based. The
notice may be served either in person or by U.S.P.S. Priority mail to the
employee’s last known address. The U.S.P.S. posted date of delivery will
serve as the date of service. If discipline is imposed, the employee will be
notified of the right to appeal pursuant to Policy 2165. An appeal does not
stay imposition of the discipline.

Administrative Leave: An appointing authority may suspend with pay an
employee pending initiation and/or imposition of the disciplinary action and/or
conclusion of any appeal. Suspension with pay is administrative leave with no
punitive consequence.
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21404 Causes for Disciplinary Action: An employee may be disciplined for any good

cause, including the following which are indicative rather than all-inclusive:
2140.4 1 Absence without leave, or abuse of authorized leave.
2140.4.2 Incompetency, neglect of duty, or inefficiency.

2140.4.3 Insubordination, or violation of any lawful or reasonable order given by a
supervisor or department head.

21404 .4 Working under the influence of alcohol or drugs.

2140.4.5 Intentional, material misrepresentation or concealment of any fact in
connection with obtaining employment.

2140.4.6 Misappropriation of District funds or property.
2140.4.7 Dishonesty or theft.

2140.4.8 Failure to obtain or maintain a current license or certification required as a.
condition of employment

2140.4.9 Conviction of any criminal act involving moral turpitude.

2140.4.10  Sick leave abuse.

2140.4.11 Unlawful harassment or unlawful discrimination or retaliation against
another employee, an applicant for employment, or anyone using District
services.

2140.4.12  Any other conduct of equal gravity with the above.

2140.4.13  Any violation of Policy 2170, Code of Conduct.

2140.5 Informal Actions.

The District may utilize oral counseling, written counseling, oral reprimand and
written reprimand as deemed appropriate. These actions have no appeal rights.

Policy Title: Grievance Procedure
Policy Number: 2150
2150.1 Policy: The District has established a grievance procedure to deal promptly and

equitably with employee grievances that are properly presented. No employee
will be subject to reprisal or disciplinary action for making a grievance in good
faith.
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2150.2 Definition: A grievance is a written objection to a managerial act or omission that

allegedly affects adversely or unfairly an employee's wages, hours, or other terms
and conditions of employment, and for which the District has provided no other
procedure for administrative relief. The subject matter of a grievance may include:

2150.2.1 Work assignments exceeding position classification;
2150.2.2 Denial of merit salary increases;
2150.2.3 Interpretation or implementation of District policies affecting wages, hours,

and other terms and conditions of employment;

2150.24 Disagreements between employees and supervisors over the
implementation of District personnel policies.

2150.3 Initiation and Filing: Prior to the initiation of a written grievance, the matter
should be discussed informally (Step 1) with the employee's immediate supervisor.
If not satisfied with the immediate supervisor's oral response, the employee may
file a written grievance (Step Il) with the APCO. A grievance must include a
description of the following: '

. Circumstances giving rise to the grievance;
) The adverse effect on, or unfairness to, the employee;
) The relief sought; and
. The immediate supervisor's response.
2150.4 Amendments: A grievance may be amended in writing at any time without

prejudice. It may be withdrawn at any time and may be refiled without prejudice
providing that no time limit has run out.

2150.5 Conference: The authority with whom the grievance is filed will confer with the
employee and others involved, and respond in writing within ten days explaining
their decision and proposed action (end of Step ll).

2150.6 Appeal to the APCO: This provision will apply unless the authority with whom the
grievance is filed is the APCO. If not satisfied with the response in Step ll, the
employee may appeal in writing within ten days to the APCO (Step lll). A copy of
the Step Il response will be included with a copy of the grievance and a cover
letter.

2150.6.1 The APCO will review the grievance with District counsel, and confer with
the employee and others involved, and respond within ten days explaining
their decision and proposed action (end of Step Ill). If the grievance is
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denied, the employee will be notified of the right to an appeal pursuant to
Policy 2155 (Step IV).

2150.7 Time Limits: Grievances proceed within the prescribed time limits unless there is
an extension of time by mutual consent between the employee and the District. If
the employee exceeds any time limit, the grievance is considered resolved upon
the basis of the prior managerial response. If the District exceeds any time limit,
the grievance is automatically referred to the next step in the procedure.

2150.8 Resolution: Resolution of a grievance at any step of the procedure is final and
binding on the District and the employee.

2150.9 Employee Representative: The employee has the right to consult with and be
assisted by a representative during all steps of the grievance procedure. Any
expenses incurred by the employee in the retention of representation are at the
expense of the employee.

Policy Title: Personnel Action Appeals
Policy Number: 2155
2155.1 Policy: The District has established a personnel action appeals procedure to have

an impartial hearing on disputed personnel actions which have been appealed
based on the following policies: 2030 (discrimination); 2090.50 (medical
examination); 2140.2 (disciplinary action); and 2150.6 (grievance). Atthe Board's
option, the hearing can be conducted by the Board or by a hearing officer assigned
pursuant to Policy 2155.3.

21b5.2 Request for Appeal: When an employee has a right to appeal under these policies,
the employee may submit to the appointing authority a written request for appeal
to the Board. The request for appeal must be submitted within ten days from the
date that the person received notification of the right to appeal the appointing
authority's final decision.

2155.2.1 Upon receiving a request for an appeal, the appointing authority must
notify the District counsel. The District council will schedule a hearing on
the appeal at the earliest time that is mutually convenient for the interested
parties (District and appellant), their representatives, if any, and the Board
or assigned hearing officer.

2155.3 Hearing Officer: The hearing officer will be assigned by the District counsel from a
list of willing and available officers appointed by the Board, provided that the
Board reserves the right to have a hearing officer assigned by the State Office of
Administrative Hearings or by the State Mediation and Conciliation Service. The
Board will appoint hearing officers on the basis of the following criteria:
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2155.3.1 Education, work experience, and community service;
2155.3.2 Relative neutrality toward the points of view of labor and management;
2155.3.3 Reputation for integrity and a sense of justice and fairness;
2155.3.4 Availability and willingness to serve on the terms set forth in these policies.
2155.3.5b An interested party has the right to request disqualification of an assigned

hearing officer only when specific grounds for disqualification are alleged in
writing to the District counsel. The District counsel has the discretion
whether or not to assign another officer to the appeal. Any written
materials concerning disqualification shall be part of the record.

2155.3.6 Unless under contract, a hearing officer will not be compensated but be
reimbursed by the District for any actual and reasonable expenses related
to the appeal.

2155.4 Conduct of the Hearing: The District counsel is responsible for scheduling and
notification as to the time and place of the hearing, and of notifying the hearing
officer of the nature of the proceeding.

21565.4.1 Unless otherwise stipulated, the hearing will be closed to the public and
conducted in an informal manner under the direction and authority of the
hearing officer. The hearing need not be conducted according to technical
rules of evidence, but the hearing will be expedited by the exclusion of
irrelevant or repetitious matter.

2156b.5 Final Decision: Within forty-five days of 2155.4.2 the interested parties and their
representatives have the right to introduce any relevant written or physical
evidence, and to call and examine witnesses. The hearing officer may subpoena
witnesses pursuant to Section 1985 of the Code of Civil Procedure. Oral testimony
may be taken on oath or affirmation administered by the hearing officer. District
employees called as witnesses serve without loss of pay in accordance with Policy
2162.6.

2155.4.3 An interested party may tape record the hearing or arrange at its own cost
the services of a court reporter. Any record of the hearing becomes a
record of the proceedings for purposes of any future judicial review.

At the conclusion of the hearing, unless waived by the parties, the officer
shall prepare the record of the hearing and submit to the Board a written
decision of findings of fact, rulings of law, and recommendations for
disposition. Copies will be sent to the interested parties.
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2155.5.1 Within thirty days, the Board will adopt the hearing officer's decision as its

Policy Title:

own, provided that the Board reserves the right to modify the officer's
decision, or to adopt its own decision, based on an independent review of
the record. Failure to act within sixty days will be deemed adoption of the
officer's decision as rendered. The Board's decision on the appeal is final
and binding on all parties, and not subject to further administrative review.

Unpaid Leave

Policy Number: 2160

2160.1

General Leave: A general leave of absence may be granted to employees only on
duly authorized terms and conditions and at the approval of the APCO. Such leave
shall be without compensation or accrual of benefits or seniority. Health insurance
coverage though the District may be continued at the employee's own expense.

2160.1.1 An appointing authority may grant a limited leave not exceeding ninety

2160.1

2160.2

2160.3

2160.6

consecutive days in any twelve month period. If specifically authorized by
the Board, and with the concurrence of the appointing authority, an
extended leave not exceeding two years may be granted.

Unless required by law or District policy, ordinance, resolution, or code, vacation
leave credits, sick leave credits, increases in salary, all other paid leaves, holidays
and fringe benefits and other similar benefits do not accrue to an employee on
unpaid leave.

California Family Rights Act Leave In accordance with the California Family Rights
Act (CFRA), employees are provided up to 12 workweeks of unpaid family/medical
leave within a 12-month period, or 26 workweeks to care for a covered service
member. Please refer to the California Family Rights Act / Pregnancy Disability
Leave Policy for detailed information. Also refer to 2162.6 for Military Family
Medical Leave.

Pregnancy Disability Leave Employees who are disabled because of pregnancy,
childbirth or related medical conditions are provided an unpaid leave of absence
for the period of disability up to a maximum of 17 1/3 weeks per pregnancy. Part
time employees are entitled to pregnancy disability leave on a pro-rated basis.
Time off needed for prenatal care, severe morning sickness, doctor ordered bed
rest, childbirth and recovery from childbirth will all be counted as pregnancy
disability leave. Please refer to the California Family Leave Act / Preghancy
Disability Leave Policy for detailed information.

Family-School Partnership Act Leave: All regular full time and part time
employees, who qualify as a parent, guardian, step-parent, foster parent,
grandparent, or person who stands in loco parentis to one or more children in
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kindergarten through grade 12, is entitled to request up to 8 hours per month not
to exceed 40 hours annually for the purpose of participating in their children's
school activities. Regardless of the number of children, an employee will only be
granted 40 hours total annual leave.

2160.6.1 Employees are required to provide reasonable advance notice of anticipate
absences related to school activities.

2160.6.2 Such time off is considered unpaid leave unless the employee chooses to
utilize vacation, administrative leave, floating holiday or compensatory time
off to allow for the time off to be considered paid leave.

Policy Title: Paid Leave
Policy Number: 2162

2162.1 Sick Leave In accordance with the Healthy Workplaces, Healthy Families Act of
2014, sick leave will accrue and be used according to the terms outlined in this

policy

2162.1.1 Full time employees who are not seasonal, temporary or extra help accrue
eight hours of sick leave for each calendar month of paid status; part time
employees who are not seasonal, temporary or extra help accrue sick leave
in an amount prorated to the lower number of hours they work each
calendar year in paid status. Accrued sick leave carries over from year to
year.

A seasonal, temporary or extra help employee who works 30 or more days
within a year from the commencement of employment with the District
accrues one hour of paid sick leave for every 30 hours worked. Accrued and
unused sick leave carries over to the following year of employment, but a
seasonal, temporary, or extra help employee stops earning sick leave once
they have accrued 48 hours or 6 workdays/ shifts, whichever is greater.

2162.1.3 Upon termination for non-cause reasons from the District service after five
years of continuous and compensated service, an employee will be paid
35% of any accrued, unused sick leave. Valuation is based on the hourly
equivalent of said employee's monthly salary at the effective date of
termination. Any employee applying for and receiving PERS Section
20862.8 will not be eligible for the sick leave buy-out benefit contained in
this Section. Termination for cause will result in loss of all accrued sick
leave.

2162.1.4 Upon death of any employee, the employee's estate will be paid the value
of all unused and accumulated sick leave. The value of such sick leave will
be determined by multiplying the total hours accumulated and unused by
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2162.2

2162.1.6

2162.1.6

2162.1.7

2162.1.8

the hourly wage rate to which the employee was assigned at the time of
death.

Sick leave does not accrue during any period of leave of absence in excess
of fifteen (15) working days, with the exception of authorized temporary
military leave. Address unpaid leave here also

Requests to use sick leave must be made to the employee’s supervisor at
least twenty-four (24) hours in advance. If the employee’s need to use paid
sick leave is unforeseeable, the employee must provide notice to the
employee’s supervisor as soon as is practicable. For other than medical-
related activities, those appointments should be scheduled for the first or
last hour of the shift if possible. The APCO is exempt from this Section.

An employee may use accrued sick leave, in a minimum increment of two
hours, beginning on the 90th day after the first day of employment with the
District subject to the limits and request provisions in this Policy.

An employee may use paid sick leave for diagnosis, care, or treatment of an
existing health condition of, or preventative care for, an employee or any of
the following of the employee’s family members: child of any age or
dependency status; parent; parent-in-law; spouse; registered domestic
partner; grandparent; grandchildren; or sibling;

Or it may be used to care for an employee who is a victim of domestic
violence, sexual assault, or stalking to: 1) obtain or attempt to obtain a
temporary restraining order or other court assistance to help ensure the
health safety or welfare of the employee or his or her child; or 2) obtain
medical attention or psychological counseling; services from a shelter;
program or crisis center; or participate in safety planning or other actions to
increase safety.

Vacation: Paid vacation is exclusively a benefit for full-time probationary, full-time
and part-time regular employees. It is granted on the following terms and "days"
refer to working days. Regular part-time employees are entitled to vacation
benefits on a pro rata basis. See Section 2165.5

2162.2.1

Accrual is computed from the date of hire:

2162.2.1.1 During the first and second year of compensated and continuous

service, an employee accrues ten days, of vacation, (80 hours of
vacation accrued at 3.08 hours per pay period) provided that no
vacation will be taken until completion of the first year.
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2162.2.1.3 During the third through tenth year of compensated and continuous

service, an employee accrues fifteen days of vacation (120 hours of
vacation accrued at 4.62 hours per pay period).

2162.2.1.4  During the eleventh year of compensated and continuous service,

2162.2.2

2162.2.3

2162.2.4

2162.2.b

2162.2.6

and each year thereafter, an employee accrues twenty days of
vacation per year (160 hours accrued at 6.15 hours per pay period).

Accrued unused vacation leave is limited to the maximum number of days
that the employee could earn during the two most recent service years past.
Once an employee has accrued the maximum vacation time allowed, they
cannot earn any more vacation until their balance goes below the set level
noted above.

Vacation leave must have the prior approval of the appointing authority, if
there is a reasonable basis for denial of an employee's request for leave.
No approval is required for vacation by the APCO, but employees will be
notified of the APCQO's intent to take vacation in excess of three consecutive
days.

Appointing authorities are responsible for ensuring that employees have
the opportunity to take vacation leave each year in order to relieve the
stress of employment. No employee will be denied the opportunity to take
off each year two-thirds of their annual vacation accrual, nor denied the
opportunity to take off at least five consecutive days each year.

Upon death, retirement, layoff, or resignation from the classified service, an
employee or the employee's estate will be paid one hundred percent of the
value of any accrued, unused vacation leave. Valuation shall be on the
basis of the hourly equivalent of said employee's monthly salary at the
effective date of termination.

Donation of Accrued Vacation Time

2162.2.6.1 An employee may, upon approval, transfer all or any portion of their

accrued vacation leave to another employee of the District. Transfer
of vacation time from one employee to another pursuant to this
subsection is permitted only in unusual, unanticipated, emergency
situations involving serious illness or injury of an employee or
serious iliness, injury, imminent death or death of a member of the
employee’s immediate family. For purposes of this policy, a family
member is a spouse, state registered domestic partner, parent
(including a biological, adopted, or foster chide, stepchild, legal
ward, or a child to whom the employee stand in loco parentis),
parent-in-law, sibling, grandparent, or grandchild.
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2162.4

A request for transfer of vacation leave may be initiated by either the
employee in need of additional time or by an employee or
employees who wish to donate time to another employee.
Participation in this program is strictly voluntary. No employee is
required or expected to participate and no employee will be subject
to coercion or threat or intimidation of any kind for failure to donate
vacation leave time pursuant to this program.

2162.2.6.2 A request for transfer of vacation leave time will proceed as follows:

2162.2.6.2.1 The employee(s) making the request must do so in writing to
the Air Pollution Control Officer on a Vacation Leave Transfer
Form.

2162.2.6.2.2 The APCO will review the request and approve or deny the
request within a reasonable period of time and will notify the
donor of the decision. The APCQO’s decision to approve or
deny the request is final and binding on the parties.

2162.2.6.2.3 Approved Vacation Leave Transfer Forms should be
submitted to the Clerk of the APCO. The Clerk will debit the
donor employee’s vacation leave account by the number of
hours donated by the donor. The Clerk will then credit the
recipient employee’s vacation leave account by an amount
determined as follows: divide the donor’s hourly wage rate
by the recipient’s hourly wage and multiply the resulting
quotient by the number of hours donated.

2162.2.6.2.4 The Clerk will notify the recipient employee of the donation.
A donor’s name may not be released unless specifically
requested by the donor.

2162.2.6.2.5 Donations are subject to applicable tax laws. Recipient
employees will be responsible for any applicable state and
federal income taxes on the donated time. There is no tax
liability to donors.

Holidays: Regular fill-time and regular part-time and probationary regular fill-time
and regular part-time employees of the District receive the following paid holidays,
which are official District holidays. Regular part-time employees are entitled to
compensation on a pro rata basis, applying the percentage of employment against
the eight (8) hours granted a full-time employee. All temporary employees shall
receive unpaid holidays.
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2162.4.1

2162.4.2
2162.4.3
2162.4.4

2162.4.5

2162.4.6
2162.4.7
2162.4.8
2162.4.9
2162.4.10

2162.4.11

2162.4.12
2162.4.13
2162.4.14

2162.4.15

January 1, New Year's Day. If January 1 falls upon a Sunday, the Monday
following will be a holiday. If January 1 falls upon a Saturday, the
preceding Friday will be a holiday.

Martin Luther King Jr's birthday

President’s Day

Memorial Day

Independence Day. If July 4 falls upon a Sunday, the Monday following will
be a holiday. If July 4 falls upon a Saturday, the preceding Friday will be a
holiday.

Labor Day

Columbus Day

Veterans Day

Thanksgiving Day

Day after Thanksgiving Day

Christmas Eve holiday. When the Christmas holiday falls on a Monday or
Thursday, the Christmas Eve holiday will be designated as the day

following the Christmas holiday. When Christmas Eve falls on a Saturday,
the preceding Friday will be designated as the Christmas Eve holiday.

Christmas Day. When the Christmas Day falls on a Saturday or Sunday, the

Christmas Holiday will be on Monday.

One day per fiscal year designated as a floating holiday to be taken at the
employee's discretion subject to approval by the APCO.

Every day appointed by the President of the United States or the Governor
of this state as a special one-time-only holiday.

An employee must work on the regular work day before and the regular
work day after a paid holiday or be on an approved paid leave of absence
during these times in order to receive pay for the holiday. Approved paid
leave of absence is defined as paid sick leave, paid vacation, paid floating
holiday, or paid authorized leave of absence. Any exception should be for
good cause only, and will require the approval of the APCO whose decision
is final.
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2162.5 Jury and Witness Leave: Any employee who is called for jury duty or subpoenaed

to appear as a witness, other than as an expert witness or party to the action, will
receive paid leave on the following terms:

2162.5.1 The employee will receive paid leave provided that any witness fees or jury

fees are assigned to the District auditor.

2162.5.2 if called as a witness in litigation in which the District is a party, or to testify

2162.6

Policy Title:

in an official capacity as a District employee, the employee will receive paid
leave and an allowance for any necessary travel, provided that any witness
fees are remitted to the District.

Military Leave: Military leave will be granted in accordance with state and federal
law, provided that the appointing authority is given a copy of the military orders
specifying the date, site and purpose of the activity or mission. Within the limits of
such orders, the appointing authority may determine when the leave is to be taken
and may modify the employee’s work schedule to accommodate the request for
leave.

Military Family Medical Leave Entitlements: Qualified Exigency Leave. Eligible
employees with a spouse, son, daughter, or parent in regular Armed Forces or
National Guard / Reserves deployed to a foreign country may use their 12-week
Family Care leave entitlement to address certain qualifying exigencies.

Qualifying exigencies may include addressing needs arising from short-notice
deployment, attending certain military events, arranging for alternative childcare,
addressing certain financial and legal arrangements, addressing needs related to
the care of the military member’s parent who is incapable of self-care, attending
certain counseling sessions, to spend up to 15 calendar days with a military
member who is one R and R leave, and attending post-deployment reintegration
briefings.

Additional Benefits and Allowances

Policy Number: 2165

2165.1

2165.2

Claiming Allowances: Claims by employees for allowances should be made on claim
forms approved by the District, and a claim will not be paid without signed approval by
the APCO.

Travel Allowance: Employees will be reimbursed for their actual and necessary
traveling expenses while engaged in official business of the District. The amount in
cents per mile to be reimbursed for vehicle operation shall be fixed from time to time by
the Board.
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Expense claims shall be submitted by each employee at least once each calendar
quarter.

2165.2.1

2165.2.2

2165.2.3

All travel expenses should be reported on Travel Expehse forms, as provided by
the APCO.

All expense claims should be properly itemized, accompanied by necessary
vouchers, and approved by the Air Pollution Control Officer.

Receipts or vouchers must be submitted for each item of expense except as
follows:

2165.2.3.1 Street cars, buses, ferry fares, bridge and road tolls.

2165.2.3.2  Long distance telephone charges, if the date, place and party called are

shown.

2165.2.3.3  Taxi fares when necessary on official business.

2165.2.3.4 Charges incurred installing or removing tire chains.

2165.2.3.5 Expenses of $ 2.00 or less when necessary on official business.

2165.2.3.6 Expenses which are reimbursable through per diem.

2165.2.3.7 Mileage compensation, for use of privately owned automobiles.

2165.2.3.8  Tips, as authorized by this section.

2165.2.4

2165.2.5

2165.2.6

2165.2.7

2165.2.8

In instances where receipts cannot be obtained, a statement to that effect and
the reason must be attached to the required expense form.

All expenses paid on District charge cards, while not reimbursable to the
employee, must be itemized on an expense form and approved by the Air
Pollution Control Officer.

Expense forms of District officers and employees traveling at the expense of the
District must show the purpose of such travel.

Fund advances for lodging, registration fees, and commercial travel may be
authorized by the Air Pollution Control Officer for travel expenses, upon
presentation of supporting evidence; e.g., an approved travel request, efc.

Residence:

2165.2.8.1 Residence must be established for each District officer and employee

claiming travel expenses.
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2165.2.8.2

No expenses are allowed for travel from residence to established work
headquarters unless otherwise approved by the APCO.

2165.2.8.3  The members of the District Board will be reimbursed for all expenses
incurred while performing their duties, including all mileage.
2165.2.9 All District officers and employees traveling on official District business should

use appropriate District-owned vehicles whenever possible. Air travel with
commercial airlines for travel over longer distances is encouraged, to reduce time
away from the job.

2165.2.10 Rate of Compensation:

2165.2.10.1

2165.2.10.2

2165.2.10.3

Mileage: Authorized travel on District business by privately-owned
automobile will be compensated at the current IRS rate per mile traveled,
with total reimbursement not to exceed the cost of tourist rate commercial
air travel when available Travel by other than privately-owned automobile
will be compensated according to actual costs incurred, and should not
exceed the cost of tourist rate commercial air travel. Exceptions to the
above cost limitations will be approved in advance by the District Board.

Per Diem: Authorized travel to and from official convention or conference
headquarters and all other official District travel requiring an officer or
employee to be absent from their residence for one or more nights, will,
for purposes of providing meals and lodging, be compensated at $ 75.00
for each full 24-hour period they are away from their residence on out-of-
district travel and at $ 65.00 for each full 24-hour period they away from
their residence on travel within the District. In determining the number of
full days and fractions away from the place of residence, no fraction less
than 1/4 of a day will be compensated. The fractional days to be allowed
for the days of departure and return are determined by the guarter of the
day during which travel begins and ends. |f it is necessary for an officer
or employee attending an official convention or conference to obtain
meals and lodging at a specified facility or location, when the costs of
meals and lodging exceed the amounts stated here, the officer or
employee may be reimbursed according to the actual costs incurred,
when the necessary receipts or vouchers are submitted. When lodging
and/or meals are paid by District charge card, per diem does not apply
and the necessary receipts and vouchers should be submitted for the
actual costs incurred. The limitations on allowable costs incurred by use
of the District charge card shall be as stipulated above for per diem.

Meal Allowance: Officers and employees traveling on District business,
who complete the trip within one working day, receive no per diem pay,
except that a meal allowance is authorized if the employee or officer is
required to be away from their normal place of business. When travel is
between the hours of 7:00 a.m. and 7:00 p.m., lunch is the only meal
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2165.2.10.4

expense which may be claimed on a one-day trip. Meal expenses will be
reimbursed at the actual costs of meals up to the following maximums
and exclusive of sales tax: Example: Portola EE going over an hour from
their office, or a Grass Valley EE going to Plumas County or Truckee.

2165.2.10.3.1 Breakfast $7.00
2165.2.10.3.2 Lunch $10.00
2165.2.10.3.3 Dinner $18.50

This limit on meals does not apply when an employee is attending an
official District function where the costs of meals exceed the stated
maximums.

Incidental Expense Allowance: An officer or employee traveling on official
District business shall be, in addition to any mileage, per diem, or meal
expenses received, compensated for incidental expenses incurred in
connection with such District business. Incidental expenses include but
are not limited to such items as:

2165.2.10.4.1 Ferry and toll bridge tolls.

2165.2.10.4.2 Taxi fares.

2165.2.10.4.3 Registration fees at conferences and conventions.

2165.2.10.4.4 Parking fees.

2165.2.10.4.5 Tips - for meals only, and not to exceed 15% of the cost of the

meal.

2165.2.10.4.6 Any other expense directly attributable to District business.

2165.2.10.5

2165.2.10.6

2165.2.11

Personal Expenses: No personal expenses, such as barbering, alcoholic
beverages, entertainment, tips (except as permitted for meals), or laundry
or dry cleaning are allowed

Expense Limitation: Notwithstanding any other provision of this section,
no per diem or other reimbursement is allowed for those additional costs
of meals, lodging or other expenses incurred as a result of any additional
travel time required due to travel by means of other than commercial air
travel where such commercial air travel is available, unless approved in
advance by the District Board.

Authority for Special Expenses: District officers who incur special
expenses will be reimbursed only if the expense form is properly itemized,
accompanied by the necessary vouchers, and contains sufficient
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2165.2.12

2165.2.13

- 2165.2.14

2165.2.15

2165.2.16

justification for the stated expenditure. Such expense will be
compensated at the rates specified in this section.

Reimbursement to Committees, Examining Boards and Consultants:
Meal costs and incidental expenses of persons serving without
compensation on examining boards, commissions, committees, or as
consultants to the District may be reimbursed to the District officer or their
designee purchasing such meals or items of incidental expense.

Reimbursement for Business Meals: Meal costs and incidental expenses
of officers and their official guests, attending breakfast, lunch, or dinner
where official District business is conducted, may be reimbursed.

Reimbursement for Special District Board Expense: The District Board
may, on occasion, invite professionals to attend sessions of the Board to
provide them with professional guidance and are authorized to expend
public funds to pay for those professional person's mileage and/or
luncheon expenses or to pay per diem allowance should the consultation
take more than one normal working day.

Reimbursement for Consultant's Expenses: In the event the Air Pollution
Control Officer desires to engage a professional person from outside the
District agency to serve in a professional consulting capacity and such
consultation will take more than one working day, the APCO may, with
prior approval of the District Board, authorize a claim to be drawn against
the travel funds of the District for the lodging, meals, and mileage of the
consultant.

Dinner Reimbursement for Specified Late Meetings: In the event that a
regular meeting of the District Board extends, or is expected to extend,
beyond 7:00 p.m., and the District Board recesses temporarily for dinner
in anticipation of reconvening and continuing its business during the same
evening, officers and regular employees serving or assigned as staff , will
be entitled to reimbursement of the dinner expense up to the maximum
amount permitted according to Section 2165.2.10.3.3.

2165.3 Training and Continuing Education

2165.3.1 Objectives: The Continuing Education Program is designed to encourage
employees to continue their self-development by enrolling in classroom courses
and/or seminars which will:

2165.3.1.1

2165.3.1.2

Educate them in new concepts and methods in their occupational fields
and prepare them to meet the changing demands of their jobs.

Help prepare them for advancement to positions of greater responsibility
in their occupational field or in areas deemed critical by the District.
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2165.3.2 Eligibility of Courses for Tuition Reimbursement: The following criteria is used in

determining the eligibility of courses for tuition reimbursement.

2165.3.2.1 Courses must be related to the work of the employee's position or
occupation.

2165.3.2.2  Courses must have reasonable potential for resulting in savings orin a
more efficient service.

2165.3.2.3  Courses must be taken at accredited institutions and/or result in
continuing education units. Correspondence courses from reputable
institutions will be considered only when equivalent courses are not
available at local accredited schools or when the employee is prevented
from attending local courses.

2165.3.2.4  The prerequisite courses for eligible courses are also eligible for a tuition
reimbursement. However, except for good cause, reimbursement will not
be made until the appropriate eligible courses have been satisfactorily
completed.

2165.3.2.5 Courses which are neither eligible in themselves nor a prerequisite for
eligible courses, but which are required for the completion of a Master or
a Doctorate Degree in a work-related field, are eligible for tuition
reimbursement. However, reimbursement will not be made until the
Degree is received. Ordinarily such provisions cannot be made for
courses required for the completion of a Bachelor or Associate of Arts
Degree. With the approval of the Air Pollution Control Officer (APCO),
however, exceptions may be made by individual or for a specific job class
or series.

2165.3.2.6 Courses are not eligible for tuition reimbursement if they:

2165.3.2.6.1 Are taken to bring unsatisfactory performance up to an acceptable
level.

2165.3.2.6.2 Are taken to acquire basic skills or basic knowledge which the
employee was deemed to have when appointed.

2165.3.2.6.3 Duplicate available in-service training.
2165.3.2.6.4 Duplicate training which the employee has previously received.

2165.3.3 Eligibility of Employees for Tuition Reimbursement: Regular full-time employees
performing their jobs satisfactorily are eligible for reimbursement.

2165.3.4 Nature of Reimbursement:
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2165.3.4.1 Reimbursement is available for tuition, books, registration fees and laboratory
fees. Expenses for parking, travel, meals and other incidental costs are not
reimbursable. All books used, and for which reimbursement is received, become
the property of the District.

2165.3.4.2 Reimbursement will be made to the employee on the completion of the course
with a minimum grade of C or its equivalent in an undergraduate course, or Bor
its equivalent in a graduate level course. No reimbursement will be made for
audited courses or incomplete courses.

2165.3.4.3 Reimbursement received from other sources for tuition, books, registration and/or
lab fees will be deducted from the cost of such expenses in determining the
amount which the District will pay.

2165.3.5 Outline of Procedure for Tuition Reimbursement

2165.3.5.1 The employee can apply for tuition reimbursement, prior to enroliment, through
normal supervisory channels on forms provided by the District.

2165.3.5.2  The APCO will within ten (10) days either recommend approval of the
application, or deny it based on criteria set forth in this policy. If the APCO
recommends approval, they will forward the application to the Clerk of the APCO.

2165.3.56.3 Upon completion of an approved course, the employee should obtain from the
institution certification of fees paid and grade received and send certification to
the APCO as soon as possible. Fees paid should be itemized on a standard
District Claim Form. The receipt should accompany the Claim Form with
pertinent information including the signature of the APCO and employee's
signature. The employee will also evaluate the course and send the evaluation
to the APCO. All books for which reimbursement is claimed must be delivered to
the APCO’s office prior to payment of any claim for reimbursement on such
item(s), and said books shall become the property of the District.

2165.3.6 Specialized Training: When a department head establishes that there is a need for
specialized training of employees to expand the capabilities of the department or to keep
the department current with respect to changes in the law or the field relevant to that
department, the department head is authorized to enter into a contract with the
candidate for specialized training. The contract may provide for a commitment of a
specified period of time which the employee agrees to remain in the District employment
after the specialized training. If the employee terminates employment voluntarily within
that period of time, the contract may provide for an amount either in whole or on a
reducing scale over time which the employee will be required to reimburse the District for
the benefits received by the employee as a result of the specialized fraining.

2165.4 Retirement Benefits: Retirement benefits are offered through the District's contract
with the Public Employees Retirement System. The contract excludes hourly paid
employees such as extra-help and temporary employees, and employees who are part-
time for less than twenty hours per week on a regularly assigned basis. PERS
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2165.5

2165.6

gualification rules include exceptions to these exclusions for both full-time and part-time
employees (e.g. temporary). The contract includes regular and probationary full-time
employees paid on the time base of a biweekly pay period.

2165.4.1

In addition to the employer portion of the premium, the District shall pay 100% of
the employee portion of the premium for retirement benefit for employees hired
prior to January 1, 2013.

Tier lll: PERS “PEPRA” Employees hired on or after January 1, 2013 are

enrolled in the 2%@62 formula. Effective January 1, 2013, employees shall
contribute one half of the total normal cost (currently 6.5%) of the employer
contribution to PERS. This contribution will be made through payroll deduction.

Prorated Health Insurance and Vacation for Some Regular Part-time Employees:
Notwithstanding any rule to the contrary, a regular or probationary employee who is
assigned regular work hours per week of fifteen or more, but less than forty, will receive
prorated benefits as follow:

2165.5.1

2165.5.3

2165.6.1

2165.6.2

The Clerk of the APCO will be informed of the type of appointment (2110.20) and
the number of hours per week constituting regular work hours, exclusive of any
possible overtime pay, on-call pay, or other special pay. The Clerk of the APCO
will prorate benefits using the fraction of a full workweek (40 hours) that the
employee works according to the following schedule:

15 to 19 hours per week: 0.4375 is the fraction.

20to 24 ! 0.5625"
251029 " 0.6875"
30 to 34 ! 0.8125"
35 to 39 " 0.9375"

Prorated Vacation: The employee will accrue vacation in accordance with
Section 2162.3 on the appropriate prorated basis. The rate of vacation accrual
shall be based on the full-time equivalent of the employee's continuous and
compensated service measured from the date of hire.

Alternate Commute Program:

Any employee who uses alternative transportation which reduces the use of the
single occupancy vehicle to get from home to work (e.g. car pool, ride a bus, van
pool, walk, ride a bicycle, etc.) will be compensated at the following rates:
2165.7.1.1 Commute distance 0 to 25 miles: $1.00 per day

2165.7.1.2 Commute distance greater than 25 miles: $2.00 per day

The employee with the greatest number of alternative commute days in the fiscal
year will be compensated in the amount of $250.00.
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2165.7 Deferred Compensation Program: If employees elect, the District will participate in the

PERS Deferred Compensation Program, whereby before-tax salary is deferred to a
PERS retirement savings account. The District pay the administrative costs as long as
funding is available. Administrative costs do not include deductions made from the
employees’ Compensation Account for any reason by PERS or its contractors.

2165.8 District Vehicle Commute Reimbursement Move this section to Vehicle
reimbursement and review

2165.8.1 Through the mutual consent of the APCO and employee, the APCO may allow a
district vehicle to be driven to an employee’s home if circumstances warrant
enhanced security for district vehicles. Under these circumstances, the only
personal use of the district vehicle will be for commuting to and from work or a de
minimus personal use (such as a stop for a personal errand on the way between
a business delivery and the employee’s home).

2165.8.2 The employee will reimburse the District in accordance with Internal Revenue
Service Publication 15-B, Commuting Rule. The APCO will decide the employee
method of reimbursement.

Board Approved 1/25/16

Policy Title: Health Benefits
Policy Number: 2166

2166.1 Health Benefits Plan: Except as provided here, District paid health insurance is a benefit
exclusively for Board appointed employees and regular employees with work schedules of 30
hours or more per week or as defined by the health benefits plan requirements. The benefit
may be used for the employee and dependents.

2166.1.1 The employee may choose to be enrolled in a PERS-provided health benefits
plan if such a plan is available to the employee. If the employee is enrolled in a
PERS-provided health insurance plan, the District shall pay 100% of the first
$9,600 of the employee's annual premium.

2166.1.2  Atany time the employee may elect not to utilize the PERS-provided health
benefits plan. In recognition of the subsequent cost savings to the District, the
District will pay the employee 40% of the premium costs saved by the District, or
$3,840, whichever is less. Payment will be spread equally over the 26 pay
periods. An employee electing to dis-enroll, shall not re-enroll until July 1 of the
next fiscal year.

2166.1.3 Employees who retire from the District shall be eligible to be enrolled in a PERS-
provided health insurance plan. If the retiree is enrolled in a PERS-provided
health insurance plan, the District shall pay 100% of the first $9,600 of the
retiree’s annual premium. Employees hired after July 1, 2014 shall still be
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2166.1.4

2166.1.5

eligible to be enrolled in a PERS-provided health insurance plan upon retirement,
but the District shall pay 0% of the retiree’s annual premium, upon retirement.

Continued funding of a health insurance plan benefit for both employees and
retirees is subject to the availability of funds.

District staff shall provide legal notice within 10 days of a hearing or meeting to
inform annuitants (retired employees of the District receiving retirement health
benefits) of any modifications to the health benefits for retired employees of the
District agendized for a Board meeting. 1f any modifications are adopted by the
Board, district staff shall make best effort to inform annuitants. If requested,
board packet materials related to retirement health benefits will be provided at no
charge to the retired employees.

2166.2 Dental/Vision Care Program: The District shall provide a self-funded dental/vision plan for
employees and their dependents.

2166.2.1

2166.2.2

2166.2.3

The maximum benefit paid into an Employee’s Dental/Vision fund by the District
is $1,250 per fiscal year per employee. The benefit is available on a
reimbursement basis. At the end of the fiscal year, any unused benefit is
forfeited.

The benefit may be used by the employee and/or his/her dependents and there
is no restriction on proportions used for either dental or vision.

The Business Manager shall track the total benefits used by each employee on a
fiscal basis and provide a monthly report to the APCO showing the total benefits
used by each employee.

2166.3 Prorated Health Insurance for Regular Part-time Employees: Notwithstanding any rule to
the contrary, a regular or probationary employee who is assigned regular work hours per week
of 30 or more will receive prorated benefits as follow:

2166.3.1 The APCO will be informed of the type of appointment (2110.20) and the number
of hours per week constituting regular work hours, exclusive of any possible
overtime pay, on-call pay, or other special pay. The Business Manager will
prorate benefits using the fraction of a full workweek (40 hours) that the
employee works according to the following schedule:
30to 34 " 0.8125"
35t0 39 " 0.9375

Policy Title: 2170
Policy Number: Code of Conduct
2170.1 Ethical Responsibilities: Each officer and employee has an obligation to the

citizens and government of the three counties to cooperate in accomplishing the
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District's goals, to expose corruption wherever discovered, to refrain from
disclosing any confidential information, to preserve and safeguard the District's
assets, and to act according to the principle that "public office is a public trust”.

2170.2 Acceptance of Gratuities: No officer or employee shall accept any fee,
compensation, gift, payment of expense, or any other thing of monetary value in
circumstances which could result in, or give the appearance of resulting in:

2170.2.1 The use of public office for private gain;

2170.2.2 The preferential treatment of any person, impeding governmental efficiency
or economy;

2170.2.3 The making of a District decision outside of official channels;

2170.2.4 Any adverse effect on the confidence of the public in the integrity of the

2170.3

District or county government.

Drug and Alcohol Abuse: It is the desire of the Board of Directors that all work
environments of District employees be safe and productive and free of the
influence of drugs, alcohol and/or other controlled substances. The Board of
Directors is concerned with the physical safety of all employees, potential damage
to property and equipment, mental and physical health of employees, productivity
and work quality, medical insurance costs, and the harm done to employees and
their families by the inappropriate use of controlled substances.

2170.3.2 The use, distribution, possession, manufacture, purchase of any illegal

drugs, prescription drugs, alcohol and/or other controlled substances by
any District employee or officer on District property or work sites or while
said employee or officer is on District business is prohibited. Law
enforcement will be notified, as appropriate, where criminal activity is
suspected.

2170.3.2.1 In the workplace, or wherever District business is performed, the use
of illegal drugs or the consumption of alcohol is always prohibited.
The illegal or unauthorized use of prescription drugs is always
prohibited.

2170.3.2.2 Prescription and over-the-counter drugs are not prohibited when
taken in standard dosage and/or according to a physician's
prescription. Any employee taking prescribed or over-the-counter
medications will be responsible for consulting the prescribing
physician and/or pharmacist to determine whether the medication
may interfere with safe performance of their job. If the use of a
medication could compromise the safety of the employee, fellow
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employees, or the public, it is the employee's responsibility to notify
their supervisor. An employee is not required to disclose the nature
of their medical condition, or to identify the medication they are
taking, but must clearly indicate effects, such as impaired alertness,
balance impairment, warnings about operation of machinery, etc.

2170.3.2.2 Commission of any of the actions described above will subject the
employee to disciplinary action up to and including termination of
employment.

2170.3.2.3 For the purpose of applying this policy, being under the influence of
drugs, alcohol and/or other controlled substances means being
impaired in any way from fully and proficiently performing job
duties.

2170.3.3 The decision to discipline or terminate an employee found to have used
and/or be under the influence of illegal drugs, prescription drugs, alcohol
and/or other controlled substances during working hours may be waived or
held in abeyance by the appointing authority, pending said employee's
attempt at rehabilitation. The APCO has discretion to handle each case
individually, with factors, such as the employee's frequency of use,
commitment to rehabilitation, and type of substance involved, taken into
consideration regarding the waiving of penalties.

2170.3.3.1 Discipline or termination of employment that is waived or held in
abeyance pending rehabilitation should be done on the condition,
set forth in writing, that the employee:

2170.3.3.1.1 Successfully complete an approved rehabilitation program;

2170.3.3.1.2 Faithfully comply with maintenance and therapeutic measures
(e.g., attendance at AA or NA meetings); and,

2170.3.3.1.3 Be subject to periodic testing without further reasonable
cause.

2170.3.3.2 Employees who are found to have brought illegal drugs, prescription
drugs, alcohol or other non-prescription controlled substances onto
District property or work sites and to have provided them to other
employees will be terminated without recourse of a rehabilitation
program.

2170.3.3.3 Discipline or termination of employment should not be taken until a
thorough investigation has been completed.
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2170.4

2170.3.4

To assure that employees, property and equipment are not endangered by
other employees who are involved with, or under the influence of drugs,
alcohol and/or other controlled substances, any employee whose conduct,
appearance speech or other characteristics create a reasonable suspicion of
involvement with, or influence of said substances will be taken to a medical
facility and be subject to an exam by a qualified physician at District
expense. If the physician determines that a drug/alcohol test is warranted,
the employee will be subject to testing for the presence of alcohol or drugs
in their bodies.

2170.3.4.1 Presence of such substances will result in disciplinary action up to

and including termination of employment, as described above.

2170.3.4.2  An employee who is suspected of involvement as described above

2170.3.5

2170.3.6

2170.3.7

and refuses to cooperate in the physician's exam and/or drug/alcohol
testing is subject to termination of employment.

If a qualified physician, as a part of the examination specified in Section
2170.3.4 above, determines that an employee is not capable of working
safely, the employee will be transported to their home by a supervising
employee and not allowed to drive home.

Immediately prior to reporting for drug/alcohol testing, all employees must
complete a Consent and Release form to be kept on file in the District office
which shall conform to the general format, as shown on Appendix A.

District employees are required to notify the APCO in writing of any
criminal drug statute of which they are convicted for a violation occurring in
the workplace no later than five (5) calendar days after such conviction.

Conflict of Interest Activities Outside of Employment: No officer or employee
shall engage in any employment, activity, or enterprise for compensation which is
inconsistent, incompatible, in conflict with, or inimical to their duties with the
District.

Outside employment, activity or enterprise may be prohibited by the Board if it:

2170.4.1

2170.4.2

Involves the use for private gain or advantage of District time, facilities,
equipment, supplies, badges, uniforms, prestige, or influence of District
office or employment;

Involves receipt or acceptance of any money or other consideration from
anyone other than the District for the performance of an act which would
normally be part of the duties in the District service;
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2170.4.3 Involves the performance for compensation of an act, in other than their

capacity as a District officer or employee, which act may later be subject
directly or indirectly to the control, inspection, review, audit, or
enforcement of any other officer or employee of the District;

2170.4.4 Involves such time demands as would render less efficient performance of

2170.5

2170.6

2170.7

duties in the District service.

Contracts, Sales and Purchases: No officer or employee can be financially
interested in any contract, sale or purchase by the District which the officer or
employee, in their official capacity, influenced or could have influence, provided
that an officer or employee will not be deemed financially interested if the interest
is remote and fully disclosed.

Use of District Property: Officers and employees are prohibited from using District
property directly or indirectly for any purpose unrelated to District business or in
any manner deviating from the manner authorized by the APCO or by regulation.

Political Activities: No officer or employee may engage in political activity during
working hours, or on District premises, unless the Board has specifically opened
those premises for political activity by the public.

2170.7.1 All officers and employees are subject to the restriction on political activity

as defined by the State.

2170.7.2 Any officer or employee who is paid with federal grant money or loans, or

whose principal employment is in connection with a program financed in
whole or in part by a federal agency, is subject to the political restrictions of
the Hatch Act.

2170.7.3 All officers and employees will be informed by District counsel

memorandum issued from time to time, of prohibited political activities
under state and federal law.
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Appendix A
CONSENT AND RELEASE FORM
DRUG/ALCOHOL TESTING

I hereby authorize the Northern Sierra Air Quality Management District (District), and any laboratories
or medical facilities designated by the District, to perform a urinalysis and/or blood test to detect the
presence of illicit drugs and/or alcohol in my body. | further authorize the reporting of the results of
such test(s) to the District and its authorized personnel. | recognize that the results of such test will be
used to determine my suitability for employment or for continued employment with the District.

Any attempt to switch a sample or adulterate a sample will be considered the same as a positive result.
The laboratory may use one or more tests for adulteration.

The only controlled substance, narcotic (including marijuana), or prescription drug and over-the-
counter medications, by brand name if possible (e.g., Extra Strength Tylenol™, Robitussin-DM™,
Allerest™, Mediprin™, etc.), that | have used in the last forty-five (45) days are as follows:

ISSUED BY:
DRUG/MEDICINE WHEN USED (IF PRESCRIPTION)
NAME OF EMPLOYEE:
FACILITY PERFORMING TEST:
DATE OF TEST:
SIGNATURE OF APPLICANT/EMPLOYEE
(Signature) (Date)

SUPERVISOR REQUESTING TEST:
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(Signature) (Date)
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Appendix B

EMPLOYEE GRIEVANCE FORM - SEXUAL HARASSMENT
Northern Sierra Air Quality Management District

Employee's Name: Date:

Statement of grievance, including specific reference to any law, policy, rule, regulation and/or
instruction deemed to be violated, misapplied, or misinterpreted:

Circumstances involved:

Decision rendered by the informal conference:

Specific remedy sought:
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Policy Title:

Purpose of Personnel Policies, Exemptions, and Administration

Policy Number: 2000

2000.10

2000.20

1tis-the-intent-ef-theThe Board of Directors of the Northern Sierra Air Quality
Management District (District) want to provide a consistent, equitable, and efficient
program of personne! administration for District employees and applicants for
District employment. Under no circumstances shalare these policies to be
construed to act as any type of employment contract. These policies provide a
framework which is not binding to the District.

Exemptions: These policies apply to all District employees, except:

2000.21 Nonclassified employees shati-beare exempt from Policies 2040,
2045 {except 204550}, 2050, 2060, 2110, 2120, 2130, 2140, 2150, 2160
and 2162,

2000.22 Employees covered by a-mererandum-of-understanding-binding-the
Districtand-a-recognized-employee-organizatien-shalt-be-exempt

£ 4i Liniag thhaot S icknnbaasith tha £
HRESEPoHEeS AT HEERSISICATWITIORCHRS Oy

sueh-memerandt:

frams anm
Foany

2000.30

2000.40

2000.50

2600:86

200623 Ernployees-covered-by-an individual contract of employment for a
specific term shai-beare exempt from any of these policies that are
inconsistent with the terms of such contract.

Administration: The District Board of Directors shalt-beis responsible for
establishing sueh policies and procedures-as-are necessary for the administration
of these policies.

Air Pollution Control Officer [APCO): The executive officer of the Air Quality
Management District; is appointed by the Board to manage the AQMD operations
and implement the policy direction of the Board. Arthe-APCO's-diseretionheThe
APCO may use either the titie Air Pollution Control Officer or Executive Officer in
communications or correspondence.

Departmental Rules: The Air Poliution Control Officer may establish additional
personnel rules that are not inconsistent with these policies, other District policies,
or any memorandum of understanding with a "recognized employee organization”
[as defined in Government Code Section 3501 (b}]; provided that hefshe
eompliesthey comply with any "meet and confer” obligation under Government
Code Section 3505.

Amendment of Policies: These policies shalican be amended as necessary by
resolution of the Boardrpfeviéeé—that—the@%epeempﬁes—wkh-aﬁyimee{-and

conforlobligation-under-Government-Code-Seetion-3505:., | Formatted: Strikethrough
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2000.70 Severability: If any policy, section, or phrase of these policies is declared

2000.80

unconstitutional or void for any reason, suehthat decision shalwill not affect the
validity of the remaining portion of these policies.

Construction: These policies shatiwill be liberally construed-se-as to effectuate
their purpose and to avoid inequities,

‘(Formatted: Font: 12 pt
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Policy Title: Definitions

Policy Number: 2010

2010.10 Allowance: A payment to an employee that is intended to cover incidental job-
related expenses outside the scope of regular salary.

2010.20 Anniversary Date: The date of appointmentto a particular classified position.

2010.30 Applicant: A person who has filed a timely and complete application for
employment, but who is not yet appointed.

2010.40 Appointing Authority: The Board, the Air Pollution Contro! Officer, or any other
managerial employee who has the power and authority to make appointments to
the District service.

2010.50 Appointment: The filling of a position in the District service by means of an
appointing authority's offer of employment and acceptance of that offer by an
applicant.

2010.60 Board: The Board of Directors of the Northern Sierra Air Quality Management
District.

2010.70 Board Appointed Employee: Anemployee examined and appointed directly by
the Board.

2010.80 Classified Department Head: A department head whose position is included in the

District's classification and salary plans.

2010.90 Classified Service: All positions of employment inciuded in the District's
classification and salary plans.

2010.100 Compensated Service: Employee service actually paid for by the District and not
including periods of unpaid leave.

2010.110 Continuous Service: Employment in the District service for a period ef-time
unbroken by separation, dismissal, or termination. No break shatwill be
deemedconsidered to occur because of temporary unpaid leave authorized under
Policies 2140, 2160 and 2162, or because of layoff less than one year in duration.

2010.120 District Service: All District offices and positions of employment authorized by the
Board or by state law.

4*——‘{ Formatted: Indent; Left: 0", Hanging: 1.5"
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2010.130 Date of Hire: The date of entry into the District service which commences the most

recent period of continuous service.
2010.140 Date of Mailing: The date of postmark.

2010.150 Day: Calendar day unless otherwise specified.

2010.160 Demotion: Appointment to a position with a salary lower than the employee's
previous salary.

2010.170 Department Head: A District officer or employee responsible for supervising a
District department.

2010.180 Dismissal: Termination of employment for cause.

2010.180 Examination; Any competitive procedure or test used to make a differentiation
between applicants for employment.

2010.200 Family: Spouse, or registered domestic partner, child, mother, father, brother,
sister, and grandparents, including forms of those relationships recognized by law

non

such as "in-law", "step", "foster”, and "half".

2010.210 FLSA-exempt Employee: Employees in positions that are executive,
administrative, or professional as defined and interpreted under the Fair Labor
Standards Act [20 USC 213(a) (1) and 29 CFR 541]. The only FLSA-exempt position
approved by the Board at this time is the Air Pollution Control Officer.

2010.220 Full-time Employee: Working a full forty-hour workweek on a regular basis.
2010.230 Holiday: District holidays declared by District ordinance.

2010.240 Layoff: Separation from District service due to an employee's position being
vacated or eliminated by the Board.

2010.250 Leave: Authorized absence from a position for a definite period-ef-time, with a
right to reinstatement on the same terms as prevailed when the absence
commenced.

2010.260 Management and Confidential Employee: Employees in positions that are defined
in Government Code Section 3507.5. The only FLSA-exempt position approved by
the Board at this time is the Air Pollution Contro! Officer and the Clerk of the Air
Pollution Control Officer.
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2010.270 Nonclassified Employee: An employee whose position is not included in the
District's classification and salary plans, and whose salary is set by District
ordinance.
2010.280 Objection: A written statement of specific reasons for disputing a personnel action

that has had an allegedly unfair and adverse impact on the employment interests
of the person objecting.

2010.290 Position: One or more offices or places of employment, the tasks and duties of
which require the services of one person,

2010.300 Promotion: Appointment of an employee to a position with a salary higher than
the employee's previous salary.

2010.310——Shalk—Means-mandatery-aned-not-perrnissive:

——2040:320 Volunteer: A person who is willing and authorized to perform a non-compensated
service for the District.

2010.336320 Workday: Eight hours per day, except as otherwise provided or defined in these
policies.

2010.346330 Workweek: Forty hours per week, commencing Sunday and ending Saturday,

inciuding holidays, /{;rmatted: Font: Arfal, 12 pt
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Policy Title: Employee Records
Policy Number: 2020
2020.10 Personnel Records: The APCO shalk-maintairmaintains permanent personnel

records on each employee in the District, covering employment status, job
performance, medical condition, discipline, and grievances, and any other relevant
information. The records shal-beare preserved for at least one years following the
date of the employee's leaving District service.

2020.20 Inspection and Review: An employee, or hisformer employee, or hertheir

representative authorized in writing, shatt-havehas the right to inspect and review
his-er-hertheir own personne! records during regular business hours at no loss of
compensation. An employee may, upon written request, receive copies of any
documents placed in their personnel file at the cost of duplication, The employee
shalwill be provided a reasonable opportunity to respond in writing to any
particular records, and the response shall become a permanent part of the records.
The employee shaliwill be notified immediately of the filing of any record of a
derogatory nature. The file is the property of the District; emplovees may not
remove or add items to their file without District approval and the file must remain
in the custody of the District at all times.

Hewever-theThe following records shal-beare confidential and not open to
inspection and review [Reference: Labor Code Section 1198.56 and Government
Code Section 31011.]:

2020.21 Letters of reference and any materials obtained during a pre-employment
background check, previded-thatif they are obtained in confidence; and,

2020.22 Any records relating to the investigation of a possible criminal offense.

2020.30 Disclosure to Third Parties: Personnel records are to be used only in the normal
course of authorized District business. They may not be disclosed to the public
without express written consent of the concerned employee, except that the
following disclosures shall be permitted [References: Government Code Section
6260, discovery proceedings; Welfare and Institutions Code Section 11578,
enforcement of spousal or child support.]:

2020.31 Name, position classification, and gross salary.
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2020.32 Written employment contracts.
2020.33 Disclosures in emergency situations made reasonably and in good faith to

protect the health and safety of any person.

2020.34 Disclosure for law enforcement purposes, including investigations.
2020.35 Disclosures under specific provisions of state and federal law.
2020.40 Payroll and Retirement Records: The District shat-maintain_maintains the

following records: payroll records, including time cards, social security numbers,
and accrued vacation and sick leave benefits, and records necessary for retirement
system purposes. Payroll and retirement records are private personnel records
and shaliwill be disclosed according to Policy 2020.30.

2020.50 Volunteer Service Records: An appointing authority who authorizes a volunteer to
perform services for the District shallwill maintain records of the volunteer's name,
dates of service, and the specific services performed.
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Policy Title: Equal Employment Opportunity &-Affirmative-Aetion
Policy Number: 2030
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2030.10 Policy: The District has adopted a policy and complaint procedure

against harassment, discrimination and retaliation. The purpose of this Policy is to
establish a strong commitment to prohibit and prevent discrimination,

harassment, and retaliation in employment: to define those terms: and to set forth
a procedure for investigating and resolving internal complaints. Employees,
applicants, unpaid interns, officers, officials, or contractors who believe they have
experienced any form of employment discrimination are encouraged to report this
immediately, using the complaint procedure provided in the Discrimination,
Harassment and Retaliation Appendix, to the APCO, or by contacting the U.S.
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2030.20

Equal Employment Opportunity Commission, or the California Department of Fair
Employment and Housing.

The District will endeavor to recruit gualified individuals from appropriate sources

2030.30

that represent all segments of the community. Selection and advancement will be
determined based solely on relative ability, knowledge, and skills after a fair
competitive process.

Affirmative Action Plan: The Board and appointing authorities are responsible for
administering an affirmative action plan in order to widen opportunities for those
who have suffered discrimination and to make equal opportunity a reality at all
levels of the District work force, The recruitment, employment, training,
advancement, assignment, layoff or termination, and pay for all job classifications
within the NSAQMD, shatt-beis on the basis of qualifications, without regard to
race, religion (including all aspects of religious belief, such as grooming practices
and religious dress!, color, sex {including pregnancy and breastfeeding), gender,
gender identity (including transgender), gender expression, national origin,
religious-belief-sex;ancestry, citizenship status, disability, medical condition.
genetic characteristics or information, marital status, age-, sexual orientation
(including homosexuality, bisexuality, or heterosexuality), military or veteran
status, undocumented immigrant status, accommaodation requests, engagement in
protected activities, Affordable Care Benefits, or membership in any other legally

protected category, or the perception of membership, Copies of any amendments

/{ Formatted: Font; Callbri

of the affirmative action plan shalwill be provided to state and federal agencies as
required by California Government Code Section 50085.5.

The following specific steps will be taken by the District to provide full
employment opportunities and to encourage broader participation of the-minerity
membersprotected groups of our community in the District's Employment
Process:

2030.4131 Identify the areas where there appears to be

disproportionate under-representation of minotitiesprotected groups
and study selection and promotional procedures.

2030.4232  Evaluate training needs and ascertain that training opportunities are
available and publicized within the system.

2030.4333 Insure that all personnel actions, such as compensation, benefits,
transfers, training, education, and tuition aid or requirements or
conditions of employment will be administered without regard to
Faeeree%efﬁ%aﬁeﬁm—eﬁgwe*@eﬁs—beheﬁrsea&mgegrotected
group status.
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2030.4535

2030.4636

2030.4737

2030.4434  Insure that direct operating department management <-4-[ Formatted: Indent: Left:

complies with the program. + 15"
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extended to existing personnel whose positions may be threatened
with potential lay-off, and to insure that interdepartmental policy of
hiring and advancement privileges be instigated.

To insure that a system of dissemination of job opportunities 4———‘[Formatted: Indent; Left:

0.5", Hanging: 2"

information to mineritysources that represent or work with protected
class groups-sueh-as-Human-Reseurces-Development-Plasement
College-Officesrcertified-employee-representative-groupsfews
media-and-al-ethers-having-requested-petification-n-writings,

Insure that in the event of a lay-off, there will be no discrimination en+——{ Formatted: Indent: Left

0.5", Hanging: 2"

the-basis-efrace-color-nationat-eriginreligious-belief-sexor
agebased on protected class status.

2030.4838 Evaluate progress of the Affirmative Action Program Formatted: Indent: Left:

and plan further activities. + 15"

1.5", Tab stops: Not at 0.5° + 1" ]

—2030-49——Within-budgetary-Himitatiens-and-with-APCO-and-Board-of-Birectors
aawm%&&%e%w%kpefmﬁemp}eyeeﬁ&takﬂmﬁed—ﬂmeﬁﬁw&hﬁav
in-erderte-receive-job-related-training-which-will-cnable-therte-aehieve

premotional-eppeoritnities-andfor-more-expertise-in-the-presentiebs
2030 TheDistri . . Hieati H-be-rovi : HrPEse

¢ rovisi o roree-and-ski . ¢ Hioati 4
that-trainthg-entrytevelwillbe-develeped-when-and-where-apphieable:

e Poliey-Fitler———Eq
——Poliey-Number——2630

ual-Employment-Oppertunity-8-Affirmative-Aetion

—2030-40—Poliey:—itshall-be-the-peliey-ef-the-District to-promete-in-its-persennel
administration-the-principles-of-cquat-employment-oppertunity-and-affirmative

aetion:

. . e . _nationat-origin; _coligio ,

SERVING THE COUNTIES OF NEVADA, PLUMAS AND SIERRA



Gretchen Bennitt, Executive Director

-0102 / FAX: (530) 932-0101

Mailing Address: P.O, Box 2227
Periola, CA 96122

NORTHERN FIELD OFFICE
(530) 823

257 E, Sierra, Unit E

NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

(530) 274-9360 / FAX: (530) 274-7546

200 Litton Drive, Suite 320
Grass Valley, CA 95945

DiSTRICT HEADQUARTERS
Mailing Address:

airdistrict,com or wivw.myaiedistrict.com

email! officedimy:

om

istricl.c

email: office@myairdistrict.com or wiyw.myaird

aneestry-physieal-handieaprarital-statusrsex;-aned-ag er-as-these-terms-are
overnment-Code-{Seetions-12000-et-see)

defined-in-the-Califernia-G

4
35]

motianal-o 41 hall nfou
aha-profodeRarpratttes Shiantonromh

41 c-and.-nr

irina-nr

h
tEES-FHERG-Prattces

Tha Dicteiet!

FRE-HET

2020-29
OOt

rohyusieal

f.co
age;-or-physieal
be-based-on-benafide-oceupational-requirements-of-one

n-on-the-bas

moti

loetigp-in-Ririna

e CHeHRN

Az

202022

i ace

DASISOHGEX;

Ny

v

HHRG-oFPrefMouoh-on-tn

AY-5€

v e Ty

fitness-shalH

Ot

P

do-challbaigb-related
SHTH-RE10D-FEattts

n-faeth
AAatoR-Metnoas

ion-50085)

painatl

ac and
tHSHEes-ana-oxar

nal-prerees
Sha-prereq

cirenti
Adl-edueat
{Refereneer-Governmi

Al

2020 22
LOTOTES

e Distriet
FOF-H5HHET

it

rannh
SF-appricant

+ amnlaoves

Any-Dictel
ARY-eHSHHCT

H toiar Aoto:
HHAGLOFY-ACES]

viin

Liof from-Di
e HOM-ISET

]

2020-20
L HIGTT

SMPOYeC

1.0

i

DCCtoh

d-within-15-days-ofits-submittal-the-ebjeeting-party-shat-be

noetified-pursuantto-Peliey-2455:

RDictrict wncol-and-B rel  1£.4h
HEH e CeURFCaRaS5aft—ro

atebrnatifyth
YO HTY T

H

CHatet

R

cannot-be-settle

Himmmad

eitve ch

Ltk
attreHey-ondr

derto-widen-oppertunities-forthese

pointing-atitherities-arerespensible-for

H-HR-OF

jen-Plan:
istering-an-affirmative-action-pla

A

WMMWMJMQW%W&HW

A
ad

G

2020.40
i

ingy

ent-layefiorterminationand-pay-ferall-jeb-classifi

g

levels-of-the-Bistrictwerk-foreerTFhe-reeruitment-employm

advaneementa

ssighm

BHS

fqualificationsrwitheut-regard-to-race;

H5-0

within-the NSAQMD-shall-be-on-the-bas

£
GFReHtS-G1

Bt

b

£ Arag
Or-afy-amcy

wo halt OF-ac Lani
16HS-BEHET;SCKG-OTagos SPes

ralic

amal.arieHn
SHgH;Fenyg

rorati

oo RAHORth

o
o agencies=as

A feder
HCaRE1Teat

4

4

lan chall e meacidod +
TEE-PFEVGeaIo-5t

T

oy
Ve aetoiPranott

oot

3
g
b
b
b

s
F

de-full

|
3
|
M
W
|

%
.M
w
W
m
:
:

emp%eymen%ﬂapaﬁ&aiﬁe&aﬁd%e—eﬂ_&e&mge%mﬂde%ﬂameipaﬂ

on-of-the-rinerity

t+-Process:

1

members-ef-our-eomi

f

dey
HRG

onal

ta-be-dicnrepnartionate—tt
BE-ESPFOPOioRate

Y

v,

th BH
trefre-appearsto

reaa e
Feas-Where

tdantifi th

2020-41%
AT

HEERTHYthea

fepfeseﬂ%aﬁewef—miﬁem%es—aﬁd—s%udy—selee&eﬁ—aﬁépmmeﬁ

ra

BHo R
HA-HFHATRG-OpPeRuiaes ™™

dboin that teain

ad
aS-aRa-aseeitaifir

P

iTRiRa
e RGeS

available-and-publicized-within-the-systerm:

E=vartate

Easratiyat

202049
ZUahi

transfers
tFaRSters;

HS7

" ¢

fits

tian han
Beft

COMPERSation;

oF

no.oteh
HORG;-SHERaS

41

that nil.narenannal
persoRnEat

HRSte-that-ah

Hhing,

Lir

1

2020-432
OO AT

A-a

PLUMAS AND STERRA

SERVING THE COUNTIES OF NEVADA,



NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257E, Sierra, Unit E

Mailing Address: Mailing Address: P.O. Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

email: office@myairdistrict.com or www.myairdistrict.com emoil; offiecimyairdistricLeom or www.myairdistfet.com

empleymeﬂ%wm—beadmmiste{ed—vwmeuﬁegafwe—raeereeleﬁﬁaﬁeﬁal
erigin-religious-beliefsex-or-age:
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2036:48 Evaluate progress-of-the-Affirmative-Action-Prograrm-and-plan-farther
aetivitiess
———2636-49 2030.39 Within budgetary limitations and with APCO <~ Formatted: Indent; Left: 0.5", Hanging: 2" )

and Board of Directors approval, the District will permit employees
to take limited time off with pay in order to receive job related
training which will enable them to achieve promotional opportunities
and/or more expertise in the present job.

2030:50 2030.40 ____ The District will assure that the job classifications will be reviewed *"‘{Ermaﬁed: Indent: Left. 0.5, Hanging: 1", No bullets of J
for the purpose of revising education, experience and skill requirements of the numbering, Tab stops: Notat 0.5 + 17+ 15
specifications and that training entry teve! will be developed when and where
applicable.

2030.50 Reasonable Accommodation Absent undue hardship or direct threats to the health

and safety of emploveels), the District provides employment-related reasonable
accommodations to:

o qualified individuals with disabilities, both applicants and employees, to
enable them to perform essential job functions;

¢ employees with conditions related to pregnancy, childbirth, or a related
medical condition, if she so requests, and with the advice of her health care
provider;
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2030.50

o employee victims of domestic violence, sexual assault, or stalking to
promote the safety of the employee victim while at work: and

o _employees who request reasonable accommodation to address a conflict
between religious belief or observance and any employment requirement.is
this absolutely required?

If the disability or the need for reasonable accommodation is not obvious,
the District may require the individual to provide reasonable medical
documentation confirming the existence of the disability and the need for
reasonable accommodation, along with the name and credentials of the
individual's health care provider. If the individual provides insufficient
documentation, the agency will: (1) explain the insufficiency: (2) allow the
employee or applicant to supplement the documentation: and (3) pursue
the interactive process only to the extent that the request for reasonable
accommodation is supported by the medical documentation provided.

If a pregnant employee, or an employee with a pregnancy-related condition,
requests a reasonable accommodation or transfer due to pregnancy, the District
will provide the emplovee with notice of the need for a medical certification within
two business days after the employee’s request for accommodation. A medical
certification confirming the need for a reasonable accommodation, including
transfer, is sufficient if it contains: (1) a description of the requested
accommodation or transfer; (2) a statement describing the medical advisability of
the accommodation or transfer due to pregnancy: and (3} the date that the need
for the accommodation or transfer will become necessary and the estimated
duration of the accommaodation or transfer.

Whistleblower Protection. The District prohibits all of the following:

o Taking any retaliatory adverse employment action against an employee
because the emplayee has or is believed to have disclosed information to
any government or law enforcement agency, or the District, if the employee
has reasonable cause to believe that the information discloses a violation of
state or federal law. or a violation or noncompliance with a local, state, or
federal rule or regulation;

» Preventing an emplovee from disclosing information to a government
aqency, including the District, if the ernployee has reasonable cause to
believe that the information discloses a violation of state or federal law, or a
violation or noncompliance with a local, state, or federal rule or regulation;

o Retaliating against an employee for refusing to patticipate in any activity
that would result in a violation of state or federal law, or a violation_or
noncompliance with a local, state, or federal rule or regulation; and
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o Retaliating against an emplovee because the employee’s family member
has or is perceived 10 have enagaged in any protected activities.

This Policy governs and protects District officials, officers, all emplovees, or
applicants for employment. An applicant or employee who feels they have been
retaliated against in violation of this Policy should immediately report the conduct
according to the complaint procedure in the District’s policy against
Discrimination, Harassment, and Retaliation Appendix_so that the complaint can
be resolved fairly and quickly. Supervisors and managers have the same
responsibilities as defined in the policy.

Policy Title: Classification
Policy Number: 2040

2040.10 Classification Plan: The Board shall adopt and periodically amend by resolution a
District classification plan covering all positions in the District service except those
for which the salary is set by ordinance.

Each position shaHwill be allocated to a class identified by a class title. Positions
shatlwill have the same class title when they conform to the same class
specifications or when the positions descriptions are similar as to qualifications,
responsibilities, level of supervision, and other relevant characteristics.

The class title of a position shallwill be used in the District's salary plan, personnel
records, and personnel administration.

2040.20 Reclassification: No position shalican be reclassified except by resolution to the
Board.

Review of a position's classification may become necessary due to actual or
proposed changes in the position's description. Such review may be requested
only by the APCO or by the Board.

2040.30 Out-of-Class Claims: Any employee claim based on alleged out-of-class work
shalimust be resolved through the grievance procedure in Section 2150. The
District shatlwill not recognize any claim for back pay due to out-of-class work
alleged to have occurred more than ninety days prior to the filing of a written
grievance on the matter. No board-authorized reclassification shalt
eenstituteconstitutes an admission that the occupant of the position was
previously working out-of-class.

2040.40 Salary on Positions Reclassification: The salary of an employee whose position is
reclassified shalwill be determined as follows:
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2040.41 if reclassified and allocated to a salary range equal to the previous range,

the employee's anniversary date shatwill not change.

2040.42 If reclassified and allocated to a salary range lower than the previous range,

the employee's anniversary date shaHwill not change.

2040.43 If reclassified and allocated to a salary range higher than the previous

Policy Title:

range, the employee shallwill remain at the same step which the employee
had prior to the reclassification. The anniversary date shatidoes not
change.

Salary

Policy Number: 2045

2045.10

Salary Plan: Each position classification shalwill be allocated by Board resolution
to a salary range in the District's salary plan. The plan shall-representrepresents a
scale of compensation for full-time work exclusive of allowances, paid leave,
overtime, or fringe benefits. The plan shallwill be adopted and amended as
necessary by resolution of the Board.

2045.11 Within each salary range shat-beis a series of steps from A through E. The

2045.20

2045.30

2045.40

base salary in the range shatt-beis A, with advance steps representing
incremental increases of approximately five percent between steps.

Salary on Position Reallocation: When a position classification is reallocated to a
different salary range, the salary of the employee whose position is affected
shaliwill be determined in accordance with Policy 2045.40.

Salary Step at Hiring: It is the Board's intent that all newly hired employees
should be appointed at Step A. However, the APCO may hire at steps B and C if
the APCO finds that an applicant possesses extraordinary qualifications in terms of
training and experience. In such instances, the APCO shalmust notify the Board of
the appointment of an employee at advanced steps B and C and provide the
reasoning behind such findings. Hiring at steps D and E requires advance Board
approval.

Merit Advancement by Salary Step: Advancement through the salary steps A
through E depends on satisfactory performance at the prior step for the equivalent
of twelve months of full-time compensated and continuous service before
advancement to the next higher step;, provided that an employee who is promoted
shat-beis eligible for one advancement to the next higher step after six months of
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continuous and compensated service measured from the date of the promotional
appointment, if appointed at Step A,

2045.41 Satisfactory performance shalwill be evidenced by an appointing
authority's
memorandum to the employee and the District Administrative Assistant,
and the memorandum shalmust be based on performance evaluations
conducted pursuant to Policy 2130.

2045.42 When merit advancement is denied to an employee, the employee's
performance shakwill be reevaluated within ninety days and if performance
is satisfactory, the employee may be advanced to the next step.

2045.50 Longevity Advancement: An employee’s salary shalwill be increased five percent
at the following times: upon completion of seven, ten, fourteen and twenty-one
years of full-time continuous and compensated service, or the equivalent,
measured from the date of hire.

2045.60 Salary Step on Promotion: When promoted to a position classification in a higher
salary range, the employee shallwill be appointed at Step A or to such advanced
step representing at least a five percent increase over present salary, whichever is
greater. The anniversary date shall become the effective date of the promotional
appointment.

2045.70 Salary Step on Demotion: Upon demotion to a position classification in a lower
salary range, the salary step and anniversary date of the employee shalidoes not
change.

2045.80 Salary on Transfer: When an employee is transferred, either voluntarily or not,

and there is no change in salary range, the employee's salary step and anniversary
date shaldoes not change.

2045.90 Salary on Temporary Assignment Out-of-Class: When an employee is assigned to
work half-time or more in a position classification allocated to a salary range
higher than the employee's present range, then the employee shatwill be paid at
Step A of the higher salary range or such advanced step that represents a five
percent increase over present salary, whichever is greater. If the temporary
assignment lasts more than six {6) months, the employee shall-bejs advanced
another step.

2045.100 Wages for Temporary or Part-time Employees: Temporary employees and part-
time regular employees shakwill be paid at an hourly wage rate that is the pro-rata
equivalent of the full-time salary for the class of position, or, if the position is

4———[ Formatted: Indent: First line: 0"
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2045.101

2045416102

unciassified, at an hourly wage rate authorized by the Board. Policy 2045.30 is
incorporated here by reference.

However, a biweekly salary may be paid to a full-time temporary employee who is
employed under a contract for a specific term that entities such employee to any
or all bensfits allowed to full-time regular employees under these policies.

Salary for Working Two Position Classifications: When an employee is promoted
to a higher position classification that is FLSA-exempt and must continue to fulfill
part of the responsibilities of the old position while performing the responsibilities
of the new position, then an alternative to overtime compensation is required. The
base salary follows either Policy 2045.60 - Salary on Promotion or Policy 2045.80 -
Salary on Temporary Assignment Out-of-Class applies, as appropriate, or as
negotiated and provided for by Board action. Additional compensation, in lieu of
overtime pay, will be provided as a percentage of one of the salaries for the
positions being covered, as negotiated and provided by Board action.

ADORTED-8/9/04

Policy Title:

Overtime

Policy Number: 2050

2050.10

2050.20

Policy: Overtime work shat-beis discouraged but shalmay be permitted to meet
particular District time constraints and emergencies.

Overtime Pay: For purposes of this policy, and to conform to regulations issued
under the Fair Labor Standards Act (FLSA), "workday" and "workweek" shal-beare
defined per Policies 2010.330 and 2010.340, with-the-exeeption-ofexcept for the
APCO. Overtime shatt-beis paid on the following basis:

2050.21 District employees, except FLSA-exempt employeses, shalwill be paid one

and one-half {1%2) times the number of hours worked in excess of their
normal workday or workweek, and one and one-half (12) times any hours
worked on a Sunday.

A vacation day, paid holiday, or sick leave used, shalwill be counted in a
regular workday or workweek for purposes of com puting overtime.
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2050.22

2060.23

2050.24

Overtime - Holiday Work:

When an employee is required to work on an AQGMD holiday which falls on
a normal day off, the employee shah-beis entitled to overtime
compensation for actual hours worked and regular rate of pay for the
holiday.

in lieu of overtime compensation, FLSA-exempt employees skall-receive 80
hours of administrative leave per year.

Administrative leave granted to FLSA-exempt employees shal-retcannot
be carried over into a subsequent year. Any unused administrative leave
shallwill be paid in cash equivalent at the end of the year.

2050.30 Compensatory Time Off: Compensatory time off shall-beis permitted in lieu of
overtime pay for overtime work as set-ferthstated below:

2050.31

2050.32

2050.33

2050.34

2050.35

In lieu of overtime pay, employees may be required to take compensatory
time off, subject to limits stated in this policy, and calculated to be the
equivalent value of overtime pay.

Each employee shalimust keep records showing all compensatory time off
earned and used, so that the net balance of unused compensatory time off
is always known-at-al-times:. Such records shatwill substantiate the
records maintained by the Clerk of the APCO.

The APCO shahwill not authorize the earning of compensatory time off if
the employee's net unused balance is greater than eighty (80) hours. This
limit shaldoes not apply to any compensatory time off accrued prior to the
effective date of these rules. When an employee is authorized to perform
overtime work which would result in accrual of a net balance of
compensatory time off in-exeess-efmore than the above limits, the
employee shaltwill be paid for that overtime work.

Compensatory time off may be taken at any time during the employee's
normal work time with the concurrence of the APCO; however, if the
requested time off is denied, the employee may request payment in cash in
lieu of the denied compensatory time off, at overtime rates.

Upon termination from the classified service or District service, whichever
occurs first, an employee shalwill be paid the value of unused
compensatory time off.
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2060.10 Workday: A workday shall-eensistconsists of twenty-four hours starting at
midnight and ending at midnight. The regular workday hours shall-beare from 8
a.m. to 5 p.m., and the regular workweek shaH-beis Monday through Friday.

2060.20 Workweek: The workweek shall-be-the-seven-day-period-commensinghegins
Sunday morning at 12:00 a.m., and the-regularemployee-shall-beends at 11:59 on
Saturday. Reqular emplovees are entitled to a minimum of forty hours of regular
time pay during each week.
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2060.21 A change in an employee's work schedule shahwill be deemed overtime

unless the appointing authority provides the affected employee-eoneerned
with at least fourteen (14) calendar days' advance written notice of the

change in work schedule.

2060.22 A change in an employee's work schedule shatwill be in effect for not less
than fourteen {14) calendar days unless the employee, in writing, consents
to a lessor period.

2060.23 Failure to give such notice shalt-entitlegntitles the employee to overtime
pay during the hours worked over and above the hours which were
included in the employee's work schedule {for example: a change from 8-to-
5 to 1-to-9 without seven days' advance notice shal-entitieentitles the
employee to overtime during the period from 5-t0-9.)

2060.30 BieaksMeal and Rest Periods; Each employee shal-beis entitled to take-one fifteen "(Formatted: Font: Bold

{15) minute rest period for each four (4) hours of work performed by-sueh
empleyee-in a work day. If not taken, suehthe rest period is waived by suehthe
emplovee. Rest periods may not be combined to shorten the workday or to extend
the meal period.

A one hour non-compensated meal period will be provided to all part-time and
full-time overtime-eligible employees who work at least an eight-hour workday. A
30 minute non-compensated meal period will be provided to all overtime-eligible
part-time and full-time employees who work more than five hours, but less than
eight hours during the workday.

2060.40 Lactation Break Time

An overtime-eligible employee who wishes to express breast milk for her infant o————‘[Formatted: Indent: Flrst line: 0", Tab stops: Notat 0.5" + }
it

child during her scheduled work hours will receive a reasonable amount of

additional unpaid time beyond the 15-minute compensated rest period. Those
desiring to take a lactation break must notify a supervisor prior to taking such a
break. Breaks may be reasonably delayed if they would seriously disrupt
operations. Once a lactation break has been approved, the break should not be
interrupted except for emergency or exigent circumstances.

«———{ Formatted: Indent: Left: 15"

2060-40 2060.41 The District will make reasonable efforts to
accommodate employees by providing an appropriate location that is not
in a bathroom, to express milk in private. The District will attempt to find a
location in close proximity to the employee’s work area. Employees
occupying such private areas will either secure the door or otherwise make
it clear o others through signage that the area is occupied and should not
be disturbed. All other employees should avoid interrupting an employee
during an authorized break under this section, except to announce an
emergency or other urgent circumstance. Authorized lactation breaks for
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employees assigned to the field may be taken at the nearest appropriate
private area.

2060.42 Any emplovee storing expressed milk in any authorized refrigerated area
within the District must clearly label it as such. No expressed milk can be
stored at the District beyond the employee’s work day/ shift.

2060.50 Call-backs: When an employee is ordered back to work and the required
emergency work is-te-be-commeneedbegins within eight hours of the order, the
employee shallwill be paid at one and one-half (172} times histhe normal rate of
pay for a minimum of two hours while on call-back.

20605660  Standby Duty Standby duty shalwill be performed by an employee during any
non-regular working hours as required and ordered by the APCO. The employee
so ordered to standby duty shalwill be paid according to the following schedule:

20605461  For the fifteen hours {twenty-four hours for each weekend day) immediately
following any regular workday, the employee shahwill receive $3.00 per
hour for each hour-hefshe-is on standby.

2060.5262  One employee may perform the standby duty for a full weekend.

2060.6070 Flex Time: Within the APCO's discretion, departrrentaland with the agreement of
affected employees, employees may be authorized to work a flexibly scheduled
workday using a core (mandatory) time between 10 a.m. and 3 p.m. per day with
remaining work hours scheduled outside the core time.

20607680  Four-Day Workweek: Within the APCO’s discretion, and with the agreement of
affected employees, the APCO may schedule an employee's workweek into four
ten-hour days. For this purpose, Policy 2010.330 shal-be-deemed-to-definedefines
"workday" as ten hours instead of eight hours; and Policy 2045.40 shat-be
applieableapplies so that eligibility for salary step increases is determined on a
calendar day basis.
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Policy Title: ApplieationRecruitment Procedure
Policy Number: 2070
2070.10 Announcement: All employment opportunities, except extra-help, shaltmust be

announced at least fifteen working days prior to the final filing date by posting in
the County Administrative centers of Plumas, Sierra and Nevada Counties, and by
publication in a summary fashionina District-wide newspaper, provided that
publication shatt-retbeis made for opportunities that are exclusively promotional.
Additional advertising of the announcement shahwill be determined by the
appointing authority in accordance with Policy 2030.40 and the anticipated

availability of applicants.

The announcement shalmust state in bold letters "PLEASE POSTIN A
CONSPICUOUS PLACE" and-shal inciude:

—_— 2070.11 Application procedures and final filing date.
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2070.12 Minimum and additional desirable qualifications.
2070.13 Class title; compensation; summary of position description.

2070.14 GeneralA description of the methedtime, place and type examination, if
known.

2070.15 Notice that applications and attachments become District property and may
not be returned.

2070.16 Notice that the District is an equal opportunity employer and does not
discriminate on the basis of handicapped status [31 CFR 51.65(e}].

2070.17 Employment conditioned on passing medical examination.
2070.18 Notice of the proper location{s) where applications may be filed.
2070.20 Filing of Application: To merit consideration, an application must be complete in

all respects and the date of mailing or personal delivery must be prior to 5 p.m. on

the final fiting date. Applications which are not fully completed and signed will not
be processed.

2070.30 General Qualifications: Applicants must:

2070.31 Be United States citizens if required by state or federal law, immigrants
admitted for permanent residence, or other aliens who are permitted to
work as determined by the U.S. Department of Justice, Immigration and
Naturalization Service; and

2070.32 Possess all the minimum qualifications established for the position; and,
2070.33 Be mentally and physically fit to perform in the position.
2070.40 Admission to Examination: Each applicant shall receive timely notification as to

admission to examination. Notification by telephone is required for applicants
who are in fact admitted; unless notice is mailed at least fifteen days prior to the
examination.

2070.41 The District reserves the right to limit admission to examination to only
three or more of the best qualified applicants based solely on evaluation of
the completed applications, provided that any such limitation complies with
Policy 2030.40 (Affirmative Action).

H“{Formatted: Indent: Left: 0.5", Hanglng: 1.5"
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2070.42 Applicants not admitted to examination shabwill be mailed promptly a

notice to that effect, thanking them for applying, and stating the appointing
authority's policy regarding using applications at some future time.

2070.50 Disqualification of Applicants: An appointing authority shalican refuse to examine
an applicant, or disqualify an applicant after examination, or remove an applicant
from an eligible list, or refuse to certify as eligible when any of the following
causes of disqualification is present:

2070.51 The application is incomplete, or contains false information, or is not timely «—— Formatted: Indent: Left: 0.5", Hanglng: 1.5"
filed.

2070.52 The applicant fails to meet the minimum qualifications.

2070.53 The applicant has taken part in the compilation, administration, or

correction of the examination.

2070.54 The applicant has defrauded the examination process; or has obtained
information to which examinees are not entitled.

2070.55 The applicant has used, or attempted to use, political pressure or bribery to
secure an advantage in the examination or appointment.

2070.56 The applicant has been discharged from any previous employment for
cause indicating unfitness for performance of the position applied for.

2070.57 The applicant has been convicted of any felony or any crime involving
moral turpitude indicating unfitness for performance of the position applied
for.

2070.60 Background Investigation: The District may conduct suehan investigation of the

applicant's training, employment experience, and mental and physical fitness as

mav-bha-na meg e vorific and alaeifiy ctat Bt mtninac in tha apnlination
may-be-Reeessary-to-verity-aRa-erafiy-StatemeRts-voTrarietriTrmn appHeatohs

to verify and clarify statements contained in the application. After the District
makes a conditional offer of employment, the APCO may then request information
about criminal convictions. except for misdemeanor marijuana-related convictions
that are over two vear old, or convictions that have been judicially sealed,
eradicated, or expunged.

2070.61 No applicant shahwill be disqualified because of any criminal arrest-er
defameﬁwm%—&dﬂeﬁes%ﬁﬁ-&convictionﬁﬁd—ﬁeﬁpﬁeiﬁﬁﬁg—a&%heﬁw
shallaskfersueh-information-exeept-_The District may, however, consider
the nature, date and circumstances of the offense, evidence of
rehabilitation. as te-an-arrest-for-whiehwell as whether the applieantoffense
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2070.70

2070.80

is eut-en-bail-or-on-his-or-herewn-recognizanee,-pending-trial—Reference:
Laber-Code-Seetion-432-F-Jrelevant to the duties of the position.

Notice of Disqualification: Applicants disqualified under Policy 2070.50 shall be
promptly mailed notice of the disqualification to the last known address.

Objection to Disqualification: Any objection by an applicant to disqualification
under Policy 2070.50 shallwill be submitted to the appointing authority. A meeting
may be scheduled with the applicant to discuss the objection. The burden of proof
shalt-beis on the applicant, and denial of an objection is not appealable, If the
objection is accepted, the appointing authority shall-havehas the discretion to
reconsider the application, provided that such action shaldoes not affect any

person hired, or the results of any examination conducted, during the period of the ~

applicant's disqualification;

//( Formatted: Font: Aral
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2080.10 Policy: All examinations shatt-beare designed to measure the capacity of the
applicant to perform the work of the position, and shatwill be conducted in a fair
and reasonable manner. {Referercer-Government-Code-Seetion-50085:]

2080.20 Examination Schedule: Fxaminations shatiwill be scheduled by the appointing
authority in-aceerdanee-withaccording to District needs. Scheduled examinations
may be postponed or cancelled for any reason so long as advance notification is
made to all interested persons.

2080.21 Applicants unable to appear or complete any part of an examination
shatwill be disqualified unless the appointing authority exercises discretion
to make special arrangements that do not materially prejudice the other
applicants.

2080.30 Methods of Examining: The appropriate methods of examining shallwill be at the
discretion of the appointing authority, and may include any of the following:
written and/or oral exams; practical performance tests; tests of physical agility,
strength, or stamina; personal interviews; application rating; reference inquiry
relative to past performance; and any other valid and reliable method of
examination.

2080.31 Each part of a written competitive examination shatiwill be assigned a
maximum score and a passing score. An applicant shall-be-reguired-tomust
pass each part in addition to having an overall passing score. Written
examinations shalwill be conducted so that the identity of the candidates
will not be known to persons administering or scoring exams until all
exams have been scored and an overall passing score established,

2080.40 Open and Promotional Examinations: In a promotional examination, only District
employees are eligible to participate, if necessary. with time off with pay and
benefits. When in the best interest of the District; vacant positions in the classified
service may be filled through promotion, at the discretion of the appointing
authority.
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2080.41 Open examinations shatwill consist of outside applicants and District

employees participating on an equal basis. For open examinations during
working hours, District employees shat-be-grantedwill receive time off
without pay and benefits.

2080.50 Notice of Results; Each applicant shallwill be notified by mail of the resuits of his
or-hertheir examination and of any invalidation of any part of the examination,
notwithstanding any notice made by telephone.

2080.60 Review of Examination: Within fifteen days from the mailing of the notice of
results, any applicant may request a meeting with the appointing authority in
erder-to review the applicant's examination performance. Disclosure of
examination records shal-beare subject to Policy 2020.

2080.61 Test questions, scoring keys, and other examination data are exempt from
public record disclosure requirements. {Refereneer-Government-Code
section-6264tg)}

2080.70 Objection to Examination: An applicant may submit to the appointing authority an

objection to the conduct or results of an examination. The appointing authority
shall schedule a meeting with the applicant. The burden of proof shalt-beis on the
applicant. Denial of the objection is-not-appeatablecannot be appealed.

2080.71 If the objection is accepted, the appointing authority shal-havehas the
discretion to revise the applicant's results or to invalidate any part of the
examination or any eligible list based on the examination, provided that
such action shalldoes not affect any person hired from the list prior to its

invalidation. [Referencer-156-Cak-App-3¢-867-{1984)]

<—*‘[Formatted: indent: Left: 0"
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Policy Title: Medical Examination
Policy Number: 2090
2090.10 Policy: The efficient and economical administration of the District service requires

that each employee meet the minimum medical and physical standards for
satisfactory performance of his-er-hertheir position. This policy is promoted by
requiring medical examinations as set-ferthdescribed in this Policy. Such
examinations promote the economical administration of the District's plans for
health and worker's compensation insurance, retirement, and sick leave.

2090.20 *©  New Appointments: All new and promotional appointments shatyill be
conditioned on the appointee's passing a fitness-for-employment medical
examination and on completing a medical history form. This requirement may be
waived for extra help employees and for appointees who have passed a District
medical examination within the past five years.

2090.30 Existing Employees; Existing-employeesEmplovees who are chronically unable to /{Formatted: Font; Bold

perform their assigned duties as scheduled may be required to take-and

passundergo a fitness- for-eentinued-empleymentredieal duty examination-tpen
retiable-evidenee, The purpose of me&eal—uﬁﬁ%ness#ewe%n-%h%pe%eﬁ

209034 }the examination is ret-passed;the-employeemay-berequired-to-perform +——-{Formatted Indent: Left: 0", Tab stops: Notat 1,5"

temﬁwlmagaed—duﬂeﬂe%eh—h&e&sh&%kﬁmwded%haﬁh&é&ﬂe&am
relatedto-to determine the employee’s physical and/or psychological ability to
withstand the rigors of a full-time position. The District will assume the employee's
Fegﬁ%&%ﬁe&&eﬁ%lass#waﬂeﬁ—ﬁemperaw—asﬂgﬂmeﬁﬂ%eﬁeasm%ecosts of the
emp!eye&ma%b%eq&md%ﬂeav&empleymen%&bmﬁg—me&eﬂ%ﬁﬁm
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2162 f-not-medically-fitby-the-time-such-leave-rights-are-depleteartne-empioyee
may-be-dismissed-from-ermp oymentexamination.

2090.40 Administration: Medical examinations shat-beare administered by the Nevada

County Health Department at District expense. However, the appointing authority
shal-makemakes the final determination of fitness for employment after
considering the health department's recommendation in light of the work
requirements of the particular position in question.

2090.41 The medical history and records of the examination shat-beare confidential
information not to be released by the health department or the District
except upon subpoena. The medical history shall-be-deemedis part of the
employment application for purposes of Policy 2070.50.

2080.50 Objection to Dismissal: A regular employee may, within five days from the receipt
of a notice of dismissal, submit an objection to the appointing authority. Receipt
shallwill be deemed to have occurred five days after the date of mailing of the
notice. The appointing authority shatwill schedule a meeting with the employee
within ten days. If the objection is denied, the employee shaHwill be notified of the
right to an appeal pursuant to Policy 2155.

Policy Title: Eligible Lists
Policy Number: 2100
2100.10 Required Use of List: All appointments, except extra help appointments, shatwill

be made based on-the-basis-ef an eligible list established for each class title where
a position needs 1o be filled. An eligible list shahwill consist of all applicants who
have passed the relevant examination, ranked from highest to lowest in terms of
overall passing score.

2100.20 Duration: Any eligible list shal-remainremains effective for at least six months,
and not exceeding two years, provided that the list may be declared ineffective
whenever fewer than three names remain on the list. A list may also be declared
ineffective at any time after a higher salary range has been allocated to the class

title.
2100.30 Removal of Names: An applicant's name may be removed for any of the following
reasons:
2100.31 A reason listed in 2070.50, Disqualification of Applicants.

+——~{?ormatted: Tab stops: 0.5", Left + 1", Left + 1.5" Left
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2100.32 Upon reliable evidence that the applicant cannot be located, or that the

applicant is no longer interested in being considered for appointment.

2100.40 Notification of Removal: Each applicant shall be promptly notified by mail, sentto
the last known address, of any removal pursuant to this policy. Such notice
shaHwill include the reason for removal and the effective date of removal.

2100.50 Objection to Removal: Any objection by an applicant to removal under Policy
2100.30 shalwill be handled as set-ferthdescribed in Policy 2070.80; and for that
purpose, removal shahwill be deemed disqualification, —{ Formatted: Font: Times New Roman
Policy Title: Appointments
Policy Number: 2110
2110.10 Appointments from Eligible List: Temporary, probationary, and regular

appointments shall be made from an eligibility list. Extra help appointments may
be made from an eligibility list if the appointing authority has prepared an
eligibility list for extra help appointment. Extra heip, temporary, probationary, and
regular appointments may be promotional appointments or non-promotional
appointments. Promotional appointments are those appointments made from an
eligibility list of applicants who have taken a promotional examination conducted
for the available position. Non-promotional appointments are those appointments
made from an eligibility list of applicants who have taken an open examination
conducted for the available position.
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2110.11 Non-promotional appointments shalwill be made from an eligibility list

composed of the three willing and available applicants who have ranked
highest on the open examination conducted for the avaitable position.

2110.12 Promotional appointments shaHwill be made from an eligibility list
composed of the three willing and available applicants who have ranked
highest on the promotional examination conducted for the available
position

2110.13 Prior to selecting one of the three willing and available applicants, an
appointing authority may conduct additional interviews or background
checks to assist in the selection decision.

2110.20 Types of Appointments: All appointments, whether full-time or part-time, shaH
beare identified as one of the following:

_2110.21  Extra Help Appointment: The APCO is authorized to make an extra help «———{ Formated: Indent: Left: 0.5, Hanging: 1.25" ]
appointment where the Board has budgeted for extra help positions and there
is an immediate need for extra help.

o The extra help appointment shaltwill be effective for no more than 90
calendar days, unless authorized by the Board.

« An extra help employee may be dismissed without cause.
o Unless the person se-appointed is already a member of PERS, an extra help

employee shallis not be entitled to the privileges and benefits of regular
appointment,

2110.22 Temporary Appointment: The APCO is authorized to appoint a temporary +———{ Formatted: Indent; Left: 0.5, Hanging: 1.25" ]
employee where the Board has given the APCO written authority to appoint the
temporary employee. The APCO shahwill select the temporary employee from
an eligibility list prepared by the appointing authority.

For the purposes of this policy, “temporary” appointment means
employment for a continuous period not exceeding one year.

» Atemporary employee may be dismissed without cause.

« Atemporary employee shallis not be entitled to the privileges and
benefits of regular appointment, except as required by PERS.

o Atemporary employee is entitied to participate in PERS only if:
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1. the employee already is a member of PERS, or

2. the employee has worked at least 40 hours per week and
histher period of employment has exceeded six months, or

3. the employee has worked on a regular, part-time basis of at
jeast an average of twenty hours per week {or its equivalent)
for more than 125 days in a fiscal year if paid on a “per day”
basis or 1000 hours in any 12 month period if paid on an
hourly basis or other non-daily basis.

At a reasonable time-peried prior to the conclusion of the temporary
employee’s initial period of employment, not exceeding one year, the APCO
shallwill advise the Board whether the position should continue to be filled
by the temporary employee. The APCO shatwill advise the Board whether
the temporary employee should continue to fill the position on a temporary
basis, or whether the employee should continue to fill the position on a
probationary basis.

Probationary Appointment: The APCO is authorized to appoint a +———{ Formatted: Indent: Left: 05", Hanglng: 1.5

probationary employee from an eligibility list prepared by the appointing
authority. The probationary appointment shalmay become a regular
appointment after successful completion of a probationary period. The
probationary period skalt-beis one year of continuous and completed
service measured from the anniversary date, except where the probationary
appointment constitutes a promotion of the employee from another
position with the district, in which case the probationary period shatwill be
six months.

® A probationary employee may be dismissed without cause, and a «———{ Formatted: Indent: Left: 2", No bulets or numbering

regular employee who becomes a probationary employee due to a
promotion may be demoted without cause to the pre-promotion position.

Regular Appointment: A probationary appointment shalwill become a 4——-{ Formatted: Indent: Left: 0.5", Hanglng: 1.5"

regular appointment if, based on a written performance evaluation, the
APCO determines in writing that the probationary appointment should
become a regular appointment. In the absence of suehthis evaluation and
determination, the appointment shatwill be deemedconsidered a regular
appointment after completion of the probationary period.

2110.30 Appointment of Relatives; The District's policy is to hire, promote, and transfer /(Formatted: Font: 11 pt
employees based pn-the-basis-of merit and to avoid discrimination in making such _—{ Formatted: Fort: 11 pt
decisions. { Formatted: Font: 11 pt
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« Board members’ or current District employee's speusesspouse, registered
domestic partner, or other relatives may only be employed within the same
department or facility when all-ef the following are met:

1. SuchThe employment does not adversely affect safety, morale,
security, or supervision, and

2. SuehThe spouse, registered domestic partner, or relative neither
initiates nor participates in making institutional recommendations or
decisions which would directly affect employment status of their
spouse or relative. These recommendations/decisions include, but
are not limited to selection, appointment, retention, tenure, work
assignments, promotion, demotion, or salary.

3. Both emplovees do not have the same supervisor.

¢ The Board may prohibit assignment or reassign spouses or relatives if, in its
sole discretion, it finds that any of the above criteria are not met.

« “Spouse” and “relatives” refer to persons related by blood or marriage, or any
relative residing in the immediate household of the Board member or
employee {including, but not limited to: wife;-husbandspouse, meaning one of
two persons in a marriage, ot two people who are registered domestic
partners as defined by California law, parent, child, grandparent, brother,
sister, in-laws_of those counted by marriage or domestic partnership, aunt,
uncle, or step-relatives).

2110.40 TerminationSeparation of AppeintmentEmployment: Appointments shall-beare
terminable as follows:

2110.41 Regular appointments are terminable either by dismissal under Policy 2140 or
removal under Policy 2090—or-by-express-orimplied-resignatien-. All separations
of emplovees from position in the District are designated as one of the following:

e __ Probationary Release;

o _Release of temporary or extra help employee;

¢ Resignation;

»  Retirement;

o__Job Abandonment;

o _layoff; (see Policy 2120 below

« _Non-disciplinary separation; or Disciplinary separation.

2110.42 Any other appointments are terminable without cause with no right to hearing or
appeal, provided that the employee receives written notice of reasons for, and
the effective date of, the termination.

2110.43 Resignation by an employee, who desires to leave the District service in good
standing, shall be submitted in writing to the appointing authority at least two

‘——{ Formatted: List Paragraph

<——{Formatted: Indent: Left: 0", Hanging: 1.5" ]
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weeks in advance of the proposed effective date of resignation. This time limit
may be waived at the discretion of the appointing authority.

2110.44 An unauthorized absence for more than five consecutive working days shall be
grounds for immediate dismissal.

2110.45 Upon layoff, an appointment shall be deemed terminated subject to any right of
transfer, demotion, or reinstatement as set forth in Policy 2120. Such right shall
expire one year from the date of layoff.

N __—{ Formatted: Highlight

2110.46 An appointment shall be deemed terminated as of the legal date of death of an
employee.

Formatted: Indent: Left: 0.5", First llne: 0", Tab stops:
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Policy Title: Layoffs
Policy Number: 2120
2120.10 Policy: The Board may authorize a reduction in the number of employees in the

classified and unclassified service as part of any administrative reorganization for
more efficiency in District operations, or as part of a program to reduce
expenditures due to inadequate revenue.

2120.20 Procedure: Upon recommendations by the appointing authorities, the Board
shaHwill order which divisions are affected and which class titles in the District are
affected. Where there is more than one employee in the affected class, the order
of layoff shallwill be by status of appointment: first, temporary employees; second,
probationary employees; third, part-time regular employees; and fourth, full-time
regular employees.

2120.21 When two or more employees in an affected class have the same status of
appointment in the department, the order of layoff shat-beis determined as
follows:

2120.22 The appointing authority shatwill review the employee's performance
evaluations for the three years preceding. The employee with a history of
unsatisfactory or below average performance within the past three years
shatlwill be laid off first. If there is no difference between the employees,
the order of layoff skallwill be by seniority. In this instance, employees with
the least seniority shatwill be laid off first. Seniority shalwill be computed
on the basis of one point for each month of full-time continuous service or a
pro rata amount for each month of part-time continuous service.

2120.30 Notice: Thirty days prior to the effective date of layoff as ordered by the Board,

each employee to be laid off shallwill receive a written notice of layoff from the
appointing authority. The notice shatwill explain the reason for the layoff, the
result of the procedures described in Policy 2120.20, and the effective date of
layoff. The notice shali-furtherwill also inform the employee of the right to
voluntary transfer, voluntary demotion, and reinstatement,
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2120.40 Reinstatement: An employee who is laid off shallwill be reinstated to his-er

hertheir former position within one year of the date of layoff should the appointing
authority seek to fill the position during that year.

2120.41 Reinstatement shatiwill be on the same terms and conditions as prevailed
at the date of layoff, including appointment status and seniority, except that
adjustment shaliwill be made for any accrued benefits that have been paid
off during the period of layoff. The payoff of any accrued benefits during
the period of layoff shail-beis considered final and in full satisfaction of any

claims covered by the payoff, /{ Formatted: Font: Arial )
Policy Title: Performance Evaluation
Policy Number: 2130
2130.10 Policy: The appointing authority shal-beis responsible for effectively evaluating

the performance and conduct of the department’s employees. The frequency
shatwill be at least once a year. An effective evaluation provides written
documentation, in a regular and timely manner, on the quaiity of performance and
employee developmental needs. Such documentation shat-prevideprovides a
basis for future personnel decisions.

2130.20 Performance Standards: Performance standards shat-beare established by each
appointing authority according to the general needs of the department, and to the
particular features of each position description. Employees shalwill be made
aware of the prevailing standards. The standards-shal include:

2130.21 Required attendance at work, and authorized exceptions;
2130.22 Proper use of District property;
2130.23 Safety rules, policies, or procedures;

2130.26 Standards related to Policy 2140.4, Causes for Disciplinary Action.
2130.30 Evaluation: An evaluation shett-distinguish distinguishes between five levels of
performance as to each performance standard, and as to overall performance, as
follows:
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2130.31 "Outstanding” Performance consistently above the standard.
2130.32 "Above Average"  Performance occasionally above the standard,
2130.33 "Satisfactory". Performance meets the standard.
2130.34 "Below Average"  Performance occasionally below the standard.
2130.35 "Unsatisfactory” Performance consistently below the standard.
2130.40 Evaluation Period: The calendar period covered by the evaluation shalishould be
stated clearly, : | Formatted: Font: Adal
2130.50 Corrective Action: When an employee's performance is evaluated as other than

"satisfactory", the appointing authority shalhmust attach a written explanation of
the reasons for finding a level of performance other than satisfactory. Further,
evaluations of "below average" and "unsatisfactory” shatimust be accompanied by
a written explanation of suggested corrective actions to be taken by the employee.
The appointing authority shatwill discuss the evaluation with the employee. Prior
to placing the evaluation in the employee's personnel file, the appointing authority
shall have the employee must sign an acknowledgement of receipt of the
evaluation. The employee may also submit written comments on the evaluation
for placement in the personnel file.

2130.60 Disputed Evaluation: When an employee disputes an evaluation, the employee
may, within fifteen days, file a grievance in accordance with the procedures in

Policy 2150, /{ Formatted: Font: Arial

““‘( Formatted: Indent: Left: 0"
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. Policy Title: Disciplinary Action * Formatted: Font: Arfal, 11 pt
Policy Number: 2140 Formatted: Indent: Left: 0", First line: 0"

2140.1 Notice of Intended Disciplinary Action: A regular employee shat-netcannot be
dismissed, demoted, or suspended without pay uniess the appointing authority
serves the employee with a "notice of intended disciplinary action" at least seven
working days before the action is taken.

2140.1.1 Prior to service of the notice, the appointing authority shalimust notify the
District counsel of the intended discipline.

2140.1.2 The notice shalmay be served personally while the employee is on duty.
case—-of-unautherized-abseneelf the notice cannot be served in person, the
notice shall be served by eertifiedU.S.P.S. priority mailfreturn-teeeipt—but
service-shall-be-deemed—completed-ten-days—from_to_the emplovee’s last
know address. The U.S.P.S. posted date of delivery will serve as the date of
raailingsservice.. The notice shalimust include:

2140.1.2.1  The intended action and the date it will be taken. «———{ Formatted: Indent; Hanging: 05"

2140.1.2.2 Reasons for the action, and a concise factual description of thee——{ Formatted: Indent; Left: 1.5"

conduct warranting discipline.
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2140.1.2.3  ldentification of the documents and other evidence on which the<
action is based, and attachment of copies of the documents.

4—~--’[ Formatted:

2140.1.2.4 A copy of the written materials_upon which the proposed action is
taken.

2140.1.2.6 _ The date upon which the proposed action is to become effective.

4—-[ Formatted:

2140.1.2.6 __ Advisement of the right to a pre-discipline hearing and the right tO‘—‘—ﬁormaﬁed

file a written response.

<—-—( Formatted:

2140.1.2.57 Advisement of the right to representation by someone of the’——ﬁormatted

employee's own choosing (e.g-.. friend, attorney, etc.).

2140.1.2.8 Notice that failure to respond by the time of the specified time
constitutes a waiver of the right to respond prior to final discipline
being imposed.

Pre-discipline Hearing: {Skelly}: Within five working days from the date of service
of the notice of intended disciplinary action, an employee may request a pre-
discipline hearing and/or may file a written response to the notice.

2140.2.1 The appointing authority shall schedule a hearing within ten days, uniess

mutually waived by both parties. The hearing shaHwill be closed, The
appointing authority shatiwill conduct the hearing informally, and no official
record or transcript shallwill be made, although the parties may make
notes. The employee may be assisted by a representative; and may call
witnesses. All participants shatiwill be allowed time off with pay to attend.

2140.2.2 Within five days from the conclusion of the hearing, the appointing

2140.3

authority shalwill serve the employee with a written notice of disciplinary
action imposed, if any, and the grounds and evidence on which it is based.
The notice may be served either in person or by U.S.P.S. Priority mail fo the
employee’s last known address. The U.S.P.S. posted date of delivery will
serve as the date of service. If discipline is imposed, the employee shatwill
be notified of the right to appeal pursuant to Policy 2166. An appeal
shalidoes not stay imposition of the discipline.

Administrative Leave: An appointing authority may suspend with pay an
employee pending initiation and/or imposition of the disciplinary action and/or
conclusion of any appeal. Suspension with pay shal-be-deemedis administrative
leave with no punitive consequence.
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21404

Causes for Disciplinary Action: An employee may be disciplined for any good
cause, jncluding the following which are indicative rather than all-inclusive:

{ Formatted:

Font: Aral, 12 pt

(D . -

2140.4.1 Absence without leave, or abuse of authorized leave.
2140.4.2 Incompetency, neglect of duty, or inefficiency.
2140.4.3 Insubordination, or violation of any lawful or reasonable order given by a

supervisor or department head.
2140.4.4 Working under the influence of alcohol or drugs.
2140.4.5 Intentional, material misrepresentation or concealment of any fact in

connection with obtaining employment.
2140.4.6 Misappropriation of District funds or property.
2140.4.7 Dishonesty or theft.

<‘~—{Formatted: Indent: Left: 1", Hanging: 0.5"

2140.4.8 Failure to obtain or maintain a current license or certification required as a.

condition of employment
21404.9 Conviction of any criminal act involving moral turpitude. __—{ Formatted: Font: Arial, 12 pt

‘*—(Formatted: Indent: Left: 1", Hanging: 0.5"

2140.4.910 _Sick leave abuse. //{ Formatted: Font: Arfal, 12 pt, Font color: Black
2140.4.11  Unlawful_harassment or unlawful discrimination or retaliation against

another employee, an applicant for employment, or anyone using District

services.
2140.4.12 _ Any other conduct of equal gravity with the above.
2140.4.13,  Any violation of Policy 2170, Code of Conduct, ~{ Formatted: Font: Arial, 12 pt

2440.5— Letters—of-Reprimand—Whenr—infermal—discussion—and—cerrective—aection—are

2140.5

ineHeetive-in-altering-the-unsatisfactery-conduet-or-performance-of-any-empleyee;
th&appmﬂﬂﬁgau%heﬁ%shﬂé%e&afefm%eﬁaﬂﬁepﬂmaﬁd%e{heﬂmpw
Theletter-shal-deseribe-the—problem—in-detail—make—reference-to—relevantriles;
pehems—aﬂ%aws-dem&ﬁd—eeﬁeetmﬁ—eﬁ%h&ﬁfeb}em—andﬂﬂdwate%ha%mﬁe

serious-disciplinary-action-shall-be-impesed-if the problem-persists—abel

Informal Actions.

The District may utilize oral counseling, written counseling, oral reprimand and

written reprimand as deemed appropriate. These actions have no appeal rights,

\ﬁormatted:

Font: Arfal, 12 pt
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orderto-seckreveeation-or-modification-of-aletter-ofreprimand:

Policy Title: Grievance Procedure
Policy Number: 2150
2150.1 Policy: The District hereby-establisheshas established a grievance procedure to

deal promptly and equitably with employee grievances that are properly
presented. No employee shahwill be subject to reprisal or disciplinary action for
making a grievance in good faith.

2150.2 Definition: A grievance is a written objection to a managerial act or omission that
allegedly affects adversely or unfairly an employee's wages, hours, or other terms
and conditions of employment, and for which the District has provided no other
procedure for administrative relief. The subject matter of a grievance may include:
-‘—'——Formatted:Tab stops: 0.5", Left+ 1", Left + 1.5% Left ]

2150.2.1 Werking-cenditiens-not-covered-by-an-MOU;

4. Ee=v) £ am RO LA namn-ofnd 4oy yn o E Y
|nterpretationefan-MOU-irmemerandum-of-understanaingh

2160 2.2 \iadsation-of-ge-MMOL) rth nalicice bve-nn-offi e amnlov

2150-2:3 \islatien-ef-an-MOU-er-these-peolicies-by-an-officereremployee;

2180:2:4 Work assignments exceeding position classification;

21560.2.62 Denial of merit salary increases;

2150.2.63 Interpretation_or implementation of District policies affecting wages, hours,

and other terms and conditions of employment;

2150.2:724 Disagreements between employees and supervisors over the
implementation of District personnel policies.

2150.3 Initiation and Filing: Prior to the initiation of a written grievance, the matter
shalishould be discussed informally (Step |) with the employee's immediate
supervisar. If not satisfied with the immediate supervisor's oral response, the
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employee may file a written grievance {Step !} with the APCO. A grievance
shalmust include a description of the following:

e 2450:34 Circumstances giving rise to the grievance; « Formatted: Indent: First line: 0.5", Bulleted + Level; 1 +
Aligned at: 0.75" + Indent at: 1", Tab stops: 2", Left

e 2456:3:2 The adverse effect on, or unfairness to, the employee; <+ Formatted: Indent: First line: 0.5", Bulleted + Level: 1 +
Aligned at: 075" + Indent at: 1", Tab stops: 2", Left

e 21656:3:3 The relief sought;_and Formatted: Indent: First line: 0.5", Bulleted + Level: 1 4+
Aligned at: 0,75" + Indent at: 1", Tab stops: 2", Left

° 21466:3:4 The immediate supervisor's response. Formatted: Indent: First line: 0.5", Bulleted + Level: 1t +
Aligned at: 0.75" + Indent at: 1", Tab stops: 2", Left

2150.4 Amendments:; A grievance may be amended in writing at any time without

prejudice. It may be withdrawn at any time and may be refiled without prejudice
providing that no time limit has run out.

2150.5 Conference: The authority with whom the grievance is filed shallwiil confer with
the employee and others involved, and shall-respond in writing within ten days
explaining his-erhertheir decision and proposed action (end of Step il}.

2150.6 Appeal to the APCO: This provision shatiwill apply unless the authority with
whom the grievance is filed is the APCO. If not satisfied with the response in Step
Il, the employee may appea! in writing within ten days to the APCO (Step lll). A
copy of the Step Il response shatwill be included with a copy of the grievance and
a cover letter.

2150.6.1 The APCO shalwill review the grievance with District counsel, and confer
with the employee and others involved, and respond within ten days
explaining his-er-hertheir decision and proposed action {end of Step ill). If
the grievance is denied, the employee shatiwill be notified of the right to an
appeal pursuant to Policy 2155 (Step IV).

2160.7 Time Limits; Grievances shat-proceed within the prescribed time limits unless
there is an extension of time by mutual consent between the employee and the
District. If the employee exceeds any time limit, the grievance shal-be-deeredis
considered resolved upon the basis of the prior managerial response. If the
District exceeds any time limit, the grievance shall-beis automatically referred to
the next step in the procedure.

2150.8 Resolution: Resolution of a grievance at any step of the procedure shal-beis final
and binding on the District and the employee.

2150.9 Employee Representative: The employee shal-havehas the right to consult with
and be assisted by a representative-union-er-etherwise; during all steps of the
grievance procedure. Any expenses incurred by the employee in the retention of
representation shatkbeare at the expense of the employee.
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Policy Title: Personnel Action Appeals

Policy Number: 2155

2165.1

2156.2

Policy: The District hereby-establisheshas established a personnel action appeals
procedure in-erder-to have an impartial hearing on disputed personnel actions
which have been appealed based on-the-basis-ef the following policies: 2030
(discrimination); 2090.50 (medical examination); 2140.2 (disciplinary action); and
2150.6 (grievance). At the Board's option, the hearing shallcan be conducted by
the Board or by a hearing officer assigned pursuant to Policy 2155.3.

Request for Appeal: When a-persenan emplovee has a right to appeal under these
policies, the perseremployee may submit to the appointing authority a written
request for appeal to the Board. The request for appeal must be submitted within
ten days from the date that the person received notification of the right to appeal
the appointing authority's final decision.

21565.2.1 Upon receiving a request for an appeal, the appointing authority shalimust

215656.3

notify the District counsel. The District eounselshalcouncil will schedule a
hearing on the appeal at the earliest time that is mutuaily convenient for the
interested parties (District and appellant), their representatives, if any, and
the Board or assigned hearing officer.

Hearing Officer; The hearing officer shallwill be assigned by the District counsel
from a list of willing and available officers appointed by the Board, provided that
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the Board reserves the right to have a hearing officer assigned by the State Office
of Administrative Hearings or by the State Mediation and Conciliation Service.
The Board shallwill appoint hearing officers on the basis of the following criteria:

2155.3.1

2156.3.2

2165.3.3

2155.3.4

2155.3.6

2165.3.6

Education, work experience, and community service;

Relative neutrality toward the points of view of labor and management;
Reputation for integrity and a sense of justice and fairness;

Availability and willingness to serve on the terms set forth in these policies.

An interested party shat-havehas the right to request disqualification of an
assigned hearing officer only when specific grounds for disqualification are
alleged in writing to the District counsel. The District counse! shalt-havehas
the discretion whether or not to assign another officer to the appeal. Any
written materials concerning disqualification shall be part of the record.

Unless under contract, a hearing officer shatiwill not be compensated but
shalt be reimbursed by the District for any actual and reasonable expenses
related to the appeal.

Conduct of the Hearing: The District counsel shat-beis responsible for scheduling
and notification as to the time and place of the hearing, and of notifying the
hearing officer of the nature of the proceeding.

2165.4.1

Unless otherwise stipulated, the hearing shatwill be closed to the public
and conducted in an informal manner under the direction and authority of
the hearing officer. The hearing need not be conducted according to
technical rules of evidence, but the hearing shatiwill be expedited by the
exclusion of irrelevant or repetitious matter.

Final Decision: Within forty-five days of 2155.4.2———TFhe the interested parties
and their representatives-shalt have the right to introduce any relevant written or
physical evidence, and to call and examine witnesses. The hearing officer may
subpoena witnesses pursuant to Section 1985 of the Code of Civil Procedure. Oral

testimony may be taken on oath or affirmation administered by the hearing officer.

District employees called as witnesses shat-serve without loss of pay in
accordance with Policy 2162.6.

2165.4.3

An interested party may tape record the hearing or arrange at its own cost
the services of a court reporter. Any sueh-record of the hearing sha#
seeomebecomes a record of the proceedings for purposes of any future
judicial review,
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[Reference-Government-Code-Seetion-10894:6-1

At the conclusion of the hearing, unless waived by the parties, the
officer shall prepare the record of the hearing and shal-submit to the Board
a written decision of findings of fact, rulings of law, and recommendations
for disposition. Copies shaHwill be sent to the interested parties.

2155.6.1 Within thirty days, the Board shaHwill adopt the hearing officer's decision
as its own, provided that the Board reserves the right to modify the officer's
decision, or to adopt its own decision, based on an independent review of
the record. Failure to act within sixty days shalwill be deemed adoption of
the officer's decision as rendered. The Board's decision on the appeal shall
beis final and binding on all parties, and not subject to further
administrative review.

Policy Title: Unpaid Leave
Policy Number: 2160

/{ Formatted: Strikethrough

2160.1 General Leave: A general leave of absence may be granted to employees only on
duly authorized terms and conditions:_and at the approval of the APCO. Such
leave shall be without compensation or accrual of benefits or seniority. Aeerved
vacation-leave-mustbe-used-up-priorte-the-effective-date-of- the-general-leaves
Health insurance coverage though the District may be continued at the employee's
own expense.

2160.1.1 An appointing authority may grant a limited leave not exceeding ninety
consecutive days in any twelve month period. If specifically authorized by
the Board, and with the concurrence of the appointing authority, an
extended leave not exceeding two years may be granted.

Formatted: Font: Unlvers
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Unless required by law or District policy, ordinance, resolution, or code, vacation

2160.2

leave credits, sick leave credits, increases in salary, all other paid leaves, holidays
and fringe benefits and other similar benefits do not accrue to an employee on
unpaid leave.

California Family Rights Act Leave In accordance with the California Family Rights

2160.3

Act (CFRA), employees are provided up to 12 workweeks of unpaid family/medical
leave within a 12-month period, or 26 workweeks to care for a covered service
member. Please refer to the California Family Rights Act/ Pregnancy. Disability
Leave Policy for detailed information. Also refer to 2162.6 for Military Family
Medical Leave.

Pregnancy Disability Leave Emplovees who are disabled because of pregnangy,

childbirth or related medical conditions are provided an unpaid leave of absence
for the period of disability up to a maximum of 17 1/3 weeks per pregnancy. Part
time employees are entitled to pregnancy disability leave on a pro-rated basis,
Time off needed for prenatal care, severe morning sickness, doctor ordered bed
rest. childbirth and recovery from childbirth will all be counted as pregnancy
disability leave, Please refer to the California Family Leave Act/ Pregnancy
Disability Leave Policy for detailed information.
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2160.6———0Open

——2960:7 Family-School Partnership Act Leave: All regular full time and part time

employees, who qualify as a parent, guardian-er, step-parent, foster parent,

grandparentwith-eustody-ef-a-shild, or person who stands in loco parentis to one

or more children in kindergarten through grade 12, shali-beis entitled to request up ,/Formatted: Font: Bold J
to 8 hours per month not to exceed 40 hours annually for the purpose of

participating in their children's school activities. Regardless of the number of

children, an employee shalwill only be granted 40 hours total annual leave.

2160.76.1 Employees shat-beare required to provide reasonable advance notice of
anticipate absences related to school activities.

2160.76.2 Such time off shai-beis considered unpaid leave unless the employee
chooses to utilize vacation, administrative leave, floating holiday or
compensatory time off to allow for the time off to be considered paid leave, __—{ Formatted: Font: Al )
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Policy Title: Paid Leave

Policy Number: 2162

2162.1 Sick LeaverSiekleave-is-exclusively-a-benefitfor-ful-time-probationary-and-ful-
tire-regularemployees—itshall-be-granted-en-the-follewing-terms:

— 216241 ——AR-employee-shall-aeerde-_In accordance with the Healthy Workplaces, Healthy <'—-ﬁ)rmatted: Indent: Left: 0", Tab stops: Not at 15"

Eamilies Act of 2014, sick leave atwill accrue and be used according to the rate-of
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outlined in this policy
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2162.1.1 Full time employees who are not seasonal, temporary or extra help accrue
eight hours of sick leave for each calendar month of paid status: part time
employees who are not seasonal, temporary or extra help accrue sick leave
in an amount prorated to the lower number of hours they work each
calendar vear in paid status. Accrued sick leave carries over from vear to

ear.

A seasonal, temporary or extra help employee who works 30 or more days
within a vear from the commencement of employment with the District
accrues one hour of paid sick leave for every 30 hours worked. Accrued and
unused sick leave carries over to the following year of employment, but a
seasonal, temporary, or extra help employee stops earning sick leave once
they have accrued 48 hours or 6 workdays/ shifts, whichever is greater.

2162.1.3 Upon termination for non-cause reasons from the District service after five
years of continuous and compensated service, an employee shallwill be
paid 356% of any accrued, unused sick leave. Valuation shat-beis based on
the-basis-of the hourly equivalent of said employee's monthly salary at the
effective date of termination. Netwithstanding-anythingte-the-contrary;
anyAny employee applying for and receiving PERS Section 20862.8 shalwill
not be eligible for the sick feave buy-out benefit contained in this Section.
Termination for cause shatwill result in loss of all accrued sick leave.

2162.1.4 Upon death of any employes, there-shalt-be-paie-to-the employee's estate
will be paid the value of all unused and accumulated sick leave. The value
of such sick leave shallwill be determined by multiplying the total hours
accumulated and unused by the hourly wage rate to which the employee
was assigned at the time of death.
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2162.1.6 Sick leave shalidoes not accrue during any period of leave of absence in

excess of fifteen (15) working days, with the exception of authorized
temporary military leave. Address unpaid leave here also

2162.1.6 In-erderto-receive-compensation-while-en-Requests to use sick leave; must
be made to the empleyee-shat-rnetify-hisfheremployee’s supervisor prier-te
the-time-forbeginning-the-regular-werk-day-eras-seen-thereafteras
9Faetieal.—-Sueh—net%ﬁeatieﬂ—shaLHse«thmug#d#eet—eeave(saﬁenwnhﬁs/hef
s&pewwe%mére%ﬂe%ﬁieaﬁeﬂ%essage%wgenemw%epmbl&g
least twenty-four {24) hours in advance. If the employee’s need to use paid
sick leave is unforeseeable, the employee must provide notice to the
emplovee's supervisor as soon as is practicable. For other than medical-
related activities, those appointments should be scheduled for the first or
last hour of the shift if possible. The APCO is exempt from this Section.

2162.1.7 NeAn employee shall-be-allewed-tomay use accrued sick leave-unti-they
have-been-continueusty-erployed-for, in a periedminimum increment of
three-13}-ealendarmenthstwo hours, beginning on the 90th day after the
first day of employment with the District subject to the limits and request
provisions in this Policy.

2162.1.8 An employee may utilize-thetr-acerueduse paid sick leave when-unable-te
pe#efm%hehuweﬂeduﬂe&bwre&seﬁﬂﬁ%essﬂﬂﬁ}ufyﬁﬁemé%ﬂg—ma%em%

neeessity-for-medical-er-dentaifor diagnosis, care, expeosure-to-contagious /(Formatted:Ccmdensed by 0.1 pt

disease-tndereireumstanses-by-which-the-or treatment of an existing health __—{ Formatted: Condensed by 0.1 pt

efthe-employees-with-wher-asseeiated;condition of, or preve ntative care

for, an emplayes, or member-ofthe-publie-necessariy-dealtwithywould-be | Formatted: Condensed by 0.1 pt

endangered-by-attendanseany, of the empleyee—Anfollowing of the —{ Formatted: Condensed by 0.1 pt

emplovee’s family members: child of any age or dependency status: parent;
parent-in-law; spouse; reaistered domestic partner: grandparent;
grandchildren; or sibling;

2162.2

Or it may be used to care for an employee may-utitize-pwho is a victim of
domestic violence, sexual assault, or stalking to: 1) obtain or attempt to ten
serious-illness-er-death-inthe-immediatefamily-requiring-the
presenceobtain a temporary restraining order or other court assistance to
help ensure the health safety or welfare of the employee:_ar his or her child;
or 2) obtain medical attention ot psychological counseling; services from a
shelter: program or crisis center; or participate in safety planning or other
actions to increase safety.

*—”—{ Formatted: Indent: Left: 0% First line: 0"

Vacation: Paid vacation is exclusively a benefit for fuli-time probationary, full-time
and fullpart-time regular employees. It shaltbeis granted on the following terms
and "days" shalt-refer to working days. [ReferencerGov—-Code-24005-]Reqular part-
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time employees are entitled to vacation benefits on a pro rata basis. See Section
2165.5

2162.2.1 Accrual shal-beis computed from the date of hire:

2162.2.1.1 During the first and second year of compensated and continuous
service, an employee shall-aserteaccrues ten days, of vacation, {80
hours of vacation accrued at 3,08 hours per pay period) provided that
no vacation shat-aetualywill be taken until completion of the first
yearrunéeﬁmeféiﬁaﬁhekeﬁﬁmaneesrvaeaﬁ%mawbwsed
ﬁrieﬁe-eemmeﬁeﬁ-ef—a-fﬂMeaﬁe#ﬁeMeerbMy—H—the—Beafd
finels-the-cireurnstances-to-be-extraordinary-and-approves-ef-the

2162.2.1.3  During the third through tenth year of compensated and continuous
service, an employee shatl-seerueaccrues fifteen days of vacation:
{120 hours of vacation accrued at 4.62 hours per pay period).

2162,2.1.4 During the eleventh year of compensated and continuous service,
and each year thereafter, an employee shal-aesrueaccrues twenty
days of vacation per year: {160 hours accrued at 6.15 hours per pay

period).

2162.2.2 Accrued unused vacation leave shall-beis limited to the maximum number
of days that the employee could earn during the two most recent service
years past. Once an employee has accrued the maximum vacation time
allowed, they cannot earn any more vacation until their balance goes below
the set level noted above.

2162.2.3 Vacation leave shall-be-taken-withmust have the prior approval of the
appointing authority, previded-thatif there shett-bejs a reasonable basis for
denial of an employee's request for leave. No approval shat-beis required
for vacation by the APCO, but employees shallwill be notified of the APCO's
intent to take vacation in excess of three consecutive days.

2162.2.4 Appointing authorities skal-beare responsible for ensuring that employees
have the opportunity to take vacation leave each year in order to relieve the
stress of employment. No employee shallwill be denied the opportunity to
take off each year two-thirds of the-empleyee'stheir annual vacation
accrual, nor denied the opportunity to take off at least five consecutive days
each year.

2162.2.5 Upon death, retirement, layoff, or resignation from the classified service, an
employee or saidthe employee's estate shatwill be paid one hundred
percent of the value of any accrued, unused vacation leave. Valuation shall
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be on the basis of the hourly equivalent of said employee's monthly salary
at the effective date of termination.

2162.2.6 Donation of Accrued Vacation Time

2162.2.6.1 An employee may, upon approval, transfer all or any portion of
histhertheir accrued vacation leave tirae-to another employee of the
District. Transfer of vacation time from one employee to another
pursuant to this subsection shat-beis permitted only in unusual,
unanticipated, emergency situations involving serious illness or
injury of an employee or serious illness, injury, imminent death or
death of a member of the employee’s immediate family. For
purposes of this policy, a family member is a spouse, state
reqistered domestic partner, parent {including a biological, adopted,
or foster chide, stepchild, legal ward, or a child to whom the

emplovee stand in loco parentis), parent-in-law, sibling. grandparent,

or grandchild.

A request for transfer of vacation leave-time may be initiated by
either the employee in need of additional time or by an employee or
employees who wish to donate time to another employee.
Participation in this program shat-bels strictly voluntary. No
employee shallbeis required or expected to participate and no
employee shallwill be subject to coercion or threat or intimidation of
any kind for failure to donate vacation leave time pursuant to this
program.

2162.2.6.2 A request for transfer of vacation leave time shatwill proceed as
follows:

2162.2.6.2.1 The employee(s) making the request shalimust do so in
writing to the Air Pollution Control Officer on a Vacation
Leave Transfer Form.

2162.2.6.2.2 The APCO shallwill review the request and shalt-approve or
deny the request within a reasonable period of time and will
notify the donor of histhe decision. The APCO’s decision to
approve or deny the request shal-beis final and binding on
the parties.

2162.2.6.2.3 Approved Vacation Leave Transfer Forms shalshould be
submitted to the Clerk of the APCO. The Cierk shatwill debit
the donor employee's vacation leave account by the number
of hours donated by the donor. The Clerk shaliwill then credit
the recipient employee’s vacation leave account by an
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amount determined as follows: divide the donor’s hourly
wage rate by the recipient’s hourly wage and multiply the
resulting quotient by the number of hours donated.

2162.2.6.2.4 The Clerk shatwill notify the recipient employee of the
donation. A donor’s name may not be released unless

specifically requested by the donor.

2162.2.6.2.5 Daonations are subject to applicable tax laws. Recipient

employees will be responsible for any applicable state and
federal income taxes on the donated time. There is no tax

liability to donors.

2162.4 Holidays: Permanentand-Regular fill-time and regular part-time and probationary
reqular fill-time and reqular part-time employees of the District shati-receive the

following paid holidays, which are official District holidays. PermanentRegular
part-time employees shal-beare entitled to compensation on a pro rata basis,
applying the percentage of employment against the eight {8) hours granted a full-
time employee:—. All temporary employees shall receive unpaid holidays.

2162.4.1

January 1, New Year's Day. If January 1 falls upon a Sunday, the Monday
following shallwill be a holiday. |f January 1 falls upon a Saturday, the
preceding Friday shaHwill be a holiday.

ﬂq&day—iﬁ—é-aﬁﬁ&ﬁ—th&&—%ﬂhHeg&@bsewaﬂee—ef-Manin Luther King Jr's

2462:4-3 The-third-Monday-in-February-which-is-the-legal-observanee-of
A ) B .
2162.4.3 President’s Day
2162.4.4 ihe%s%MendaW%Maerhieh—isﬁe%egakebsewaﬁe&ef—Memorial Day;
2162.4.5 July-4-Independence Day. If July 4 falls upona Sunday, the Monday
following shatwill be a holiday. If July 4 falls upon a Saturday, the
preceding Friday shalwill be a holiday.
2162.4.6 Thefirst-Menday-in-September-Labor Day:
2162.4.7 The-day-in-Octoberwhich-is-the-egal-ebservanes-ef-Columbus Day:
2162.4.8 %&daﬂn—Nevembepwh%eh%s—thHegm«absewaﬂee«#—Veterans Day=
2162.4.9 ﬂae—éay#ﬂ—NevemberhiM%gakebsewaﬁee—ef—Thanksgiving: Day
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2162.4.10

2162.4.11

2162.4.12

2162.4.13

2162.4.14

2162.4.16

The-day-in-NevemberfeHewingDay after Thanksgiving: Day

December24th,-Christmas Eve holiday. ExeeptthatwhenWhen the
Christmas holiday falis on a Monday or Thursday, the Christmas Eve
holiday shallwill be designated as the day following the Christmas holiday.
When Christmas Eve falls on a Saturday, the preceding Friday shallwill be
designated as the Christmas Eve holiday.

December-256,-Christmas Day. ExeeptwhenWhen the Christmas Day falls
on a Saturday or Sunday, the Christmas Holiday shatiwill be on Monday.

One day per fiscal year designated as an-individuala floating holiday to be
taken at the employee's discretion; subject to approval by the APCO.

Every day appointed by the President of the United States or the Governor
of this state as a special one-time-only holiday. {Referenee-Government
Code-Seetion-6760:

An employee must work on the regular work day before and the regular
work day after a paid holiday or be on an approved paid leave of absence
during these times in order to receive pay for the holiday. Approved paid
leave of absence is defined as paid sick leave, paid vacation, paid floating
holiday, or paid authorized leave of absence. Any exception to-the
foregoing-shalishould be for good cause only, and shaHwill require the
approval of the APCO whose decision shall-beis final.

2162.6 Jury and Witness Leave: Any employee who is called for jury duty or subpoenaed
to appear as a witness, other than as an expert witness or party to the action,
shaHwill receive paid leave forsueh-purpese-on the following terms-that-fellews:

2162.5.1

2162.6.2

The employee shalwill receive paid leave provided that any witness fees or
jury fees are assigned to the District auditor.

If called as a witness in litigation in which the District is a party, or to testify
in an official capacity as a District employee, the employee shatwill receive
paid leave and an allowance for any necessary travel, provided that any
witness fees are remitted to the District. {Referencer-Gevernment-Code
Seetion-1236

2162.6 Military Leave: Military leave with-pay-for-up-te-thirty-days-shalwill be granted in
accordance with state and federal law, provided that the appointing authority is
given a copy of the military orders ane-has-withinspecifying the date, site and
purpose of the activity or mission. Within the limits of mititary-regulations;an
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epportunity-to-determine-when-such leave-shall-be-taken—{References-Military
and-Veterans-Code-Seetion-295:01:-63-Ops-Atty:Gen-483-and-924-11980%1

to-ten-days-ofleavep
Whﬁh%h%e%hﬁgeab&e%eﬂi%ea#e—e@n&m&eﬂ%{h—seeﬂeﬁ%he
attendil ﬁg—deetef-s%tafeemeﬁ{%haIlJeHuf#ielem-pFee#ef—sucMﬁes%Hﬁjufy—#
required-byorders, the appointing authority may determine when the leave is to be
taken and may modify the employee’s work schedule to accommodate the request

for leave.
A + Formatted: Font: Univers, Not Bold J
ADOPRTED-8/8/04 Formatted: Indent: Left: 0", Hanging: 1.5", Tab stops:
0.5", Left + 1", Left

Military Family Medical Leave Entitlements: Qualified Exigency Leave. Eligible
employees with a spouse, son, daughter, or parent in reqular Armed Forces or
National Guard / Reserves deploved 1o a foreign country may use their 12-week
Family Care leave entitlement to address certain qualifying exigencies.

Qualifving exigencies may include addressing needs arising from short-notice
deployment, attending certain military events, arranging for alternative childcare,
addressing certain financial and legal arrangements, addressing needs related to
the care of the military member’s parent who is incapable of self-care, attending
certain counseling sessions. to spend up to 15 calendar days with a military
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member who is one R and R leave, and attending post-deployment reintegration

briefings.
. /ﬁrmah‘.ed: Font: Univers J
. ‘>x[ Formatted: Indent: First line: 0" J
N Poll_cy Title: Additional Benefits and Allowances * Formatted: Font: Times New Roman, English (Unlted ]
Policy Number: 2165
Formatted: Indent: Left: 0", First line; 0" ]

2165.1 Claiming Allowances: Claims by employees for aliowances shalishould be made on
claim forms approved by the District, and a claim shaliwill not be paid without signed
approval by the APCO.

2165.2 Travel Allowance: Employees shallwill be reimbursed for their actual and necessary
traveling expenses while engaged in official business of the District. The amountin
cents per mile to be reimbursed for vehicle operation shall be fixed from time to time by

the Board.

[Reference-Government-Code-Seclion-25306}

Expense claims shall be venderedsubmitted by each employee at least once each
calendar quarter.

2165.2.1 Ali travel expenses shallshould be renderedreported on Travel Expense forms,
as provided by the Air-Peliution-Gontrol-OfficerAPCO.

2165.2.2 All expense claims shallshould be properly itemized, accompanied by necessary
vouchers, and approved by the Air Pollution Control Officer.

2165.2.3 Receipts or vouchers shalimust be submitted for each item of expense except as
follows:
2165.2.3.1 Street cars, buses, ferry fares, bridge and road tolls.
2165.2.3.2 Long distance telephone charges, if the date, place and party called are
shown.
2165.2.3.3  Taxi fares when necessary on official business.
2165.2.3.4 Charges incurred installing or removing tire chains.
2165.2.35  Expenses of $ 2.00 or less when necessary on official business.
2165.2.3.6  Expenses which are reimbursable through per diem.
2165.2.3.7  Mileage compensation, for use of privately owned automobiles.
2165.2.3.8  Tips, as authorized by this section.
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2165.2.4

2165.2.5

2165.2.6

2165.2.7

2165.2.8

In instances where receipts cannot be obtained, a statement to that effect and
the reason therefore-shalimust be attached to the required expense form.

All expenses paid on District charge cards, while not reimbursable to the
employee, shalimust be itemized on an expense form and approved by the Air
Pollution Control Officer. Any-such-expense-paid-on-a-Distriet-charge-card-and
notitemized-as-stated;-andlor-any-such-expense-found-te-be-unallowable-under
thé&uaueLaadrexpenseﬂaeney,—shatLbe-dedueted—fFemﬂanweimbupsemen#dae;
or-shall become-a-lien-against-the-employee's-payeheck:

Expense forms of District officers and employees traveling at the expense of the
District shalimust show the purpose of such travel.

Fund advances for lodging, registration fees, and commercial travel may be
authorized by the Air Pollution Control Officer for travel expenses, upon
presentation of supporting evidence; e.g., an approved travel request, etc.

Residence:

2165.2.8.1 Residence shallmust be established for each District officer and

empioyee claiming travel expenses.

2165.2.8.2 No expenses shall-beare allowed for travel from residence to established

work headquarters unless otherwise approved by the APCO.

2165.2.8.3  The members of the District Board shaliwill be reimbursed for all

2165.2.9

2165.2.10

expenses incurred while performing their duties, including all mileage.

All District officers and employees traveling on official District business should
use appropriate District-owned vehicles whenever possible. Air travel with
commercial airlines for travel over longer distances is encouraged, to reduce time
away from the job.

Rate of Compensation:

2165.2.10.1 Mileage: Authorized travel on District business by privately-owned

automobile shallwill be compensated at the current IRS rate per mile
traveled, with total reimbursement not to exceed the cost of tourist rate
commercial air travel when available Travel by other than privately-owned
automobile shallwill be compensated in-asserdanee-withaccording to
actual costs incurred, and shalishould not exceed the cost of tourist rate
commercial air travel. Exceptions to the above cost limitations shaliwill be
approved in advance by the District Board.

ormatted: Font: Arlal

2165.2.10.2  Per Diem: Authorized travel to and from official convention or conference

headquarters and all other official District travel requiring an officer or
employee to be absent from his-er-hertheir residence for one or more

)

i
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nights, shallwill, for purposes of providing meals and lodging, be
compensated at $ 75.00 for each full 24-hour period he-ershe-isthey are
away from his-er-hertheir residence on out-of-district trave! and at $ 65.00
for each full 24-hour period he-ershe-isthey away from his-er-hertheir
residence on trave! within the District. In determining the number of full
days and fractions theresf-away from the place of residence, no fraction
less than 1/4 of a day shallwill be compensated. The fractional days to be
allowed for the days of departure and return shall-beare determined by
the quarter of the day during which travel begins and ends. Sheuldlf it
beis necessary for an officer or employee attending an official convention
or conference to obtain meals and lodging at a specified facility or
location, whereinwhen the costs of sueh-meals and lodging exceed the
amounts stated hereinhere, the officer or employee may be reimbursed in
aceordance-withaccording {o the actual costs incurred, upen-submission
ofwhen the necessary receipts or vouchers- are submitted. When lodging
and/or meals are paid by District charge card, per diem shalidoes not
apply and the necessary receipts and vouchers shalishould be submitted
for the actual costs incurred. The limitations on allowable costs incurred
by use of the District charge card shall be as stipulated above for per
diem.

2165.2.10.3 Meal Allowance: Officers and employees traveling on District business,
who complete the trip within one working day, shalt-receive no per diem
pay, except that a meal allowance shall-beis authorized if the employee or
officer is required to be away from his-or-hertheir normal place of
business. When travel is-whelly between the hours of 7:00 a.m. and 7:00
p.m., lunch is the only meal expense which may be claimed on a one—-day
trip. Meal expenses shallwill be reimbursed at the actual costs of meals
up to the following maximums and exclusive of sales tax:_ Example:
Portola EE going over an hour from their office, or a Grass Valley EE
going to Plumas County or Truckee.

2165.2.10.3.1 Breakfast $7.00
2165.,2.10.3.2 Lunch $10.00
2165.2.10.3.3 Dinner $18.50

This limit on meals shalidoes not apply when an employee is attending an<——~—( Formatted: Indent: Left: 2.5"

official District function where the costs of meals exceed the stated
maximums.

2165.2.10.4 Incidental Expense Allowance: An officer or employee traveling on official
District business shall be, in addition to any mileage, per diem, or meal
expenses received, compensated for incidental expenses incurred by-him
in connection with such District business. incidental expenses shall
include but are not-be limited to such items as:
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2165.2.10.4.1 Ferry and toll bridge tolls.

2165.2.10.4.2 Taxi fares.

2165.2.10.4.3 Registration fees at conferences and conventions.

2165.2.10.4.4 Parking fees.

2165.2.10.4.5 Tips - for meals only, and not to exceed 15% of the cost of the

meal.

2165.2.10.4.6 Any other expense directly attributable to District business.

21656.2.10.5

2165.2.108

2165.2.11

2165.2.12

2165.2.13

2165.2.14

Personal Expenses: No personal expenses, such as barbering, alcoholic
beverages, entertainment, tips (except as permitted for meals), or laundry
or dry cleaning shall-beare aliowed

Expense Limitation: Notwithstanding any other provision of this section,
no per diem or other reimbursement shall-beis aflowed for those
additional costs of meals, lodging or other expenses incurred as a resuit
of any additional trave! time required due to the-selection-of-tfravel by
means of other than commercial air travel where such commercial air
trave! is available, uniess approved in advance by the District Board.

Authority for Special Expenses: District officers who incur special
expenses shallwill be reimbursed only if the expense form is properly
itemized, accompanied by the necessary vouchers, and contains
sufficient justification for the stated expenditure. Such expense shallwill
be compensated at the rates spegcified in this section.

Reimbursement to Committees, Examining Boards and Consultants:
Meal costs and incidental expenses of persenpersons serving without
compensation on examining boards, commissions, committees, or as
consultants to the District may be reimbursed to the District officer or
nistheir designee purchasing such meals or items of incidental expense.

Reimbursement for Business Meals: Meal costs and incidental expenses
of officers and their official guests, attending breakfast, lunch, or dinner
where official District business is conducted, may be reimbursed.

Reimbursement for Special District Board Expense: The District Board
may, on occasion, invite professionals to attend sessions of the Board to
provide them with professional guidance and are hereby-authorized to

expend public funds to pay for those professional person's mileage and/or

luncheon expenses or to pay per diem aliowance should the consultation
take more than one normal working day.
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2165.2.16 Reimbursement for Consultant's Expenses: In the event the Air Pollution
Control Officer desires to engage a professional person from outside the
District agency to serve in a professional consulting capacity and such
consultation will take more than one working day, hethe APCO may, with
prior approval of the District Board, authorize a claim to be drawn against
the travel funds of the District for the lodging, meals, and mileage of the
consultant.

2165.2.16 Dinner Reimbursement for Specified Late Meetings: In the event that a
regular meeting of the District Board extends, or is expected to extend,
beyond 7:00 p.m., and the District Board recesses temporarily for dinner
in anticipation of reconvening and continuing its business during the same
evening, officers and regular employees serving thereen-or assigned as
staff thereto-shall, will be entitled to reimbursement of the dinner expense
up to the maximum amount permitted pursuantaccording to Section

2165.2.10.3.3.
2165.3, Training and Continuing Education
2165.3.1 Objectives: The Continuing Education Program is designed to encourage

employees to continue their self-development by enrolling in classroom courses
and/or seminars which will:

2165.3.1.1 Educate them in new concepts and methods in their occupational fields
and prepare them to meet the changing demands of their jobs.

2165.3.1.2 Help prepare them for advancement to positions of greater responsibility
in their occupational field or in areas deemed critical by the District.

2165.3.2 Eligibility of Courses for Tuition Reimbursement: The following criteria shall-bejs
used in determining the eligibility of courses for tuition reimbursement.

2165.3.2.1 Courses must be related to the work of the employee’s position or
occupation.

2165.3.2.2  Courses must have reasonable potential for resuiting in savings orin a
more efficient service.

2165.3.2.3  Courses must be taken at accredited institutions and/or result in
continuing education units. Correspondence courses from reputable
institutions will be considered only when equivalent courses are not
available at locat accredited schools or when the employee’s
circumstances-preventhim-or-heremployee is prevented from attending
local courses.

2165.3.2.4  The prerequisite courses for eligible courses are also efigible for a tuition
reimbursement. However, except for good cause, reimbursement

4~——( Formatted: Indent: First line: 0"
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2165.3.2.5

2165.3.2.6

shaliwill not be made until the appropriate eligible courses have been
satisfactorily completed.

Courses which are neither eligible in themselves nor a prerequisite for
eligible courses, but which are required for the completion of a Master or
a Doctorate Degree in a work-related field, are eligible for tuition
reimbursement. However, reimbursement shallwill not be made until the
Degree is received. Ordinarily such provisions shal-retcannot be made
for courses required for the completion of a Bachelor or Associate of Arts
Degree. With the approval of the Air Pollution Contro! Officer (APCO),
however, exceptions may be made by individual or for a specific job class
or series.

Courses are not eligible for tuition reimbursement if they:

2165.3.2.6.1 Are taken to bring unsatisfactory performance up to an acceptable

level.

2165.3.2.6.2 Are taken to acquire basic skilis or basic knowledge which the

employee was deemed to have when appointed.

2165.3.2.6.3 Duplicate available in-service training.

2165.3.2.6.4 Duplicate training which the employee has previously received.

2165.3.3 Eligibility of Employees for Tuition Reimbursement: Regular full-time employees
performing their jobs satisfactorily are eligible for reimbursement.

2165.3.4 Nature of Reimbursement:

2165.3.4.1 Reimbursement shall-be-madsis available for tuition, books, registration fees and
laboratory fees. Expenses for parking, travel, meals and other incidental costs
are not reimbursable. All books used, and for which reimbursement is received,
shall-become the property of the District.

2165.3.4.2  Reimbursement shaliwill be made to the employee on the completion of the
course with a minimum grade of C or its equivalent in an
undergradeundergraduate course, or B or its equivalent in a graduate level
course. No reimbursement shallwill be made for audited courses or incomplete
courses,

/( Formatted: Font: Times New Roman

2165.3.4.3 Reimbursement received from other sources for tuition, books, registration and/or
lab fees will be deducted from the cost of such expenses in determining the
amount which the District will pay.

2165.3.5 Outline of Procedure for Tuition Reimbursement
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2165.3.5.1 The employee shallcan apply for tuition reimbursement, prior to enroliment,

through normal supervisory channels on forms provided by the District.

2166.3.5.2  The APCO shaliwill within ten (10) days either recommend approval of the

application, or deny it based on criteria set forth in this policy. If the APCO
recommends approval, he/she-shalithey will forward the application to the Clerk
of the APCO.

2165.3.5.3  Upon completion of an approved course, the employee shallshould obtain from

2165.3.6

the institution certification of fees paid and grade received and send certification
to the APCO as soon as possible. Fees paid shallshould be itemized on a
standard District Claim Form. The receipt shalishould accompany the Claim
Form with pertinent information including the signature of the APCO and
employee's signature. The employee shallwill also evaluate the course and send
the evaluation to the APCO. All books for which reimbursement is claimed
shallmust be delivered to the ARCO-prier-to-payment-of-any-claim-shall-be
delivered-to-the-ARCO'sAPCO's office prior to payment of any claim for
reimbursement on such item(s), and said books shall become the property of the
District.

Specialized Training: When a department head establishes that there is a need for
specialized training of employees for-the-purpese-of expandingto expand the capabilities
of the department or to keep the department current with respect to changes in the law
or the fieid relevant to that department, the department head is hereby-authorized to
enter into a contract with the candidate for specialized training. SaidThe contract may
provide for a commitment of a specified period of time which the employee agrees to
remain in the District employment after the specialized training. If the employee
terminates employment voluntarily within that period of time, the contract may provide for
an amount either in whole or on a reducing scale over time which the employee will be
required to reimburse the District for the benefits received by the employee as a result of
the specialized training.

,/( Formatted: Font: Times New Roman

L—%ﬁm—*—mamamemsm%smmmwhwanm%wmmwpe%m

appointed-employees-and-regularemployees-with-werk-schedules-of-30-heurs-or-mere
perweek-—The-benefit-may-be-used-for-the-employee-and-his/her-dependenis:

246544 The-employee-may-choese-to-be-enrolled-in-a-District-recognized;- PERS-

provided—health-benefits-plan—The-Distrist will-provide-information-abeutthe
various-health-providerplans-available—lf the-employee-is-enrelled-in-a-Distret-
recognized-PERS-provided-health-insurance-plan-the District-shall-pay-100%-of
the-first-$9,800-of the-employee's-annual-premium:

e 246542 Ab-any-time-the-employee-may-elect-not-to-utilize-the-District-provided-health

insurance-program-in-recognition-ef the subsequent-cost-savings-to-the-Disiret;
the-District-will-pay-the-employee-40%-of the-premium-cosis-saved-by-the Distriet
or-$3,840whicheveris-less—Payment willbe-spread-equally-overthe-26-pay
periods—An-employee-clecting-to-dis-enroll-shall-not-re-enroll-unti-July4-of-the
next-fiscal-year:

SERVING THE COUNTIES OF NEVADA, PLUMAS AND SIERRA



NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretehen Bennitt, Executive Director

DiSTRICT HEADQUARTERS NORTHERN FiELD OQFFICE

200 Litton Drive, Suite 320 257 E. Sierra, Unit E

Mailing Address: Mailing Address: P.O. Box 2227

Graoss Valley, CA 95945 Porlola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

email; office@mynirdistrict.com or wyww.myairdistricl.com email: office@myairdistrict.com or www.myairdistrict.com

— 21655 2165.4 Retirement Benefits: Retirement benefits are offered through the District's

contract with the Public Employees Retirement System. The contract excludes hourly
paid employees such as extra-help and temporary employees, and employees who are
part-time for less than twenty hours per week on a regularly assigned basis. PERS
qualification rules include exceptions to these exclusions for both full-time and part-time
employees (e.g. temporary). The contract includes regular and probationary full-time
employees paid on the time base of a biweekly pay period.

2165.54.1 In addition to the employer portion of the premium, the District shall pay 100% of
the employee portion of the premium for retirement benefit for employees hired
prior to January 1, 2013.

Tier lll: PERS “PEPRA” Employees hired on or after January 1, 2013 are
enrolled in the 2%@#62 formula. Effective January 1, 2013, employees shall
contribute one half of the total normal cost (currently 6.56%) of the employer
contribution to PERS. This contribution will be made through payroll deduction.

| 2165.65 Prorated Health Insurance;-Sick-keave; and Vacation for Some Regular
Part-time Employees: Notwithstanding any rule to the contrary, a regular or
probationary employee who is assigned regular work hours per week of fifteen or more,
| but less than forty, shalwill receive prorated benefits as follow:

| 2165.65.1 The Clerk of the APCO shallwill be informed of the type of appointment (2110.20)
and the number of hours per week constituting regular work hours, exclusive of
any possible overtime pay, on-call pay, or other special pay. The Clerk of the

l APCO shallwill prorate benefits using the fraction of a full workweek (40 hours)
that the employee works according to the following schedule:

15 to 19 hours per week: 0.4375 is the fraction.

20 to 24 " 0.5625"
251029 " 0.6875"
30 to 34 " 0.8125"
351039 " 0.9375"

2165.6.2— Prorated-Sick-LeaverThe-employee-shall-acerue-sickleave-in-accordance-with
Section-21624-onthe-appropriale-prorated-basis:

—2366.85.3 Prorated Vacation: The employee shaliwill accrue vacation in accordance with /(Formatted: Not Highlight

Section 2162.3 on the appropriate prorated basis. The rate of vacation accrual
shall be based on the fuli-time equivalent of the employee's continuous and
compensated service measured from the date of hire.

2165.76 Alternate Commute Program:
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2165.76.1 Any employee who uses alternative transportation which reduces the use of the
single occupancy vehicle to get from home to work (e.g. car poo!, ride a bus, van
pool, walk, ride a bicycle, etc.) shallwill be compensated at the following rates:

2165.7.1.1 Commute distance 0 to 25 miles: $1.00 per day
2165.7.1.2 Commute distance greater than 25 miles: $2.00 per day

2165.76.2 The employee with the greatest number of alternative commute days in the fiscal
year shallwill be compensated in the amount of $250.00.

2165.87 Deferred Compensation Program: If employees elect, the District will
participate in the PERS Deferred Compensation Program, whereby before-tax salary is
deferred to a PERS retirement savings account. The District pay the administrative
costs as long as funding is available. Administrative costs do not include deductions
made from the employees' Compensation Account for any reason by PERS or its
contractors.

2165.9— DentalMision-Care-Programi—The-Districtshall-provide-a-seli-funded
dentalivision-plan-foremployees-and-theirdependents:

2165-9-4 The-maxirura-benefit-available-is-$4.250-per-fiscal year per-employee—The

reimbursedfor-a-service-provided-with-in-the-fiscal-year-that-the-service-was
pmwde&%eené—eﬁh&ﬁss&yea%—anwﬂused—beﬂemas—fe#eﬂed-

2185.9.2 The bepnefit-nt
-t s THE-RNEREHT

Py
ay

ancad by the emnlovee-or-his-dependenis
By mpioye F-RIS-Gepehdents

h
restriction-on-proportions-used-for-either-deptal-orvision:

2485.9:3 The Clerk-of the-ARCO-shall-track-the-total-benefitused-by-each-employee-en-a
ﬁseaLbasi&and—were—amen%hMepeﬂ%e%AP@@-sheMnﬁhﬂetaLbeneﬁ&
used-by-each-employeeto-date:

—2165.1408 District Vehicle Commute Reimbursement Move this section to

Vehicle reimbursement and review

2165.408.1  Through the mutual consent of the APCO and employee, the APCO may allow a
district vehicle to be driven to an employee’s home if circumstances existwhich
warrant enhanced security for district vehicles. Under these circumstances, the
only personal use of the district vehicle will be for commuting to and from work or
a de minimus personal use (such as a stop for a personal errand on the way
petween a business delivery and the employee’s home).

2165.408.2 The employee shaliwill reimburse the District in accordance with Internal
Revenue Service Publication 15-B, Commuting Rule. The APCO shallwill decide
the employee method of reimbursement-persaid-rule.

Board Approved 1/25/16,
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2466.1 Health Benefits Plan: Except as provided hereinhere, District paid health insurance isa

benefit exclusively for Board appointed employees and regular employees with work

schedules of 30 hours or more per week: or as defined by the health benefits plan —( Formatted: Not Highlight
requirements, The benefit may be used for the employee and-hisfher dependents.

2166.1.1

2166.1.2

2166.1.3

2166.1.4

2166.1.5

The employee may choose to be enrolled in a PERS-provided health benefits
ptan if such a plan is available to the employee. If the employee is enrolled in a
PERS-provided health insurance plan, the District shall pay 100% of the first
$9,600 of the employee's annual premium.

At any time the employee may elect not to utilize the PERS-provided health
benefits plan. In recognition of the subsequent cost savings to the District, the
District will pay the employee 40% of the premium costs saved by the District, or
$3,840, whichever is less. Payment will be spread equally over the 26 pay
periods. An employee electing to dis-enrall, shall not re-enroll until July 1 of the
next fiscal year.

Employees who retire from the District shall be eligible to be enrolled in a PERS-
provided health insurance plan. If the retiree is enrolled in a PERS-provided
health insurance plan, the District shall pay 100% of the first $9,600 of the
retiree’s annual premium. Employees hired after July 1, 2014 shall still be
eligible to be enrolled in a PERS-provided health insurance plan upon retirement,
but the District shall pay 0% of the retiree’s annual premium, upon retirement.

Continued funding of a health insurance plan benefit for both employees and
retirees is subject to the availability of funds.

District staff shall provide legal notice within 10 days of a hearing or meeting to
inform annuitants (retired employees of the District receiving retirement health
benefits) of any modifications to the health benefits for retired employees of the
District agendized for a Board meeting. If any modifications are adopted by the
Board, district staff shall make best effort to inform annuitants. If requested,
board packet materials related to retirement health benefits will be provided at no
charge to the retired employees.

2166.2 Dental/Vision Care Program: The District shail provide a self-funded dentallvision plan for
employees and their dependents.

2166.2.1

The maximum benefit paid into an Employee’s Dental/Vision fund by the District
is $1,250 per fiscal year per employee. The benefit is available on a
reimbursement basis. At the end of the fiscal year, any unused benefit is
forfeited.
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2166.2.2

2166.2.3

The benefit may be used by the employee and/or his/her dependents and there
is no restriction on proportions used for either dental or vision.

The Business Manager shall track the total benefits used by each employee on a
fiscal basis and provide a monthly report to the APCO showing the total benefits
used by each employee.

2166.3 Prorated Health Insurance for Regular Part-time Employees: Notwithstanding any rule to
the contrary, a regular or probationary employee who is assigned regular work hours per week
of 30 or more shallwill receive prorated benefits as follow:

2166.3.1

The APCO shaliwill be informed of the type of appointment (2110.20) and the
number of hours per week constituting regular work hours, exclusive of any
possible overtime pay, on-call pay, or other special pay. The Business Manager
shallwill prorate benefits using the fraction of a full workweek (40 hours) that the
employee works according to the following schedule:

30to 34 " 0.8125"
351039 " 0.9375

Board-Approved-9/22/14
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21701 Ethical Responsibilities: Each officer and employee has an obligation to the

citizens and government of the three counties to cooperate in accomplishing the
District's goals, to expose corruption wherever discovered, to refrain from
disclosing any confidential information, to preserve and safeguard the District's
assets, and to act according to the principle that "public office is a public trust”.

Acceptance of Gratuities: No officer or employee shall accept any fee,
compensation, gift, payment of expense, or any other thing of monetary value in
circumstances which could result in, or give the appearance of resulting in:

2170.2.1 The use of public office for private gain;

2170.2.2 The preferential treatment of any person, impeding governmental efficiency

or economy,

2170.2.3 The making of a District decision outside of official channels;

2170.2.4 Any adverse effect on the confidence of the public in the integrity of the

2170.3

District or county government,

Drug and Alcohol Abuse: It is the desire of the Board of Directors that al! work
environments of District employees be safe and productive and free of the
influence of drugs, alcohol and/or other controlled substances. The Board of
Directors is concerned with the physical safety of all employees, potential damage
to property and equipment, mental and physical health of employees, productivity
and work quality, medical insurance costs, and the harm done to employees and
their families by the inappropriate use of controlled substances.

2170.3.2 The use-texeept-as-preseribed-by-a-physieian)-sale, distribution,

possession, manufacture, purchase ortransfer-of any illeaal drugs,
prescription drugs, alcohol and/or other controlled substances by any
District employee or officer on District property or work sites or while said
employee or officer is on District business is prohibited. Law enforcement
will be notified, as appropriate, where criminal activity is suspected.
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2170.3.2.1

2170.3.2.2

Employees-are-alse-prohibited-frem-being-underin the influenee-of
drugs-workplace, or wherever District business is performed, the
use of illegal drugs or the consumption of alcohol andfer-other
controlled-substances-during-hours-of- work-where-sueh-substanees
could-impairthe-fitnessis always prohibited. The illegal or
unauthorized use of ar-empleyeeprescription drugs is always
prohibited.

2170.3.2.2

2170.3.2.3

2170.3.3 The decision to discipline or terminate an employee found to have used

Prescription and over-the-counter drugs are not prohibited when
taken in standard dosage and/or according to perferm-histherwerka
physician's prescription. Any employee taking prescribed or over-
the-counter medications will be responsibie for consulting the
prescribing physician and/or pharmacist to determine whether the
medication may interfere with safe performance of their job. If the
use of a medication could compromise the safety of the employee,
fellow employees, or the public, it is the employee's responsibility to
notify their supervisor. An emplovyee is not required to disclose the
nature of their medical condition, or to identify the medication they
are taking, but must clearly indicale effects, such as impaired
alertness, balance impairment, warnings about operation of
machinery, etc.

Commission of any of the actions described above will subject the
employee to disciplinary action up to and including termination_of
employment.

For the purpose of applying this policy, being under the influence of
drugs, alcohol and/or other controiled substances means being

impaired in any way from fully and proficiently performing job duties
aﬁd/emaviﬁg-a—éeteetableameuﬁkefﬁaid—s&bs%aﬁees—iﬂ—eﬁ&'s—beéw

and/or be under the influence of illegal drugs, prescription drugs, alcohol
and/or other controlled substances during working hours may be waived or
held in abeyance by the appointing authority, pending said employee's
attempt at rehabilitation. The APCO has discretion to handle each case
individually, with factors, such as the employee's frequency of use,
commitment to rehabilitation, and type of substance involved, taken into
consideration regarding the waiving of penalties.

2170.3.3.1

Discipline or termination_of employment that is waived or held in
abeyance pending rehabilitation should be done on the condition,
set forth in writing, that the employee:

2170.3.3.1.1 Successfully complete an approved rehabilitation program;

‘...ﬂ[
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2170.3.3.1.2 Faithfully comply with maintenance and therapeutic measures
{e.g., attendance at AA or NA meetings); and,

2170.3.3.1.3 Be subject to periodic testing without further reasonable
cause.

2170.3.3.2  Employees who are found to have brought illegal drugs, prescription
drugs, alcohol or other non-prescription controlled substances onto
District property or work sites and to have provided them to other
employees shatwill be terminated without recourse teof a
rehabilitation program.

2170.3.3.3  Discipline or termination_of employment should not be taken until a
thorough investigation has been completed.

2170.3.4 To assure that employees, property and equipment are not endangered by
other employees who are involved with, or under the influence of drugs,
alcohol and/or other controlled substances, any employee whose conduct,
appearance speech or other characteristics create a reasonable suspicion of
involvement with, or influence of said substances will be taken to a medical
facility and be subject to an exam by a qualified physician at District
expense. If saidthe physician determines that a drug/alcohol test is
warranted, saidthe employee will be subject to testing for the presence of
alcohol or drugs in their bodies.

2170.3.4.1 Presence of such substances will result in disciplinary action up to
and including termination_of employment, as described above.

2170.3.4.2  An employee who is suspected of involvement as described above
and refuses to cooperate in the physician's exam and/or drug/alcohol
testing is subject to termination_of employment.

2170.3.6 If a qualified physician, as a part of the examination specified in Section
2170.3.4 above, determines that an employee is not capable of working
safely, saidihe employee will be transported to histhertheir home by a
supervising employee and not allowed to drive-himset/hersel home.

2170.3.6 Immediately prior to reporting for drug/alcohol testing, all employees
shalmust complete a Consent and Release form to be kept on file in the
District office which shall conform to the general format, as shown on
Appendix A.
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS
200 Litton Drive, Suite 320

Mailing Address:

Grass Valley, CA 95945

(530) 274-9360 / FAX: (530) 274-7546

NORTHERN FIELD OFFICE

257 E, Sierra, Unit E

Mailing Address: P.O, Box 2227
Portola, CA 96122

(530) 823-0102 / FAX: (530) 932-0101

emnil; office@myairdistrict.com or www.myairdistrict.com email; office myairdistrict.com or wiww myairdistric.com

2170.4

21706

2170.6

2170.7

2170.3.7

District employees are required to notify the APCO in writing of any
criminal drug statute of which they are convicted for a violation occurring in
the workplace no later than five (5) calendar days after such conviction.

Conflict of Interest Activities Outside of Employment: No officer or employee
shalf engage in any employment, activity, or enterprise for compensation which is
inconsistent, incompatible, in conflict with, or inimical to his-e+-hertheir duties with
the District. Standards-to-be-applied-in-this-areashall-eonform-to-Gevernment
Code-Sections-1125—1128 and-rulings-by-appeHate-courts-of- this-state

Outside employment, activity or enterprise may be prohibited by the Board if it:

2170.4.1

2170.4.2

2170.4.3

2170.4.4

Involves the use for private gain or advantage of District time, facilities,
equipment, supplies, badges, uniforms, prestige, or influence of District
office or employment;

Involves receipt or acceptance of any money or other consideration from
anyone other than the District for the performance of an act which would
normally be part of the duties in the District service;

Involves the performance for compensation of an act, in other than his-e¢
hertheir capacity as a District officer or employee, which act may later be
subject directly or indirectly to the control, inspection, review, audit, or
enforcement of any other officer or employee of the District;

Involves such time demands as would render less efficient performance of
duties in the District service.

Contracts, Sales and Purchases: Pursuantte-Government-Code-Seetions-1096—
1997-reNo officer or employee shatcan be financially interested in any contract,
sale or purchase by the District which the officer or employee, in his-er-hertheir
official capacity, influenced or could have influencedsinfluence provided that an
officer or employee shatwill not be deemed finangially interested if the interest is
remote and fully disclosed.

Use of District Property: Officers and employees are prohibited from using District
property directly or indirectly for any purpose unrelated to District business or in
any manner deviating from the manner authorized by the APCO or by regulation.

Political Activities: No officer or employee shalimay engage in political activity
during working hours, or on District premises, unless the Board has specifically
opened those premises for political activity by the public.

{Referencer-Government-Code-Seetion-3207-)
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HEADQUARTERS NORTHERN FIELD OFFICE
200 Litton Drive, Suite 320 257 E. Sierra, Unit E
Mailing Address: Mailing Address: P.O. Box 2227
Grass Valley, CA 95945 Portola, CA 96122
(530) 274-9360 / FAX: (530) 274-7546 (530) $23-0102 / FAX: (530) 9320101
email: office@mynirdistrict.com or wwvw myairdisteict.com email! office@myairdistrict.com or www.amyairdisiiet.com
2170.7.1 All officers and employees shal-beare subject to the restriction on political
activity in-Gevernment-Code-Sections-3201-and-3302as defined by the
State.
2170.7.2 Any officer or employee who is paid with federal grant money or loans, or

whose principal employment is in connection with a program financed in
whole or in part by a federal agency, is subject to the political restrictions of
the Hatch Act-{5-4-8.6-1501—1508-interpreted-as-5-Code-of-Federal
Regulations, Part-151).

2170.7.3 All officers and employees shatiwill be informed by District counsel
memorandum issued from time to time, of prohibited political activities
under state and federal law.

217021 Py s-leaaihyv ndatod-buw-Stat nel Fod
LoCTITOTT had

F NOS O rat-aws alav
pose:s TCgaHY-MERGIea-BYy-otaie ana+e Fatt P

have-a- thh%teweﬂﬂﬂﬁ%nm%enmenﬁha{-&%ee#em—d#mm&ef
diserimination-inchucing-sexual-harassment—Sexual-harassmentis-a-form

of diseriminationthat-is-prohibitec-by-Fitle-Vi-of the-Civil-Rights-Aet-of-1064

©

and-Califernia-Government-Code-Section12940—Sexual-harassmentis-a
eesﬂy—fo%m—e#dasemnmaﬂen%ha%e&n%esmwe*peﬁﬁwe—hﬂgaﬂeﬁ%ha%mav

business-and-the-maintenance-of-confidence-of-the-p 5
therefore-the-peliey-of-the-District- that-sexuatharassmentis-unaeseptable
1202 9 Neafinition S ol b it pathe dafinad ' Lieited-and
2147082 Definition—Sexual-harassmentis-generally-defined-asunseolieited-ana
wawelcomed-sexual-advances-of-a-severe-andlorpervasive-Ratare-be-they
writteR-verbal-physicat-andforvisual-that-usually-eceurwhen:
2170821 Cubhraioeinn tn that nedunt ar aemapaimisatian o mande atthaox
2470:8:2-1 Submissionto-that-conduct-ercommunicationis-made-etther
expheitly-erimplicitly-a-term-or-eondition-of-employment;
21709 2 9 Subhmiccoian.t r eninption of #hat adiuat ar coammiinication-bvean
2170-8.2.2——Submissien-to;-ertejection-of-that conduetorcommunicationby-an
employee-is-used-as-a-basisforemployment-decisions-affecting-the
empleyee;of;
2170.9.2.9 Qunh nduet o meanieation-has-the-natenrtiai-t vy
2170.8.2.3——Such-eonduct-or-communication-has-the-potentiatte-atfeetan
employee's-work-performance-negatively-andior-create-an
intimidatinghostile-orotherwise-offensive-werk-envirenment
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E. Sierra, Unit E

Mailing Address: Mailing Address: P.O, Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

email; office@myairdistrict.com or www.myairdistrict.com email; office @mvairdistrict.com or www.mvairdisteicl.com

—2170.8.3————Definition-Examples—Sexual-harassrment-manifests-itsel-in-many-forms:

epithets:

—M%%%HS%MWW%tWmeWW
suggestive-objeetspietures,-cartoons-orposters:

- 2170.8:3.4—Physical—assault-atternpted-rapeimpeding-or-bloeking-meovement;
or-touching:

M%%WWWMWawW

include-situations-where-an-individual-is-treated-lessfaverably
beeause-others-have-acquieseed-to-sexual-advaneesk

— e 21308.82 B A Implying-eractualiy-withheolding-suppert-for-appeintment;
prometion-transfer-erchange-of-assignment-orinitiating-a-rejection
en-probatien-eradverse-action-or-suggesting-that-a-poer
performance-repert-will-be-prepared-ifrequestsfersexualfavers-are
Aot-ret

_— - 2470.8:3:5:5—Reprisals-or- threats-after-negative-response-to-sexual-advances:

—_— 2170.8:.4—Policy-Publicizing—Al-employees-shall-be-informed-ef the-Distriet's-sexual
harassment-peliey-and-complaint-process-prior-te-thelr-need-to-krow,and
agatn-when-any-cemplaintis-filed—Alsosaid-peliey-and-eemplaint-process
shall-bereadily-available-to-allemployees-and-members-of-the-general
public-utitizing-the-Bistrict's-facilities-and-services:

- - 2178:8-44——Al-new-employees-shall-b
pﬁw&t—the—ﬂme—ef«hmﬁg—aﬂd—sa{d«pekey—s—eeﬁ%eﬁ%s—m—be
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Gretchen Bennitt, Executive Director

NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

email: officedimvairdistricLeom or wivw.myvairdisirict.com

Mailing Address: P.O, Box 2227
(530) 823-0102 / FAX: (530) 932-0101

NORTHERN FI£LD OFFICE
Portola, CA 96122

257 E, Sierra, Unit B

200 Lilton Drive, Suite 320

Grass Valley, CA 95945

(530) 274-9360 / FAX: (530) 274-7546

email; office@myairdistrict.com or www.myairdistricl.com
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Gretchen Bennitt, Executive Director

Mailing Address: P.O. Box 2227
(530) 823-0102 / FAX: (530) 932-0101

NoORTHERN FIELD QFFICE
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

(530) 274-9360 / FAX: (530) 274-7546

200 Litton Drive, Suite 320
Grass Valley, CA 95945

DISTRICT HFADQUARTERS
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email: officezimvairdistrict.com or www.anyairdistret,com
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HEADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E, Sierra, Unil E

Mailing Address: Mailing Address; P.O. Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

email: office@myairdistrict.com or wwiv.anyairdistrict.com email: office/d-mvairdistricl.com or www.anyvairdistricl.com
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS NORTHERN FIELD QFFICE
200 Litton Drive, Suite 320 257 E. Sierra, Unit E
Mailing Address: Mailing Address: P.O. Box 2227
Grass Valley, CA 95945 Portola, CA 96122
(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101
email; office@myairdistrict.com or www, myairdislrict.com email: office@.myairdistriel,com or winwnvairdistcl.com
Appendix A
CONSENT AND RELEASE FORM
DRUG/ALCOHOL TESTING

| hereby authorize the Northern Sierra Air Quality Management District {District), and any laboratories
or medical facilities designated by the District, to perform a urinalysis and/or blood test to detect the
presence of illicit drugs and/or aicohol in my body. | further authorize the reporting of the results of
such test(s) to the District and its authorized personnel. | recognize that the results of such test will be
used to determine my suitability for employment or for continued employment with the District.

Any attempt to switch a sample or adulterate a sample will be considered the same as a positive resuit.
The laboratory may use one or more tests for adulteration.

The only drags-medicine-ermind-attering-substanees;controlled substance narcotic (including drugs

preseribed-by-a-physieianmarijuana), or prescription drug, and over-the-counter medications, by brand /(Formatted: Font: Times New Roman, 12 pt

name if possible (e.g., Extra Strength Tylenol™, Robitussin-DM™ , Allerest™, Mediprin™, etc.), that |
have used in the last forty-five (45} days are as follows:

ISSUED BY:
DRUG/MEDICINE WHEN USED (IF PRESCRIPTION)
NAME OF EMPLOYEE:
FACILITY PERFORMING TEST:
DATE OF TEST:
SIGNATURE OF APPLICANT/EMPLOYEE
(Signature) {Date)
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E, Sierrn, Unt E

Mailing Address: Mailing Address: P,O. Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

emoil: office@mynairdistrict.com or www.myairdistict.com email: officedmyairdistrict.com or yww.mvairdistrict.com

SUPERVISOR REQUESTING TEST:

(Signature) (Date}
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTrICT HEADQUARTERS NORTHERN FIELD OFFICE
200 Litton Drive, Suite 320 257 E. Sierra, Unit E
Mailing Address: Mailing Address: P.O, Box 2227
Grass Valley, CA 95945 Portola, CA 96122
(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101
email: office@myairdistrict.com or www.myairdistrict.com email: office@.nwvairdistrict.com or www nvairdistrict.com
Appendix B
4————{ Formatted: Left
. Formatted: Font: Bold
EMPLOYEE GRIEVANCE FORM - SEXUAL HARASSMENT Formatted: Centered

Northern Sierra Air Quality Management District

Employee's Name: Date:

Statement of grievance, including specific reference to any law, policy, rule, regulation and/or
instruction deemed to be violated, misapplied, or misinterpreted:

Circumstances involved:

Decision rendered by the informal conference:

Specific remedy sought:

SERVING THE COUNTIES OF NEVADA, PLUMAS AND SIERRA
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HEADQUARTERS NORTHERN FIELD OFFICE
200 Litton Drive, Suite 320 257 E, Sierra, Unit E
Mboiling Address: Mailing Address; P.O. Box 2227
Grass Valley, CA 95945 Portola, CA 96122
(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101
email; office@myairdistrict.com or www.myairdistrict.com email: officed myairdistrict.com or www mvairdisirict.com
———Poliey-Fitler——Employer-Employee Relations
———Paliey-Number——2180
21201 This maliev-implen nio hamtar 10 Dbl nA - Tila 1 ftho Caoavoernment
24804 Purpeser—This-poliey-implements-Chapter 10 Biviston-4THte-l-et-the-Goverament
Code-ofthe-State-of- Califernia-Sections-3500-ct segs-captioned-*Local-Public
;
of-employer-employee-relations-betweenthe-Distriet-and-lis-employee
e%gaﬂ&aﬂ%srﬁm‘ﬁ#ewweﬁ%tmﬂgeeﬁmmeéhemﬁ—sha%&deemeﬁe
WQBMW%W%MMWG%TWBWG%

—2180.2.2—— "APPROPRIATE UNIT - means-a-unitof-empleyec-classes-or-pesitions;
established-er-medified-pursuant-to-this-pelieys

— e 2480.2.3 - "GONFIDENTHAL-EMPLOYEE" means-an-employeewher-in-the-eeurse-ef-his
or-herduties-has-aceesste-information-relating-to-the-Districts
administration-ef-employer-employeerelations:

o 24 80-2:4———LPISTRIGT e a ﬁs%he—N@RiHERMS&ER—RMMHAH@FM ANAGEMENT

—2180:2.5———EMERGENGY" 7 teral-actienis
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

200 Litton Drive, Suite 320

Mailing Address:

Grass Valley, CA 95945

(530) 274-9360 / FAX: (530) 274-7546

NORTHERN FIELD QFFICE

257 E. Sierra, Unit E

Mailing Address: PO, Box 2227
Portola, CA 96122

(530) 823-0102 / FAX: (530) 932-0101

email: office@myairdistrict.com or www.myairdistriet.com email; office?myairdistricl.com or www.myairdistrict.com

e 248026 —— D AN means-calendar-day-unless-expressiy-stated-etherwise:

2480 27— EMPLOYEE “means-any-persen-employed-by-the-Bistriet-in-an-authorized

212000
2 TG

position-as-listed-in-the-eurrent-Distriet-budget-execept-Board-mermbers:

“EMPLOYEE-ORGANIZATION"-means-any-bona-fide-organization-which
inetudes-employees-of-the-Distriet-and-whieh-has-as-ene-of-its-primary
purpeses;-representing-sueh-employees-in-theirrelations-with-the-Bistriet:

——2180: 20— EXCGLUSNVE-REGOGNITHON - means-formal-recognition-by-the District-of-an

empleyee-organizationte-the-exetusion-of-otheremployee-erganizations;
pursuant-te-a-vote-of-the-employees-in-an-appropriaterepresentation-unit:

———2480: 20— EXCEUSIVELY-REGOGNIZED-EMPLOYEE-ORGANIZATION rreans-an

employee-organization-whieh-has-gained-exelusive-recognition-in-an
appropriate-representation-unit-pursuant-to-a-vete-ef-the-empleyeesin-the

unit—Ne-other-erganization-mayrepresent-employees-in-such-a-unitexeept
as-provided-in-Seetlon-2486-11-below:

WS%W%%%%M&%&WM&D&H%&HWQ rized

a-memerandur-of-understanding-and-eoncerning-which-they-are-required
to-mect-and-confer-remain-se-substantial-and-prolenged-that further
meeting-and-eonferring-weould-be-futie:

248052 2——UMANAGEMENT-REPRESENTATIVE - means-the-Air-Pollution-Contrel

Officer-or-any-persens-duly-designated-by-the-Distriet-to-ast-as-a
tepresentative-of-the-Distrietforemployer-employee-relations:

functioning-as-an-intermediary-to-assist-the-partiesinreaching-a-veluntary

2480 2-4 44— MEET-ANB-CONFERIN-GOOD-FAITHmeans-performanece,-by-duly

autherized-managementrepresentatives-and-by-duly-autherized
representatives-ofarecognized-employeec-erganizationof-thelmutual
ebligation-te-persenally-meet-and-conferpromptiy-upon-regquestby-either
party—and-eontinvefor-a-reasenable-period-of timerin-orderto-freely
exehange-infermation-opinions,and-propesals-andie-endeaverto-reach
agreementon-matters-within-the-scepe-ef-representation-prier-to-the
adeption-by-the-public-ageney-ofts-final-budgetfor-the-ensuing-year—This

make-a-eoneession—————
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HEADQUARTERS NORTHERN FirLD OFFICE

200 Litton Drive, Suite 320 257 E. Sierra, Unit E

Mailing Address: Mailing Address: P.O. Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (5303 823-0102 / FAX: (530) 932-0101

cmail: office@myairdistrict.com or www.myairdistricl.com email; offico@myairdistrict.con or wivw.myairdistrict.com

e 2980:2: 15— PROFESSIONAL-EMPLOYEES " -means-employees-engaged-in-woik
requiring-speseiatized-knewledge-and-skills-attained-throngh-completion-afa
recognized-eourse-of-instruction-ineluding-but-notlimited-to-atterneys;
engineers-planners;-and-the-varioustypes-of-physieal-chemiecal-and
biolegical-seientists:

2480246 PROOF-OF-EMPLOYEE-SUPPORT shal-mean-the-documentation;-on
ferms-approved-by-the-Distriet;-presented-by-an-employec-organizationte
the-Air-Pellution-Contrel-Officer-indicating-approvat-by-the-required
numberef-employees-whem-the-employee-organization-purportsto
represent—Only-sigratures-of-eraployees-eurrenty-employed-inauthorized
pesitiens-within-the-proposed-representation-unit-on-the-date-the-petition-is
filed-and-whese-signatures-have-been-executed-within-ene-hundred-eighty
%%ammdmmﬁeﬂwda%&pe%ﬁm&%eé—shaﬂ-be—aeeemed

éa%&e%th&paweu—per|ed~rmmed+ately~pmeeémg—theﬂate—enwh+eh—the
petition-is-filed:

e 24 80: 247 REPRESENTATON-UNH"means-a-unitcomposed-of Bistrict-employees
organized-for-the-purpose-of-employce-representation;-and-which-has-been
established-in-aceordanece-with-this-pelieys

24 80: 28— S GOPE-OF-REPRESENTAHON means-these-mattersrelating-te
employment-eonditions-and-empleyer-employeerelationsneluding
wages;-heurs-and-ether-terms-and-conditions-of employrent-exeept;
heowever-thatthe-seope-ofrepresentation-shall-net-inelude-consideration-of
the-merits,-heeessity-or-organization-of-any-service-erastivity-provided-by
Jaw-erexecutive-order:

————2180:2:1 90— SURERVIS ORYV-EMPLOYEE-means-any-employee-other-than-a
managementemployeeregularly-havingautherity-inthe-interest-of-the
Distriet-to-hirertransfer-suspendlayoffrecatpromeotedischargeassign;
evatuate-or-diseipline-otheremployces-or-the-respensibility-te-assignwerk
to-and-directthemorto-adjust their-grievanees-er-effectively-recommend
such-action-if-in-connection-with-the-feregoing-functions;-the-exercise-of
sueh-autherity-is-net-rmerely-routine-or-elerical-in-nature;-but-requires-the
use-of-independentjudgment:

——2180:3———Employee-Rights-—Subjectto-the-provisions-ef-this-peliey-empleyees-of-the
Bistriet-shall-have-therighttoformjeinand-participate-in-the-activities-of
empleyee-organizations-ef-theirown-ehoeosingforthe-purpose-of-representation-of
all-matters-of-employee-relations—Employees-of- the-Distrietshall-alse-have-the
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HEADQUARTERS

200 Litton Drive, Suite 320

Mailing Address:

Grass Valley, CA 95945

(530) 274-9360 / FAX: (530) 274-7546

NORTHERN FiELD QFFICE

257 E, Sierra, Unit E

Mailing Address: P.O. Box 2227
Portola, CA 96122

(530) 823-0102 / FAX: (530) 932-0101

email: office@myairdistrict.com or wiww.myairdistrict. com emnil: officc Gunyairdistrict.com or www mvajrdistricl.con

———2180:4———Distriet Rights:

exelusive-Districtrights-with-respeetto-matters-of- generaHegistative-or
determine-the-methods,-means-and-persennel-by-which-District-operations
are-to-be-eonducted-as-wel-as-to-excreise-cormplete-contrel-and-diseretion
everits-organization-operations-and-technelogy-efperforming-its-worlk;
ineluding-the-contracting-out-of-weork:-to-determine-the-missionfunetion
and-neeessity-of-all-orpartof-cach-of-its-constituent-operations,-and-take-all
Reeessary-actions-to-carry-out-its-missienfunctions-and-necessity;-er-any
part-thereofas-well-as-set-standards-ef-serviee-te-the-publie:

24 80545 2T he-Bi |s%ﬂet—a459—retams4he~sele+{g hHeadmws%eHhe—Dm%HePF—’ereﬁnel

emp&eyees-«terdweet%&emﬁleyees—estabhsh—peheies-and—%egﬁ%ﬂeﬂs—t%
the-diseiptnary-action-forproper-causerte-establish-werk-sehedules-and
wetk-assignments-and-to-relieve-its-employees-from-duty-forlaekofwerk
or-etheregitimatereasons—The Distrietretalns-the-rightte-be-the-sele
judge-of-the-gualification-and-cornpetence-of-its-officers-and-employees:

2 HMMHG-QH%HMJGYMB‘HQWMGWHﬂtWH aet«eﬁmay—b&neeessawﬂ

——2480:5——&eope-of-Representation:

— 21805+ pen-request-an-oxciusively-recognized-employee-erganization-shall-have

the-rightto-raeetand-confer-in-good-faith-to-negetiate-wages;-houtsrand

Hons-of-empleyment-mean-iterns-sueh-a
hea+t-h~aﬂelrwe4fa re-benefits-leave-and-transfer-pelicies-safety-conditions-of
employmentprocedures-to-be-usedforevaluation-of-employees-tayeff

preeedures;-and-procedures-forprecessing-grievaneces-and-aiseiphnary
appeals:

— 2480:5.2——H-agreement-is-reached-by-the-representatives-of- the-Distriet-and-a

recognized-employee-erganization-they-shatHelntly-presentte-the-Board
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HEADQUARTERS NORTHERN FIELD OFFICE,

200 Litton Drive, Suile 320 257 E, Sierra, Unit E

Maiting Address: Mailing Address: P.O, Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

email: office@myairdistrict.com or ywiw.yairdistrict.com email: officeid@myairdistrici.com or www.nvairdisidel.com

for-its-consideration-and-ratifieationa-written-memeorandum-efsueh
wrderstanding:

good-fai . . ¢ L .
the-administration-ofemployeerelationsunder-thispoliey:

e 2180:6.4———The-Distriet-shal-give-reasenable-written-notice-to-each-exelusively
recognized-employee-organization-of-any-propesed-erdinance-cedified
poliey-relating-to-matters-within-the-seope-ofrepresentation-set-forth-in-this
potiey:

21808 Filing-of Recognitien-Petition:—An-employee-organization-seeking-te-be-formally
receghnized-as-the-exelusive-employee-organizationrepresenting-the-employees-in
an-apprepriate-unit-shal-file-a-petition-with-the-ARCO-containing the-fellowing
information-and-decumentation:

24 86:6:———Name-and-address-of employee-erganization:

2180.6:3—Names-of-empleyee-organization-representatives-who-are-autherized-te

purposes;tepresentation-of-employees-in-theiremploymentrelations-with
the-Distriet:

—2180.6:5—A-statementwhetherthe-employee-organization-is-a-ehapter-of-or-affiliated
directiy-orindirectly-in-any-manper-with-a-leealregienal-state;national-er
international-erganization-and-i-serthe-name-and-address-of-each-sueh
otherorganization:

e 21 80:6:6———Certificd-copies-of the-employee-organization's-eonstitutionand-bylaws:

21806 7——A-designation-of- these-persons,-net-exeeeding-twe-innumber-and-their
addressrto-whem-noticesent-by—regitar-United-States-maibwill-be-deemed
sufficient-notice-te-the-employee-organization-forany-purpese:

———2180:6:8——A-staternent-that-the-empleyec-erganization-has-netrestricton-on

membershipbased-enracecelorereed-sexage-nationat-originror
handieap:

24 80:6:9———The-job-elassification-er titles-of-empleyees-inthe-unitelaimed-teo-be
appropriate-and-the-appreximate-pumberof-employeces-thereln:
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS
200 Litton Drive, Suile 320
Mailing Address;

Grass Valley, CA 95945

NORTHERN FIELD OFFICE

257 E. Sierra, Unit E

Mailing Address: P.O, Box 2227
Portols, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101
email: office@myairdistrict.com or www.myairdistrict.con email: officedmvairdistrict. com or www.mvairdistriet.com

——2180:6-10—Proet-of-employee-suppert-as-herein-definedreans-thatat-leastfifty

pereent{b0%)-of the-employees-in-the-unit-claimed-to-be-apprepriate-desire
the-named-organizationtorepresent-them-inemployeremployee-relations:

e 24806 H—Arequest-that the-Bistrietfermally-recognize-the-petitioneras-the

exelusively-reeognized-employee-organizationrepresenting-the-employees
in-the-unit-elaimed-to-be-appropriate-forthe-purpese-ef-meeting-and
eonferring-in-good-faith:

e 24 80-6-12——The-petition-including-al-accompanying-deecumentsr-shall-be-deelared-te-be

true-eorrect-and-complete-te-the-bestof- theirknowledgeunderpenalty-of
periury-by-the-duly-autherized-officers-of the-employee-erganization

e 24 GG Distriet-Review-of RecognitionPetition/Noticeto-Employees—Fellowingreceiptof

the-petitie n-the-ARCO-shall-determine-whether-the-petitien-comphes-with-the
requirements-of-this-poliey;-and-the-preposed-representation-unit-is-an-appropriate
urit-in-aceerdanee-with-Seetion-2480:8:

Mm%aﬁ%tiﬁmaéeW?@@eﬂ%ﬂe@gﬁﬁg—%&mﬂﬁe&

EQH%W%W%HG%HGWFWMM%WM%
H-either-of-the-foregeing-matters-are-not-affirmatively-determined;-the
Administratorshall-offer-to-consultthereon-with-sueh-petitioning-employee
organization-and;-sueh-determination-thereafterremains-unchanged;-shall
inform-thaterganization-of-thereasens-therefere-in-writing—The-petitioning
employee-organization-may-appeal-such-determination-in-accordanee-with-Seetien
238644

e 2480:8————Ghalenging-Petitions/Overlapping-Units:

Within-thirty-(30)-days-of the-date-of written-notice-to-the-affected-employees-that-a
yvalid-reeegnitionpetition-foran-appropriate-unit-has-been-fledany-other
employee-erganization-may-file-a-competing-requestto-beformeally-recognized-as
the-exelusivelyrecognized-employee-erganization-ef-the-employeesin-the-same-ot
in-aneverapping-unittene-which-correspends-with-respeet-to-semebut-netalt
the-elassifications-orpesitionssetforth-intherecognitionpetitionbeing
challenged)-by-filing- documentation-evidencing-proef-of-employee-supportin-the
upit-claimed-to-be-apprepriate-of at-leastfifty-pereent{B0%-of the-employees-in
the-unit-elaimed-to-be-appropriate-and-otherwise-in-the-same-form-and-manperas
setforth-in-Seetion-2180:6—lf-such-challenging-petition-seeks-establishmentofan
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HEADQUARTERS NORTHERN FIFLD OFFICE

200 Litton Drive, Suite 320 257 E. Sierra, Unit B

Mailing Address: Mailing Address: P.O, Box 2227

Grass Valley, CA 95945 Poriola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

email: office@myairdistrict.com or wwiv.mvairdistrict.com email: office’d@ myairdistrict.com or s myairdistrict.com

everlapping-unit-the-APCO-shall-eensultwith-the-petitioning-employee
erganizations-for-the-purpese-of-aseertaining-the-meore-appropriate-unit
Thereafter-the-Board-shall-determine-the-appropriate-unit-erunits-in-aceordance
with-the-standards-in-Section-2180:5—The-petitioning-empleyeec-organizations-shall
have-fifteen-{15)-days-from-the-date-of-noticc-of sueh-unit-determination-s
communicated-te-them-by-the-APCO-te-amend-thelrpetitions-to-eonform-te-sueh
determination-or-to-appeal-such-determination-pursuantio-Seetion-2186:14:

e 2180.9———Appropriate-Units—The-poliey-objsetives-in-determining-the-appropriateness-of
uhits-shal-be-the-effect-of-a-proposed-uniten—{1)-the-efficient-operations-of-the
Distriet-and-its-eompatibility-with-the-primary-responsibility-ef the-Distriet-and-its
employeesto-eifectively-and-ceonemisally-serve-the-publie;-and-{2)-previding
employees-with-effective-representation-based-onrecegnized-eemmunity-of
interest-eonsiderations—These-peliey-objectives-require-that-the-appropriate-unit
shall-be-the-broadest{easible-grouping-of-peositionsthatshare-in-identifiable
community-of-interest—Factors-to-be-censidered-shall-be:

——2180.91—The-unitshallinelude-the-broadest-feasible-groups-ef-employees-based
upon-internal-and-oceupational-community-interest—Fragmentation-ef-units
is-te-be-aveided:

— 2480.0.2—The-effectof-the-proposed-unit-on-the-efficient-operation-of- the-Distriet
sepdees-and-en-sound-employer-employee-relations:

————2180:9-4——TFhe-histery-of employee-relations-in-the-unit-among-otheremployeesin
the-Distriet-and-in-similar-publie-employment:

—2180.8 5 Similatity-of-duties; skills,-and-werking-conditiens-ofemployees:

e 2480-9:6——No-District-empleyment-classification-tile-shall-be-ineluded-in-more-than
one-representation-unit:

— 2180-.9.7———Professional-employees-shall-not-be-denied-the-rightto-be-represented

separately-from-nen-prefessional-employees-by-a-professionat-empleyee
organization-censisting-efsuch-employees:

L 2180.9.8—Mid-Management-and-Supervisory-empleyees-may-enly-be-represented-in
a-unit-eompesed-selely-ef such-employees——

—2180.0.0Cenfidential-employeesmay-notbe-represented-in-a-bargaining-tnit
tegetherwith-ren-confidential-eraployees:

—2180:9:10—The-ARCO-shall-not-be-a-memberof-any-unit
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DisTRICT HFADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E. Sterra, Unit E

Mailing Address: Mailing Address: P.O. Box 2227

Grass Valley, CA 95945 Portoln, CA 96122
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emnil; office@myairdistrict.com or www.mvairdistrict.eom email: officedmyairdistrict.com or wyw.myaindisiact.con

e 218040 Procedure-for-Modification-of Established-Appropriate-Units:

— 248010 ———Requestsby-empleyee-organizationsfor-redificationsto-established
: . . APCO-onby-churi . ;
120-t0-150-days-prior-to-the-expiration-date-of-the-Mermeorandurm-of

Understanding—Sueh-decumentation-shall-be-submitted-in-aceordanee-with

the-requirerments-set-forth-in-this-Seetion-and-shall-contain-a-complete
staterment-of-all-relevant-facts-and-citations-in-support-of-the-proposed
modified-unitin-terms-of-the-peolicies-and-standards-set-forth-herein—The
ARCO-shall-proeess-sueh-requests-as-stated-below:

2180102 TFhe-ARCO-may-on-his-own-rotion-propese-during-the-peried-speeified-n
this-Seetion-that-an-established-unit-be-modified-and-shall-process-sueh
propeosal-as-stated-belows

e 24 80:10: 83— The-ARCO-shall-give-written-netice-of-the-propesed-modifications-to-all
affected-employee-erganizations-and-shalt-held-a-meeting-concerning-the
prepesed-modifications;-at-whieh-time-all-affected-empleyee-erganizations
shat-be-heard:

e 2480-46-. 4 Thereafter-the-APCO-shall-determine-the-cempesitien-ef-the-appropriate
unit-or-units-in-aceordanee-with-Section-2180-9-and-shal-give-written-neotice
ofsuch-determination-te-the-affected-employec-organization:

2180:18:5——The-APCO-may-after-notice-to-and-consultation-with-affected-employee
erganizations;-alecate-new-elassifieationsorpeositiens,reallecate
elassifications-er-pesitions;-or-delete-classifications-in-aceordanee-with-the
previsiens-of-Seection-21806:9:

——2180-10:6——The-allocation-of new-classifications-er-the-deletion-ef-abelished
classifieations-may-be-done-atany-time-and-may-net-be-considered-a
meodifieation-of-the-unit-if-in-the-determination-of-the-ARCO-such-additions
ordeletions-have-ne-sighifieant-impacton-the-apprepriateness-efthe-unit:

employee-organizations-may-thereafter-file-petiionsforanew-ap pfepﬂaffe
whit-ar-units-pursuant-to-Section-2180:6:

24 80:10:8—~There-shall-net-be-mere-than-ene-eleetion-in-a-twelve-H2H-menth-period
affeeting-the-same-bargainingunit

e 2480:10:9——Any-determinations-made-by-the-ARCO-are-subject to-appeal-as-provided-in
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchien Bennitt, Executive Director

DiISTRICT HEADOUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E. Sierra, Unit E
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email: office@myairdistrict.com or www.myairdistrict.com email: office’@myairdistrict.com or wyw.myvairdistrict.com

— 2180+ ——Procedure-for-Deeertification-ef-Exclusively-Reeognized-Employee-Organizations:

21804 4——Proof-of-employee-suppoert-aleging-that the-ineumbentexelusively

recoghized-employes-organizatien-ne-longer-represents-a-majority-of-the
empleyees-in-an-established-appropriateunit-may-be-filed-with-the-ARCO
only-during-the-period-of-120-te-150-days-prorto-the-expiration-ef-the
agreement—Such-decumentation-may-be-filed-by-twe-er-roere-employees;
theirrepresentative-er-an-employec-organization-and-shall-centain-the
following-information-and-deeumentation-deelared-by-the-duly-authorized
sighatory-underpenatiy-ef perjury-te-be-truecorrectand-eemplete:

— 2980 —TFhe-nameraddress-and-telephone-numberof-the-petitioner-and-a
for-furtherinformation:

21804112 —The-name-of-the-established-apprepriate-unitand-of the-ineumbent
exchusively-recognized-empleyee-organization-sought-te-be
decertificd-as-the-representative-of-that-unit

erganization-ne-lenger-represents-a-majority-of-the-employees-inthe
appropriate-tnib-ahd-any-etherrelevant-and-material-factsrelating
theretos

— 21801 4—Proof-of-employee-suppert-that-at least-fifty-percent{50%}-of the
employees-in-the-established-apprepriate-unit-ne-longer-desire-to-be
represented-by-the-ineumbent-exelusively-recognized-employee
organization—Such-proef-shall-be-submitted-forcontfirmation-to-the
ARCO-within-the-time-limits-speeified-in-the-first-paragraph-of-this
Secton:

e 2480:44:2——The-ARCO-shattinitialy-determine-whetherthe-deeumentation-has-been

filed-in-ecomphiance-with-the-applicable-previsiens-ef-this-Section—if-histher
determinationdis-in-the-negative-hefshe-shal-offerto-consultthereof-with
the-representatives-ofsuch-petitioning-empleyees-er-empleyee
organization-and;-isueh-determination-thereafterremains-unehanged;
shathreturn-such-documentation-to-the-employees-erempleyee
organization-with-a-statement-of- the-reasons-therefor-in-writing—The
petitioning-employees-or-employee-erganization-may-appeal-sueh
determinationin-accordance-with-Seetion2180- 4 H-the-determination-of
the-ARCO-is-in-the-affirmative,orif-hisfher-negative-determination-is
reversed-on-appeat-helshe-shall-give-wiitien-notice-efsueh-Decertification

SERVING THE COUNTIES OF NEVADA, PLUMAS AND SIERRA

\6O



NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT

Gretchen Bennitt, Executive Director

DiSTRICT HEADQUARTERS

200 Litton Drive, Suite 320

Mailing Address;

Grass Valley, CA 95945

(530) 274-9360 / FAX: (530) 274-7546

NORTHERN FIELD QFFICE

257 E. Sierro, Unit E

Mailing Address: P.O. Box 2227
Portola, CA 96122

(530) 823-0102 / FAX: (530) 932-0101

email: office@myairdistrict.com or wwy.myairdistricl.com emoil: offico/dmyairdistrict.com or www.myairdistrict.com

21804 2—Election-Procedure:

218042 1—When-an-initial-or-deeertification-petition-meets-the-prevision-of the

peliciesran-election-shal-be-eonducted-pursuant-to-this-Seeton—Within
wwenty-{20}-calendar-days-of-the-last-date-that-a-recognition-petition-ean-be
flled;-as-determined-by-the-ARCO-or-as-deeided-by-an-appealthe-ARCO
shall-arrange-for-a-secret-batet-election-to-be-conducted-in—accordanee
with-the-provisions-of- this-peliey—All-employee-organizations-thathave
filed-petitions-which-have-been-determined-toconferm-to-Seetion 21806
shaltbe-included-on-the-ballet—The-cholee-of "No-Organization'-shall-also
be-inetuded-onthe-ballet—Employees-entitled-to-vote-in-sueh-election-shall
be-these-persons-ernployed-in-ful-time-and-part-ime-reguwlar-positens
within-the-designated-appropriate-unitwhe-were-employed-during-the-pay
period-immediately-prior-to-the-date-which-ended-at-leastfifteen-{15}-days
before-the-date-the-election-eommences;-including-these-whe-did-net work
during-sueh-period-beeause-of-lnessvacation-orother-authorized-leaves
of absence,and-who-are-empleyed by-the-Distrietin-the-same-unit-enthe
date-of-the-eleeton:

unless-beth-parties-agree-on-anotherparty-hereinafierreferred-to-as-the
Eleetion-Superviser

——— 218042 3—~Ceosis-of conducting-electionsH-anyshal-be-berne-in-equal-shares-by-the

Distriet-and-each-employee-erganization-appearing-en-the-ballet—H-the
election-is-called-at the-requestof-the-Distrietthe-Bistriet-shal-bearal
normal-electionexpenses—The-party-desiring-observersshall-previdefor
these-ebservers-at-itsown-expenses

arrangements-and-riling-as-he/she-deems-neeessary-to-earry-outthe
electon—Ne-laterthan-twen ty%ﬂay&aﬁeﬁe%hee&eeﬂeﬁ—%h&ﬁe&feﬁ
Supervisorshatb-meet-with-the-eligible-emple
the-election-arrangement-and-policies—Such-pelicies-shal-be-rrade
available-te-the-erganizations-nelater-than-ten{10}-days-prierte-the
eleetion:

e 21 80:42:5———AR-employee-organization-shall-be-foermally-recognize d-as-the-exelusively

recognized-ermplovee-erganization-for-the-appropriate-unit-folewingan
election-orrun-eff-clection-ifitreceivesanumericabmajerity tmore-than
50%}-of-the-valid-votes-cast:

inetuding-the-cheiee-of no-organizationrand-nene-ofthe-cheieesreceivea
majerityofthe-vetesecast-by-the-empleyees-within-the-representation-unit
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E. Sierro, Unit E

Mailing Address: Mailing Address: P.O. Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

email: office@mysirdistrict.com or www.vairdisicict.com email: olficerd myairdistrict.com or wyw.mvairdistriet.com

arun-offelection-shall-be-conducted-between-the-cheilcesreceiving-the
largest-and-seeondtargest-numberofvetes:

———ee 2180427 —Each-clgible-employec-organizationshaltsubmitie-the-Administrator- the
desigration-it-desires-on-the-balet-ne-later-than-twenty-{20)-calendar-days
befere-the-eleetion—Sueh-designation-shall-be-the-official-name-of-the
organization-as-submitted-in-their-bylaws-pursuant-te-Seetion-2180:5-ar-an
abbreviated-version-thereof—lf-any-eorganization-fails-to-submitsueh
designation;-the-Administrater-shall-prepare-a-designation-for-usc-onthe
ballot—The-orderin-which-the-eligible-choices-appearon-the-balletshall-be
determined-bylet

————2480:12:8——The-ballets-shal-include-the-question-'Be-you-wish-to-be-represented-in
respectto-wages-hours-and-other-econditions-of employment-by—2%
Fellewing-the-questien-the-cligible-eheices-shall-be-Histed-on-the-ballet-in
erderdetermined-bylet—TFhe-eligible-choleos-shaltalse-inelude-the-cheise
ef'Ne-Organizations

24804 2:8——A-netice-ef-election-in-a-form-approved-by-the Elections-Supervisorshall-be

pested-at-locations-serving-employeesin-the-unitinvelved-at-least-five-{5}
days-prier-te-the-elestion:

e 2480424 0—H-agreed-te-by-the-organizations-appearing-on-the-balot-the-Administrater;
each-eligible-empleyee-organization-and-the-District-are-autherized-to
for-the-presence-of-histher-observers-and-ne-balleting-er-counting-shall-be
delayed-beeause-of the-absenec-ef-one-ermore-observers:

—— 2480421 —Any-authorized-observer-may-challenge-the-cligibility-of-a-vote—ttshall-be
the-duty-of-the-Election-Supervisor-or-histher-designee-to-place-the
ehatenged-ballot-in-a-sealed-envelope-indicating-that-the-voter-in-question
has-cast-a-challenged-ballet:

——— 2180424 2—The-Election-Supervisor-shall-subsequentiy-determine-the-eligibility-ef the
vetepwhe—eaﬁba—ehaﬂenged-baue%aﬁd—eﬁhe&eeu%ewejeetﬁmdw%e—?he

-use-the-services-of-the Registrarof-\oters-and-histher
staff-and-sueh-persons-that-are-used-by-the-Election-Superviserare-charged
with-striet-peutratity-in-the-conduet-of their-duties:
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DiISTRICT HEADQUARTERS NORTHERN FIELD OFFICE

200 Litton Drive, Suite 320 257 E, Sierra, Unit B

Mailing Address: Mailing Address: P.O. Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (536) 932-0101

email: office@myairdistrict.com or wwiw.myairdistcict.com email: office@ myairdistrict.com or wnw.mvairdistict.con

——2180:12-13—Netinglocations-shal-be-agreed-te-by-the-parties-er-desigrated-by-the
Eleetion-Superviser-afterconsultation-with-the-parties-ne-later-than-fifteen
{15} days-befere-the-clection—The-eleetion-will-be-by-seeret-ballot-and
voters-witk-be-allewed-te-vete-withoutrfearorrestralnt-or-cocreion:

—— 248042 H4—Atthe-eoneclusion-of-the-eleetionthe-Festion-Superviser-afterdispesing-of
the-challenged-ballots;shallecuntal-the-ballots-and-certify-theresulis-of
the-eleetion—Theseresults-shall-be-final-and-binding-en-the-parties:

and-procedural-pelicies-as-he-orshe-deemshecessary-to-earry-out-the
eleetons—A-vietatien-efthese-peolicies-by-a-party-may-serve-to-void-the
elecHon—The-Election-Supervisershat-have-the-sele-autheority-to-make-a
ruling-tnderthis-sestion:

248042 H—Any-of-the-abeve-cleetion-procedures-as-set-forth-in-subsections- 2186422
through-2180-12-16-may-be-altered-erwaived-by-mutual-agreement-of- the
parties:

——248043—Gronting-Exelusive-Reecognition—Upen-a-determination-thatan-employee
organization-hasrecelved-a-majority-of- balots-cast-in-an-election-the-Board-of
Birections-shall-by-reselutiongrant-exclusiverecognition-fer-the-appropriate
bargairing-unrit—A-new-exchisively-recognized-employec-organization-shalt
asswrne-the-terms-and-conditions-ef-any-existing-memeorandum-ofunderstanding:

——2480-H4———Appeals—An-employec-erganization-aggricved-by-an-appropriate-unit
determination-by-the-Administrater-may-within-ten-H10}-days-efnetice-thereef;
request-the-interventon-efthe-California-State-Coneiliation-Service-pursuantto
Geverpment-Code-Seetions-350741-and-35073-or-may-in-lieu-thercof-appeal-such
determination-to-the-Board-of Directors{for-final-decisien-within-ten-40}-calendar
days-of-notiee-of the-Administrater's-determination:

e 22O A S Mleeting-and-Conferring:

248015 ——Onhy-exchisively-recognized-ermployee-erganizations-ir-established
representation-units-shall-be-entitled-to-meet-and-cenferwith-duly
designated-managermentrepresentatives-on-wages-heursrand-other-terms
and-eonditions-of-empleymentforsueh-units:

e 248046 2 —The-Bistret-is-under-no-obligation-te-mectand-eonferwith-employee
erganizatons-whe-are-net-exchisively-recognized-er-whe-willfuly-vielate
any-efthe-provisiens-efthis-peliey-erwho-are-engaged-inany-ilegal-cetion
against-the-Bistriet
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS NORTHERN FiFLD OFFICE

200 Litton Drive, Suile 320 257 E, Sierra, Unit E

Mailing Address: Mailing Address: P.O. Box 2227

Grass Valley, CA 95945 Portola, CA 96122

(530) 274-9360 / FAX: (530) 274-7546 (530) 823-0102 / FAX: (530) 932-0101

cmuail; office@myairdistrict.com or wivy mvairdistrict.com email: oflieciimvairdisirict.com or wasvanvairdistoct.com

- 24 80:15:3———Meeting-and-conferring-shal-net-be-required-on-any-subject-preempted-by
Federal-or-State-law-or-policy—Proposed-amendments-to-this-peliey-shall
be-subjeet-to-econsultatonafterreasenable-netiee:

ineorporated-in-a-written-merorandum-of-understanding-signred-by-the
Distriet-representative,-or-the-designree-when-appropriater-and-the-duly
designed-representative-ef-the-recognized-empleyeec-organizationwith
whem-the-agreement-has-beeh-reached—Signed-memeranduras-of
understanding-shatt-be-mutually-submitted-to-the-Board-of Birestorsr-but
shalbnetbein-effect-orbinding-on-the-parties-unti-formally-appreved-by
the-Board-of-Direeters:

238016 ————nitiation-efHimpasse-Proeeduresi—H-the-meet-and-confer-process-hasreached
impasse-as-defined-in-the-poliey-either-party-may-initlate-the-impasse-procedures
by-filing-with-the-ether-party-a-wHtten-requestforanimpasse-meetingtogether
with-g-statement-of-its-positien-on-all- disputed-issues—An-impasse-meeting-shall
then-be-seheduled-within-ten-{10}-calendar-days-by-the-Administrator—The
prrpeses-of-such-impasse-meeting-shal-be-asfollows:

e 24 80:46:+——To-identify-and-speeify-in-writing-the-issue-or-issues-thatremain-in-disputes

2980162 —TForeview-the-position-of-the-parties-ina-final-effort- te-reselve-sueh

disputed-isste-or-issuesrand

24 80:16: 3 H-the-dispute-is-notreselved;-to-diseuss-arrangements-for-the-utilization-of
the-impasse-procedures-provided-herein:

e 2480 ——Mediation:

———— 24804 ———Either-party-may-request-mediation—Sueh-mediatorshal-be-selected-form
a-panetto-be-provided-by-the-California-State-Coneiliation-Serviee-unless
beth-parties-agree-to-anethermediater—Al-mediation-proceedings-shall-be
private—The-mediator-shalb-make-ro-public-recommendation-nortake-any

e 2480472 the-parties-fait-te-resolve-the-dispute-threugh-mediation-within-fifteen-{15}
calendar-days-afterthe-mediatorcommences-meeting-with-the-partes-the

partes-may-mutualy-agree-to-submitthe-impasse-to-facttfinding:

21801 G————Faet-Finding— - the-parties-mutually-agree-to-submit the-impasse-to-fact-finding;
they-may-agree-ef-appeointment-ef-ene-ormore-fact-finders—H they-failto-agree
en-one-or-meore-fact-findersa-fact-finding-panet-of three-shallbe-appeinted-inthe
follewing-manner—eone-raemberof-the-panel-shall-be-appeinted-by-the Distriet;
one-membershat-be-appeinted-by-the-exelusively-recognized-employee
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS

200 Litton Drive, Suite 320

Mailing Address:

Grass Valley, CA 95945

(530) 274 ‘)360 [TAX; (530) 2047546

NORTHERN FIELD QFFICE

257 E, Sierra, Unit E

Mailing Address: P.O, Box 2227
Portola, CA 96122

(530) 823-0102 / FAX: (530) 932-010]

www mvairdistrict.com email; offico@ myvairdistricl.eom or wyww myairdistrict.com

organization;and-these-twe-shal-name-a-third-whe-shall-be-the-ehairpersen—H
they-are-unable-to-agree-upon-athirdthey-shall-seleet-by-agreement-the-third
memberfrom-one-or-mere-lists-ef-names-to-be-previded-by-the-Califernia-State
Geneiliation-Serviee—The-foHlowing-sonstitute-the-jurisdictional-and-procedural
requirementsfor-fact-finding:

———2386:18——Thefact-finders-shal-consider-and-be-guided-by-applicable-Federal-and
State-taws-

——2980:18:2——8ubjeetto-the-stipulations-of the-parties; the-fact-finders-shall-determine
and-apply-the-fellewing-measures-and-etiteria-inarriving-attheir-findings
and-recemmendations:

———2380:18:2-—As-relevant-te-the-issues-in-disputer-the-fact-finders-shall-eempare

the-total-compensation-hoursand-conditions-ofemployment-efthe
empleyeesinvelved-in-the-fact-finding-proceeding-with-the-total
compensation-hours-and-conditions-of-employment-of-other
employees-performing-similarserviec-inpublic-and-private
compensationt-shall-mean-all-wage-compensation-including-but-not
limited-to-premium-ineentiverminimum;-standby-eut-of-class-and
deferred-pay-at-paidleave-timerallaliowances;-ineluding-but-not
limited-to-edueational-and-uniform-benefitsr-medical-and
hospitalization-benefits-and-insuraneejob-injury-disability-pensien
and-welare-benefits:

eemﬁaﬂseﬁs—baseéﬁﬁ%he—faeters—eﬁeqmtab&&emﬁleymeﬁkben%
retationships-betweenjob-elassifications-and-pesitions-within-the
Distrietr-the-benefits-of-Distrietjob-stability-and-continuity-of
employment-and-the-diffieulty-er-lack-thercef-ef recruiting-and

eomparisens-as-adjusted-abeve-subjeetto-the-financial-reseurces-of
the-Districtte-implementthemtaking-into-aceount-otherlogislatively
determined-and-projected-demands-on-ageney-resodreesassuranee

efsuffisient-and-seund-budgetary-reserves,-and-statutory-er-other
limitations-eontayand-otherrevenues-and-expenditures:

——- 2380483 —TFhe-fact-finders-shalt-make-written-findings-of-fact-and-recommendations
for-the-resolution-of- the-issues-in-disputewhich-shatt-be-presented-in-terms
of-the-eriteriaradjustments-and-imitations-speeified-abeve—Any-rmember
¢ o factiindi o aceo . filo-cli . .
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT Gretchen Bennitt, Executive Director

DISTRICT HEADQUARTERS
200 Litton Drive, Suite 320

Muiling Address:

Grass Valley, CA 95945
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257 E. Sierra, Unit E

Mailing Address: P.O. Box 2227
Portola, CA 96122

faet-finding-panel-shall-serve-such-findings-and-recormmendations-on-the
Bistrict-and-the-designated-ropresentative-of-the-exelusively-reeognized

empleyee-organization:
218018 .4 LE 4 by i hava.nat Jag, tha inoag u.hk' thed10).dave afeary
2180184 H-the-partes-have-netreselved-the-impasse-within-the-{10)-days-after

serviee-ef-the-findings-and-recommendations-upen-them—thefact-finders-or
the-ehairperson-ofthe-fact-finding-panclshall-submit-them-for
eonsideration-by-the-Board-of-Directors-in-connectionwith-the Beard!s
tegistative-eonsideration-of-the-issues-atimpasser
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the-applieation-of-such-prevision-te-persens-or-cireumstanees-otherthan-those-as
te-whish-it-is-held-invalid;-shall-net-be-affected-thereby-
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Pollution Control Officer
Date: May 23, 2022

Agenda Item: VI.A

Agenda Description: Status on Portola PM2.5 Nonattainment Area

Issues: Staff will update the Board on the status of the Portola PM2.5 federal
nonattainment area.

Requested Action:
1. none

Attachments:
1. none
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Pollution Control Officer
Date: May 23, 2022

Agenda ltem: VI.B

Agenda Description: Discussion of part-time permanent position for Northern Sierra Air
District

Issues: The District would like the Board to consider a new part-time permanent position
for the Air District. This would allow the District to hire and train an entry-level candidate at
a lower cost to the District. Additionally, this plays into a key part of the District's succession
plan. Since the District has an aging employee population in the Grass Valley office, this
would be a valuable opportunity for the employee to garner valuable information from a
seasoned employee prior to them vacating their position due to retirement.

Preliminary cost estimate for a part time permanent APCSI (30 hours/week) are:

Permanent Salaries $39,460.20
Medicare/FICA $ 574.31
CA state Employment $112.00
PERS Health Insurance

(Pro-rated) $7,800
Dental/Vision $1,250
PERS Retirement $3,062.11

(Employer contribution)

Total $ 52,258.63

Requested Action: none

Attachments: none
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NORTHERN SIERRA AIR QUALITY MANAGEMENT DISTRICT BOARD OF DIRECTOR’S MEETING

To: Northern Sierra Air Quality Management District Board of Directors
From: Gretchen Bennitt, Air Poliution Control Officer
Date: May 23, 2022

Agenda Item: VI.C

Agenda Description: Legislative/Introductory Packet

Issues: Staff has compiled information in preparation for a meeting with local legislators or
other interested parties. The packet has been distributed to board members.

Requested Action: Discuss packet and possible modifications to future versions

Attachments: Packet will be handed out to Board members
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