RESOLUTION NO. SCV-05

A RESOLUTION OF THE BOARD OF DIRECTORS
OF THE SANTA CLARITA VALLEY WATER AGENCY
ADOPTING AN EMPLOYEE MANUAL

WHEREAS, the Santa Clarita Valley Water Agency will treat employees and prospective
employees in a manner consistent with all applicable employment laws and regulations; and

WHEREAS, the Board has determined that there is a need for personnel policies and
procedures to ensure that employees and prospective employees are treated in a manner
consistent with these laws and regulations; and

WHEREAS, the Board recognizes that it is in the best interest of the Agency to have a
centralized, coherent and up-to-date employee manual of Agency employees.

NOW, THEREFORE, BE IT HEREBY RESOLVED AS FOLLOWS:
1. The Employee Manual attached hereto is hereby adopted; and

2. Be it further resolved that the Employee Manual shall apply to all Agency officials,
appointees, employees, volunteers and independent contractors. In the event there is a
conflict between these rules and regulations and any Federal or State law, the terms and
conditions of the law shall prevail; and

3. Be it further resolved that the provisions of this Manual may be amended and
supplemented from time to time without notice and at the sole discretion of the Board;
and

4. Be it further resolved that the Agency’s General Counsel and General Manager are

hereby authorized to make minor changes related to changes in laws and regulations
without further action by the Board of Directors.

e L

Presrdent

I, the undersigned, hereby certify: That | am the duly appointed and acting Secretary of the
Santa Clarita Valley Water Agency, and that at a regular meeting of the Board of Directors of
said Agency held on January 2, 2018, the foregoing Resolution No. SCV-05 was duly and
regularly adopted by said Board, and that said resolution has not been rescinded or amended
since the date of its adoption, and that it is now in full force and effect.
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Welcome to Santa Clarita Valley Water Agency

Dear Employee:

We're very happy to welcome you to Santa Clarita Valley Water Agency. Thank you for
joining us! We want you to feel that your association with the Agency will be a mutually
beneficial and pleasant one.

You have joined an organization that has established an outstanding reputation for
quality service to its customers. Credit for this goes to every one of our employees. We hope
you, too, will find satisfaction and take pride in your work here.

This Manual provides answers to most of the questions you may have about the
Agency’'s benefit programs, as well as the policies and procedures we abide by — our
responsibilities to you and your responsibilities to the Agency. If anything is unclear, please
discuss the matter with your supervisor. You are responsible for reading and understanding this
Employee Manual, and your performance evaluations will reflect your adherence to Agency
policies. In addition to clarifying responsibilities, we hope this Employee Manual also gives you
an indication of the Agency’s interest in the welfare of all who work here.

From time to time, the information included in our Employee Manual may change. Every
effort will be made to keep you informed through suitable lines of communication, including
postings on the employee bulletin boards and/or notices sent directly to you in-house.

Compensation and personal satisfaction gained from doing a job well are only some of
the reasons most people work. Most likely, many other factors count among your reasons for
working — pleasant relationships and working conditions, career development and promotion
opportunities, and benefits are just a few. Santa Clarita Valley Water Agency is committed to
doing its part to assure you of a satisfying work experience.

| extend to you my personal best wishes for your success and happiness at Santa
Clarita Valley Water Agency.

Sincerely,

General Manager of the
Santa Clarita Valley Water Agency

January, 2018
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You’re Part of Qur Team...

As a member of Santa Clarita Valley Water Agency's team, you will be expected to
contribute your talents and energies to improve the environment and quality of the Agency’s
water service. In return, you will be given opportunities to grow and advance in your career.

Santa Clarita Valley Water Agency will make every effort to provide you with wages and
benefits comparable to others doing similar work within the industry and within the region.

At the Agency, we always put safety first. We believe it is our duty to provide you with as
safe a workplace as we possibly can. For your protection, we have an in-house safety
inspection program and we enlist the services of outside safety consulting firms. We also have a
substance abuse policy, because you have a right to know you can depend on your co-workers.

The only things we require for employment, compensation, advancement, and benefits
are performance and a good team attitude. No one will be denied opportunities or benefits on
the basis of age, sex, color, race, creed, ancestry, national origin, religious persuasion, marital
status, sexual orientation, gender identity or expression, disability, genetic information, or
veteran status that does not prohibit performance of essential job functions; nor will anyone
receive special treatment for those reasons.
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Purpose of This Manual

This Manual has been prepared to inform you about the Agency’s history, philosophy,
employment practices, and policies, as well as the benefits provided to you as a valued
employee and the conduct expected from you.

No employee manual can answer every question, nor would we want to restrict the
normal question and answer interchange among us. It is in our person-to-person conversations
that we can better know each other, express our views, and work together in a harmonious
relationship.

We hope this Manual will help you feel comfortable with us. We depend on you — your
success is our success. Please do not hesitate to ask questions. Your supervisor will gladly
answer them. We believe you will enjoy your work and your fellow employees here. We also
believe you will find the Agency a good place to work.

We ask that you read this Manual carefully, and refer to it whenever questions arise. We
also suggest that you take it home so your family can become familiar with SCVWD and our
policies.

Santa Clarita Valley Water Agency's policies, benefits and rules, as explained in this
Manual, may be changed from time to time as water Agency management principles,
employment legislation, and economic conditions dictate. If and when provisions are changed,
you will be given replacement pages for those that have become outdated.
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INTRODUCTION

1.1 Effective Date

This Employee Manual (or "Manual”) describes the policies adopted by the Board of
Directors of the Santa Clarita Valley Water Agency. Because no fundamental terms and
conditions of employment have been altered, this Manual applies to all employees, current
and future.

Adopted: January, 2018

1.2 Administrative Policy
The rules set forth herein for the administration of the personnel system of the Santa

Clarita Valley Water Agency have as their objectives the provision for a fair and equitable
system of personnel management in the Agency and the provision for efficient and
economical services to the public. These rules set forth the procedures, which ensure similar
treatment of people who compete for original employment and promotion. The rules also
define the obligations, rights, privileges, benefits, and prohibitions, which apply to all Agency
employees. Unless otherwise specifically provided, this Manual does not apply to the General
Manager or to Board members.

This Manual contains general information about our agency intentions and your
benefits, and highlights some of the rules and policies under which the Agency operates.
Because it is obvious that not every policy, rule or benefit can be explained in this guide, the
provisions in this guide are to be considered as a general summary of some of our rules and
benefits. To the extent that this Manual contains statements which differ from factual
provisions of applicable benefit plan documents, the actual provisions of the benefit plan will
govern.

Subject to applicable law and employee rights, the Agency reserves all rights and
discretion to add to, modify, or delete provisions of this Manual or of the Management
Operating Procedures. This Manual contains the policies and practices in effect at the time of
publication. All previously issued manuals and any inconsistent policies (written or verbal),
benefit statements or memoranda are expressly superseded.

1.3  Administration

The General Manager is the administering authority responsible for all personnel
matters, including, but not limited to, adoption of management operating procedures and
interpretation of these rules. The General Manager may delegate as many of these functions
to other employees as the General Manager believes appropriate. In the event that the
General Manager cannot act, the Assistant General Manager shall act as the administering
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authority. Within the limits of administrative feasibility, recognition shall be given to the fact
that employees differ and are distinct from one another, and that no two individuals react alike
to reward and discipline or to motivation and encouragement.

1.4  The Merit Principle
The personnel system of the Agency is based on the merit principle. Appointments of
all employees of the Agency are based upon merit, defined as knowledge, experience, ability,

performance and attitude.
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EMPLOYMENT POLICIES

2.1 Administrative Framework

All persons considered for employment with Santa Clarita Valley Water Agency will be
qualified to perform the duties of the positions for which they are employed. All persons shall
be granted the opportunity to seek, obtain or hold employment without discrimination because
of race, religion, religious creed (including religious dress and religious grooming), color,
national origin, ancestry, physical disability, mental disability, medical condition, genetic
information, marital status, sex (including pregnancy, perceived pregnancy, childbirth,
breastfeeding, or related medical conditions), gender, gender identity (including transgender
identity), gender expression, age (40 or over), sexual orientation, military and veteran status,
or any other basis protected by federal, state or local laws.

In accordance with Federal and State Immigration and Naturalization laws, all
employees must provide the necessary documentation to prove identity and the right to work
in the United States within the required period of time. Failure to provide such documentation
will result in disqualification from the position and/or shall be grounds for immediate
termination.

2.2 Definitions
The words and phrases listed below shall have the meaning throughout this Manual

assigned in this Article, unless the context at the point of usage clearly requires a different
meaning:

221 Agency or SCVWD means the Santa Clarita Valley Water Agency, a
California Water Agency organized and operating under Division 13 of the California
Water Code.

2.2.2 Board means the Board of Directors of the Agency, which are elected by or
appointed pursuant to the State of California Government Code and Division 13 of the
California Water Code.

2.2.3 General Manager means the General Manager of the Agency, duly appointed
by the Board of Directors.

23 Notice
The policies in this Manual are to be considered as guidelines. Santa Clarita Valley

Water Agency, at its option, may change, delete, suspend or discontinue any part or parts of
the policies in this Manual at any time without prior notice. Any such action shall apply to
existing as well as future employees with continued employment being the consideration
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between the employer and employee. No one other than the Board of Directors of the Agency
may alter or modify any of the policies in this manual. No statement or promise by a
supervisor, department head, or individual director may be interpreted as a change in policy
nor will it constitute an agreement with an employee.

If for any reason any policy or provision of this Manual should be held unenforceable,
invalid or in violation of law, then the application of such policy or provision other than that in
or to which it is held unenforceable, invalid or in violation of law shall not be affected thereby,
and the remaining policies and provisions of this Manual shall nevertheless remain in full
force and effect.

24 Receipt and Acknowledgment of Manual
Employees are required to sign the Receipt and Acknowledgment form at the back of

this Manual and return it to Human Resources after carefully reading this Manual in its
entirety. This will provide the Agency with a record stating each employee has received, read
and understands the information provided in this Manual.
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3.0 EQUAL EMPLOYMENT OPPORTUNITY

The Agency is an equal opportunity employer and hires on the basis of individual
qualifications. Agency policy prohibits unlawful discrimination based on race, religion, religious creed
(including religious dress and religious grooming), color, national origin, ancestry, physical disability,
mental disability, medical condition, genetic information, marital status, sex (including pregnancy,
perceived pregnancy, childbirth, breastfeeding, or related medical conditions), gender, gender
identity (including transgender identity), gender expression, age (40 or over), sexual orientation,
military and veteran status, or any other basis protected by federal, state or local laws. The Agency is
committed to accommodating all applicable laws which provide for equal employment opportunities.
This commitment applies to all persons involved in Agency operations and prohibits unlawful
discrimination by any Agency employee.

3.1 Policy Against Harassment

As set forth more fully in the Agency’s separate Harassment, Discrimination, and
Retaliation Reporting Policy, the Agency strictly prohibits unlawful harassment on the basis of
protected classes under applicable law as mentioned above. Harassment may consist of
verbal, physical, or visual types. This policy applies to all phases of the employment
relationship including hiring, promoting, transfers, etc. Management considers this to be an
extreme form of personal abuse and will take appropriate disciplinary action, up to and
including termination, against any employee exhibiting such misconduct. Any employee or
applicant who encounters any form of harassment should immediately report the conduct to
the General Manager (or the Board where the General Manager is perceived as biased) and
is entitled to a prompt fair review of his or her case.

3.2 Policy Against Retaliation

The Agency similarly strictly prohibits retaliation against any employee for making a
good-faith complaint of discrimination or harassment or for cooperating, assisting, testifying,
or participating in any of the complaint procedures described in detail in the Agency’s
separate Harassment, Discrimination, and Retaliation Reporting Policy. Claims of retaliation
are taken seriously and are subject to the same complaint procedures.
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40 AMERICANS WITH DISABILITIES

The Agency is committed to promoting employment opportunities and retention for all
qualified individuals with disabilities in accordance with the federal Americans with Disabilities Act
and the California Fair Employment and Housing Act.

These state and federal laws protect an individual with a physical or mental impairment that
limits his/her life activities—such as walking, seeing, hearing, speaking, communicating, and caring
for oneself—provided the individual can perform the essential functions of the job safely and
efficiently with reasonable accommodation.

In accordance with these laws, the Agency’s policy strictly forbids all forms of discrimination
against qualified applicants or employees with disabilities, and requires reasonable accommodation if
necessary for otherwise qualified individuals to perform the essential functions of the job safely and
efficiently without serious risk to health and safety. In addition, all employees of the Agency are
expected to abide by the following basic guidelines:

1. Applicants or employees are asked on the job application if they have the physical and
mental ability to perform the essential functions of a particular job. Applicants or
employees who indicate they have a physical or mental impairment that could interfere
with job performance will be asked to state what the Agency could do to accommodate
them.

2. Applicants and employees who have disabilities should come forward and inform the
Agency of their needs. In many cases, the Agency will have no way of knowing
whether an individual has a disability unless he or she requests accommaodation.

3. The law requires only reasonable accommodations, which do not result in an undue
hardship to the Agency or a direct threat to health and safety, and the individual must
be able to perform the essential functions of the position. Whether a certain
accommodation meets these standards must be determined on a case-by-case basis

4. The determination of accommodation is to be made through an interactive process
between the Agency and applicant/employee, and perhaps others. An employer is not
required to make an accommodation, which would require significant difficulty or
expense based on the size, financial resources, and the nature and structure of the
business. The Agency must try to identify an accommodation that does not constitute
a hardship to it. The employee or applicant must be allowed to provide or pay for the
accommodation or a portion of it, which constitutes the hardship. The law does not
require an employer to lower quality or operational standards as an accommodation.

5. An employee who believes he/she has not been treated appropriately under this policy
may utilize the grievance procedure.
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The Human Resources Supervisor and General Manager may adopt management
operating procedures to carry out this policy.
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5.0 DRUG-FREE WORKPLACE POLICY

It is the policy of The Agency to create a drug free work place in keeping with the spirit
and intent of the Drug Free Work Place Act of 1988. The use of alcohol, marijuana, and/or
controlled substances in the work place is inconsistent with the behavior expected of Agency
employees and subjects all employees, residents and visitors to unacceptable safety risks, and
undermines the Agency's ability to operate effectively and efficiently.

The Agency has established this Substance Abuse Policy to provide the greatest degree
of protection possible to the public and to Agency employees. The purpose of this policy is to
ensure worker fitness for duty and protect our employees and the public from risks posed by the
use of alcohol and controlled substances, to ensure the safe and efficient performance of
employee duties, to reduce absenteeism and tardiness, to promote productivity, and to
cooperate with the rehabilitation of those employees who seek such help. The Agency
recognizes that drug, alcohol and other controlled substance abuse of employees in the work
place is a serious and growing problem of nationwide proportions. The Agency is taking this
opportunity to reaffirm its commitment to a drug and alcohol free work place.

This policy is also intended to comply with all applicable Federal regulations governing
work place anti-drug programs in the transportation industry. The Department of Transportation
Omnibus Transportation Act of 1981 mandates pre-employment, random, reasonable suspicion,
post-accident, and follow-up/return to duty alcohol and drug testing of employees performing
safety-sensitive functions. A copy of the Department of Transportation Guidelines is available in
the Agency office.

5.1 Applicability

As a condition of employment, all employees are required to comply with all
applicable personnel policies and rules.

1. This substance abuse policy applies to all Agency employees.

2. This policy applies at all times while Agency employees are on Santa
Clarita Valley Water Agency premises, or off-Agency premises but engaged
in an activity that is related to or may affect the Agency's business,
reputation or public relations, including, but not limited to, the following:
activities during work hours, including lunch and other breaks; attendance
at seminars as a participant or speaker; and travel on behalf of the Agency.
This policy applies to any Agency employee on stand-by duty during the
entire period that employee is on stand-by duty.

3.  This policy applies to Agency employees while off-duty and off-premises, to
the extent that such employees engage in conduct prohibited by this policy
and such conduct tends to create a risk to persons or property, or to
Agency efficiency upon the employee's return to work.

4. A safety-sensitive position is defined as any position requiring the use of a
Class "A" or Class "B" commercial driver’s license, or any position involving
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the transport of hazardous materials and requiring a hazardous materials
endorsement on their driver's license. A safety-sensitive employee is
considered to be performing a safety-sensitive function during any period in
which that employee is actually performing, ready to perform, or
immediately available to perform any safety sensitive functions.

5.2 Prohibited Substances
As used in this policy, "prohibited substances" include, but are not limited to, the
following:

5.21 Drugs
Recreational and medical marijuana (regardless of legal status in

California), legally prescribed drugs to the extent they are abused,
amphetamines, cocaine, opiates, and phencyclidine.

5.2.2 Alcohol

The use of beverages or substances, including any medication,
containing alcohol, such that it is present in the body at a level in excess of that
stated below while actually performing, ready to perform, or immediately
available to perform any Agency business, is prohibited. "Alcohol" is defined as
the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular
weight alcohol including methyl or isopropyl alcohol.

5.3 Prohibited Conduct

5.3.1 Possession, Use, Manufacture and Trafficking
No employee shall engage in the unlawful manufacture, distribution,

dispensing, possession, receipt, sale, purchase or use of a controlled substance
or alcohol on Agency premises, in Agency vehicles, or while conducting Agency
business off the premises.

5.3.2 Drug Paraphernalia
No employee shall engage in the possession, distribution, sale,

manufacture or use of paraphernalia normally used for consumption or use of
controlled substances or alcohol on Agency premises, in Agency vehicles, or
while conducting Agency business off the premises.

5.3.3 |mpairment
All employees are prohibited from being under the influence of alcohol,

marijuana (regardless of whether prescribed or legally obtained), or other
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prohibited substances during working hours. Any person other than the person
for whom they are prescribed is prohibited from using such prescription drugs in
the work place. Such drugs will be used only in the manner, combination and
quantity prescribed, and the employee shall advise their supervisor prior to
operating machinery, vehicles or equipment that they are taking such medication.
Any employee who is reasonably suspected of being impaired, under the
influence of a prohibited substance, or otherwise not fit for duty due to substance
abuse shall be removed from their duties and be required to undergo a
reasonable suspicion controlled substance or alcohol test, as hereinafter
provided. Employees should be advised that the Agency has zero tolerance for
any positive test indicating prior use of controlled substances, including
marijuana. A positive test for controlled substances shall be grounds for
termination, regardless of the level of impairment.

5.3.4 Alcohol

No employee may report for duty or remain on duty when his or her ability
to perform assigned functions is adversely affected by alcohol or when his or her
breath alcohol concentration is 0.04% or greater. No employee shall use alcohol
while on duty or while performing safety sensitive functions. No safety sensitive
employee shall use alcohol within four hours of reporting either for duty or during
hours that he/she is standby. Violation of this provision is prohibited and will
subject the employee to removal from safety sensitive duty and referral to a
Substance Abuse Professional ("SAP").

5.4 Testing for Prohibited Substances

5.4.1 Testing Procedures

Analytical urine controlled substance testing and breath testing for alcohol
will be conducted as required under Department of Transportation Guidelines. All
employees shall be subject to testing prior to employment (drug testing only),
based on reasonable suspicion, and following an accident, consistent with the
Department of Transportation Guidelines. All employees will also be tested prior
to returning to duty after failing a controlled substance and/or alcohol test.
Employees who have returned to duty will be subject to unannounced follow-up
tests as determined by a SAP. Safety-sensitive employees who perform safety-
sensitive functions shall also be subject to testing on a randomly selected,
unannounced basis, in addition to the testing outlined above.

Testing shall be conducted in the manner designed to assure a high
degree of accuracy and reliability and using techniques, equipment, and
laboratory facilities, which meet all applicable standards. All testing will be
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conducted consistent with established procedures, including those in the
Department of Transportation ("DOT") guidelines.

The controlled substances that will be tested for include marijuana,
cocaine, opiates, amphetamines, and phencyclidine (PCP). The Agency may add
additional controlled substances for testing consistent with DOT guidelines as
they may change from time to time. An initial controlled substance screen will be
conducted on each specimen. For those specimens that are positive, a
confirmatory gas chromatography/mass spectrometry (GC/MS) test will be
performed. The test will be considered positive if the controlled substance levels
present are above the minimum thresholds established in the DOT guidelines.

Tests for alcohol concentration will be conducted utilizing an approved
Evidential Breath Testing (EBT) device operated by a trained Breath Alcohol
Technician (BAT). If the initial test for safety-sensitive employees indicates an
alcohol concentration of 0.02% or greater, a confirmation test will be performed
to confirm the results of the initial test. An employee, who has a confirmed
alcohol concentration of 0.02%, but less than 0.04%, will be removed from his or
her position for at least twenty-four hours unless a re-test results in an alcohol
concentration of 0.02% or less. However, unless the alcohol concentration is
0.04% or greater, the fact that an employee was removed from duty in the
interests of safety shall not form the basis for any discipline. An alcohol
concentration of 0.04% or greater will be considered a positive alcohol test and in
violation of this policy.

Any employee who has a confirmed positive controlled substance or
alcohol test will be removed from his or her position, informed of education and
rehabilitation programs available, and evaluated by a SAP. The Agency will make
every effort to, and affirms the need to, provide individual employees with dignity,
privacy, and confidentiality throughout the testing process.

5.4.2 Pre-employment Screening
All applicants for employment with the Agency shall be subject to a fitness

for duty examination, which shall include urine controlled substance testing. Such
pre-employment screening practices are designed to prevent the employment of
individuals who use illegal drugs or whose use of legal drugs indicates a potential
for impaired or unsafe job performance. If the applicant is under the age of 18, a
consent form authorizing the examination and testing must be signed by the
applicant's parent or guardian. All offers of employment shall be contingent upon
the applicant passing the fitness for duty examination.

5.4.3 Reasonable Suspicion Testing
All employees shall be subject to urine and/or breath testing when there is

a reason to believe that controlled substances or alcohol use is adversely
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affecting job performance. A reasonable suspicion referral for testing will be
made based on documented, objective facts and circumstances, which are
consistent with the effects of substance abuse. Examples of reasonable
suspicion include, but are not limited to, the following:

a. Adequate documentation of unsatisfactory work performance or on
the job behavior.

b.  Physical signs and symptoms consistent with prohibited substance
abuse.

c. The occurrence of a serious or potentially serious accident caused
by human error.

d. Fights (to mean physical contact), assaults and flagrant disregard or
violations of established safety, security, or other operational
procedures.

Reasonable suspicion determinations will be made by a supervisor who is
trained to detect the signs and symptoms of controlled substance and alcohol
use and abuse and who reasonably concludes that an employee may be
adversely affected or impaired in his or her work performance due to prohibited
substance abuse or misuse.

5.4.4 Post-accident testing
All employees will be required to undergo controlled substance and/or

breath alcohol testing if they are involved in an accident with an Agency vehicle
or with Agency equipment that results in serious bodily injury requiring
transportation to a medical treatment facility, death, or when one or more
vehicles incurs disabling damage that requires towing from the site and there is
reasonable suspicion that drug and/or alcohol use contributed to the accident.
Employees will also be required to undergo controlled substance and/or breath
alcohol testing if they are involved in an accident involving damage to Agency
property estimated at greater than $10,000.00, or constituting a threat to the
public safety and health and there is reasonable suspicion that drug and/or
alcohol use contributed to the accident.

Following an accident where reasonable suspicion has been determined
to exist, the employee will be tested as soon as possible, but not to exceed eight
hours after the accident for alcohol testing, and 32 hours after the accident for
controlled substance testing. An employee involved in an accident shall not
consume alcohol until they have undergone testing for alcohol. Any employee
who leaves the scene of the accident without the appropriate authorization
without submitting to controlled substance or alcohol testing will be considered to
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have refused the test and subject to disciplinary action, up to and including
termination. Post-accident testing will include not only the affecting employee, but
also any other employees whose performance could have contributed to the
accident.

5.4.5 Random Testing
Those employees working in safety-sensitive classifications will be

subject to randomly selected, unannounced testing, in accordance with
Department of Transportation standards for safety-sensitive employees. The
random selection will be performed using a scientifically valid method. Each
safety-sensitive employee will have an equal chance of being tested each time
selections are made. Safety-sensitive employees will be tested either just before
departure, or during duty, or just after the safety sensitive employee has ceased
performing his or her duty.

5.4.6 Return-to-Duty Testing

All employees who previously tested positive on a controlled substance or
alcohol test must test negative and be evaluated and released for duty by the
SAP before being allowed to return to their jobs. Employees will be required to
undergo unannounced follow-up controlled substance and/or alcohol breath
testing following return to duty, as determined by the SAP. The duration of the
period during which the employee is subject to such testing, and the frequency of
such testing, will be as determined by the SAP. However, it shall not be less than
six tests during the first 12 months following return to duty, nor longer than 60
months total, following return to duty.

5.4.7 Employee Requested Testing
Any employee who questions the result of a controlled substance abuse

test may request that an additional test be conducted. The additional test may be
conducted at the same laboratory or at a different certified laboratory. The test
must be conducted on the split sample that was provided at the same time as the
original sample. All costs for such testing are to be paid by the employee, unless
the second test invalidates the original test, in which event, the Agency will pay
the cost of testing. The method of collecting, storing, and testing the split sample
will be consistent with the procedures set forth in the DOT guidelines.

The employee’s request for a re-test must be made to the doctor
responsible for analyzing the original laboratory results within 72 hours of
receiving notice of the initial test result. Requests after 72 hours will be
accommodated only where the employee can establish that the delay was due to
circumstances beyond the control of the employee.
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5.5 Employee Assessment

Any employee who tests positive for the presence of controlled substances or
whose breath alcohol concentration is above the minimum threshold set forth in this
policy, will be assessed by a Substance Abuse Professional (SAP). A SAP is a licensed
physician, psychologist, social worker, employee assistance professional, or addiction
counselor with knowledge and clinically experienced in the diagnosis and treatment of
alcohol and substance abuse related disorders. The SAP will evaluate each employee to
determine what assistance, if any, the employee needs in resolving problems associated
with prohibited substance abuse or misuse.

If an employee is returned to duty following rehabilitation, he or she must agree
to and sign a Return-to-Duty Agreement, pass a return-to-duty controlled substance
and/or alcohol test, and be subject to unannounced follow-up tests for a period of one to
five years, as determined by the SAP. The cost of any rehabilitation and subsequent
controlled substance and/or alcohol testing is to be paid by the employee. Employees
may use accumulated sick leave, vacation and floating holidays, if any, to participate in a
prescribed rehabilitation program.

Employees will be given only one chance for rehabilitation under this policy. The
affected employee will be immediately terminated on the occurrence of a second verified
positive test result.

5.6 Compliance with Testing Requirements

All employees are subject to controlled substance testing and breath alcohol
testing in accordance with this policy. Any employee who refuses to comply with a
request for testing, who provides false information in connection with the test, or who
attempts to falsify test results through tampering, contamination, adulteration, or
substitution, shall be removed from duty immediately and be referred to an SAP. Refusal
to submit to a test can include an inability to provide a urine specimen or breath sample
without a valid, medical explanation, as well as a verbal declaration, obstructive behavior
or physical absence resulting in the inability to conduct the test. Failure to comply with
testing requirements or failure to comply with a referral to a SAP will result in immediate
termination.

5.7 Employee Assistance Program
The Agency encourages any employee who may have a substance abuse

problem to seek confidential counseling and assistance of a qualified program or
professional, or through the Agency's Employee Assistance Program. The Agency
intends to support those employees who voluntarily seek such assistance, but also
intends to promptly and firmly identify and discipline those employees who engage in
substance abuse, which has a negative effect on job performance. An employee with a
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controlled substance and/or alcohol problem will be afforded an opportunity for treatment
in accordance with the following provisions:

5.7.1. Positive controlled substance and/or alcohol test

A rehabilitation program is available for employees who have tested
positive for a prohibited substance on a one-time basis only. Employees will be
immediately terminated on the occurrence of a second verified positive test
result. The employee will pay program costs and subsequent controlled
substance and/or alcohol-testing costs. When recommended by the SAP,
participation and completion of the rehabilitation program is mandatory. Failure of
an employee to attend and/or complete a prescribed program will result in
termination from employment.

Prior to return-to-duty testing, an employee must follow the rehabilitation
program recommended by the SAP and agree to and sign a Return-To-Duty
Agreement. The duration and frequency of follow-up testing will be determined by
the SAP but will not be shorter than one year or longer than five years.

5.7.2 Voluntary admittance
Employees who feel they have a problem with controlled substances

and/or alcohol may request voluntary admission to a rehabilitation program as
long as the problem has not affected their job performance. An employee who
tests positive for a controlled substance and/or alcohol before requesting
voluntary admittance to a rehabilitation program will be disciplined in accordance
with the applicable provisions of this policy. The Agency will approve entry into a
voluntary program at the sole discretion of the General Manager. The employee
will pay program costs and subsequent controlled substance and/or alcohol-
testing costs. An employee failing to complete the program will be subject to
termination from employment. An employee completing a rehabilitation program
must agree to and sign a Return-To-Duty Agreement, pass a return-to-duty
controlled substance and/or alcohol test and be subject to unannounced follow-
up testing for 36 months following return to duty. A positive result on a return-to-
test or on the unannounced follow-up test within a 36-month period will result in
termination from employment. Participants in the rehabilitation program may use
accumulated sick leave, vacation and floating holidays, if any.

5.8  Notifying the Agency of Criminal Conviction

Any employee convicted of a crime involving the manufacture, distribution,
possession or use of a controlled substance or convicted of driving under the influence
of alcohol or drugs, shall notify the Agency of such conviction not later than five (5) days
after such conviction. A plea of no contest shall constitute a conviction for purposes of
this rule, and for purposes of imposing discipline under Agency rules and regulations
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governing employee conduct. Upon conviction of a crime involving alcohol or drugs as
specified above, the employee shall be referred to a SAP for rehabilitation assessment.
The SAP will evaluate the employee to determine what assistance, if any, the employee
needs in resolving problems associated with prohibited substance abuse or misuse.

If an employee is returned to duty following rehabilitation, he or she must agree
and sign a Return-To-Duty Agreement, pass a return-to-duty controlled substance
and/or alcohol test, and be subject to unannounced follow-up tests for a period of 36
months. The cost of any rehabilitation and subsequent controlled substance and/or
alcohol testing is to be paid by the employee. Employees may use accumulated sick
leave, vacation and floating holidays, if any, to participate in a prescribed rehabilitation
program.

5.9 Alcohol at Agency Sponsored Events

At Agency sponsored social events where alcohol is present, at age employees
may consume moderate and responsible amounts of alcohol at their own risk. Any
employee misconduct as a result of the consumption of alcohol is subject to disciplinary
action. All employees are responsible for maintaining professional and courteous
conduct standards consistent with Agency policy regardless of any consumption of
alcohol.
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RECRUITMENT AND HIRING

6.1 Appointment
When a person has been offered and has accepted a position, his/her hiring is

referred to as an "appointment" to the position and classification. The date of that
appointment is referred to as the appointment date or anniversary date.

6.2 Vacant Positions
Vacant positions may be filled by the General Manager or his/her designee by

following any of the following procedures:

6.2.1 Appointment of qualified present (or laid off) employees of the Agency without
announcement or examination.

6.2.2 Appointment of present employees of the Agency following announcement and
internal process.

6.2.3 Appointment following announcement and open/competitive process.

6.3 Open/Competitive Process

The process is open to any person, employee or non-employee, who meets the
minimum qualifications for the classification.

Applications will be solicited by public announcement posted in a manner and at
locations to be determined by the General Manager. Such announcement shall specify the
vacant position by title, job description, compensation range, required and desirable
qualifications, deadlines and procedures for applying, any examinations required, and any
other applicable information. The selection techniques used in this process will be impartial
and relate to those subjects which fairly measure the relative capacities of the persons to
execute the duties and responsibilities of the job to which they seek to be appointed. The
process may include, but is not necessarily limited to achievement and aptitude tests, other
written tests, personal interview, performance tests, evaluation of daily work performance,
work samples, successful completion of prescribed training, or other techniques as
determined by the Agency.

6.4 Internal Process
The internal process is open for present qualified employees of the Agency and

announcements are disseminated internally.

6.5 Temporary Employment
This section applies to all Agency employees except for those hired on a temporary or

intermittent basis. In cases of temporary empioyment or emergency employment, the General
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Manager is authorized to use simplified procedures for filling vacancies for specific job duties
for a limited period of time, as he or she deems appropriate under the given circumstances.

6.6 Eligibility to Work in the United States

As a prerequisite to being hired by the Agency and in compliance with the Immigration
Reform and Control Act of 1986, each potential employee is required to present the Agency
with a completed Employment Eligibility Verification Form [-9 and proper documentation,
which establish the employee's identity as well as the employee's eligibility to work in the
United States in accordance with all applicable laws, and be ready to have such information
submitted to the federal E-Verify program.

Employees with general questions or seeking general information on immigration law
issues are encouraged to contact Human Resources. Employees may raise questions or
good faith complaints about immigration law compliance without fear of reprisal.

6.7 Equal Employment Opportunity

The Agency provides equal employment opportunity for all applicants and employees
regardless of race, religion, religious creed (including religious dress and religious grooming),
color, national origin, ancestry, physical disability, mental disability, medical condition, genetic
information, marital status, sex (including pregnancy, perceived pregnancy, childbirth,
breastfeeding, or related medical conditions), gender, gender identity (including transgender
identity), gender expression, age (40 or over), sexual orientation, military and veteran status,
or any other basis protected by federal, state or local laws.

This is reflected in the entire Agency’s practices and policies regarding recruitment,
hiring, training, promotions, transfers, and rates of pay, layoff, and other forms of
compensation. It is the responsibility of every manager, supervisor and employee to
conscientiously follow this policy, and the Agency’s policy regarding harassment and
discrimination, as set forth in Section 3 (Equal Employment Opportunity) of this Manual and
the Agency’s separate Harassment, Discrimination, and Retaliation Reporting Policy.

6.8 Pre-Employment Investigation
As part of the selection process, the Agency may conduct investigations of candidates

including, but not limited to, reference checks, general background checks, and employment
checks, as well as evaluations of experience, personal traits, and character. All applicants for
employment may be required to undergo physical and/or medical examinations. Applicants in
safety sensitive appointed positions shall include testing for drugs and/or alcohol. In
accordance with California law, the Agency will not inquire into an applicant’'s conviction
history or conduct physical and/or medical examinations of an applicant until after a
conditional offer of employment has been made to the applicant.
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6.9  Orientation

During an employee's first few days of employment, the employee will participate in an
orientation program conducted by the employee's supervisor and Human Resources, during
which the employee will receive important information regarding the performance expected
and required of the employee, basic Agency policies, compensation and benefit programs, as
well as other information necessary to acquaint the employee with Agency policies, including
the Agency’s Injury and lliness Prevention Program and safety training.

The employee may be asked to complete all necessary paperwork at this time, such
as medical benefit plan enroliment forms, beneficiary designation forms, appropriate Federal,
State and local tax forms, and other necessary administrative forms.

The Agency strongly encourages new employees to ask any and all questions you
may have during the orientation program so that you will understand all guidelines that affect
and govern your employment relationship with the Agency.

6.10 Disaster Service Workers

Those employees who are trained under the California Emergency Services Act, are
considered Disaster Service Worker Volunteers, and must render such assistance as may be
necessary in times of emergency, as declared by the Governor or his or her designee. The
Agency has established a disaster preparedness plan, which includes a process for notifying
employees of their disaster service assignments and when employees must perform them.
Employees must complete the Disaster Service Worker Registration, including the loyalty
oath, at the back of this Manual to effectuate this policy. Employees will be compensated for
all work performed pursuant to this policy.
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EMPLOYMENT STATUS AND WORK POLICY

71 Employment Status
Employment Status refers to the nature of the employment relationship and includes

such categories as probationary, regular full-time and regular part-time, among others.
Changes in employment status may result from reinstatement, transfer, promotion, demotion,
or suspension.

7.2  Probationary
The first twelve (12) months of employment with the Agency are worked in a

probationary status. Probation is an introductory period during which newly hired or reinstated
employees can demonstrate that they can meet the requirements of their positions. This
period may be extended upon written approval by the General Manager for up to an additional
six (6) months. This probationary period will automatically extend during the period of any
authorized leave for the period of the leave. In other words, the probationary period only
counts down for actual time worked. During the probationary period, the employee's
supervisor and management staff will review work habits, performance, and attendance in
order to assess the employee’s ability to meet job expectations.

During the probationary period, an employee may be dismissed at any time with or
without cause by the General Manager without any requirement for notice, hearing,
grievance, or any other form of due process set forth in the Personnel Rules, including
Section 27 herein. With the exception of due process rights and procedures, a probationary
employee is bound to uphold all other Agency Personnel Rules.

73 Regular Full-Time Employees

An employee who has completed probation and is regularly scheduled to work at least
thirty (30) hours per week in an established position is normally considered a regular, full-time
employee, unless otherwise expressly noted. Such an employee is eligible for health and
other benefits at rates as may be determined from time to time by the Agency in its sole
discretion.

7.4 Regular Part-Time Employees

An employee who has completed probation and is regularly scheduled to work fewer
than thirty (30) hours per week in an established position is normally considered a regular,
part-time employee, unless otherwise expressly noted. Part-time employees are not eligible
for any benefits other than those mandated by law or as otherwise provided in this Manual.
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7.5 Temporary Employees
A Temporary Employee is one who is hired for an expressly limited duration, or to

work on a specific project. The job assignment, work schedule, compensation and duration of
the employment will be determined on an individual basis, usually not to exceed six (6)
months. Temporary Employees are generally not eligible for benefits, except to the extent
required by law or established by special agreement.

7.6 Reinstatement

‘Reinstatement” is the reappointment, with or without limited examination, of an
employee who has resigned in good standing. The employee may be reinstated provided
there is a vacancy and there is prior written approval of the General Manager.

7.7 Reclassification

If an employee is in a position that is reclassified to a higher salary range, the
employee will maintain his or her current salary rate unless the employee’s current salary rate
is below the minimum within the new salary range. In that case, the employee will receive the
beginning, or lowest, salary in the new range.

Except as otherwise provided by policy or law, if an employee is in a position that is
reclassified to a lower salary range, he or she shall retain the same salary until such time as
the employee’s salary is within the new range.

7.8  Reduction in Personnel/ Request of Employee
Notwithstanding any other provision of these rules, nothing provided herein shall

prohibit the Agency from layoffs or reductions in force for administrative, organizational, or
economic reasons. Layoff or reduction in force is not disciplinary in nature and is not subject
to disciplinary appeal. Where feasible, the Agency will provide thirty (30) working days of
notice before the effective day of any regular or temporary reassignment or layoff. Upon the
employee's written request, an employee may be placed in a lower classification with a lower
salary if possible.

7.9  Acting Out of Class Assignment
With the prior written approval of the General Manager, regular or probationary

employees may be temporarily assigned to a higher level of classification where there is an
actual or anticipated temporary vacancy of at least thirty (30) consecutive calendar days. The
assignment must last for a minimum of thirty (30) consecutive calendar days to a maximum of
six (6) consecutive months. The General Manager may approve extending the length of an
assignment. Employees appointed to an Out of Class Assignment will be compensated by a
five percent (5%) increase over their current salary. Benefits levels will remain unchanged for
the duration of the Out of Class Assignment. Compensation changes will be effective with the
first day of the Out of Class Assignment.
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7.10 Interim
An interim assignment differs from Acting Out of Class Assignments and will be

governed by the rules for salary treatment for promotions. The interim designation indicates
the Agency’s intent to continue to assess candidates for permanent assignment to the
position.

7.11 Promotion

“Promotion” is the appointment of an employee to a vacant position in a higher
classification. Promotions are not automatic. Promotions are given when available, applied
for, and awarded because of demonstrated merit. The award of a promotion is at the sole
discretion of the Agency. The Agency reserves the right to recruit and hire outside applicants
if it is deemed to be in the Agency’s best interest.

A promoted employee is subject to a six (6) month probationary period during which
he or she must demonstrate the ability to perform the duties of the new position. This time
may be extended for an additional three (3) months by the General Manager. This time period
will extend automatically during the period of any authorized leave. The employee will
become regular in the promoted position upon successful completion of the probationary
period. Any employee who fails satisfactorily to complete the probationary period following a
promotion shall be reinstated to the regular position from which the employee was promoted.

7.12 Demotion/“Y” Rated

7.12.1 Demotion
Employees may be demoted in the event of a reduction in personnel due to

lack of work, funds, in the case of an employee's inability to perform his or her
required duties, or for disciplinary purposes, at the discretion of the General Manager.

7.12.2 “Y” Rated

The term "Y” Rated refers to the Agency paying an employee above the
maximum of the salary range assigned to the position's class. \WWhen a position is
reallocated to a class with a lower salary range, the Agency may consider the
employee's salary to be “Y” Rated.

A “Y" Rating may be given to employees by the Agency when they are
classified downward, for considering an employee's merit, or lack thereof, or demotion.
Employees, who are “Y” Rated, will continue to receive cost of living adjustments.
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8.0 CLASSIFICATION PLAN

The General Manager shall define the duties and responsibilities of each position by
preparing classification specifications and shall recommend a classification plan to the Board of
Directors. The plan shall include specifications and a salary range for each classification. Each
position shall be allocated to a classification.

The classification plan shall be approved by the Board of Directors. Changes to the
classification plan may be amended or revised from time to time by the Board of Directors.
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The pay plan consists of monthly salary ranges of nine (9) pay steps each. There is a five
percent (5%) salary differential between each monthly salary classification. There is a two and one-
half percent (2-1/2%) salary differential between each of the nine (9) pay steps in each monthly
salary classification. All classifications of employment, except the General Manager, shall be
allocated to one (1) of the salary ranges of the pay plan. Temporary employees may be employed at
hourly rates within the salary range of their classification.

The General Manager shall approve and grant all appointments and advancements under the

pay plan.

9.1 Pay Day
Agency employees shall be paid by check every other Friday. The pay period closes

at the conclusion of the Friday night shift preceding the payday, except for those employees
assigned to a special shift schedule. Deductions from the salary paycheck shall be made for:

9.2.1
9.22
9.2.3
9.2.4

9.2.5
9.2.6

9.2.7
9.2.8

State Income Tax

Federal Income Tax

State Disability Insurance

Medicare Tax (for employees hired after March 31, 1986 and who were not
hired while on unemployment)

Social Security for employees not a member of PERS or not participating in the
FICA-Substitute Retirement Plan Deferred Compensation Option

Flexible Benefits Spending Plan

Any other deduction required by law

Voluntary deductions may be made for other programs approved by the Board
of Directors or authorized in writing by the employee.

9.2 Computation of Pay Rates
The hourly rate of pay shall generally be an even amount determined by multiplying

the monthly salary by 12 and dividing the product by 2080. The number 2080 represents the
normal hours of employment in a year - i.e., 26 pay periods comprising 80 hours each.
Individual classifications, such as, water treatment plant operators may be calculated
differently. Contact Human Resources for more information.

9.3 Job Class Descriptions
The Agency has adopted a Job Class Description for each position within the Agency,

setting forth the duties and requirements of that position. A copy of the current Job Class
Descriptions for the Agency may be obtained from the Human Resources Department.
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9.4 Initial Appointment
The first step is the minimum rate and shall normally be the hiring rate for the

classification.

In certain circumstances, the General Manager may authorize compensation at any
step above the minimum salary rate. In general, hiring above the minimum step will be to
address recruitment difficulties, to obtain an employee with special qualifications or other such
business purposes. To hire someone above the minimum step, the Department Manager
must obtain written approval from the General Manager, in advance of the job and salary
offer. The written request must demonstrate how the initial appointment above the minimum
salary rate would benefit the Agency.

9.5 Wage Rate Classifications
The Board has established Wage Rate Classifications for each job class, which

classifications establish a range of pay for job classes within the Agency. The Board may
revise the Wage Rate Classifications at any time, with or without notice to the employees.

9.6 Anniversary, Performance Review Dates and Salary Step Advancement

An employee’s appointment date is his/her anniversary and review date to determine
permanent status. Promotions and other employment activity then may change the initial
anniversary date to a new date.

The Agency Personnel Manual provides that after each year of service, the employee
will receive a written performance evaluation. Based on the evaluation, the employee is
eligible for salary step advancement, until the employee reaches the top step of the range.

Notwithstanding their anniversary date, employees will be reviewed in April/May of
each year, recommendations for pay increases will be made in June, and merit increases will
be effective the first complete pay period of July.

Notwithstanding any probationary period and without an employee completing
probation, new employees hired between July 1% and December 31%t of the year may be
eligible for a merit increase, accompanied by a performance evaluation, on July of the
following year. New employees hired between January 1%t and June 30" of the year may be
considered for a one-step merit increase, accompanied by a performance review, on the first
complete pay period of July of the same year. A performance evaluation will be completed for
every new employee before the end of the probationary period.

Supervisors will recommend a two, one or no step increase, based upon the
performance evaluation, for employees with one or more years of service.

The supervisor shall forward the completed performance evaluation and a
recommended pay treatment to the Department Manager for review and approval. The
evaluation then is sent to the Human Resources Office for authorization. After the Human

SCVWA Employee Manual Page 9-2 of 9-3 Rev. 01/2018



EMPLOYEE MANUAL

S CV Title: PAY PLAN
b il Section Nos. : 8.0-9.9

Policy No.: 9.0

WATEB Approval Date: Effective Date: January 2018

Approved By: Board of Directors

Resources Office authorizes the pay treatment, the supervisor will be notified so he/she can
share the recommendation with the employee.

9.7 Promotion
A promotion is defined as the movement of an employee from one classification to

another classification that is in a higher salary range. If an employee moves to a classification
at the same salary range, this is a lateral transfer, not a promotion. An example of a lateral
transfer would be the movement of an employee from one Department to another in the same
classification. Another example would be the movement of an employee to an equivalent
classification, where the title is different and the salary range is the same.

A promotion is generally to a vacant position, and must be approved by the General
Manager in advance.

9.8  Salary Treatment for Promotions

When an employee is promoted, he or she will be placed into the salary range for the
higher classification, at the first step that is at least 5% greater (two steps) than the current
step or pay rate. Employees promoted between July 1%t and December 315t would become
eligible for a merit increase, accompanied by a performance review, on the first complete pay
period of July the following year. Employees promoted between January 15t and June 30™
may be considered for a one-step merit increase, accompanied by a performance review, on
the first complete pay period of July of the same year. A performance evaluation will be
completed for every promoted employee when he or she successfully passes the
probationary period.

9.9 Cost of Living Adjustments and General Wage Increases

Cost of living adjustments (COLA) and general wage increases are granted only at the
discretion of the Board of Directors.

Past practice has been for the Board of Directors to grant a COLA effective the first
pay period of each calendar year. The Agency uses a program of market surveys for general
wages increases every other year, with interim cost of living adjustments. The results of the
market survey have been effective in July of each year.

At the time that the Board of Directors considers a COLA, staff will provide the Board
for its consideration information on the Los Angeles — Riverside — Orange County area
Consumer Price Index (CPl) and any other requested information that will assist in the
decision making process.

Any general wage increase or COLA adjustment to the salaries, if any, will normally
take effect the first complete pay period of the month for which it is granted.
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10.0 OVERTIME POLICY
The overtime policy shall be in compliance with the requirements of the Fair Labor Standards Act

(FLSA) as those may be revised from time-to-time and with Board adopted policy and shall be applied to
all employees. Because the Agency is a public entity, it is not subject to the California state overtime
rules and laws.

Any employee may be requested to work in excess of the regular workday by the General
Manager or his or her supervisor. The Agency will pay all non-exempt employees at the rate of one and
a half times the regular rate of pay for all hours in excess of 40 in a workweek, except as otherwise
provided by FLSA. Paid leave hours (vacation, holiday, sick leave, bereavement leave, jury duty, military
leave, etc.) will be included in the calculation for determination of a 40-hour workweek.

In addition, the Agency pays time and a half overtime for the first 4 hours of daily overtime
and 2.0 times the base hourly salary for all consecutive overtime hours worked in excess of 4 hours
even when spanning more than one workday. Daily overtime is hours worked in excess of the normal
workday (generally an 8-hour shift).

It will be the employee’s immediate supervisor's responsibility to determine if an employee
should work his or her regularly scheduled work shift after working overtime. Employees are not
permitted to work overtime without the express prior approval of their supervisor. Employees in
violation of this policy will be subject to discipline, up to and including termination. Nonetheless, the
Agency will pay employees for all hours actually worked in a given workweek in accordance with
applicable federal law. Paid holidays, as an example, do not count as “hours worked” for purposes of
overtime calculations unless an employee actually worked on the holiday.

10.1 Scheduled Overtime

Scheduled overtime work is announced in advance and generally will involve an entire
department or operation. This type of overtime becomes part of the required workweek of the
people who are members of the department or operation. Employees that need to be excused
from performing scheduled overtime should speak with their supervisor, who will consider
each situation and the requirements of the department or operation in deciding whether an
employee may be excused from performing the scheduled overtime.

10.2 Incidental Overtime

Incidental overtime is not scheduled; it becomes necessary in response to extenuating
circumstances, such as responding to service calls or other problems that may arise in the
evenings or on holidays or weekends. Extra time may be needed to complete work normally
completed during regular hours. Incidental overtime may also become necessary when an
illness or emergency keeps co-workers from being at work as anticipated. It may require that
an employee return to the workplace for emergency work. The opportunity to work incidental
overtime will be given first to the employee who normally performs the task. If that employee
cannot work the overtime, the supervisor will offer the overtime to a suitably qualified person
who is available to perform the overtime work. In the event that no employee voluntarily
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agrees to work the necessary incidental overtime, the Agency may require an employee to
work incidental overtime regardless of whether the employee volunteered. An employee’s
refusal to work mandatory overtime will subject an employee to discipline, up to and including
termination.

10.3 Holiday Compensation
Full-time “non-exempt” employees who work on an Agency holiday will be paid for the

holiday and two times their normal hourly rate for each hour actually worked on the holiday in
accordance with Policy 13.4.
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11.0 ON-CALL PAY

This on-call policy confirms that such time is not working time but acknowledges that
employees deserve compensation for being available during otherwise personal time.

Some employees, because of the nature of their work, may be required to be on-call and
available to handle situations outside of their regularly scheduled work hours. Employees qualified to
serve in an on-call capacity will be assigned to the schedule on a rotating basis for purposes of
serving weekday, weekend and holiday on-call duty. There is no entittement to be assigned to the on-
call schedule. On-call time is not considered working time because the employee is not overly
restricted in his/her ability to engage in personal time. An Agency vehicle will be provided while the
employee is on-call. This vehicle is to be used for Agency use only. The employee also will be
provided a cell phone or radio so that he/she can be reached when called. Use of the vehicle, cell
phone, or radio is subject to the other applicable provisions of this policy. The rules for on-call work

are provided to employees separately.

111  Weekday On-Call Compensation
Employees serving on-call duty on weekdays will receive a minimum of two hours of

overtime pay each weekday, regardless of the work performed responding to calls.

11.2 Weekend and Holiday On-Call Compensation

In addition to overtime for time worked, employees assigned to on-call duty will be
paid at a flat rate each weekend scheduled day off and any paid holidays while on-call. An on-
call employee required to report to work will receive a minimum of one hour of pay.

This rate will be adjusted with any general wage increase, such as a cost-of-living
adjustment, market survey or any other such adjustment and is sent out annually.
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12.0 SHIFT WORK POLICY

Employees may be assigned Shift Work to ensure coverage on critical Agency operations.
Employees assigned Shift Work may be required to work Regular Schedules, 9/80 Schedules, or
Treatment Plant Schedules, as discussed below. Employees assigned Shift Work may also be
required to work on a rotating assignment of shifts, including shifts with evening hours. No sleeping is
permitted during Shift Work.

12.1 Regqular and 9/80 Schedules
In addition to a customary 5/40 schedule (five work days constituting forty work hours),

an employee on Shift Work may be placed on a 9/80 schedule (nine work days constituting
eighty work hours). A 9/80 schedule is a schedule in which four days per week an employee
works nine (9) hours and on the fifth day (the “flex day”) that employee either works an eight
(8) hour shift, which is split between workweeks (four hours in each workweek) or have the
day off. The Fair Labor Standards Act (FLSA) workweek need not coincide with the calendar
week nor will it necessarily align with Agency pay periods. The FLSA workweek may begin on
any day and at any hour. During a 9/80 schedule, the FLSA workweek begins midway
through the employee’'s “flex day.” The result is forty (40) hours worked in each FLSA
workweek while eighty (80) hours of work is compressed into nine (9) working days. However,
the duration of any Shift Work shift may change as necessary for Agency operations.

12.2 Treatment Plant Schedules

Employees assigned to Shift Work operating Treatment Plants will typically work
alternating weeks. These employees will work twelve (12) hour shifts each day for seven (7)
consecutive days and will be off-duty for the following seven (7) consecutive days.

While Treatment Plant Operators assigned to Shift Work do not receive time off for
holidays, they are paid twelve (12) hours of holiday pay if they are assigned to work during a
holiday and eight (8) hours of holiday pay if not assigned.

In all cases, non-exempt Agency employees on Shift Work are paid overtime
consistent with the FLSA requirements.

12.3 Shift Differential — Treatment Plant Operator

A 5% shift differential is applied to the rate for employees performing the duties of
Senior Treatment Plant Operator and Treatment Plant Operator assigned to shift work will be
applied to straight time and overtime hours. If the Agency changes its shift work practice, the
shift differential will be reviewed at that time.
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12.4 Shift Differential — Field Employees

Periodically, the Operations field crew or designated field employees may be
scheduled to work the night shift. An employee working the night shift is entitled to lunch and
breaks the same as for daytime work within the nine-hour shift. Scheduled night shift hours
will be worked in lieu of working the following day. An employee scheduled to work a night
shift will receive an hourly shift differential pay of 10% added to the employee’s regular pay
rate; this shift differential pay is not applied to overtime rate.
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13.0 HOLIDAYS

The following are paid holidays, which shall be observed by paid time off for all full-time
probationary and full-time regular employees of the Agency other than employees working shift
assignments. Employees on scheduled shift assignments must work assigned shifts on paid
holidays. In order to be eligible for holiday pay, an employee must be scheduled to work on the actual
holiday and be in an active status on both the day immediately preceding and following the holiday,
(i.e. employees on an unpaid leave or other unpaid status are not eligible for holiday pay). No part-
time or temporary employees shall receive paid holidays.

13.1 Paid Holidays
1. New Year's Day (January 1)

2. Martin Luther King's Birthday (Third Monday in January)
3. Presidents Day (Third Monday in February)
4. Memorial Day (Last Monday in May)

5. Independence Day (July 4)

6. Labor Day (First Monday in September)

7. Veteran's Day (November 11)

8. Thanksgiving Day (Fourth Thursday in November)

9. Day after Thanksgiving

10. Christmas Day (December 25)

13.2 Holiday Schedule
At the closing of each calendar year, the General Manager shall release the holiday

schedule for the next calendar year, specifying the dates on which the Agency office shall be
closed in observance of holidays. Those holidays falling on a Saturday will be observed on
the prior Friday; those falling on a Sunday will be observed the following Monday. This
schedule may be amended at the discretion of the Board. In order to be eligible for holiday
pay, the employee must work his or her regularly scheduled workdays preceding and
following the holiday unless the employee’s absence on either of these days is an excusable
absence. When an assigned holiday falls on a scheduled workday under the 9/80 Work Plan,
the holiday will be observed the day before the holiday.

13.3 Personal Time Off (PTO)

In addition, each calendar year, all full-time probationary and full-time regular
employees will be entitled to two PTO days, which may be selected, at the beginning of the
year, by the General Manager. A PTO day is treated as any other holiday; if the day taken is
Friday the employee will be paid for 8 hours; if it is any other day the employee will be paid for
9 hours. If at the end of a calendar year an employee has not taken all of his or her PTO time,
the employee will be paid out for the remaining unused PTO hours an employee has at the
employee’s regular hourly rate. Employees who do not use their full two PTO days by the end
of the calendar year may be subject to discipline.
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13.4 Holiday Overtime
Full-time “non-exempt” employees who work on an Agency holiday will be paid for the

holiday and two times their normal hourly rate for each hour actually worked on the holiday, if
eligible for overtime pay as defined in the Overtime Policy No. 10.
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14.0 TEMPORARY STAFFFING OF AGENCY WORKERS

The Santa Clarita Valley Water Agency (Agency) occasionally uses temporary staffing agency
workers (sometimes referred to as “temps”) to address specific short-term projects that cannot
adequately be staffed by Agency personnel. When such use is required, the Agency will follow these

guidelines:

1. Worker Assignment. The temporary worker's assignment shall be governed by the

following guidelines and limitations:

(a)

(b)

(€)

(d)

(e)

®

Temporary workers should only be used when management determines the
use necessary and proper, such as coverage of employee absence
necessitated by protected leave, short-term coverage of ancillary services
necessitated by employee absences, as-needed coverage for newly
established programs while the Agen