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REGULAR BOARD OF DIRECTORS MEETING
WEDNESDAY, SEPTEMBER 2, 2020

REGULAR MEETING - 6:30 P.M.

Live Broadcast
Via livestream
https://www.yourcsd.com/AgendaCenter/Board-of-Directors-2

CORONAVIRUS DISEASE (COVID-19) ADVISORY
UPDATE: On July 13, 2020 the California Governor announced the closure of indoor
operations in certain sectors of the State. Pursuant to the Sacramento County Public
Health Order, effective July 14, 2020 at 3:00 pm, most indoor gatherings are prohibited.
For the health and safety of our Board, employees and the public, and to prevent the
spread of COVID-19 in compliance with the new State and County Health Orders, the
public will not be allowed to physically attend the Board meeting.

Consistent with Executive Order N-29-20, the meeting will be broadcast via livestream. In-
person participation by the public will not be permitted and no physical location from which
the public may observe the meeting will be available.

Public participation is available in the following ways:

Live Broadcast via livestream at: https://www.yourcsd.com/896/Live-Board-Meeting.
Email public comments to clerkoftheboard@yourcsd.com by 6:30 pm, Wednesday,
September 2. Public comments received after this time might not be received in time to
be read into the record but will be included in the written record. The Clerk will read the
comments submitted via email out loud during public comment, subject to the customary
3-minute time limitation. If your comment concerns a specific agenda item, please note
the item in the subject line of your email.

Leave a voice mail for the Clerk of the Board at 916-405-7169, and the item you wish to
comment on and the Clerk will play the voice mail when the item is up for consideration.
The customary 3-minute time limitation will be observed.

If you encounter difficulties submitting a public comment via email, please contact the
Clerk’s office at 916-405-7169 by the 6:30 pm deadline and leave a message. Your
comment will be played during the meeting.



Cosumnes Community Services District
Regular Board Meeting - Wednesday, September 2, 2020

AGENDA

Note: All items submitted for the Agenda must be in writing. The deadline for submitting these items is
4:00 P.M. on the Monday one week prior to the meeting. The Secretary of the Board receives all such
items.

REGULAR BOARD MEETING - 6:30 P.M.

A. CALL TO ORDER

1. Session Roll Call
2. Pledge of Allegiance
3. Moment of Silence

B. COMMUNICATIONS FROM THE PUBLIC (Non-agendized items)

This is the time and place for the general public to address the Board of Directors. State law
prohibits the Board from addressing any items not previously included on the Agenda. The
Board of Directors may receive testimony and set the matter for a subsequent meeting.
Comments are to be limited to three minutes per individual at the discretion of the President.
Individuals representing a group or an organization shall be permitted five minutes. Comments
relating to similar issues should be brief, concise and non-repetitious. Speakers should state
their home or business address when commenting to the Board.

Note: Under the provisions of the California Government Code, the Board is prohibited from
discussing or taking immediate action on any non-agendized item unless it can be demonstrated
to be of an emergency nature or the need to take immediate action arose after the posting of the
agenda.

C. ANNOUNCEMENTS/PRESENTATIONS
None

D. CONSENT CALENDAR

The following Consent Calendar items are expected to be routine and non-controversial. They
may be acted upon by the Board at one time without discussion. Any item may be removed by
a Board Member for discussion or clarification. Members of the public wishing to comment on
any Consent Calendar item may do so before Board action.

|4 Approve the Augqust 12, 2020, Special Board Meetlng Mlnutes |
6. A rove a Multi-vear Aareement for Decoratlve Fountain Malntenance

7. Adopt Resolution No. 2020-42 Approving District Policies Section 3300 — Compensation
L_and Benefits o
8. Adopt Resolution No. 2020-43, Intention to Annex Territory to Community Facilities District

9. Approve Resolution No. 2020-44, Authorizing the District to Accept, Implement and
e Awarded State Homeland Security Grant
10. Approve a Two-year Contract for a Wellness Coordinator with Pinnacle Training Systems,
LLC.

RECOMMENDATION: Approve the consent calendar as presented.




Cosumnes Community Services District
Regular Board Meeting - Wednesday, September 2, 2020

E. PUBLIC HEARINGS
None

F. STAFF REPORTS

The President will open the meeting for public input if the Board desires to take action on
any item(s).

11. SUBJECT: Proclamation — Endorsing September as National Childhood Obesity
Awareness Month. (T. Farris)

RECOMMENDATION:
1) Approve Proclamation Endorsing September as National Childhood Obesity
Month.

12. SUBJECT: Proclamation — Celebrating the 100th Anniversary of the Ratification of the
19th Amendment. (K. Gonzalez)

RECOMMENDATION:
1) Approve Proclamation Celebrating the 100" Anniversary of the Ratification of the
19" Amendment.

13. SUBJECT: Proclamation — Endorsing September as Firefighters Appreciation Month.
(K. Gonzalez)

RECOMMENDATION:
1) Approve Proclamation Endorsing September as Firefighter Appreciation Month.

G. INFORMATIONAL ITEMS

14.Note from a former preschool parent complimenting Pre-school teacher “Ms. Robbie” for
having prepared her child well for kindergarten.

H. BOARD OF DIRECTOR’S BUSINESS

15. City of Elk Grove Liaison

16. City of Elk Grove Two by Two

17.City of Galt Liaison

18. City of Galt Two by Two

19.Elk Grove Cosumnes Cemetery District Two by Two
20.Elk Grove USD Two by Two

21.Senior Center Board

22.Elk Grove Historical Society

23.Elk Grove Chamber of Commerce

24.Galt Chamber of Commerce

25.Diversity Work Group

26.Northern California Special Districts Insurance Authority
27.Fire Communications Center

28.Sacramento County Treasury Oversight Committee
29.Miscellaneous Reports

30. Meeting/Event Approval

31.Meeting/Event Report




Cosumnes Community Services District
Regular Board Meeting - Wednesday, September 2, 2020

|. IDENTIFICATION OF ITEMS FOR FUTURE MEETING

This is the time for the Board of Directors to identify the items they wish to discuss at a future
meeting. These items will not be discussed at this meeting, only identified for a future meeting.
This is also the time for scheduling Board Workshops or special meetings.

J. ADJOURNMENT

Note: Disabled Accommodations.

The Cosumnes Community Services District will make reasonable accommodations for persons
having special needs due to disabilities. Please contact Elenice Gomez, Assistant to the General
Manager, at 8820 Elk Grove Blvd. Elk Grove, CA 95624, phone (916) 405-7169, at least 48
hours prior to the meeting, to allow time to provide for special accommodations.

Note: Review and Copies of Agenda, Agenda Reports and Material.

Prior to each Meeting, copies of the Agenda, Agenda Reports and other materials, as well as
any public record relating to an open session agenda item that is distributed within 72 hours prior
to the meeting, are available for public review at the Cosumnes Community Services District’s
Administrative Office during normal working hours. In addition, a limited supply will be available
on a first come, first serve basis at the meeting.

Certificate of Posting of Agenda

| hereby declare that the foregoing Agenda for the September 2, 2020 Regular Meeting of the
Cosumnes Community Services District Board of Directors was posted on August 27, 2020 at
8820 Elk Grove Blvd., Elk Grove, California, 95624, and was available for public review at that
location.

Signed this 27" day of August, 2020.

kyf/
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COSUMNES COMMUNITY SERVICES DISTRICT
WEDNESDAY, AUGUST 12, 2020
SPECIAL BOARD MEETING - 4:30 PM
MINUTES

SPECIAL BOARD MEETING - 4:30 PM
ATTENDANCE

Directors present included Gil Albiani, Rod Brewer, Orlando Fuentes, Jim Luttrell and Jaclyn
Moreno. General Manager Joshua Green, Chief Administrative Officer Nitish Sharma, Legal
Counsel Sigrid Asmundson were also present.

1. CALL TO ORDER/ROLL CALL

President Fuentes called the meeting to order at 4:30 pm

2. COMMUNICATIONS FROM THE PUBLIC

None
3. EXECUTIVE SESSION:

A. RECESS TO EXECUTIVE SESSION

a. CONFERENCE WITH LEGAL COUNSEL — ANTICIPATED LITIGATION Initiation of
Litigation Pursuant to Paragraph (4) of Subdivision (d) of Section 54956.9: 1 case

4. ADJOURNMENT:

President Fuentes reported out of Executive Session that the Board unanimously
authorized staff to file litigation as necessary.

President Fuentes with no further business the meeting was adjourned at 5:15 p.m.

Approved:

Board President

Attest:
Secretary to the Board

Cosumnes CSD Special Board Meeting 1
August 12, 2020
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COSUMNES COMMUNITY SERVICES DISTRICT
EXECUTIVE SESSION - 5:30 PM
REGULAR BOARD MEETING - 6:30 PM
WEDNESDAY, AUGUST 19, 2020
MINUTES

EXECUTIVE SESSION - 5:30 PM

1. CALL TO ORDER

President Fuentes called the meeting to order at 5:30 p.m.

2. COMMUNICATIONS FROM THE PUBLIC
None

3. RECESS TO EXECUTIVE SESSION

Vice President Luttrell recessed to Executive Session at 5:30 p.m.

a. CONFERENCE WITH LEGAL COUNSEL — ANTICIPATED LITIGATION
Initiation of Litigation Pursuant to Paragraph (4) of Subdivision (d) of Section
54956.9: 1 case

REGULAR BOARD MEETING — 6:30 PM
ATTENDANCE

Directors present included Gil Albiani, Rod Brewer, Jim Luttrell and Jaclyn Moreno.
President Orlando Fuentes was absent and excused.

General Manager Joshua Green, Fire Chief Michael McLaughlin, Chief Administrative
Officer Nitish Sharma, District Counsel Sigrid Asmundson and Chief of Planning Design
and Construction Paul Mewton, were also present.

A. CALL TO ORDER/PLEDGE OF ALLEGIANCE

Vice President Luttrell had nothing to report out of Executive Session

Vice President Luttrell called the meeting to order at 6:33 p.m.

GIS Specialist John Herrera and Facilities Maintenance Lead Donshay Williams led the
Pledge of Allegiance.

4. A moment of silence was observed in honor of firefighters who are battling statewide fires
and Former state Assembly Member Gwen Moore of Los Angeles. Ms. Moore served in
the Assembly from 1978 — 1994.

B. ANNOUNCEMENTS/PRESENTATION

wWh =

None

Cosumnes CSD Regular Board Meeting 1
August 19, 2020



C. DEPARTMENT REPORTS
These items were dismissed with no objections.

5. Administrative Services Department Report
6. Parks and Recreation Department Report
7. Fire Department Report

D. COMMUNICATIONS FROM THE PUBLIC
None
E. CONSENT CALENDAR

8. Approve the August 5, Regular Board Meeting Minutes.

9. Receive and File the Informational Report on the Sacramento Tree Foundation Tree
Planting Project at Emerald Lakes Golf Course.

10.Approve Resolution No. 2020-35 Designating Officials Authorized to Apply for Disaster
Assistance.

11.Approve Resolution No. 2020-40 Consenting to the Recording of a Pedestrian Easement
and Public Utility Easement on Station 78.

12. Approve Contract with FGI Group Investigations for Background Investigative Services.

13. Authorize the General Manager to Execute an Agreement with Integrated Fire Systems,
Inc. for Monitoring, Testing, Inspection and Repair of District Fire System Equipment.

14.Adopt Resolution No. 2020-41, authorizing the General Manager to Appoint the Fire
Chief, Deputy Fire Chief, or Assistant Fire Chief as the District's Representative to the
SRFECC Board.

Director Albiani moved to approve consent items 8 through 14; seconded by Director
Brewer. Vote was unanimous.

F. PUBLIC HEARINGS
None
G. STAFF REPORTS

15.SUBJECT: Cosumnes Community Services District Inclusive Language Guide
Presentation.

RECOMMENDATION:

1) Receive and file the District Inclusive Language Guide.
Director of Business and Community Affairs Kelly Gonzalez presented the staff report.

Directors congratulated and thanked the staff for all the work being done on this field and
the great guide.

Cosumnes CSD Regular Board Meeting 2
August 19, 2020



H. INFORMATIONAL ITEMS

16.Note from Mr. Brian Davis complimenting the District and staff for the excellent parks
system.

17.Note from Mr. Mel Osborn from East Lawn Cemeteries thanking Public Education Officer
Laurel Schamber for helping with their fire extinguisher training.

18.Note from Mr. Mark Smylie thanking the District’s first responders for all the work they do
for the community.

19.Note from the Sacramento County Sheriff’'s Office thanking the District for the mutual aid
and support provided during the protests in Sacramento.

. BOARD OF DIRECTORS BUSINESS

20.Miscellaneous Reports
21.Meeting/Event Approval
22.Meeting/Event Report

Director Albiani asked staff to work with the EIk Grove Unified School District and possibly
share the Inclusive Language guide to be included in their curriculum.

J. IDENTIFICATION OF ITEMS FOR FUTURE MEETING

None

K. ADJOURNMENT

With no further business, the meeting was adjourned at 7:00 p.m.

Approved:

Board President

Attest:
Secretary to the Board

Cosumnes CSD Regular Board Meeting 3
August 19, 2020
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STAFF REPORT

DATE: September 2, 2020 Enriching Community

TO: Board of Directors

FROM: Steve Sims, Director of Parks and Neighborhood Services
Parks and Recreation Department

BY: Eileen Alcanices, Management Analyst

SUBJECT: APPROVAL OF MULTI-YEAR AGREEMENT FOR DECORATIVE
FOUNTAIN MAINTENANCE

RECOMMENDATION

The Board of Directors authorizes the General Manager to execute a one year agreement
with the option to extend for up to two additional one year periods, with Solitude Lake
Management DBA Aquatic Environments to provide maintenance of decorative fountains
within Zone 17 — City of Elk Grove.

BACKGROUND/ANALYSIS

The Cosumnes Community Services District (District) is responsible for decorative fountain
maintenance at Promenade Park, Rose Garden Park, and the Del Webb Boulevard entry
on behalf of the City of EIk Grove (City) per the MOU for Landscape Maintenance Services
between the City and District.

Staff prepared a bid document for decorative fountain maintenance which included weekly
water quality checks, equipment inspections, and mechanical vault inspections. This
ensures equipment longevity and visual appropriateness.

FINANCIAL ANALYSIS

A Request for Proposal (RFP) was released and published on the District’s website on July
22, 2020. At RFP close date of August 12, 2020, Solitude Lake Management was the only
responsive bidder.

Location Year 1 Year 2 Year 3

(Per Month) | (Per Month) | (Per Month)
Promenade Park Fountain $214.50 $214.50 $214.50
Rose Garde Fountain $214.50 $214.50 $214.50
Del Webb Boulevard Fountain $350.00 $350.00 $350.00

This company has successfully provided fountain maintenance services at Promenade
Park, Rose Garden Park, and the Del Webb Boulevard entry for the past three years.

Community Services District
Enriching Community © Saving Lives



Staff Report: Approval of Multi-Year Agreement for Decorative Fountain Maintenance
Date: September 2, 2020

The City provides reimbursement funding for maintenance of all Laguna Ridge landscape
and amenities, including the fountains identified above. The Fiscal Year 2020-2021 Lighting
and Landscape budget includes funding for decorative fountain maintenance.

Staff recommends that the Board awards a 12-month agreement to Solitude Lake
Management with the option to extend the agreement for up to two (2) additional twelve (12)
month terms. By securing this agreement, the District is provided consistent pricing for the
next three years.

SUSTAINABILITY ANALYSIS

Proper inspection and maintenance of the water fountains ensures that the fountains
operate at maximum efficiency and water usage is kept at a minimum.

Should you have any questions, please contact me prior to the Board meeting.

Respectfully submitted,

Tl

Steve Sims
Director of Parks and Neighborhood Services

Staff Report recommendation authorized by: Approved as to Form:
Genefal Manager General Counsel

Community Services District
Enriching Community © Saving Lives
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STAFF REPORT @
DATE:  September 2, 2020 CSD

TO: Board of Directors
FROM: Joshua Green, General Manager
BY: Carolyn Baptista, Sr. Management Analyst DISTRICT POLICIES

SUBJECT: APPROVAL OF POLICIES: SECTION 3300 DISTRICT POLICIES

RECOMMENDATION

The Board of Directors adopts Resolution No. 2020-42 (Attachment A) approving the
policies within Section 3300: Compensation and Benefits.

BACKGROUND/ANALYSIS

Throughout this year staff have been reviewing and restructuring policies and procedures
per the application and process outlined in Board Policy #1000, Adoption and Amendment
of Policies. The District’'s new policy structure categorizes policies into six sections, each
defining the policy type (Board, District, Department), approval level, and subject matter.
Due to the restructure of all Board and District policies, staff will request the Board review
and approve both Board and District policies for this origination.

Before policies are presented to the Board for approval, they are taken through a
comprehensive review process which includes the opportunity for staff to provide updates
as required to improve effectiveness or clarity. Included as Attachment A are the newly
created and/or updated policies within Section 3300: Compensation & Benefits. These
policies have been through the review process and are now ready for Board adoption. It
is the recommendation for the Board to adopt Resolution 2020-42 approving the policies
within Section 3300.

3300: Compensation and Benefits
3305 Benefits General
3310 Holidays, Vacations, and Other Leaves
3313 Family and Medical Leave
3315 Catastrophic Leave
3320 Lectures, Meetings, Trainings, and Conferences - Working Time
3325 Rest and Meal Periods
3330 Compensation
3335 Employee Development and Training
3340 Time Keeping and Payroll

Providing superior fire, emergency medical, and parks and recreation services.



Staff Report: Approval of Policies: Section 3300 District Policies
Date: September 2, 2020

FINANCIAL ANALYSIS

This report has no impact on District resources.

SUSTAINABILITY ANALYSIS

There is no impact to the District’s sustainability practices as a result of this report.

Should you have any questions, please contact me prior to the Board meeting.

Respectfully submitted,

okl

Joshua Green
General Manager

Attachment A Resolution 2020-42 Adopting District Policy Section 3300:
Compensation and Benefits

Staff Report recommendation authorized by: Approved as to Form:
General Manager General Counsel

Providing superior fire, emergency medical, and parks and recreation services. 5



RESOLUTION NO. 2020-42

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE
COSUMNES COMMUNITY SERVICES DISTRICT ADOPTING DISTRICT POLICY
SECTION 3300: COMPENSATION AND BENEFITS

WHEREAS, the Cosumnes Community Services District (“District”) is responsible
for establishing policies and procedures to ensure the appropriate control and
management of District functions; and

WHEREAS, the District must review, and if necessary, update policies and
procedures to keep the District up to date with regulations, technology, and government
best practices; and

WHEREAS, it has been determined by District Executive Staff that all Board and
District policies and procedures must be updated and redeveloped in order to bring the
District up to standards with organization, transparency, and accessibility of information;
and

WHEREAS, the District will implement the following policy structure for Board,
District, and Department policies:

Section 1000: Administrative Rules (Board)

Section 2000: Administration (District)

Section 3000: Personnel (District)

Section 4000: Board (Board)

Section 5000: Fire Department (Department)

Section 6000: Parks and Recreation Department (Department)

WHEREAS, due to the restructure of all Board and District policies, the Board will
review and approve both Board and District policies upon this origination, and after the
initial Board approval, future District policies will be reviewed and approved by the
General Manager per Policy #1000 Adoption and Amendment of Policies.

NOW, THEREFORE, THE BOARD OF DIRECTORS OF THE COSUMNES
COMMUNITY SERVICES DISTRICT DOES HERBY RESOLVE AS FOLLOWS:

Section 1. Item of Section. The Board of Directors hereby adopts the District
Policies listed within Section 3300: Compensation and Benefits set forth in Exhibit “A”
incorporated herein.

Section 2. Recitals. The Recitals set forth above are true and correct and are
incorporated into this Resolution by this reference

Section 3. Necessary Acts. The General Manager or designee is hereby
authorized and directed to take all actions necessary to carry out the intent and purpose
of this Resolution.




Section 4. Effective Date of Resolution. This Resolution shall take effect
immediate upon its adoption.

PASSED AND ADOPTED by the Board of Directors of the Cosumnes Community
Services District, this 2" day of September 2020, by the following vote:

AYES:

NOES:

ABSENT:

ABSTAIN:

Orlando Fuentes, President

ATTEST:

Joshua Green, Secretary



RESOLUTION NO. 2020-42

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE
COSUMNES COMMUNITY SERVICES DISTRICT ADOPTING DISTRICT POLICY
SECTION 3300: COMPENSATION AND BENEFITS

EXHIBIT “A”

3300: COMPENSATION AND BENEFITS

3305
3310
3313
3315
3320
3325
3330
3335
3340

Benefits General

Holidays, Vacations, and Other Leaves

Family and Medical Leave

Catastrophic Leave

Lectures, Meetings, Trainings, and Conferences - Working Time
Rest and Meal Periods

Compensation

Employee Development and Training

Time Keeping and Payroll
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Policy #
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BENEFITS GENERAL

3305

Original Effective Date: ~ 09/02/2020
Revision Date:

Type of Policy: [] BOARD [X] DISTRICT [] FIRE [] PARKS
POLICY
3305.1 The Cosumnes Community Services District (“District”) provides health benefit programs

to eligible employees and their qualified dependents. The District’'s plans are compliant
with the Affordable Care Act.

PURPOSE AND SCOPE

3305.2

3305.3

The offering of a wide variety of benefits allows the employee to create a secure and
balanced life for themselves and their family outside of work.

This policy applies to all District executives and eligible employees.

APPLICATION / PROCEDURE

3305.4

3305.5

3305.6

3305.7

Definitions:
a. None

The District has developed a set of employee benefit programs to supplement
employees’ regular wages. This includes a comprehensive health benefits insurance
plan for eligible employees and their dependents, including medical, dental, and vision
insurance, as well as participation in the California Public Employees Retirement System
(“CalPERS”). All full-time employees are eligible for health insurance and retirement
benefits. New employees become eligible for benefits the first day of the month following
the date of hire. All employees receive information regarding benefit plans during their
initial employee orientation.

The District reserves the right to change, suspend, or eliminate any benefit at its sole
discretion when conditions warrant, following communication to employees. Employees
will be notified of any changes in employee benefit programs at meetings or through
trainings, e-mail notifications, and/or newsletters.

The Human Resources Division provides a list of the most current benefit options. Human
Resources will annually publish a benefits brochure. Employees with questions regarding
benefit matters should discuss them with their supervisor or a member of the Human
Resources staff.

REFERENCES

3305.8

Human Resources Benefits Brochure

Cosumnes Community Services District
3305: Benefits General, page 1 of 1



HOLIDAY, VACATION, & OTHER LEAVES

Policy # 3310
Original Effective Date: ~ 09/02/2020
Revision Date:

Type of Policy: [] BOARD [X] DISTRICT [] FIRE [] PARKS
POLICY
3310.1 The Cosumnes Community Services District (“District”) shall create and maintain

reasonable leave types and establish procedures for paid time off, unpaid time off, and
time required by federal and local laws.

PURPOSE AND SCOPE

3310.2 The District understands that employees need to take time off when they are sick or need
to attend to personal matters. This policy is enacted in order to ensure that employees
receive the appropriate amount of leave time necessary to take care of themselves while
ensuring the District can function and meet its professional obligations.

3310.3 This policy applies to all District executives and employees.
APPLICATION / PROCEDURE
33104 Definitions:

a. Length of Service:

1. Includes time taken while on leave of absence without pay for military
service or Family Medical Leave.

2. Includes time under temporary appointment considered upon permanent
appointment to District service.

3. Includes any continuous absence because of injury in the line of duty.
b. Serious Health Condition:
1. Anillness, injury, impairment, or physical or mental condition that entails:

i. Inpatient care in a hospital, hospice, or residential medical care facility;
or,

ii.  Continuing treatment by a health care provider.

2. A serious health condition does not include minor illnesses, such as the
common cold, flu, earaches, upset stomach, or routine dental problems,

Cosumnes Community Services District
3310: Holiday, Vacation, & Other Leaves, page 1 of 17
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orthodontic treatments, or periodontal disease. Complications, if they arise,
could convert a minor iliness into a serious health condition.

The medical certification provision that an employee is "needed to care for"
a family member encompasses both physical and psychological care. It
includes situations where, for example, because of a serious health
condition, the family member is unable to care for their own basic medical,
hygienic, or nutritional needs or safety, or is unable to transport themselves
to the doctor, etc. The term also includes providing psychological comfort
and reassurance which would be beneficial to a child, spouse, or parent
with a serious health condition who is receiving inpatient or home care. The
term also includes situations where the employee may be needed to fill in
for others who are caring for the family member, or to make arrangements
for changes in care, such as transfer to a nursing home.

c. Catastrophic Leave Definitions:

1.

Holidays

Catastrophic iliness or injury is defined as a non-work-related illness or injury
which is expected to incapacitate an employee, and which creates a financial
hardship because the employee has exhausted all their sick leave and other
paid time off.

A time bank is one or more hours of leave credit donated by one or more
employees to another employee who has been incapacitated by a catastrophic
illness or injury.

Eligible leave credits include vacation, holiday, and/or compensating time off
(“CTO”). They do not include sick leave.

a. Holiday pay is a benefit provided by the District to full-time employees, the District
reserves the right to modify or change the list of approved holidays. The District
shall observe the following official holidays:

© ©® N Ok O

Floating Holiday As agreed to by employee & supervisor
New Year's Day January 1

Martin Luther King Day  3rd Monday in January

President’s Day 3rd Monday in February

Memorial Day Last Monday in May

Independence Day July 4

Labor Day 1st Monday in September

Indigenous People’s Day 2nd Monday in October

Veteran’s Day November 11

Cosumnes Community Services District
3310: Holiday, Vacation, & Other Leaves, page 2 of 17



10. Thanksgiving Day 4th Thursday in November
11.Friday after Thanksgiving Friday after Thanksgiving
12.Christmas Eve Day December 24
13.Christmas Day December 25

14.New Year's Eve (1/2 day) December 31

b. When the holiday falls on a Sunday, it shall be observed on the following Monday
unless this too is a holiday, and then the holiday shall be observed on the
preceding Friday. When a holiday falls on Saturday, it will be observed on the
preceding Friday unless this too is a holiday, and then the holiday shall be
observed on the preceding Thursday. The District may, in appropriate
circumstances, designate another day to observe a holiday in lieu of the date
specified above. The annual schedule of holidays with specific dates can be found
on the Employee Log-In page on the District website.

c. An employee is entitled to holiday pay if the employee is in pay status for the entire
scheduled workday preceding and following the holiday. Any employee who is on
leave but is in paid status the day before and the day following the holiday will
receive holiday pay.

d. In those circumstances where a non-exempt employee has to work on a holiday,
the employee is to report the hours worked on their timesheet and is required to
take an alternate day off the same work week as the holiday. If taking an alternate
day off that work week is not feasible, the employee reports the hours worked and
reports an equal number of compensating time off hours earned for that day.

e. When a holiday falls during an employee's sick leave, the employee will not be
charged a day of sick leave, but will receive eight hours of holiday pay for the
absence.

f.  When a holiday falls during a vacation period, the employee will not be charged a
day of vacation leave, but will receive eight hours of holiday pay for the absence.

g. If a holiday falls on a normal day off during the alternative work schedule, the non-
exempt employee shall be permitted to take a corresponding alternate day off from
work. The alternate day off must be taken in the same work week and must be pre-
approved by the supervisor.

h. The floating holiday is granted on a calendar year basis and may not be carried
over to the following calendar year. Employees hired after July 1 will receive a half-
day (four hours) Floating Holiday for the remainder of that calendar year. Any
unused floating holiday will be cashed out at the conclusion of the calendar year.

3310.6 Vacation Leave

Cosumnes Community Services District
3310: Holiday, Vacation, & Other Leaves, page 3 of 17



a. Vacation leave is a benefit provided by the District to full-time employees for
each year of continuous employment.

b. Schedule for non-safety, regular full-time personnel:

Years of District Service Hours Maximum Hourg of

Per Month Accrued Vacation
Year 1 thru & including Year 2 6.67 160
Year 3 thru & including Year 4 10 240
Year 5 thru & including Year 9 12.83 308
Year 10 thru & including Year 15 15.67 376
Year 16 and over 18.50 444

c. Each full-time employee will be credited vacation leave based upon length of
service in accordance with their hire date as a full-time employee. One-half of the
monthly accrual shall be added to the employee’s vacation bank on each semi-
monthly payday. A qualifying month of service shall be any month in which the
employee is in paid status for more than 11 of the regularly scheduled work days.
Changes in accrual rates will occur the month following the District service
schedule. For example, employees whose accruals are increasing from 6.67 hours
per month to 10 hours per month will see the change of accrual rate with the payroll
check issued on the 25" of the month.

d. The maximum vacation accrual is two times an employee’s annual accrual rate
based upon length of service. An employee may exceed the maximum accrued
vacation, so long as by December 315t of each year the balance is below the
maximum accrual rate. An employee who has accumulated vacation hours in
excess of the maximum accrued vacation as of December 318t will not accrue any
additional hours until the balance is below the maximum accrual rate; accruals will
resume the first pay period following reduction of the balance under the maximum
accrual.

1. Prior to reaching the maximum vacation accrual, an employee may request,
in writing, to accrue vacation hours over the cap. Any request to carry over
hours in excess of the maximum vacation accrual shall include a statement
of the extraordinary circumstances which resulted in the employee reaching
the vacation accrual maximum and a plan which will liquidate the excess in
the coming calendar year. The request must be submitted in a
memorandum to the Chief Administrative Officer (“CAQ”) to review and
provide a recommendation for the General Manager’s approval.

e. An employee may not use vacation in advance of its accrual. Employees may use
vacation in increments no smaller than one-half hour (30 minutes).

f. Employees become eligible to take accrued vacation after six months of active
service as work schedules permit. Vacation requests must be submitted and
approved prior to the actual anticipated vacation date.
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The District will make every reasonable effort to allow employees to take vacation
when requested. If more than one employee from the same work unit requests
vacation at the same time, the District will consider such factors as effect on the
operation of the District, employee welfare, and seniority. The decision of the
Department Head regarding scheduling disputes shall be final.

No employee shall take vacation without prior approval from their supervisor.
Supervisors may approve no more than 10 days in paid status in circumstances in
which the employee requests in excess of 10 consecutive days, requests will be
submitted in writing to the CAO to review and a recommendation to the General
Manager, or their designee, for approval. In these circumstances, the supervisor
shall include a recommendation, as well as a work plan to ensure no impact to
District business.

At termination of employment for any reason, the District shall compensate the
employee for their accumulated vacation time at their straight time rate of pay at the
time of termination.

The District will not require an employee to take vacation time in lieu of sick leave
during periods of illness. However, the employee may elect to take vacation time in
case of extended illness where sick leave has been fully used. The District will not
consider granting a leave of absence for medical reasons until all accumulated sick
leave and vacation time have been used.

When an employee is transferred permanently by promotion or otherwise from one
Department to another, the employee’s vacation shall become the obligation of the
Department to which the employee transfers.

An employee, having a minimum of six months of District service, may voluntarily
donate vacation leave in accordance with District Policy, Catastrophic Leave
(3315).

. All accrued, unused vacation must be paid out, as part of the final paycheck, to an

employee who terminates employment with the District service for any reason.
Employees who are separating from the District may not elect to use accrued
vacation, rather than have their vacation paid out, to extend their employment with
the District. For example, if an employee states they wish to resign or retire at
some date in the future but stay on District payroll using accrued vacation until that
future date, that request must be denied.

Sick Leave — Full-time

a. Sick leave is a time benefit provided by the District to provide full-time employees

with available paid leave away from work to recover from illness or off-the-job
injury. Time off for medical and dental appointments may be treated as sick leave.
Sick leave should be used on an as-needed basis and is intended to be used for
an absence from work because of the employee’s illness, injury, exposure to

Cosumnes Community Services District
3310: Holiday, Vacation, & Other Leaves, page 5 of 17



0
o

)
w
c
2
z

v:

contagious disease, medical or dental appointments, attendance upon illness of a
member of the employee's immediate family or for specified purposes if you are a
victim of domestic violence sexual assault or stalking except for the otherwise
noted in the MOU for the labor groups. Sick leave should not be viewed as a right
to be used at the employee’s discretion; rather it is a benefit provided by the District
to provide paid time away from work in the instances referred to above.

. For the purposes of sick leave only, immediate family member includes spouse,
registered domestic partner, child, step-child, mother, father, step-mother, step-
father, mother-in-law, father-in-law, sister, brother, sister-in-law, brother-in-law,
daughter-in-law, son-in-law, grandparent (of either the employee or the spouse),
or any relative domiciled in the employee’s household.

. Each employee shall earn eight hours per month of sick leave time for each month
of service per year. A month of service shall be any month in which the employee
is in paid status for more than 11 of the regularly scheduled work days. Employees
shall be entitled to accrue sick leave time on an unlimited basis.

. An employee who becomes sick while at work must notify their supervisor prior to
leaving work.

. If an employee uses sick leave for more than six consecutive working days, or in
excess of six days in any 30-day period, the employee is required to provide a
physician’s statement to the supervisor upon return to work. The District reserves
the right to require a physician’s certification after any use of sick leave. This may
include absences in excess of a typical employee or absences which follow a
predictable pattern.

1. The physician’s statement shall include the following information:
i. The employee has been under the physician’s care;
i.  When the employee is expected to be able to return to work;

iii.  Ifthe employee has been unconditionally released to return to normal
duties; and

iv.  If not unconditionally released, the doctor shall specifically list any
applicable restrictions.

If any restrictions are placed upon the employee’s return, the District shall have
the authority to determine whether the employee shall return to work and under
what conditions, subject to the duty to provide reasonable accommodation where
applicable.

If the absenteeism is due to the illness or injury of a member of the employee’s
immediate family, as defined in this section, the physician’s statement shall state
the date the illness or injury began and the probable duration of the condition.
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The District reserves the right to require a physician’s certification for absences
that are excessive and/or follow a predictable pattern. An employee who is
suspected of sick leave abuse shall have the burden to demonstrate, through
reasonable means, that the leave is for an approved purpose. In appropriate
instances, the employee’s supervisor and/or Department Head may require the
employee to provide a doctor’s note indicating that the employee was physically
seen by a qualified medical professional for every reported absence(s).

The use of sick leave is prohibited when an employee is unable to perform work
because of the use of any alcohol or illegal drug not prescribed by a licensed
physician. However, sick leave with pay is authorized for absence from work
resulting from documented illness or treatment resulting from the misuse of alcohol
or drugs.

Kin Care (California Labor Code §233) allows employees to use accrued sick leave
to provide “kin care,” or leave to tend to an iliness of a child, parent, spouse or
registered domestic partner of the employee. All conditions and restrictions placed
by the District on the use of sick leave shall also be applicable to employees using
this leave.

Since the District grants its employees 12 days of sick leave per year, under this
law, District employees may use up to six of those days per year to care for a
spouse/registered domestic partner, parent, or child. It is important to note that if
the need for kin care meets the definition of “serious health condition” that this may
also qualify for Family Medical Leave Act (“FMLA”) status and may become a
Family Medical Leave.

Upon separation from District service, whether voluntary or involuntary, all unused
sick leave is forfeited and is not compensated, except for retirement purposes
under CalPERS.

3310.8 Sick Leave — Part-time

a.

C.

In accordance with California law, part-time employees may use sick leave for the
employee or an immediate family member for preventive care or diagnosis, care
or treatment of an existing health condition, or for specified purposes if you are a
victim of domestic violence sexual assault or stalking. Sick leave should not be
viewed as a bank to be used at the employee’s discretion; rather it is a benefit
provided as paid time away from work in the instances referred to above.

For the purposes of sick leave only, immediate family member includes spouse,
registered domestic partner, child, step-child, mother, father, step-mother, step-
father, mother-in-law, father-in-law, sister, brother, sister-in-law, brother-in-law,
daughter-in-law, son-in-law, grandparent (of either the employee or the spouse),
or any relative domiciled in the employee’s household.

Part-time employees earn a lump-sum of 24 hours of sick leave each fiscal year
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(July — June). Employees who have worked 30 or more days from the start of their
employment will be entitled to earn sick leave. However, employees are not eligible
to take paid sick time until they have worked for 90-days. Therefore, these hours
are credited to the employees account at the end of the month in which 90-days of
employment have been reached or, for continuing employees, at the end of the
first month of the fiscal year (July 30™). The maximum sick leave hours provided
in any given fiscal year is 24 hours. Unused hours do not roll over to the next year.
Instead, the employee’s sick leave bank is replenished with 24 hours at the end of
July each year.

Employees who leave the District are not entitled to a payout of accrued or unused
sick leave. However, previously accrued or unused sick leave will be reinstated if
an employee leaves employment and then is rehired within 12 months from the
last day worked or previous separation. (Example: Seasonal employees who leave
the District but return within 12-months will have any unused sick leave reinstated
to their account.)

An employee who becomes sick while at work must notify their supervisor prior to
leaving work.

If an employee misses more than 24 consecutive hours of work due to illness, the
employee is required to provide a physician’s statement to Human Resources
upon return to work, stating the following:

1. The employee has been under the physician’s care;
2. When the employee is expected to be able to return to work;

3. If the employee has been unconditionally released to return to normal
duties; and

4. If not unconditionally released, the doctor shall list any applicable
restrictions.

If any restrictions are placed upon the employee’s return, the District shall
determine whether the employee can return to work and under what conditions,
subject to the duty to provide reasonable accommodation where applicable.

If the absenteeism is due to the illness or injury of a member of the employee’s
immediate family, as defined in this section, the physician’s statement shall state
the date the illness or injury began and the probable duration of the condition.

The District reserves the right to require a physician’s certification for absences
that are excessive and/or follow a predictable pattern. An employee who is
suspected of sick leave abuse shall have the burden to demonstrate, through
reasonable means, that the leave is for an approved purpose.

g. The use of sick leave is prohibited when an employee is unable to perform work
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because of the use of any alcohol or illegal drug not prescribed by a licensed
physician. However, sick leave with pay is authorized for absence from work
resulting from documented illness or treatment resulting from the misuse of alcohol
or drugs.

3310.9 Medical and Family Care Leave

a.

See District Policy, Medical and Family Care Leave (3313).

3310.10 Catastrophic Leave

a.

See District Policy, Catastrophic Leave (3315).

3310.11 Funeral and Bereavement Leave

a.

A full-time employee may utilize up to three working days of bereavement leave
for the purpose of arranging and/or attending the funeral of a member of the
employee’s immediate family.

For the purposes of bereavement leave only, immediate family member includes
spouse, registered domestic partner, child, step-child, mother, father, step-mother,
step-father, mother- in-law, father-in-law, sister, brother, sister-in-law, brother-in-
law, daughter-in-law, son-in-law, grandparent (of either the employee or the
spouse), or any relative domiciled in the employee’s household.

If an employee is required to travel more than 250 miles one way from the
employee's place of residence for purposes of arranging and/or attending the
funeral of a member of the employee’s immediate family, the employee may
request to use up to four consecutive scheduled work days.

Additional days of bereavement leave may be approved in special circumstances,
at the discretion of the General Manager.

At the discretion of the supervisor and/or Department Head, proof of death may be
required before such leave is authorized. The name of the family member,
relationship, and location of services if more than 250 miles should be included on
the leave request. Bereavement leave for family members not included in the
definition of “immediate family” may be approved in special circumstances, at the
discretion of the General Manager.

3310.12 Leave for Jury Duty

a.

b.

Jury Duty Leave is a benefit provided by the District to full-time employees.

Employees shall notify their supervisor in a timely manner when a notice for jury
duty is received.

Employees who have the option to request call-in juror status shall exercise that
option. While the employee is on "standby," they are required to report to work.
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When an employee is duly summoned to report for jury service during scheduled
work hours, they will be released from scheduled work duty for those periods
required to meet the jury service obligation. If work time remains after any day of
jury selection or jury duty, the employee is expected to return to work for the
remainder of such work schedule. The employee must keep their supervisor
informed of their status on a daily basis, as prescribed by the supervisor.

When an employee is duly summoned to report for jury service and/or impaneled
on a jury, they will be granted leave from their work schedule without loss of wages
and benefits for all the time required to meet the Jury Duty obligation. If the
employee receives a total of $50 or more for such service, the employee shall remit
to the District all fees and allowances payable for such service, less
reimbursements from the court for meals, travel, or lodging.

The employee must provide the District with the Juror Validation, as provided by
the Court, certifying the employee's service as a juror or appearance in court for
that purpose indicating the times and date(s) of attendance.

Employees shall not be allowed to use paid jury duty leave to serve on a County
Grand Jury since such service is voluntary. Employees may, however, use accrued
vacation for this purpose, dependent upon supervisory approval.

3310.13 Leave to Attend Court or Other Legal Proceeding

a.

Any employee who must attend court or other legal proceedings arising from
actions taken in the course of employment shall be considered “at work” and shall
receive regular wages. This provision does not apply to an employee who is a
plaintiff in a lawsuit or other legal proceeding against the District. The employee
must either be subpoenaed or otherwise released by the Department Head or
designee to attend court or other legal proceeding. Employees must notify their
supervisor of subpoenas related to their jobs or other requests to appear in court
or other legal proceeding.

Employees shall endorse to the District all compensation received for service as a
witness and forward such compensation to Payroll but shall be reimbursed for
travel expenses.

If an employee granted leave under this rule is released from service as a witness
with more than two hours remaining in the employee’s normal work shift, the
employee shall notify their supervisor. The employee shall report to work for the
remainder of the shift if the supervisor requests the employee to do so.

When an employee is subpoenaed or directed by a proper authority to appear as
a party or witness in any legal proceeding that is not connected with the employee’s
officially assigned duties, the employee shall be granted leave but must use
vacation, compensatory time or leave without pay.

Whether appearing as a witness or a party in a court or other related legal
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proceeding not related to the employee’s officially assigned duties, the time is not
considered as work time for Fair Labor Standards Act (“FLSA”) or any other
purpose and is not included in total hours worked per week.

Eligible employees, who are the victim of a person felony or whose immediate
family member is the victim of a person felony, shall be given leave to attend
criminal proceedings related to the crime. Such leave is without pay but the
employee is entitled to use accrued vacation, administration leave, management
leave (if awarded) and/or compensatory time off.

“Eligible employee” is an employee who has worked an average of more than 30
hours per week for at least 180 days immediately before the date the employee
takes leave to attend a criminal proceeding. “Immediate family member” is defined
as the employee’s spouse, domestic partner, father, mother, sibling, child,
stepchild or grandparent.

A “crime victim” is a person who has suffered financial, social, psychological or
physical harm as a result of a person felony. A criminal proceeding includes any
proceeding that is part of the criminal action.

3310.14 Leave for Crime Victims and Family Members

a.

An employee who is a victim of a crime, a member of a crime victim's immediate family
(spouse, child, stepchild, sibling, stepsibling, parent, or stepparent), a registered
domestic partner of a crime victim, or the child of a registered domestic partner of a
crime victim shall be allowed to be absent from work in order to attend judicial
proceedings related to that crime, subject to the General Manager determining that
work requirements may be maintained during the absence.

"Victim" means a person against whom one of the following crimes has been
committed:

1. A violent felony, as defined in subdivision (c) of Section 667.5 of the Penal
Code;

2. A serious felony, as defined in subdivision (c) of Section 1192.7 of the Penal
Code; or

3. A felony provision of law proscribing theft or embezzlement.

Prior to an employee being absent from work, the employee must provide the District
with a copy of the official notice provided to the victim of each scheduled proceeding.

An employee absent from work to attend a scheduled proceeding may elect to use
accrued vacation leave, sick leave, compensatory time off, or unpaid leave time.

The District shall keep confidential any records regarding an employee's absence
from work pursuant to this policy.
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3310.15 Time off for Children — School Activities

a.

Under the California Labor Code, employees are allowed to take time off to visit
their children’s schools or day care facilities. Under the parental leave law for
school visits, employers must allow employees to take up to 40 hours of leave each
year, not to exceed eight hours a month, to visit or participate in their children’s
school activities. Supervisors are responsible to track the number of hours of
school visitation leave each year. Covered employees (parents, guardians, or
grandparents with custody of minor grandchildren) are protected from discharge,
demotion, or other discrimination related to their use of this leave.

If an employee who is the parent or guardian of a child facing suspension from school
is summoned to the school to discuss the matter, the employee should alert their
supervisor as soon as possible before leaving work. In compliance with California
Labor Code Section 230.7, no discriminatory action will be taken against an employee
who takes time off for this purpose.

A non-exempt employee must use accrued vacation, personal leave, unpaid leave,
or compensatory time off for purposes of school visits. Exempt employees must
either use flexible scheduling, see District Policy, FLSA Exempt Hours of Work and
Overtime (3157), or use accrued leave for school visit absences. Employees must
give reasonable prior notice. The District may request that the employee provide
documentation from the school as proof that they participated in school activities
on a specific date and time.

3310.16 Time off to Vote

a.

b.

The District believes that it is the responsibility and duty of employees to exercise the
privilege of voting in federal, state or local governmental elections. In accordance with
this philosophy, the District will grant its employees advance arranged and approved
time off to vote and for periods of service as an election official.

All employees should be able to vote either before or after regularly assigned work
hours. However, when this is not possible due to work schedules, managers are
authorized to grant a reasonable period of time, up to three hours, during the work
day to vote. Time off for voting should be coordinated to occur at the beginning or end
of a work shift where possible and reported and coded appropriately on timekeeping
records.

3310.17 Military Leave

a.

b.

Employees shall be eligible for leaves of absence for military duty in accordance
with the requirements of federal and state law. Military leaves of absence are
governed by both the California Military and Veterans Code Sections 389 et seq.
and Title 38 of the United States Code, Sections 4301 et seq.

Employees obligated to serve certain involuntary periods of active military duty and
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who have been employed by the District for at least 12 months shall be
compensated for normal work hours and days or shifts during such absence from
work, up to a maximum of 30 calendar days in any calendar year. They are also
entitled to additional military leave without pay.

Employees will not be discriminated against in any manner because of such
military service or leave.

Employees requiring military leave must provide all relevant information to
their Department Head and the Human Resources Division upon notification of
the impending duty. Whenever possible, the employee shall provide their military
orders and a request for leave form to their Department Head at least ten calendar
days in advance of the leave. The Human Resources Division is to be notified
immediately when an employee requests military leave and a copy of all military
leave paperwork is to be submitted to the Human Resources Division.

Pursuant to Military and Veterans Code Section 395.10, an employee who is the
spouse of a qualified member of the military, as defined in Military and Veterans
Code Section 395.10(b) (4), shall be entitled to ten days of unpaid leave while the
qualified military member is on leave from deployment during a period of military
conflict. The employee is required to provide the District with notice, within two
business days of receiving official notice that the qualified member will be on leave
from deployment, of their intention to take the leave.

3310.18 Workers’ Compensation Leave

a.

If an employee is injured at work and is temporarily unable to perform their usual and
customary work, the employee will be allowed to take an unpaid leave of absence
while receiving workers’ compensation benefits. Certification from a recognized
medical professional confirming the necessity of the leave must be provided to the
Human Resources Division within 14 days after the leave begins. The duration of the
leave will be determined on a case-by-case basis, considering both the injured
employee's medical condition and the District business needs.

The employee may elect during such absence to apply sick leave on a prorated basis
to such absence and receive compensation in an amount equal to the difference
between compensation received as regular salary and the amount received as
Workers' Compensation benefits, not to exceed the amount of available accrued sick
leave. Similarly, the employee may elect to use any accrued paid leave time and
accrued time off after the sick leave is exhausted.

The employee may return to work only after a recognized medical professional
certifies that the employee is capable of resuming all of the essential functions of the
employee's position. The District may, in its discretion, provide modified or light duty
work if the employee's release contains such limitation. If the employee has been
released without limitation, the employee will be offered the same position he or she
held previously, unless the job no longer exists or has been filled so that the District
can operate safely and efficiently or the employment relationship has otherwise been
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terminated.

Workers’ compensation leave will run concurrently with any family and medical leave.
During the period of leave, the District will continue payment of all premiums for
employee benefit plans in place at the time the leave begins. the District will also
continue the employer contribution for employee benefit premiums, as if the employee
were not in leave status, for the duration of the leave. The employee must reimburse
the District for any portion of benefits they would have paid through payroll deduction.
Such reimbursement must be received by the District within 30 days of the date of the
invoice or written notification. If the District does not receive the reimbursement from
the employee within 30 days, the District can cancel any policies and/or plans for
which they have not been reimbursed.

For further information about Workers’ Compensation, see District Policy, Workers’
Compensation (2220).

3310.19 Leave of Absence

a.

Full-time employees may apply for an unpaid personal leave of absence for a
period not to exceed four calendar months. The General Manager has sole
discretion to grant or deny such leave. This leave is strictly reserved for
extenuating circumstances which an employee is unable to resolve through any
other means.

When possible, an employee shall request the personal leave in writing to their
supervisor not less than 30 days prior to the date the leave is to commence. The
notice shall specify the reason for the request and, to the extent possible, the
beginning and ending dates of the leave.

An employee on an unpaid personal leave of absence does not accrue any earned
benefits (sick leave, vacation), and is not compensated for any holidays that may
occur during the unpaid leave. The employee may elect to continue health benefits
(medical, dental, and vision); however, the employee must reimburse the District
for both the employer contribution plus any portion of benefits they would have
paid through payroll deduction. Such reimbursement must be received by the
District within 30 days of the date of the invoice or written notification. If the District
does not receive the reimbursement from the employee within 30 days, the District
can cancel any policies and/or plans for which they have not been reimbursed.

Employees who wish to continue non-health benefits (e.g., life insurance) during
an unpaid leave should make arrangements for payment with the Human
Resources Division.

When returning from an approved leave, employees must notify their supervisor
as soon as they become aware of their scheduled return date. Keeping the District
informed of any changes to the anticipated return date will allow for a smooth
transition back.
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Dependent upon the reason for the leave and due to the District's limited work force,
maintenance of job classifications for the term of an authorized leave of absence
cannot be guaranteed beyond six months. Employees returning from a leave of
absence will be reinstated to the first available job classification for which they are
qualified.

Returning after leaves regulated by law will be in accordance with applicable state
and federal laws in effect at that time.

Employees may be terminated during a leave of absence for any of the following
reasons:

1. Notice of intent to resign or demonstration of intentions not to return to work
is given;

2. Employee fails to return to work within the time specified for the leave
withouthaving obtained a District-approved extension of the leave;

3. Employee fails to accept their former position upon return, or if not available,
another position for which they may be reasonably qualified;

4. Employee accepts other employment at any time during the leave of
absence;

5. Employee’s position no longer exists at the conclusion of their leave. The
employee will be entitled to the same considerations afforded to other
employees whose positions have been abolished; or

6. Itis discovered after the leave begins that the employee obtained approval
for theleave under false pretenses.

Employees who do not return to work upon the expiration of an approved leave of
absence shall be considered as having voluntarily terminated their employment
without notice. The separation date will be the date of the expiration of the
approved leave.

Domestic Violence Leave

a. An employee who is the victim of domestic violence may take unpaid leave or use

accrued leave to ensure their health, safety or welfare, or that of their child,
by obtaining a temporary restraining order, a restraining order, or other court
assistance. Additionally, an employee may take leave to seek medical or
psychological treatment, to obtain necessary social services, and/or to participate
in safety planning or take other actions to increase safety. The employee must
provide reasonable notice of the need for such leave.

Employee may speak about the need for this leave to their supervisor, their
Department Head or the Human Resources Division. Employees will be required
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to provide satisfactory evidence of participation in one or more of the activities
specified. The employee may not take more than 12 weeks of leave for this
purpose in a 12-month period.

3310.21 Religious Holiday Leave

a. Religious Holiday Leave is an employee benefit which allows employees time off
for religious holidays (other than those paid holidays provided by the District).
Employees may choose to request use of the employee's CTO, administrative
leave, floating holiday, accrued vacation leave, or may choose to request the time
off without pay.

b. Employees must provide their supervisor with reasonable advance written request
to take leave from work to observe a religious holiday. The District will reasonably
accommodate requested time off to observe religious holidays. Such
accommodation will be in the form of either rescheduling working hours or
releasing the employee from work for the holiday.

c. Reasonable time necessary for travel to and from a religious observance will also
be provided. Time off will not be allowed when it would cause undue hardship to
the conduct of District operations.

3310.22 Administrative Leave

a. Exempt employees are eligible for Administrative Leave. Non-exempt employees
are not eligible for Administrative Leave. Forty hours Administrative Leave is
awarded to each management employee on a fiscal year basis.

b. Department Heads may recommend up to forty additional hours of Administrative
Leave annually to exempt employees within their department. The intent of this
additional leave is to recognize exceptional additional individual -efforts,
performance and achievements, including but not limited to beyond the standard
workweek. The approval of such requests shall be made by the General Manager,
or their designee.

c. Administrative Leave use must be pre-approved by the supervisor. The leave must
be used during the same fiscal year it is awarded and may not be carried over to
the next fiscal year. Unused Administrative Leave will not be converted or
calculated for time paid in the event of retirement or any other separation of
employment from the District. Any unused Administrative Leave will be cashed out
in the final paycheck of each fiscal year except for the otherwise noted in the MOU
for the labor groups.

3310.23 Unauthorized Voluntary Absence

a. Any unauthorized, unapproved absence by an employee, without extraordinary
extenuating circumstances that can be verified, shall be grounds for disciplinary
action and/or termination. If verifiable extenuating circumstances are found to have
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existed, the Department Head may approve the absence as an authorized leave
without pay.

An employee who is absent without approved leave for more than three
consecutive scheduled work days is considered to have abandoned their
employment; voluntarily terminating the position without notice. The District will
consider the last day on which the employee actually rendered service as the date
of separation. The District shall serve notice of the separation by certified mail or
personal service to the employee’s last known address and provide appropriate
appeal process notification should the employee wish to appeal.

An employee who is absent for less than three consecutive scheduled work days
without notice, approval, and verifiable extenuating circumstances, will be subject
to disciplinary action up to and including termination from employment.

3310.24 District Policy, Workers Compensation (2220)

3310.25 District Policy, FLSA Exempt Hours of Work and Overtime (3157)

3310.26 District Policy, Medical and Family Care Leave (3313)

3310.27 District Policy, Catastrophic Leave (3315)
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MEDICAL AND FAMILY CARE LEAVE

Policy # 3313
Original Effective Date: ~ 09/02/2020
Revision Date:

Type of Policy: [] BOARD [X] DISTRICT [] FIRE [] PARKS
POLICY
3313.1 The Cosumnes Community Services District (“District”) will provide family and medical

care leave for eligible employees, in accordance with applicable state and federal laws.

PURPOSE AND SCOPE

3313.2 The District understands that employees need to take time off when they are sick or need
to attend to personal matters. This policy is enacted in order to ensure that employees
receive the appropriate amount of leave time necessary to take care of themselves while
ensuring the District can function and meet its professional obligations.

3313.3 This policy applies to all District executives and eligible employees.
APPLICATION / PROCEDURE
33134 Definitions:

a. Length of Service

1. Includes time taken while on leave of absence without pay for military
service or Family Medical Leave.

2. Includes time under temporary appointment considered upon permanent
appointment to District service.

3. Includes any continuous absence because of injury in the line of duty.
b. Serious Health Condition
1. Anillness, injury, impairment, or physical or mental condition that entails:

i. Inpatient care in a hospital, hospice, or residential medical care facility;
or,

i.  Continuing treatment by a health care provider.

2. A serious health condition does not include minor illnesses, such as the
common cold, flu, earaches, upset stomach, or routine dental problems,

Cosumnes Community Services District
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orthodontic treatments, or periodontal disease. Complications, if they arise,
could convert a minor iliness into a serious health condition.

3. The medical certification provision that an employee is "needed to care for"
a family member encompasses both physical and psychological care. It
includes situations where, for example, because of a serious health
condition, the family member is unable to care for their own basic medical,
hygienic, or nutritional needs or safety, or is unable to transport themselves
to the doctor, etc. The term also includes providing psychological comfort
and reassurance which would be beneficial to a child, spouse, or parent
with a serious health condition who is receiving inpatient or home care. The
term also includes situations where the employee may be needed to fill in
for others who are caring for the family member, or to make arrangements
for changes in care, such as transfer to a nursing home.

c. Family and Medical Leave (“FML”): a generic term used in this policy for leave that
falls under the provisions of the Federal Family and Medical Leave Act (“FMLA”)
and/or the California Family Rights Act (“CFRA”).

Three laws address medical and family care leave for most California employers,
including the District:

a. The Federal Family and Medical Leave Act (“FMLA”).

b. The California Family Rights Act (“CFRA”).

c. The California Fair Employment and Housing Act, which regulates leaves for
Pregnancy Disability Leave (“PDL”").

The intent of these laws is to allow employees to balance their work and family lives by
taking reasonable unpaid leave for medical reasons, for the birth of a child or placement
of a child for adoption or foster care, and for the care of a child, spouse, parent (or
registered domestic partner under CFRA only) who has a serious health condition.

All employees disabled by pregnancy are eligible for PDL.

Any employee who meets both of these conditions are eligible for leave under FMLA/
CFRA:

a. The employee must have at least 12 months of District service. All prior service
counts, regardless of any service breaks.

b. The employee must have worked at least 1,250 hours during the previous 12
months.

The leaves provided under these acts are unpaid. Should an employee desire to remain
in paid status the employee would be required to use some form of accrued paid leave
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benefit. The District shall provide disability leave in accordance with these and any other
applicable State and Federal Laws.

3313.7 Contact Human Resources to discuss any questions applying to a particular set of facts
regarding an individual’s leave, as the interaction between these laws is complex.

a. Under FMLA and CFRA:
1. Group health plan coverage must be maintained under the same conditions
as ifthe employee had not taken leave.
b. Under FMLA, CFRA, and PDL:
1. Under most circumstances, an employee returning from FMLA, CFRA or
PDL is entitled to reinstatement to the same or equivalent/comparable
position. However, employees returning from such leaves have no greater
right to reinstatement and continuing employment than if they had been
continually working (e.g., layoffs, elimination of positions, etc.)
2. No adverse action may be taken against an employee who requests and/or
takes leave because of the employee having requested or taken the leave.
3313.8 The FMLA provides up to 12 work weeks leave for the following reasons:
a. An employee’s own serious health condition.
b. The birth of a child, or care of a newborn, newly adopted child, or a new foster care
placement.
c. The care of a child, spouse, or parent with a serious health condition.
d. To assist a spouse to prepare for military deployment (Qualifying Exigency).
e. To care for a family member who is an injured or ill service member (provides for
26 weeks of leave rather than 12 weeks).
3313.9 The CFRA provides similar coverage as the federal FMLA. The California legislature

specifically exempted pregnancy disability from the CFRA.

a.

CFRA leave taken for the birth, adoption, or foster care placement of a child does
not have to be taken in one continuous period of time. CFRA permits employees
to take this leave in minimum amounts of two-week increments. Any leave must
be concluded within one year of the birth or placement of the child with the
employee.
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b. Additionally, CFRA applies to caring for a registered domestic partner with a
serious health condition or child of a registered domestic partner, while FMLA does
not.

The California Fair Employment and Housing Act provides up to 17 1/3 weeks of PDL
during the time a woman is actually disabled and unable to perform the essential functions
of the job due to pregnancy, childbirth, or related medical conditions. Upon the advice of
a health care provider, a pregnant employee may request temporary reassignment to a
less strenuous or hazardous position. If such a request can be reasonably accommodated
by the employer, it must be granted.

When the need for FML is foreseeable, the employee is required to give 30 days’ advance
notice. No advance notice is required for FML that is unforeseeable. While written notice
is not required initially, the employee must provide written verification of need for FML in
response to District request. The employee must provide sufficient information to the
District to enable the District to determine if the leave could be designated as FML.

If the leave appears to qualify for FML status, Human Resources will provide the
employee with an FML information packet, which includes the following items:

a. Designation notice, designating the leave as an FML (unless designated as leave
under FMLA or CFRA the leave is not FML).

b. A Department of Labor form entitled "Notice of Eligibility and Rights and
Responsibilities".

c. A letter designating which of the possible leaves the employee qualifies for and
how the leaves with interact.

d. A request for Medical Certification form(s), if applicable.

Human Resources will review the application of the various leaves with each employee
who is anticipating an eligible leave of absence prior to the beginning of the leave. The
employee is responsible for providing Human Resources with a written plan electing the
application of paid or unpaid leave for the planned duration of absence. Human
Resources will remain in contact with the employee throughout the leave of absence to
discuss any necessary changes based on changes in the employee’s anticipated return
date.

If the leave is for the employee’s own serious health condition, the need for the leave
requires certification from the employee’s own health care provider.

If the leave is for the serious health condition of the employee’s spouse, child, or parent,
the need for leave requires certification from the family member’s health care provider.

All leaves, whether paid or unpaid, which meet the qualifications for FML should be
designated as Family and Medical Leave. The District must provide notice to the
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employee that a leave has been approved and designated as FML, or conditionally
designated as FML, denied as FML, within five working days of the request of leave.

Sometimes the District may not have sufficient information to determine whether a
requested leave qualifies as FML. For example, physician verification of a serious health
condition may not yet have been provided. In those cases, provisional designation of FML
should be made, subject to the verification being submitted. An employee must provide
verification from their health care provider (or the health care provider of the ill family
member) within 15 calendar days.

The employee will remain in paid status while using appropriate accrued leave
balances (sick, vacation or compensatory time off).

The employee will be in an unpaid status after exhaustion of appropriate accrued leave
balances or at the employee’s election to not use accrued leave benefits.

During the period of leave, the District will continue payment of all premiums for
employee health benefit plans in place at the time the leave begins. This includes
medical, dental, and vision insurance. The District will also continue the employer
contribution for employee health benefit premiums, as if the employee were not in
leave status, for up to 12 weeks as required by law or regulations. Employees must
reimburse the District for any portion of benefits they would have paid through payroll
deduction. If the District does not receive the reimbursement from the employee within
30 days, the District can cancel any policies and/or plans for which they have not been
reimbursed. The District will make every effort to work with the employee to enable the
continuation of health benefit plans.

Employees who wish to continue non-health benefits (e.g., life insurance) during an
unpaid FML should make arrangements for payment with Human Resources. If the
unpaid leave is extended beyond 12 work weeks, the employee may be eligible to
continue certain benefits, but must arrange to pay for all benefits they wish to maintain
during the extension.

Human Resources is responsible for keeping all official records of leaves taken under
any of the leave types covered in this section.

Under most circumstances, an employee returning from FMLA, CFRA or PDL is
entitled to reinstatement to the same or equivalent/comparable position. However,
employees returning from such leaves have no greater right to reinstatement and
continuing employment than if they had been continually working (e.g. layoffs,
elimination of positions, etc.)

A release to return to work from the employee’s health care provider is required when
the reason for any leave is the employee’s own health condition. This release to return
to work shall include a statement by the health care provider of the employee’s ability
to perform the essential functions of the position.
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3313.19 Leave under the FMLA and the CFRA are concurrent (they run at the same time). PDL
is concurrent with FMLA leave, but not with CFRA leave.

This means that an employee who is giving birth would not start the CFRA period until
the pregnancy related disability was over. At the end of the disability period, the
employee would then be entitled to up to 12 weeks CFRA leave for the purpose of
caring for her newborn. She would not, however, be entitled to continuation of health
benefits beyond the original 12 weeks of the FMLA.

3313.20 Total combined leaves under FMLA, CFRA, and PDL cannot exceed seven months.

3313.21 In some instances, an eligible employee may need to reduce their schedule for FML
reasons, rather than take a complete leave. For example, a full-time employee and
their sibling share care responsibilities for their mother, who is recovering from a mild
stroke. The sibling provides care during the morning, and the employee provides care
in the afternoon. As a result, of the medically documented leave, the employee’s work
schedule is reduced by one-half, and each week the employee utilizes one-half week
of FML.

When medically necessary, intermittent leaves are also available under FML. For
example, a full-time employee may need to schedule two hours leave for physical
therapy twice a week for a month. In this instance, the employee would utilize one-half
day each week for FML

All intermittent leaves or reduced work schedules for FML purposes should be
designated as FML. Employees should attempt to minimize disruption to the District
when scheduling FML for planned medical treatments.

3313.22 Exempt employees who are on intermittent FML leave are subject to appropriate leave
bank deductions for absences including those of less than a full day.

3313.23 Disability leave due to a work related injury will run concurrently with FML for those
employees who are eligible for FML, assuming that the work related injury qualifies as
a serious health condition and is not covered under Labor Code 4850.

REFERENCES
3313.24 District Policy, Holidays, Vacations & Other Leaves, (3310)
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CATASTROPHIC LEAVE

Policy # 3315

Original Effective Date:  06/23/1998

Revision Date: 09/02/2020

Type of Policy: [ 1] BOARD [X] DISTRICT [ ] FIRE [] PARKS

POLICY

3315.1 Employees of the Cosumnes Community Services District (“District”) have expressed a

desire to assist other District employees who are incapacitated and unable to work due
to a prolonged catastrophic iliness or injury and have exhausted all accrued leave. The
Catastrophic Leave program provides eligible employees the option to request a donation
of leave time from other employees throughout the District Leave.

PURPOSE AND SCOPE

3315.2

To establish procedures for administering an extension of paid leave for District
employees to work due to a prolonged catastrophic illness or injury. The purpose is to
provide direction to managers, supervisors and employees on the eligibility and
procedural requirements of the Catastrophic Leave program for qualified employees in
need of an extended medical leave to care for themselves or an immediate family
member.

3315.3 This policy applies to all District eligible full-time and part-time employees scheduled to
work 30 hours or more a week.

APPLICATION / PROCEDURE

33154 Definitions:

a. Immediate Family Member: For the purposes of this policy, unless otherwise
specified in an existing MOU, ‘immediate family member’ means domestic partner,
parent, and minor child, including adopted or foster child.

3315.5 Participation in the Catastrophic Leave plan is:

a. Voluntary by all parties, and

b. Provides no additional or specific employment rights.

3315.6 Use of leave credits from the Catastrophic Leave program shall be based solely on
employee donations. There is no guarantee that the amount of donated leave credits shall
be sufficient to cover the maximum term allowed.

3315.7 Eligibility: Full-time and part-time employees scheduled to work 30 hours or more a week

are eligible for application to the program, if:

Cosumnes Community Services District
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The employee has 12 months of continuous service with more than 1,000 hours
worked in the 12 months leading up to the donation request; and

All vacation, sick, administrative or management leave, compensatory time off
(“CTQO"), holiday leave (safety personnel only), or any other District paid leave,
must be exhausted; and

The part-time employee has a documented anticipated leave of absence of two
weeks or more.

3315.8 Donation of Accrued Leave: Only accrued vacation, holiday, and/or CTO hours can be

donated to the program. Accrued sick leave cannot be donated under this program.

a.

All donations shall be made and accepted in writing using the Leave Donation
Pledge form.

Donor’'s may direct donations to a specific employee or to an undesignated fund
to be used by any employee with an approved request.

Donations must be a minimum of eight hours.

Once deducted, the donation becomes irrevocable, except as specified in Section
3315.8(f). Hours donated shall be deducted from the donor’s leave balance and
credited to the recipient’s approved Catastrophic Leave account.

Hours donated shall be converted to a dollar amount equivalent to the donor’s
hourly rate at the time of the donation. Hours utilized from the donation bank shall
be drawn at the current hourly rate of the employee using the bank.

If the specified recipient does not need all donation, donors may choose to leave
the donated hours in an undesignated leave bank for future use by an employee
in need. Donors will be notified of this option by the Human Resources Division.

1. Vacation hours returned cannot cause the donor to exceed established
vacation caps specified in District policy on vacation leave.

33159 Participation in the Catastrophic Leave Program: Employees must make a formal request

to the Catastrophic Leave program using the Request for Leave Donations form.

a.

All formal requests must include, from the appropriate treating health care provider,
verification of the need for leave and the anticipated dates of leave.

While in a paid status in the program, full-time recipients will continue to accrue
leave hours in accordance with the District Policy, Holidays Vacations and Other
Leaves (3310).

All donated hours must be used on a continuous and uninterrupted basis.
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d.

The total amount of leave credits applied shall be equal to the employee’s straight
rate of pay and normal work schedule, until the earliest of the following events
occur:

1. All leave balances, including both donated and accrued leave, are
exhausted, but not to exceed 12 months from the date commencing the
date donated leave began; or

2. Recipient returns to work with a modified or normal work schedule; or

3. Recipient terminates District employment.

An employee who receives time through this program shall use any accrued leave
prior to receiving donated leave credits.

f. Use of donated leave credits shall count toward the application of District service
and benefits in the same manner as if the employee was utilizing any other paid
leave.

g. Use of donated leave credits may not be used to supplement benefits received
due to a work-related injury or illness.

h. Used donated leave credits shall be subject to the recipient’s normal required
payroll deductions (e.g. the employee’s share of health benefits, etc.).

i. At no time can the recipient receive more than their regular salary under this
program (e.g., workers’ compensation, long-term disability, etc.).

j- Participation in the Leave Donation program shall not exceed 12 months from the
date the recipient began using the donated leave.

k. Leave under this program shall run concurrently with all other applicable state and
federal laws such as Family Medical Leave Act (“FMLA”), California Families
Rights Act (“CFRA”) and Pregnancy Disability Leave (“PDL”).

I. A request for participation in the Catastrophic Leave program does not constitute
approval.

3315.10 Procedure: A time bank for catastrophic illness or injury may be established:

a. Upon the written request of an employee;

b. Upon determination and recommendation by the Director of Human Resources to
the General Manager to approve that the employee in the District is unable to work
due to the employee's catastrophic illness or injury; and

c. That the employee has exhausted all paid leave credit.
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3315.11 The completed Leave Donation Request form shall be submitted to the District
Administrative Services Department Human Resources Division, for verification of the
employee’s current leave balances and employment status. The Human Resources
Division shall forward the request to the Department Head for consideration.

3315.12 The Department Head, in concurrence with the Director of Human Resources will approve
or deny the leave request. The denial of the request is final and not subject to appeal.

3315.13 Upon approval, and with consent of the requesting employee, the Human Resources
Division shall make notification of a need for leave donations.

3315.14 Leave donations shall be made using the Leave Donation Pledge form. The completed
pledge form shall be forwarded to the Human Resources Division for approval, processing,
and retention.

3315.15 Donors will be notified when donated hours are deducted from their leave banks.

3315.16 In accordance with District Policy, Probationary Period (3127), the probationary period,

or scheduled step increase dates will be extended an equal length of time as the leave
taken under this program.

REFERENCES

3315.17 District Policy, Holidays Vacations and Other Leaves (3310)

3315.18 District Policy, Probationary Period (3127)

3315.19 Request for Leave Donations form

3315.20 Leave Donation Pledge form
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LECTURES, MEETINGS, TRAININGS, AND CONFERENCES - WORKING TIME

Policy #

3320

Original Effective Date: ~ 09/02/2020

Revision Date:
Type of Policy:

[] BOARD [X] DISTRICT [] FIRE [] PARKS

POLICY

3320.1 Cosumnes Community Services District (“District”) employees shall not be required to use
accrued leaves when attending approved conferences or meetings on behalf of the District
during working time.

PURPOSE AND SCOPE

3320.2 The District recognizes both the professional development and organizational
representation that conferences and meetings represent for the District and the betterment
of District services.

3320.3 This policy applies to all District executives and eligible employees.

APPLICATION / PROCEDURE

3320.4 Definitions:

a. Standard Work Week: the collection of workdays that an employee is scheduled to

work in a seven-day period. For payroll and scheduling purposes, the standard
District work week beings on Sunday at 12:01 am.

Workday: any day when an employee is scheduled to work, as determined by their
supervisor.

FLSA Non-Exempt employee: an employee (probationary or regular) who is subject
to the overtime provisions of the Fair Labor Standards Act (“FLSA”). Employees
classified as non-exempt are eligible to receive overtime or compensatory time off
(“CTQO”) for hours physically worked in excess of 40 hours per week.

FLSA Exempt employee: an employee (probationary or regular) who is exempt from
the overtime provisions of the Fair Labor Standards Act (“FLSA”), based on their
position. These persons are not eligible for overtime pay.
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Fair Labor Standards Act Non-Exempt Employees

a. The District does not consider attendance at lectures, meetings, training programs
and similar activities as compensable working time if all of the following criteria are

met:

1.

2.

3.

4.

It is outside normal work hours or employee’s scheduled shift;
It is voluntary;
It is not job related; and

No other work is concurrently being performed

b. Employee must receive prior written authorization from their manager and approval
of the Department Head prior to attending if attendance at lectures, meetings,
training programs or similar activities is outside of employee’s scheduled shift or will
require the District to pay overtime.

c. The principles which apply in determining whether time spent in travel is
compensable time depends upon the kind of travel involved:

1.

Travel from Home to Work: An employee who travels from home before the
regular workday and returns to their home at the end of the workday is
engaged in ordinary home to work travel, which is not work time and is not
compensable.

Travel from Home to Work on a Special Assignment in Another City: An
employee who regularly works at a fixed location in one city is given a special
assignment in another city and returns home the same day. The time spentin
traveling to and returning from the other city is work time and compensabile,
except that the employer may deduct/not count that time the employee would
normally spend commuting to their regular work site.

Travel That is All in a Day’s Work: Time spent by an employee in travel as
part of their principal activity, such as travel from job site to job site during the
workday, is work time and must be counted as hours worked and is
compensable.

Travel Away from Home Community: Travel that keeps an employee away
from home overnight is travel away from home. Travel away from home is
considered work time when it includes the employee’s normal workday. The
time is not only hours worked on regular working days during normal working
hours but also during corresponding hours on nonworking days.

i. Iftravel occurs during normal work hours or corresponding hours on
nonworking days, then the District will consider all travel time during
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that period as work time and pay accordingly. The District reserves
the right to request work be produced during this travel time if the
employee is a passenger.

If travel is outside normal work hours or corresponding hours on
nonworking days, and mandated by the District for attendance at non-
voluntary lectures, meetings, or training programs, then the District will
consider travel time as work time and pay accordingly. The District
reserves the right to request work be produced during this travel time
if the employee is a passenger.

If travel is outside normal work hours or corresponding hours on
nonworking days, and is for attendance at voluntary lectures,
meetings, or training programs:

a. If preapproved by a supervisor to perform work while traveling
(such as driving, mandatory reading, or clerical work), the
District will consider travel time as work time and pay
accordingly.

b. If traveling as a passenger on an airplane, train, boat, bus, or
automobile, the District will not consider this work time.

3320.6 Fair Labor Standards Act Exempt Employees

a. Upon approval by a Department Head, or designee, an employee may be

authorized to attend a convention, meeting, or conference directly related to the
business or interest of the District with no deduction in leave accruals.

Employees requesting leave to attend conventions or conferences not directly
connected to District service shall be required to take vacation or other appropriate
accrued leave.

REFERENCES

3320.7 District Policy, Travel Expenses on District Business (2122)
3320.8 District Policy, Mileage Reimbursement (2165)

3320.9 District Policy, Travel (3260)

3320.10 District Policy, Employee Development and Training (3335)
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REST AND MEAL PERIODS

Policy # 3325
Original Effective Date: ~ 09/02/2020
Revision Date:

Type of Policy: [ 1] BOARD [X] DISTRICT [ ] FIRE [] PARKS

POLICY

3325.1 Cosumnes Community Services District (“District”) shall provide rest and meal periods,
when possible, to employees scheduled to work in excess of four or more hours in a
workday.

PURPOSE AND SCOPE

3325.2 While not required under California Labor Code, the District recognizes the value of

providing rest and meal periods to employees.

3325.3 This policy applies to all District executives and eligible employees.
APPLICATION / PROCEDURE
33254 Definitions:

a. Workday: any day when an employee is scheduled to work, as determined by their
supervisor.

b. Meal periods: interchangeably referred to as “lunch breaks”, is a period of unpaid
time that does not include rest periods. During this time employees are completely
relieved from work duties and are permitted to leave the premises. Non-exempt
employees required to perform work duties during this time are compensated for
the hours worked.

c. FLSA non-exempt employee: an employee (probationary or regular) who is subject
to the overtime provisions of the Fair Labor Standards Act (“FLSA”). Employees
classified as non-exempt are eligible to receive overtime or compensatory time off
(“CTQO”) for hours physically worked in excess of 40 hours per week.

d. FLSA exempt employee: an employee (probationary or regular) who is exempt
from the overtime provisions of the Fair Labor Standards Act (“FLSA”), based on
their position. These persons are not eligible for overtime pay or carry over time.

3325.5 The District provides rest and meal periods to FLSA non-exempt employees in
accordance with the terms of this policy.
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FLSA non-exempt employees who are scheduled to work four or more hours in a workday
may take periods of rest consisting of a 10-minute rest period in the first half of their shift
and another 10-minute rest period in the second half of their shift. When rest periods are
provided, rest periods are considered paid time. Employees who cannot take their
scheduled breaks because of work flow or other reasons may take breaks at other time(s)
during that shift subject to the following restrictions:

a. Rest periods shall be scheduled in accordance with the requirements of the nature
of the work assignment, but in most cases shall not be scheduled within one hour
of the beginning or ending of a work shift or meal period.

b. First and second rest periods may not be combined to increase the duration of the
lunch break or to end the shift earlier.

Supervisors may designate the location(s) at which rest periods may be taken. Rest
periods begin when the employee stops work and ends when the employee returns to
work, not upon arrival at a location other than the workstation or job site.

Full-time FLSA Non-exempt Employee Meal Periods

a. The duration and timing of meal periods shall be established by the supervisor
based on the program needs of the section/division. An unpaid lunch break of not
less than 30 minutes and up to 60 minutes shall be provided for full-time FLSA
non-exempt employees. It shall be scheduled, to the extent reasonably possible,
in the middle of the employee’s work shift.

b. Lunch breaks begin when the employee stops work and ends when the employee
returns to work, not upon arrival at a location other than the work station or job site.
Employees are responsible for ensuring that they take their designated lunch
break.

Part-time Employee Meal Periods

a. The District provides meal periods, when possible, to employees who are
scheduled to work more than six hours in one day. The duration and timing of meal
periods shall be established by the supervisor based on the needs of the program
and/or section.

b. In most cases, part-time employees will be provided a meal period that is no less
than 30 minutes. It shall be scheduled, to the extent reasonably possible, in the
middle of the employee’s work shift. Meal periods begin when the employee stops
work and ends when the employee returns to work.

Due to the nature of some work assignments and the District’'s need to ensure coverage
and safe operations, some employees (excluding pool lifeguards) cannot be provided with
regularly scheduled rest or meal periods. In these cases, the supervisors should ensure
employees are provided appropriate rest and meal periods when reasonable to do so.
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3325.9 Rest Period to Express Milk

a. Reasonable rest periods of no less than 30 minutes shall be provided to those
employees (FLSA non-exempt or exempt) who have a child for the purpose of
expressing milk. Whenever possible the 30 minute rest period should coincide with
the employee’s regular rest period. If the rest period to express milk does coincide
with the employee’s regular rest period, for FLSA non-exempt employees, 15
minutes of each 30 minute rest period for expressing milk is paid. If the rest period
for expressing milk does not coincide with the employee’s regular rest break, the
entire rest period for expressing milk is unpaid.

b. With prior approval of their supervisor, employees may be allowed to work before
or after their regular work shift to make up the amount of time used during the
unpaid portion of the rest break.

c. For more information, see District Policy, Lactation Accommodation (3118).

REFERENCES
3325.10 District Policy, Lactation Accommodation (3118)
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COMPENSATION

3330

Original Effective Date: ~ 09/02/2020
Revision Date:
Type of Policy: [ ] BOARD [X] DISTRICT [] FIRE [] PARKS

POLICY
3330.1

Cosumnes Community Services District (“District”) shall establish compensation rates for
classifications that take into account internal equity, labor market considerations,
complexity or difficulty of the work, total compensation, and the District's economic
condition.

PURPOSE AND SCOPE

3330.2

3330.3

It is the goal of the District to attract and retain qualified employees and encourage high
levels of performance. Additionally, the District will use a valid and consistent
methodology for evaluating jobs.

This policy applies to all District executives and employees.

APPLICATION / PROCEDURE

3330.4

3330.5

Definitions:

a. Red-circling: retaining an employee’s salary at their current rate even if higher than
the top rate for their classification.

Compensation will be considered using a valid and consistent methodology for evaluating
job descriptions and specifications. To that end, the District will:

a. Utilize direct and indirect compensation (wages, premiums, health benefits,
holidays, vacation and other leaves, pensions, etc.) as consideration in
determining appropriate levels of compensation for employees.

b. Ensure wage and benefits packages are considered "externally competitive" if they
approximate the average of the direct and indirect compensation offered for similar
work in applicable labor markets.

c. Include other factors such as compression between classes, recruitment and
retention of qualified employees, the District's economic condition, and incentives
linked to performance in establishing wages and benefits.

The District recognizes the legitimate role of bargaining in determining compensation for
represented employees.
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The Board of Directors (“Board”) shall have final authority in setting the salary schedules
for all employees of the District.

During the regular budgetary process, pay grades and compensation ranges for all
classifications shall be set for the upcoming fiscal year and shall be published in the
annual budget.

The District Compensation Plan shall be revised in conjunction with the annual budgetary
process and/or as a result of a classification/compensation study. The Chief
Administrative Officer (“CAQO”) shall recommend appropriate pay ranges for each
classification in accordance with this policy.

Adjustments to assigned ranges for individual classifications, and presentation to the
Board of new classifications and ranges, shall be done in conjunction with the annual
budgetary process or as the result of a classification/compensation study, except where
the General Manager determines that:

a. A substantial change in the duties and responsibilities of the classification
necessitates a salary adjustment; or

b. An inordinate amount of turnover within the classification is attributed to an
inadequate salary level, thereby necessitating an immediate salary review; or

c. Difficulty in recruitment of qualified candidates for a classification is attributed to
an inadequate salary level, thereby necessitating an immediate salary adjustment;
or

d. A new classification is needed at a time outside of the annual budgetary process.

The salaries provided for under this rule and in the various Memoranda of Understanding
(“MOU”) are intended to be full compensation for services rendered to the District. Any error
resulting in an overpayment of wage shall be returned to the District upon request.

As part of the District’s goal to reduce paper and create sustainable policies, and unless
otherwise prohibited by a MOU, all newly hired District employees will receive their
compensation through direct deposit to their designated financial institution and their
itemized wage statements (remittance statements) will be available electronically.

Salary Ranges

a. Each non-represented classification shall be assigned a pay range with a minimum
and maximum salary range and identified steps in between the minimum and
maximum rates. Non-represented employees must be paid within that range and
on an assigned step to that range except as provided in District Policy,
Classification (3145).

b. Most new employees are appointed to Step 1 of the salary schedule for their
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classification. Appointment at a step higher than Step 1 is at the sole discretion
and approval of the Department Head and will be based upon the employee’s
experience and education. Appointment above Step 2 must be reviewed and
recommended by the CAO for a General Manager consideration.

An employee’s rate of pay shall not be less than the entry pay rate or more than
the top pay rate for the classification.

The General Manager may approve retaining an employee’s salary at their current
rate even if higher than the top rate for their classification (red-circling) where the
employee would otherwise suffer a reduction in pay under the following
circumstances:

1. The reduction in pay is due to a settlement agreement; or

2. The reduction in pay is as a result of a reclassification that occurs as part
of the implementation of a classification/compensation study; or

3. The reduction in pay is a result of a position being reclassified downwards,
but the reclass is not part of a classification/compensation study. For this
exception to apply the reduction in pay must be at least 25%, the position
at issue is determined critical by the Department Head and the Chief
Administrative Officer approves red-circling as in the best interests of the
District.

e. Employees whose pay is red-circled are not eligible for pay increases, including

cost of living increases, until their pay rate is within the pay grade of their assigned
classification.

Progression Through Pay Ranges

a. Merit increases are based on performance, not length of service, and should not

be considered automatic. Employees are eligible for merit increases after every 12
months of satisfactory service. Merit increase in the six-month period may be
considered by the District based on the job performance or area of responsibilities.
Such consideration shall be reviewed and recommended by the CAO for the
General Manager approval. Employees will be moved to the next step in the salary
schedule when the employee receives an overall rating of "Meets Standards" or
"Exceeds Standards" on their performance evaluation. Extended absences, which
include any cumulative absence over 20 working days, may delay the merit
increase by the length of absence. If awarded, merit increases shall take effect the
first full pay period following the completion of 12 months of satisfactory service.
The General Manager has the authority to suspend and subsequently restore merit
increases as necessary.

Progression through pay ranges outside of the initial appointment and merit-based
increases, may occur to meet a District business need. This progression must be
approved by the General Manager, with consultation from the Director of Human
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Resources and the CAO.

Working Out of Class. See District Policy, Working Out of Classification (3150).

Transfers

a. When a regular non-represented employee transfers to a position in a different

classification with the same pay range, the Department Head may appoint the
employee after discussion with the Director of Human Resources:

1. At their current pay rate and anniversary date for future eligibility for
performance increases; or

2. As provided above under Initial Appointment for Non-Represented
Classifications. The employee’s anniversary date changes to reflect new
appointment.

Employees who transfer to a different position in the same classification maintain
their current pay rate and anniversary date.

Promotion

a. When an employee is appointed to a classification with a higher maximum pay

range, the Department Head may appoint the employee:
1. At the entry rate for the higher pay range, or at a pay rate in the higher pay
range which gives them a 5.0 percent pay increase (not to exceed the
maximum of the salary range) whichever is higher; or

2. As provided above under Section 3330.9 Salary Ranges.

b. A regular employee’s salary shall not be reduced due to an appointment to a

position in a classification with a higher maximum pay range.

Reclassification

a. When a position is reclassified, the employee’s pay rate shall be at the step which

is closest to the employee’s regular rate in their former classification, provided that
in no event shall the employee’s salary be reduced. If the former classification
salary schedule exceeds the reclassified salary schedule, the employee shall be
red-circled. The employee’s anniversary date shall remain the same as it was in
the former classification.

Demotion

a.

If an employee voluntarily demotes to a lower paying classification, they shall
retain their anniversary date and their salary shall be at the rate in the new pay
range, which affords the least reduction in pay. In no event shall an employee

Cosumnes Community Services District
3330: Compensation, page 4 of 7



3330.16

3330.17

3330.18

3330.19

0
o

%
c
2
!z
m
«n

receive an increase in pay upon demotion.

b. Employees demoted for disciplinary reasons shall receive the rate of pay in the
lower salary range of the new class specified as part of the disciplinary action. In
no case shall the employee’s rate of pay be below the first step of the new
classification.

Reinstatement or Reappointment from a Layoff List or Return from Leave of Absence

a. When an employee is reinstated under the reinstatement rules, reappointed from
a layoff list or returned from leave of absence, their salary rate shall be at the same
position in the pay range as when the employee last served in that classification.

b. If a current employee is recalled from layoff and the current salary for the
classification the employee is serving in exceeds their salary at the time of layoff,
the rules on promotion will apply.

Standby Duty

a. Fair Labor Standards Act (“FLSA”) non-exempt employees assigned to standby
duty shall receive a pay differential of $2.00 per hour for all hours assigned to
standby duty outside of normal work hours.

b. See District Policy, FLSA Non-Exempt Hours of Work and Overtime (3155) for
standby duty criteria.

Call-Back Pay

a. Non-exempt employees who are called in to perform work on a day which is not a
regularly scheduled work day or who is called back to work after working a regular
shift shall be paid for a minimum of two (2) hours, but may be required to work for
the full two (2) hour period. After the first two hours, additional time shall be accrued
in quarter hour (15 minute) increments. Employees shall be compensated at their
regular pay at straight time or overtime, depending on the total hours actually
worked for the work week.

b. Non-exempt employees who respond to a call for assistance outside normal
working hours but does not require returning to work shall be paid for the time
spent responding to the call rounding up to the nearest quarter hour (15 minutes).
The rate of compensation shall be regular pay or overtime, depending on the total
hours worked for the work week.

c. Actual hours worked for Call-Back purposes means only that time spent at the
worksite. Time spent enroute to or from the worksite is not included as time worked.

Shift Differentials

a. Non-Represented Classifications are not eligible for shift differentials.
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Certification Pay

a. Non-Represented Classifications are not eligible for certification pay.

Compensation Studies

a. The District will review and update the full-time non-represented classifications and

compensation every three (3) years, through the use of a classification and
compensation study. The commencement of the study is subject to available
funding.

Cost of Living Adjustments

a. Adjustments to the compensation rates may be made based upon a formula that

considers the Consumer Price Index (“CPI”). Other adjustments may also result
from a classification study or compensation review. The District may update pay
schedules to include estimated annual COLA adjustments in lieu of annual COLAs.

Contingent on availability of funds and approval of the Board, full-time employees
will be considered for a cost of living increase commencing July 1 of each year.
The Cost of Living Adjustment (“COLA”) shall not be less than the Consumer Price
Index, West Region annually, not to exceed 5%. Consideration shall be based on
the February month-end report. If approved, adjustments will be made to salary
schedules at each step equal to the amount of the adjustment.

Anniversary Date and the Impact of Leaves and Prior Service

a. Except as provided below, the anniversary date of an employee is the date of initial

C.

appointment to the classification. Thereafter, an anniversary date for pay purposes
shall be adjusted to exclude time spent on layoff or official approved leaves of
absence of more than 30 days in duration, unless otherwise required by federal or
state law.

When an employee is regularly appointed to a classification with previous time
served:

1. The anniversary date shall be adjusted to reflect credit for time in class per
applicable District policy or contractual languages; or

2. At the discretion of the CAO, the employee shall be granted additional
compensation per initial appointment to the Non-Represented Classification
rule and the anniversary shall be reset to the date of appointment.

An officially approved absence from duty without pay because of military leave,
Family Medical Leave, or injury in line of duty shall not change an employee’s
anniversary date.
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d. If as a result of layoff, an employee bumps to a lower classification in which they
previously held status, the employee’s anniversary date in the lower classification
will be adjusted for pay purposes to include all time served in the lower
classification.

3330.24 Impact of Appointments to Other Classifications

a. If an employee accepts a temporary appointment in a classification in the same
pay range and is later reappointed to the former classification, the employee shall
retain their current salary rate and anniversary date.

b. If an employee accepts a temporary appointment in a classification in a higher pay
range and is later reappointed to the former classification the employee’s
anniversary date and salary rate shall be reset as if they had continued in the
original classification.

3330.25 Pay Status

a. An employee is in paid status when working, when on paid leave, or when on
worker's compensation leave. An employee is not in paid status after the last day of
work when separated because of resignation, dismissal, death, retirement or layoff.

3330.26 Payment to Separated Employees

a. Employees who separate from District service shall be paid in accordance with
applicable law.

3330.27 Overtime
a. See District Policy, FLSA Non-Exempt Hours of Work and Overtime (3155)
3330.28 Furloughs
a. The District may institute employee furloughs as an alternative to employee layoffs.
Employee furloughs are mandatory time off work with no pay. During employee

furloughs, all benefits will continue.

REFERENCES

3330.29 District Policy, Employee Movement (3135)

3330.30 District Policy, Classification (3145)

3330.31 District Policy, Working Out of Classification (3150)

3330.32 District Policy, FLSA Non-Exempt Hours of Work and Overtime (3155)

3330.33 District Policy, Performance Evaluation (3160)
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DEVELOPMENT AND TRAINING

3335

Original Effective Date: ~ 09/02/2020
Revision Date:

Type of Policy: [ BOARD [X] DISTRICT [ ] FIRE [] PARKS
POLICY
3335.1 Cosumnes Community Services District (“District”) employees are encouraged to pursue

educational opportunities which are related to their present work, which will prepare them for
foreseeable future opportunities within the District, or which will prepare them for future career
advancement.

PURPOSE AND SCOPE

3335.2

3335.3

The District recognizes that continuous learning and development of its employees are
important contributions toward the productivity and professionalism of the District’s work
force. Development and management of the District’s workforce to sustain and improve
performance enhances the delivery of services to the public and sustains employee job
satisfaction.

This policy applies to all District executives and eligible employees.

APPLICATION / PROCEDURE

3335.4

3335.5

3335.6

Definitions:

a. Professional Growth Reimbursement Program: a program for regular full-time
employees to be reimbursed for professional development courses.

The Human Resources Division is responsible to provide centralized administration and
delivery of Districtwide Training Programs, Prevention of Workplace Discrimination,
Harassment, and Retaliation, Cultural Competency, Districtwide Professional
Development Courses, Manager/Supervisor Development, New Employee Onboarding;
Mandatory Reporting of Child and Elder Abuse and other policy-oriented training, such
as workplace violence prevention, employee discipline, and protocol for investigation of
discrimination or other compl