
AMADOR RESOURCE CONSERVATION DISTRICT 
Board of Directors Meeting Agenda 

Tuesday, 10 February 2026 
Time: 4:15pm - 6:00pm    Location: 12200-B Airport Rd, Jackson CA 95642 

Virtual attendance via video conference available via Microsoft Teams: 
Meeting Link: https://shorturl.at/HUAOb   Meeting ID: 253 928 575 091 9   Passcode: Kf6XX9aA 

ARCD Directors: Steve Cannon, Dan Port, Dr. Kelsi Williams, Amber Gardner 
Associate Director: Kent Reeves 

Executive Director: Amanda Watson 

Approval of agenda for this date, and any and all off-agenda items, must be approved by the Board of Directors 
Pursuant to Para 5495.2 of the government code. Oral communications by the public for items not appearing on the agenda 

consideration of “emergency or “subsequent need” items not appearing on the agenda 
cal. gov`t code 54954.2(b)(2). 

Item #                                        Topic 

1 Public Comment: The Board of Directors is limited by State law to providing a brief response, asking questions for 
clarification, or referring a matter to staff when responding to items not listed on the agenda. 

2 

Consent Agenda*: The following items are expected to be routine/non-controversial. Items will be acted upon by the 
Board at one time without discussion. Any Board member may request that any item be removed for later discussion. 

1. Approval of Agenda
2. Approval of Past Meeting Minutes: January Board Meeting
3. SAWQA Report
4. Financial Report

3 Warrant Summary*- Dana Simpson 

4 Organizational Development Committee – Amanda Watson 

5 Education Committee Update – Kelsi Williams/Amber Gardner 

6 NRCS Report – Jennifer Wood 

7 NWL Strategy Review – Amanda Watson/Anna Mariscal 

8 Employee Handbook* - Dana Simpson 

9 CARCD Elections* – Amanda Watson 

10 Executive Director Report – Amanda Watson 

11 Adjourn 

Next ARCD Board of Directors Meeting: March 10th, 2026, 4:15 - 6pm 

*ACTION ITEM

https://shorturl.at/HUAOb


 
 

 
 

Page 1 of 2                                                                                                    Respectfully submitted by Amanda Watson, Executive Director 

12200-B Airport Rd 
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Directors: Steve Cannon, Dan Port, Kelsi Williams, Amber Gardner Associate Director: Kent Reeves 

 
Minutes for Regular Board Meeting 

of 13 January 2026 
 
Called to order on 13 January 2025 at 4:15 p.m. at 12200-B Airport Road, Jackson, CA 
Present were: Directors Cannon, Williams, Gardner 
Staff: Dana Simpson, Amanda Watson 
Absent: Director Port 
 
Public Comment:  
AW - We got shirts from Forestry Challenge, thank you letters 
Bret Harte HS got 1st place in State - they will be presenting at the Forest Forum in May 
 
Consent Agenda* 
The following items were approved as part of the consent agenda: 

1. Approval of Agenda – Move items 7 and 10 up after consent agenda. 
2. Approval of Past Meeting Minutes: October Board Meeting 
3. SAWQA Report 
4. Financial Report 

Motion: To approve Consent Agenda by Director Williams, seconded by Director Gardner. All in favor. Port 
absent. 
Motion Passed 
 
Warrant Summary * 
Motion: To approve warrant summary with warrants 26-001 by Director Gardner, seconded by Director 
Williams. All in favor. Port absent. 
Motion Passed. 
 
Financial Report* 
Dana provided a verbal report on the ARCD and SAWQA profit and loss.  
Dana answered questions regarding the separation of the ARCD and SAWQA accounts and the reserve. 
Answered questions on restricted funds. 
 
SAWQA Budget* 
Dana provided a verbal report on the SAWQA budget and the correction to member fees. 
Motion: To approve the SAWQA Budget by Director Gardner, seconded by Director Williams. All in favor. Port 
absent. 
Motion Passed. 
 
NRCS Report 
Jennifer reviewed her updated report 
Steve requested a list of all NRCS practices 
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Education Committee Update 
Kelsi received a letter from the North Star counselor requesting that she share the application packet, which 
she has done. She wants to ensure that non-traditional schools also have access to the scholarship 
information. Direction to staff to make sure all scholarship information is posted on the ARCD website.  
 
CARCD Elections*  
There was no quorum at the CARCD conference, so the matter returns to the Amador RCD Board for a vote 
and formal board action. The item will be tabled until the next meeting. No Action. 
  
ARCD-AFPD Partnership Agreement- Defensible Space Inspections*  
Motion: To allow Executive Director to negotiate the contract with AFPD by Director Gardner, seconded by 
Director Williams. All in favor. Port absent. 
Motion Passed. 
 
ARCD – Tehama County RCD Pollinator Project Sole Source Recommendation*  
Reviewed the Pollinator grant and the staff history with this grant.  AW reached out to other RCDs for 
assistance with this project to fill the gap in our staffing.   
Motion: Approval of the sole source agreement between Tehama County RCD and ARCD by Director 
Williams, seconded by Director Gardner. All in favor. Port absent. 
Motion Passed. 
 
Executive Director Report  

• AW presented her report. 
• DRAFT AACT Resiliency Strategy was distributed to the Board members. 
• ARCD has been awarded the CalFire Chipping Grant. 
• Additional CalFire grant opportunities are expected to be released in Spring 2026. 

  
CLOSED SESSION: Annual Performance Evaluation of Executive Director 
The Board will meet in closed session to conduct the annual performance evaluation of the Executive Director. 
This session is authorized under Government Code Section 54957, which permits closed sessions for 
discussion of personnel matters involving public employees. 
  
Reconvene Open Session: Report Action if Necessary. 
Reconvene at 6:05pm - Action taken - Promote to Step 2, increase effective January 1, 2026, and will review at 
the end of the current calendar year.   
  
Adjourn 

6:09pm 



Grant Progress Tracking  1/31/2026

ARCD Grant Period Amount Awarded Direct Cost Indirect Cost
Remaining 
Advance Expended to Date Invoiced Amount remaining

NACD 2024 - Round 6
3/31/2026 75,000.00$           75,000.00$           31,678.08$        43,321.92$             31,678.08$                

CCI Coordinator
9/1/24 - 6/30/26 220,000.00$         73,113.67$             146,886.33$              

NRCS Cooperative 
Agreeement 8/2/2024 - 9/30/2026 41,910.00$           38,100.00$           3,810.00$        2,626.13$               2,626.13$                39,283.87$                
Healthy Soils - Round 3
23-0672-000-SG 11/1/2023 - 10/31/2026 60,000.00$           54,000.00$           6,000.00$        31,072.30$             4,531.88$                28,927.70$                

WCB Grant - Pollinator
2/14/2023 - 2/28/2027 251,000.00$         251,000.00$         39,379.12$             7,777.48$                211,620.88$              

WCB Grant - Wildlife Habitat
12/20/2023 - 2/28/2027 200,000.00$         124,953.07$          18,318.50$              75,046.93$                

DOC Grant 2/22/2024 - 3/31/2027 1,618,366.64$     1,407,275.34$     211,091.30$   326,666.15$          235,631.11$           1,291,700.49$           

Placer HSP Block Grant
12/8/23 - 10/31/27 92,814.00$           69,610.50$           23,203.50$      40,331.13$             4,308.02$                52,482.87$                

2023 RCPP Round 2 11/1/2023 - 7/15/2028 262,857.00$         147,165.42$          32,178.52$              115,691.58$              
Defensible Space
5GG22102

12/27/2023 - 
03/15/2029 633,584.00$         565,700.00$         67,884.00$      38,249.21$             38,249.21$              595,334.79$              

Stewardship Agreement 
(CCRCD) Sept 2024 - Sept 2027 54,600.00$           2,871.59$               2,871.59$                51,728.41$                
Sierra Jobs First Catalyst 
(CCRCD)

May 2025 - September 
2026 15,656.00$           625.02$                  190.54$                   15,030.98$                

Chipping 3
(CalFire) 1/30/2026 - 02/15/2029 596,929.54$         532,972.80$         63,956.74$      596,929.54$              
Workforce Development 
(CARCD) 6/14/24 - 2/28/29 23,935.31$           20,235.31$           3,700.00$        8,811.83$               6,124.99$                15,123.48$                

Misc Receivables 317.76$                   -$                            

AFSC Staff Time 96,347.00$              

LCRCD Staff Time 8,437.63$                

SAWQA Staff Time
4,146,652.49$     3,013,893.95$     379,645.54$   31,678.08$        879,186.56$          457,910.36$           3,267,465.93$           

*Deferred Rev *Accounts Rec

SAWQA
Amount Billed Amount Received Amount Due

2025 Member Fees $10,836.28
2026 Member Fees $0.00



Jan 31, 26

ASSETS
Current Assets

Checking/Savings
101768 · Sac/Ama Water Quality Alliance 198,872.58
101769 · Amador RCD

101769C · Amador RCD Checking 230,466.35
101769R · Unrestricted Reserves 300,000.00

Total 101769 · Amador RCD 530,466.35

Total Checking/Savings 729,338.93

Accounts Receivable
11000 · Accounts Receivable 457,910.32

Total Accounts Receivable 457,910.32

Other Current Assets
12000 · Undeposited Funds 37,214.55
13000 · Prepaid Expenses 608.59

Total Other Current Assets 37,823.14

Total Current Assets 1,225,072.39

TOTAL ASSETS 1,225,072.39

LIABILITIES & EQUITY
Liabilities

Current Liabilities
Accounts Payable

20000 · Accounts Payable 65,460.57

Total Accounts Payable 65,460.57

Credit Cards
002 · Bank of America 4,517.29

Total Credit Cards 4,517.29

Other Current Liabilities
24000 · Payroll Liabilities 554.08
24500 · Accrued Time Off 9,108.82
25800 · Unearned or Deferred Revenue 31,678.08

Total Other Current Liabilities 41,340.98

Total Current Liabilities 111,318.84

Total Liabilities 111,318.84

10:23 AM Amador Resource Conservation District
02/06/26 Balance Sheet
Accrual Basis As of January 31, 2026

Page 1



Jan 31, 26

Equity
30000 · Opening Balance Equity 714,685.99
32000 · Retained Earnings 560,932.71
Net Income -161,865.15

Total Equity 1,113,753.55

TOTAL LIABILITIES & EQUITY 1,225,072.39

10:23 AM Amador Resource Conservation District
02/06/26 Balance Sheet
Accrual Basis As of January 31, 2026

Page 2



Jul '25 - Jan 26 Budget $ Over Budget % of Budget

Ordinary Income/Expense
Income

45000 · Investments
45030 · Interest-Savings, Short-term CD 12,946.93 7,500.00 5,446.93 172.6%

Total 45000 · Investments 12,946.93 7,500.00 5,446.93 172.6%

46400 · Other Types of Income
46009 · Partnership Contracts 173,385.77 298,461.49 (125,075.72) 58.1%
46430 · Miscellaneous Revenue 490.00 490.00 100.0%

Total 46400 · Other Types of Income 173,875.77 298,461.49 (124,585.72) 58.3%

47890 · Program Income
47891 · Grant Income 412,574.36 1,290,493.96 (877,919.60) 32.0%
47894 · Admin Fee (Indirect Cost) 46,623.58 180,191.35 (133,567.77) 25.9%

Total 47890 · Program Income 459,797.94 1,470,685.31 (1,010,887.37) 31.3%

Total Income 646,620.64 1,776,646.80 (1,130,026.16) 36.4%

Gross Profit 646,620.64 1,776,646.80 (1,130,026.16) 36.4%

Expense
50100 · Payroll Expenses

50100-1 · Payroll Expense 321,019.90 649,536.09 (328,516.19) 49.4%
50100-2 · Vacation Expense 11,156.71 11,156.71 100.0%
50100-3 · Retirement 21,046.67 43,222.28 (22,175.61) 48.7%
50100-4 · Health Benefits 24,538.95 45,600.00 (21,061.05) 53.8%
50310 · Payroll Tax Expense 30,335.53 57,431.61 (27,096.08) 52.8%

Total 50100 · Payroll Expenses 408,097.76 795,789.98 (387,692.22) 51.3%

51000 · Insurance
50600 · Worker's Compensation Insurance 9,353.66 11,840.00 (2,486.34) 79.0%
51500 · Insurance - Liability, D and O 3,576.28 4,000.00 (423.72) 89.4%

Total 51000 · Insurance 12,929.94 15,840.00 (2,910.06) 81.6%

52000 · Memberships and Dues 4,422.90 4,000.00 422.90 110.6%
52200 · Office Expenses

52200-1 · Office Equipment 3,401.24 10,000.00 (6,598.76) 34.0%
52200-2 · Postage, Mailing Service 150.00 (150.00)
52200-3 · Printing and Copying 214.63 214.63 100.0%
52200-4 · Supplies 8,626.33 25,200.00 (16,573.67) 34.2%
52200-5 · Telephone, Telecommunications 2,756.03 4,500.00 (1,743.97) 61.2%
52200-6 · Advertising 65.00 65.00 100.0%
52200-7 · Software 6,705.54 7,200.00 (494.46) 93.1%

10:23 AM Amador Resource Conservation District
02/06/26 Profit & Loss Budget vs. Actual
Accrual Basis July 2025 through January 2026

Page 1



Jul '25 - Jan 26 Budget $ Over Budget % of Budget

52200-8 · Website 2,004.66 3,600.00 (1,595.34) 55.7%
52200-9 · Tech Support 356.56 250.00 106.56 142.6%

Total 52200 · Office Expenses 24,129.99 50,900.00 (26,770.01) 47.4%

52300 · Professional Services
52300-1 · Legal Fees 5,000.00 (5,000.00)
52321 · Auditor's Services 5,000.00 (5,000.00)
52383 · Bookkeeping 3,446.75 4,500.00 (1,053.25) 76.6%
52385 · HR Support 3,675.00 6,300.00 (2,625.00) 58.3%

Total 52300 · Professional Services 7,121.75 20,800.00 (13,678.25) 34.2%

52360 · Outreach
52360-1 · Event Supplies and Rentals 1,186.27 8,200.00 (7,013.73) 14.5%
52360-2 · Swag 107.67 1,000.00 (892.33) 10.8%
52360-3 · Printing/Materials 319.38 2,000.00 (1,680.62) 16.0%

Total 52360 · Outreach 1,613.32 11,200.00 (9,586.68) 14.4%

52364 · Staff/Board Development
52364-1 · Training 490.00 12,700.00 (12,210.00) 3.9%
52364-2 · Team Building 848.61 800.00 48.61 106.1%
52364-3 · Business Events/Celebrations 1,500.00 (1,500.00)
52364-4 · Convention and Meetings 1,504.96 2,000.00 (495.04) 75.2%

Total 52364 · Staff/Board Development 2,843.57 17,000.00 (14,156.43) 16.7%

52800 · Special Departmental Expenses
52800-1 · Community Garden 500.00 (500.00)
52800-3 · Fair Booth 700.00 (700.00)
52822 · Education/Scholarships 1,750.00 5,000.00 (3,250.00) 35.0%

Total 52800 · Special Departmental Expenses 2,350.00 6,200.00 (3,850.00) 37.9%

52905 · Travel and Transportation
52905-1 · Mileage 1,794.79 12,550.00 (10,755.21) 14.3%
52905-2 · Hotel/Per Diem/Meals 471.74 2,200.00 (1,728.26) 21.4%

Total 52905 · Travel and Transportation 2,266.53 14,750.00 (12,483.47) 15.4%

54138 · Contractor Services
54138-1 · Groundwork Contractor 1,948.82 450,300.00 (448,351.18) 0.4%
54138-2 · Professional Service Contractor 20,086.43 209,000.00 (188,913.57) 9.6%

Total 54138 · Contractor Services 22,035.25 659,300.00 (637,264.75) 3.3%

10:23 AM Amador Resource Conservation District
02/06/26 Profit & Loss Budget vs. Actual
Accrual Basis July 2025 through January 2026
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Jul '25 - Jan 26 Budget $ Over Budget % of Budget

54200 · Partner Payments 125,483.44 125,000.00 483.44 100.4%

Total Expense 613,299.45 1,720,779.98 (1,107,480.53) 35.6%

Net Ordinary Income 33,321.19 55,866.82 (22,545.63) 59.6%

Net Income 33,321.19 55,866.82 (22,545.63) 59.6%

10:23 AM Amador Resource Conservation District
02/06/26 Profit & Loss Budget vs. Actual
Accrual Basis July 2025 through January 2026

Page 3



Jul '25 - Jan 26 Budget $ Over Budget % of Budget

Ordinary Income/Expense
Income

45000 · Investments
45030 · Interest-Savings, Short-term CD 11,314.24 10,000.00 1,314.24 113.1%

Total 45000 · Investments 11,314.24 10,000.00 1,314.24 113.1%

47890 · Program Income
47895 · SAWQA Member Fees 10,836.28 417,710.00 -406,873.72 2.6%

Total 47890 · Program Income 10,836.28 417,710.00 -406,873.72 2.6%

Total Income 22,150.52 427,710.00 -405,559.48 5.2%

Gross Profit 22,150.52 427,710.00 -405,559.48 5.2%

Expense
51000 · Insurance

51500 · Insurance - Liability, D and O 3,247.85 3,000.00 247.85 108.3%

Total 51000 · Insurance 3,247.85 3,000.00 247.85 108.3%

52200 · Office Expenses
52200-2 · Postage, Mailing Service 246.24
52200-3 · Printing and Copying 217.88
52200-7 · Software 2,399.00
52200 · Office Expenses - Other 0.00 5,000.00 -5,000.00 0.0%

Total 52200 · Office Expenses 2,863.12 5,000.00 -2,136.88 57.3%

52300 · Professional Services
52300-2 · Project Administration 0.00 20,000.00 -20,000.00 0.0%
52300-5 · Record Keeping 0.00 20,000.00 -20,000.00 0.0%
52300-6 · Monitoring and Reporting 55,088.96 144,450.96 -89,362.00 38.1%
52321 · Auditor's Services 0.00 3,500.00 -3,500.00 0.0%
52383 · Bookkeeping 0.00 29,239.70 -29,239.70 0.0%
52384 · State Board Oversight 154,769.72 154,769.72 0.00 100.0%

Total 52300 · Professional Services 209,858.68 371,960.38 -162,101.70 56.4%

52364 · Staff/Board Development
52364-1 · Training 0.00 2,000.00 -2,000.00 0.0%

Total 52364 · Staff/Board Development 0.00 2,000.00 -2,000.00 0.0%

Total Expense 215,969.65 381,960.38 -165,990.73 56.5%

Net Ordinary Income -193,819.13 45,749.62 -239,568.75 -423.7%

Net Income -193,819.13 45,749.62 -239,568.75 -423.7%

9:53 AM SAWQA
02/06/26 Profit & Loss Budget vs. Actual
Accrual Basis July 2025 through January 2026

Page 1



Warrant Number Amount Pay to Project Notes Approved by Status

26-002  $        725.60 Colonial Life Admin Dec 2025 Ancillary Benefits DS del 1/8/26
26-003  $        608.59 Cal Choice Admin Feb 2026 Health Benefits DS del 1/8/26
26-004  $        904.25 Balancing the Books Admin Inv 13864 Dec 2025 and software for 2026 DS del 1/8/26
26-005  $        419.12 Pre-Sort SAWQA Inv 113638 SAWQA Postcards DS del 1/8/26
26-006  $   14,829.24 Tuolumne RCD RCPP 2Q2025 DS del 1/21/26
26-007  $        400.00 Joe Morris - Cattle Co LLC HSP 2023 Inv 03YXV6VI-0001 Rancher to Rancher Oct 2025 DS del 1/21/26
26-008  $        123.30 Amazon Capitol Services Admin/Def Sp Inv 1YJ1-K1RC-JQLL and order 111-6355289-8423416 DS del 1/21/26
26-009  $        137.79 Tamryn Zahradka Admin/WCB WS Dec 2025 supplies and mileage reimb DS del 1/21/26
26-010  $        725.60 Colonial Life Admin Jan 2026 Ancillary Benefits DS del 1/29/26
26-011  $        500.00 Farms of Amador Admin 2026 Membership DS del 1/29/26
26-012  $        608.59 Cal Choice Admin Mar 2026 Health Benefits DS
26-013  $     4,371.62 Amanda Watson Admin Jan 2026 CC and Feb 2026 Beam Needs Board Approval

Date Amount Check From Project Notes Status
1/13/26 $826.52 CGFA HSP 2023 deposited
1/13/26 $13,719.30 CARCD WCB Pollinator deposited
1/13/26 $24,462.39 CARCD WCB Wildlife Structures deposited

Feb 2026 - ARCD Board Meeting 
Starting Warrant 26-002

ARCD Income
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Strategic Plan Abstract: Start by gathering staff vision, add partner and public insights, use that 
to inform a focused board visioning session, then synthesize everything into a coherent strategic 
plan with board-led direction and staff-driven implementation reality. 

Strategy for Updating the Amador RCD Strategic Plan - 2026 
Phase 1: Gather Inputs from Key Groups (Staff, Partners, Public) 

• Staff Vision Survey: February 2026 
• Incorporate NWL Engagement Process: February – May 2026 

• Public Listening Session 
• Conduct 1:1 Interviews with Partners and Producers 

 
Phase 2: Synthesis & Drafting the Strategic Plan: June 2026 

• Board Vision Workshop 
• Develop Draft ARCD Strategic Plan 

 
Phase 3: Board Review, Refinement, and Approval: August 2026 
 
Phase 4: Implementation Roadmap: August-September 2026 

 

Phase 1: Gather Inputs from All Key Groups 

Staff Vision Survey (draft survey included) 

Goal: 
Give the board a concise summary of how staff see ARCD’s direction, strengths, and 
operational needs. This also ensures staff feel included before the board forms its initial 
vision. 

Incorporate NWL Engagement Process 

Through the Department of Conservation grant, the ARCD will be conducting several outreach 
and community engagement processes as a critical component of the regional Natural and 
Working Lands Resiliency Strategy (NWL).  Aligning the ARCD Strategic Plan update with this 
engagement process allows for an opportunity to incorporate valuable information on 
community values and concerns. 

Public Listening Session 
Collect and summarize: 

• recurring themes 
• needs expressed by producers/landowners 
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• community concerns 
• gaps or opportunities 
• interest in programs like fuels reduction, watershed restoration, education, etc. 
 

Deliverable: 
A short document summarizing community themes and how they connect to RCD 
work. 

Conduct 1:1 Interviews with Partners and Producers 

Interview a small set of partners  
• NRCS 
• County Ag Department 
• CalFire / Fire Safe Council 
• Water agencies 
• Farms of Amador 
• Key producers and ranchers 
 
Example Questions: 
• How do you view ARCD’s role? 
• What are the most important conservation needs in the county? 
• Where are the biggest opportunities for collaboration? 
• What gaps do they see ARCD could fill? 

 

Deliverable: 
A partner-feedback summary with clear themes. 

 

Phase 2: Synthesize All Information into a Draft Plan  

Board Vision Workshop 

Facilitate a workshop with the board. 

Workshop Tasks: 
1. Present key staff insights: Summarize information from listening session and 1:1 

interviews. 
2. Present Key Partner and Producer Insights: Summarize information from listening 

session and 1:1 interviews. 
3. Facilitate a visioning discussion: 
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o What should ARCD accomplish in the next 3–5 years? 
o Which programs or priorities matter most? 
o What role should ARCD play in regional conservation? 

4. Identify top 5–7 strategic priorities. 
 

Deliverable: 
Prioritize and categorized information to be developed into the ARCD Strategic Plan 
Update.  

Develop Draft ARCD Strategic Plan 

Bring all the input together and create a draft Strategic Plan with: 
• Mission & Vision (updated or reaffirmed) 
• Core organizational values 
• 3–5 major strategic priorities (e.g., watershed health, agricultural resilience, forest 

health, community engagement) 
• Key objectives under each priority 
• Organizational development needs (funding, staffing, partnerships, communications) 

 

This draft should reflect: 
• Board direction 
• Staff realities 
• Partner needs 
• Public/community themes 

 

Phase 3: Board Review, Refinement, and Approval  

Present the draft Strategic Plan Update to the board. 

Phase 4: Implementation Roadmap 

Staff will develop a 1–2 year implementation roadmap, including: 

• Priority actions 
• Who leads each action 
• Funding/funding gaps 
• Evaluation or check-in schedule 
• Communication plan 
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Amador RCD – Staff Strategic Planning Survey (Draft) 

Confidential – responses will be summarized anonymously 

Section 1: Big-Picture Vision 

1. In your opinion, what should Amador RCD’s primary mission or purpose be over the next 3–5 
years? 

2. When you think about ARCD’s future, what do you believe the organization should be known 
for in our community, county, and region? 

3. What major conservation or community needs do you think ARCD is best positioned to 
address? (Check all that apply, plus “other”) 

• Watershed restoration 
• Agricultural viability and soil health 
• Forest health / wildfire resilience 
• Water quality and water conservation 
• Habitat and biodiversity 
• Community education/outreach 
• Technical assistance for producers 
• Landowner support / conservation planning 
• Climate resilience 
• Other (please describe) 

 
4. What would you personally like to see ARCD accomplish in the next 3–5 years? 

Section 2: Programs, Strengths & Opportunities 

5. Which ARCD programs or services are currently most effective or impactful? Why? 

6. Are there programs or activities we should stop, reduce, or rethink? 

7. What new opportunities or program areas do you feel ARCD should explore? 
Examples: partnerships, grants, community needs 

Section 3: Organizational Capacity & Needs 

8. What internal strengths does ARCD currently have that support its mission? 
Examples: partnerships, staff skills, relationships, expertise, reputation 

9. What internal limitations or obstacles make it difficult for ARCD to achieve its goals? 
Examples: staffing, funding, equipment, processes, communication 
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10. What additional capacity, staff roles, training, or resources would most improve ARCD’s 
ability to deliver on its mission? 

Section 4: Collaboration, Partnerships, and Community Engagement 

11. Which partnerships do you believe are most important for ARCD to strengthen in the next 
3–5 years? (Check all that apply + open-ended) 

• NRCS 
• County departments (Ag, Public Works, Planning) 
• Fire Safe Councils / CalFire 
• Local tribes 
• NGOs / land trusts 
• Water agencies 
• Producers/ranchers 
• Schools and youth programs 
• State agencies (CDFW, Caltrans, etc.) 
• Other (describe) 

 
12. What feedback have you heard from producers, landowners, or community members that 
should inform our new strategic plan? 

Section 5: ARCD Culture & Working Environment 

13. What aspects of ARCD’s work culture support you in your job? 

14. What changes to internal communication, collaboration, or workflow would improve ARCD’s 
effectiveness? 

Section 6: Strategic Priorities 

15. From your perspective, what should be ARCD’s top 3 strategic priorities for the next planning 
period? 

16. Is there anything else you want leadership or the board to understand as they develop the 
strategic plan? 
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• Program Deadlines and Updates 

o The new FY26 Application deadline for CSP and EQIP was Jan 15. 
o There are two Application deadlines for the Forestry RCPP – Jan 23 and April 10 
o There are changes to CSP and a new Regenerative Agriculture Pilot Program using existing 

EQIP/CSP funds. See more below. 
o We are still working on the application backlog from prior years. External staff is being sought 

to address existing and new applications. 
 

• Local Work Groups (LWG) 
o There is more information about Local Work Groups here. 

• Request for conversion of Jackson LPO to Service Center/Field Office 
o Enables NRCS to pay for space – Earlier this year, the Amador County and the Amador County 

RCD were not certain about being able to continue to provide space free of charge. 
o A letter to USDA was in progress but work on the letter was on hold due to the disruptions of 

2025. The Amador RCD would like to pursue this again in the near future. 

• CARCD RCPP Forestry Crisis to Opportunity and TA agreement 
o This agreement is active and Frank Lewicki with the Tuolumne RCD and Gordon Long and Tamryn 

Zahradka with the Amador RCD are supporting existing and new forestry customers. 
 

• Cooperative Agreements 
o Tuolumne RCD Outreach Grant – The new Central Sierra Resources Guide is ready to review 

– let the Tuolumne RCD team know if you want something added to it. 
o Amador and Tuolumne RCD multi-landowner EQIP project (mEQIP) – IRA funded. Funds are 

available. The Amador RCD is pursuing a 1-year extension. We are looking for non-profit or other 
entity partners that could serve as contract holders for groups of landowners, and either collect 
funds for work not covered by the NRCS financial assistance or find other sources to cover the 
unmet costs. 

o Calaveras RCD– 50% Archaeologist and 25% TA position. The NRCS Affiliate onboarding of these 
two positions has resumed after a 6 month delay due to funding and staffing disruptions. The 
Calaveras RCD has offered to assist with conservation planning for NRCS customers, which is still 
especially needed for rangeland and crop customers. 

 
• Programs, Initiatives, and Practices 
o Conservation Stewardship Program (CSP) - designed for producers and land stewards that have 

already had EQIP or who are already meeting a meeting a certain level of stewardship. The 
application form for EQIP and CSP is the same. New: They have eliminated the Enhancements 
and prior Existing Activity Payment structure. There will be a flat $4,000 yearly (5 years) 
Existing Activity Payment with the full EQIP payment schedule for practices.  

https://directives.nrcs.usda.gov/sites/default/files2/1712933823/Subpart%20B%20-%20Local%20Working%20Groups.pdf
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o New: Regenerative Agriculture Pilot Program (RPP) – 5-year EQIP and CSP contracts that use 
existing EQIP and CSP funds to support a selected list of primary practices, with credit for 
existing qualifying practices. Requires soil health testing in the 1st and 5th years. 

o EQIP Tribal Fund Pool to assist American Indian and Alaska Native tribes, individuals, and entities, 
whether that is conventional agriculture or traditional stewardship methods to produce food, 
medicine, fiber, tools, and cultural items. 

o Organic Transition Initiative – This is available but with limited local planning staff availability. 
o Conservation Planning Activities – Forest Management Plans, Rangeland Management Plans, Soil 

Health Management Plans, Prescribed Burn Plans, and Organic Transition Plans – contingent on 
availability of a Technical Service Provider (TSP). 

Staff 

• NRCS: District Conservationist Jennifer Wood, Engineer Bradley Soares, and Program Support 
Specialist Leslie Marciel. Vacant: Forester, Rangeland Management Specialist, Soil Conservationist – 
it is unclear which of these vacancies will be retained on the state staffing chart. New hiring at the 
field office level looks unlikely for the foreseeable future. 

• NRCS Forestry Affiliates - ARCD Forestry Technician Tamryn Zahradka, ARCD Resources Specialist II 
Gordon Long, and TCRCD Forester Frank Lewicki. 

• CCRCD Archaeologist Sara Theofanopoulos and Natural Resources Technician Walter Tyron funding 
resumed. Both are being onboarded as NRCS Affiliates. 

• ACES (for retired professionals): Natural Resources Specialist, Kent Reeves. Available to help with 
planned grazing and wildlife technical assistance. 

Contracts Obligated 

For FY25, 21 total contracts were obligated: 1 Forestry RCPP, 1 Forestry EQIP, 2 Crop EQIP, 7 Forestry CSP (6 
for Prescribed Grazing on forests), 10 Range CSP. This was accomplished using support from 9 external staff 
outside of the Jackson office, from nearby Field Offices or from Area or State Offices.  

Please contact the District Conservationist to obtain contract numbers, acres, and dollars obligated by 
county. 
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GENERAL EMPLOYMENT POLICIES 

Welcome 
Welcome to Amador Resource Conservation District (the “Company”).   
 
We are excited you have joined our Company, and we hope you find your position rewarding and our 
Company to be your employer of choice.  Our Company relies on our employees to build and maintain our 
reputation in our industry.  We all work hard to ensure we are providing the best service and outcomes for 
our customers.  By doing so we allow our customers to continue to work with us and provide referrals, in 
turn this allows us to continue to be successful and grow.  We look forward to having you as part of our 
team. 
 
This handbook is provided with the intent of explaining the terms and conditions of employment of all 
employees and supervisors.  It is the responsibility of each and every employee to review this handbook 
and to be familiar with its policies. Throughout your employment, and especially as you begin your 
employment, please consult this handbook and your manager as questions arise. 
 
We look forward to seeing your success with our Company.  

Mission / Values 
Our mission is to promote natural resource conservation in our district through community education and 
to provide natural resource technical assistance to our constituents.  

At-Will Employment Status 
Your employment with us is on an "at-will" basis. This means your employment may be terminated at any 
time, with or without notice and with or without cause. Likewise, we respect your right to leave the Company 
at any time, with or without notice and with or without cause. Further, the Company has the right to manage 
its workforce and direct its employees.  This includes the right to hire, transfer, promote, demote, reclassify, 
lay off, terminate, or change any term or condition of employment at any time, with or without a reason and 
with or without notice unless otherwise required by law. 
 
Nothing in this handbook or any other Company document should be understood as creating a contract, 
guaranteed or continued employment, a right to termination only "for cause," or any other guarantee of 
continued benefits or employment. Only the Executive Director has the authority to make promises or 
negotiate with regard to guaranteed or continued employment, and any such promises are only effective if 
placed in writing and signed by the Executive Director. If a written contract between you and the Company 
is inconsistent with this handbook, the written contract is controlling. 
 
Nothing in this at-will statement is intended to interfere with an employee's rights to communicate or work 
with others toward altering the terms and conditions of their employment, such as communications 
regarding wages, scheduling or other terms or conditions of employment. 

Right to Revise 
This handbook contains the employment policies and practices of the Company in effect at the time of 
publication.  All previously issued handbooks, policy, or memoranda inconsistent with the policies set forth 
herein are superseded.   
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The Company reserves the right to revise, modify, delete, or add to any and all policies, procedures, work 
rules, or benefits stated in this handbook or in any other document, except for the policy of at-will 
employment; however, any such changes must be in writing and must be signed by Executive Director of 
the Company.  Any written changes to this handbook will be distributed to all employees so that employees 
are made aware of new policies or procedures and can update their handbooks.  No oral statements or 
representations can, in any way, alter the provisions of this handbook.  This employee handbook sets forth 
the entire agreement between you and the Company as to the duration of employment and the 
circumstances under which employment may be terminated.  Nothing in this handbook or in any other 
personnel document, including benefit plan descriptions, creates or is intended to create a promise or 
representation of continued employment for any employee. 

Open Door Policy 
We want to operate with honest and open communication whenever possible.  If you have a basic 
communication concern or conflict, please address the situation with the other party in a professional, 
courteous manner to work towards resolution.  If you are uncomfortable, if the concern extends beyond 
basic communication or if the concern is related to a violation of a policy, inform and work with your 
immediate supervisor. Concerns about prohibited Discrimination, Harassment, Retaliation or Abusive 
Conduct should be reported as stated in the policy. 

If your immediate supervisor is unable to resolve the situation or if the concern is with your immediate 
supervisor, you must inform and work with the Executive Director. 

If you continue to experience the same situation or if you feel you need further assistance, you must inform 
and work with the Executive Director. 

This procedure, which we believe is important for both you and the Company, cannot guarantee that every 
problem will be resolved to your satisfaction. However, the Company values your observations and you 
should feel free to raise issues of concern, in good faith, without the fear of retaliation. 

The Company may take various steps to resolve a concern such as interviews or investigations.  

Whistleblower Policy 
The Company is committed to integrity, ethical behavior, and compliance with all applicable laws. This 
policy is designed to protect employees and reinforce our commitment to transparency and accountability. 
 
Protected Activities 

• In accordance with whistleblower and anti-retaliation protections, the Company will not tolerate any 
retaliation against an employee who, in good faith: 

• Makes or threatens to make a complaint regarding suspected violations of the law, including 
discriminatory or other unfair employment practices. 

• Reports concerns about accounting, internal controls, or auditing matters that may lead to incorrect 
or misleading financial statements. 

• Reports a violation that endangers the health or safety of employees, clients, customers, the 
environment, or the general public. 

• Objects to or refuses to participate in any activity, policy, or practice the employee reasonably 
believes violates the law. 

• Provides information to assist in an investigation regarding violations of the law. 
• Files, testifies, participates, or assists in a proceeding, action, or hearing related to alleged 

violations of the law. 
 
How to Report Concerns 
Employees may submit good faith reports to their supervisor, Human Resources, any member of 
leadership, or directly to a government agency. Supervisors who receive a report must immediately forward 

Roberto Villegas
This policy is highly recommended. 
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it to Human Resources. Employees may also report concerns externally by contacting the California 
Attorney General’s Whistleblower Hotline at 1-800-952-5225. 
 
Protection Against Retaliation 
Retaliation of any kind is strictly prohibited. Any employee who engages in retaliation will be subject to 
disciplinary action, up to and including termination. 

Discrimination, Harassment and Retaliation Prevention Policy 
Amador Resource Conservation District is an equal opportunity employer. The Company is committed to  
providing a work environment free of harassment, discrimination, retaliation and disrespectful or other 
unprofessional conduct based on:  
   
• Race;  
• Religion (including religious dress and grooming practices);  
• Color;  
• Sex/gender (including pregnancy, childbirth, breastfeeding or related medical conditions), sex 

stereotype, gender identity/gender expression/transgender (including whether or not you are 
transitioning or have transitioned) and sexual orientation;  

• National origin;  
• Ancestry;  
• Physical or mental disability;  
• Medical condition;  
• Genetic information/characteristics;  
• Marital status/registered domestic partner status;  
• Age (40 and above);   
• Sexual orientation;  
• Transgender 
• Reproductive health decision-making;  
• Military or veteran status;  
• Use of cannabis/marijuana off the job and away from the workplace; and  
• Any other basis protected by federal, state or local law or ordinance or regulation.  Further, the 

Company prohibits discrimination, harassment, and retaliation on the basis of any combination of 
protected characteristics  

   
The Company also prohibits discrimination, harassment, disrespectful or unprofessional conduct based on 
the perception that anyone has any of those characteristics, or is associated with a person who has or is 
perceived as having any of those characteristics.   
   
In addition, the Company prohibits retaliation against individuals who raise complaints of discrimination or 
harassment or who participate in workplace investigations.   
   
All such conduct violates Company policy.   
   
Harassment Prevention   
   
The Company's policy prohibiting harassment applies to all persons involved in the operation of the 
Company. The Company prohibits harassment, disrespectful or unprofessional conduct by any employee 
of the Company, including supervisors, managers and co-workers. The Company's anti-harassment policy 
also applies to vendors, customers, independent contractors, unpaid interns, volunteers, persons providing 
services pursuant to a contract and other persons with whom you come into contact while working. 
 
Prohibited harassment, disrespectful or unprofessional conduct includes, but is not limited to, the following 
behavior:  

tel:18009525225
Roberto Villegas
Required as of 1.1.25 based on SB 1137 - prohibits discrimination not only based on individual protected characteristics, but also on any combination of protected characteristics - also called intersectionaltiy
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• Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, 
invitations, comments, posts or messages;    

• Visual displays such as derogatory and/or sexually-oriented posters, photography, cartoons, drawings 
or gestures;    

• Physical conduct including assault, unwanted touching, intentionally blocking normal movement or 
interfering with work because of sex, race or any other protected basis;    

• Threats and demands to submit to sexual requests or sexual advances as a condition of continued 
employment, or to avoid some other loss and offers of employment benefits in return for sexual favors;    

• Retaliation for reporting or threatening to report harassment; and    
• Communication via electronic media of any type that includes any conduct that is prohibited by state 

and/or federal law or by company policy.   
 

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to violate this policy. 
For example, hostile acts toward an employee because of their gender can amount to sexual harassment, 
regardless of whether the treatment is motivated by sexual desire.  
 
Prohibited harassment is not just sexual harassment but harassment based on any protected category.  
 
Non-Discrimination   
 
The Company is committed to compliance with all applicable laws providing equal employment 
opportunities. This commitment applies to all persons involved in Company operations. The Company 
prohibits unlawful discrimination against any job applicant, employee or unpaid intern by any employee of 
the Company, including supervisors and coworkers.  
 
Pay discrimination between employees of the opposite sex or between employees of another race or 
ethnicity performing substantially similar work, as defined by the California Fair Pay Act and federal law, is 
prohibited. Pay differentials may be valid in certain situations defined by law. Employees will not be 
retaliated against for inquiring about or discussing wages. However, the Company is not obligated to 
disclose the wages of other employees.  
 
Anti-Retaliation   
 
The Company will not retaliate against you for filing a complaint or participating in any workplace 
investigation or complaint process and will not tolerate or permit retaliation by management, employees or 
co-workers.  
 
Reasonable Accommodation   
 
Discrimination can also include failing to reasonably accommodate religious practices or qualified 
individuals with disabilities where the accommodation does not pose an undue hardship.   
 
To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a 
disability, the Company will make reasonable accommodations for the known physical or mental limitations 
of an otherwise qualified individual with a disability who is an applicant or an employee unless undue 
hardship would result.  
 
Any job applicant or employee who requires an accommodation in order to perform the essential functions 
of the job should contact the Executive Director and discuss the need for an accommodation. The Company 
will engage in an interactive process with the employee to identify possible accommodations, if any, that 
will help the applicant or employee perform the job. 
 
An applicant, employee or unpaid intern who requires an accommodation of a religious belief or practice 
(including religious dress and grooming practices, such as religious clothing or hairstyles) should also 
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contact the Executive Director and discuss the need for an accommodation. If the accommodation is 
reasonable and will not impose an undue hardship, the Company will make the accommodation.  
 
The Company will not retaliate against you for requesting a reasonable accommodation and will not 
knowingly tolerate or permit retaliation by management, employees or co-workers.  
 
Complaint Process   
If you believe that you have been the subject of harassment, discrimination, retaliation or other prohibited 
conduct, bring your complaint to your supervisor or to any other member of management, as soon as 
possible after the incident. You can bring your complaint to any of these individuals. If you need assistance 
with your complaint, or if you prefer to make a complaint in person, contact the Executive Director. Please 
provide all known details of the incident or incidents, names of individuals involved and names of any 
witnesses.  It would be best to communicate your complaint in writing, but it is not mandatory.  
 
The Company encourages all individuals to report any incidents of harassment, discrimination, retaliation 
or other prohibited conduct forbidden by this policy immediately so that complaints can be quickly and fairly 
resolved.   
 
You also should be aware that the Federal Equal Employment Opportunity Commission and the California 
Civil Rights Department investigate and prosecute complaints of prohibited harassment, discrimination and 
retaliation in employment. If you think you have been harassed or discriminated against or that you have 
been retaliated against for resisting, complaining or participating in an investigation, you may file a 
complaint with the appropriate agency. The nearest office can be found by visiting the agency websites at 
calcivilrights.ca.gov and www.eeoc.gov.  
 
Supervisors must refer all complaints involving harassment, discrimination, retaliation or other prohibited 
conduct to the Executive Director of the Company so the Company can try to resolve the complaint.  
 
HR Managers, other human resource employees, and any adult employees with direct contact and 
supervision of minor employees in the workplace are mandated reporters who are trained in child abuse 
and neglect identification.  
 
When the Company receives allegations of misconduct, it will immediately undertake a fair, timely, thorough 
and objective investigation of the allegations in accordance with all legal requirements. The Company will 
reach reasonable conclusions based on the evidence collected.   
 
The Company will maintain confidentiality to the extent possible. However, the Company cannot promise 
complete confidentiality. The employer's duty to investigate and take corrective action may require the 
disclosure of information to individuals with a need to know.   
 
Complaints will be:   
• Responded to in a timely manner   
• Kept confidential to the extent possible  
• Investigated impartially by qualified personnel in a timely manner   
• Documented and tracked for reasonable progress   
• Given appropriate options for remedial action and resolution   
• Closed in a timely manner   
 
If the Company determines that harassment, discrimination, retaliation or other prohibited conduct has 
occurred, appropriate and effective corrective and remedial action will be taken in accordance with the 
circumstances involved.  
 
The Company also recognizes the detrimental consequences of abusive conduct in the workplace such as 
a reduction in productivity and morale.  Abusive conduct means conduct of an employer or employee in the 
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workplace, with malice, that a reasonable person would find hostile, offensive, and unrelated to an 
employer's legitimate business interests. Abusive conduct may include repeated infliction of verbal abuse, 
such as the use of derogatory remarks, insults, and epithets, verbal or physical conduct that a reasonable 
person would find threatening, intimidating, or humiliating, or the gratuitous sabotage or undermining of a 
person's work performance. A single act shall not constitute abusive conduct, unless especially severe and 
egregious.  The Company will review all complaints of abusive conduct 
 
The Company will also take appropriate action to deter future misconduct. Any employee determined by 
the Company to have engaged in harassment, discrimination, retaliation or other prohibited conduct will be 
subject to appropriate disciplinary action, up to, and including termination. Employees should also know 
that if they engage in unlawful harassment, they can be held personally liable for the misconduct. 
 
All employees of the Company are required to undergo harassment prevention training as required by 
applicable law.  For more information on this training requirement, employees can visit 
https://calcivilrights.ca.gov/shpt/. 
 
Upon hire, all employees are provided the “Sexual Harassment, The Facts about Sexual Harassment” 
brochure.  If you require another copy, please contact your supervisor, or the Executive Director. 
 

Diversity, Equity and Inclusion 
We are committed to fostering a diverse workforce, and maintaining a workplace that is equitable, inclusive 
and safe for all employees. From recruiting practices, to pay and benefits, promotions, and all other aspects 
of employment with us, an environment of equity is of the utmost importance. 
 
We not only recognize that you, our employees, comprise a wide range of backgrounds and characteristics, 
but we believe those differences should be celebrated and valued. Whether it's race, religion, gender, 
national origin, ancestry, color, language, age, marital status, sexual orientation, gender identity, gender 
expression, transgender, reproductive decision making, pregnancy, physical or mental disability, medical 
condition, genetic information/characteristics, military/veteran status, political affiliation or any other 
characteristic, these are parts of each of you that contribute to your experiences as humans, and ultimately 
to the knowledge and expertise that make you a valuable asset to the Company. 
 
We are committed and determined that there is access, opportunity and advancement for all individuals. 
We are always looking for ways in which we can cultivate an inclusive work environment, strengthen our 
cultural competency, and train our managers and employees to provide opportunities for growth and 
development. 
 
It is our intention that all our employees, regardless of any particular background or characteristic, are 
always treated with respect and dignity. Likewise, we expect that as our employees, you treat your 
coworkers, supervisors and other team members with the same dignity and respect at all times. 
Disrespect, inappropriate behavior or conduct toward others will not be tolerated and may subject an 
employee to disciplinary action, up to and including termination. 
 
If you feel you have been mistreated, harassed, or discriminated or retaliated against in violation of the 
Company's Harassment, Discrimination and Retaliation Prevention policy, please contact your supervisor 
or Executive Director. 
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EMPLOYMENT STATUS 

Employment Application 
We rely upon the accuracy of information contained in the employment application and/or the accuracy of 
other data presented throughout the hiring process and employment.  Any misrepresentations, 
falsifications, or material omissions in any of this information or data may result in exclusion of the individual 
from further consideration for employment or, if the person has been hired, termination of employment. 

Immigration Reform and Control Act  
In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as amended, our 
Company is committed to employing only individuals who are authorized to work in the United States. 
 
Each new employee, as a condition of employment, must complete the Employment Eligibility Verification 
Form I-9 and present documentation establishing identity and employment eligibility. 
 
If an employee is authorized to work in this country for a limited time period, the individual will be required 
to submit proof of renewed employment eligibility prior to expiration of that period to remain employed by 
the Company. 

Anniversary Date 
The first day you work a scheduled shift as a regular employee will be your anniversary date. This date may 
be used to determine eligibility for various benefits and calculate tenure.  

Employment Classifications 
There are a number of classifications into which an employee might fall.  These include: Full-time, Part-
time, Temporary, Intern and Seasonal.  

All employees, regardless of classification, are in an introductory period during the first 90 days of 
employment. During the introductory period, you will be able to determine if the position is a fit for you as 
well as your manager will be evaluating your performance and a review will be conducted upon completion 
of the 90-day introductory period.  Completion of the introductory period does not guarantee continued 
employment for any period or duration; all employees are at-will even after successful completion of the 
introductory period. 

Employee Classifications: 

1. Full-Time Employees: A full-time employee is an employee who is assigned a definite work 
schedule of at least forty (40) hours per work week.  The definition of Full-Time employee 
may be different for some purposes such as medical benefits. 

2. Part-Time Employees: A part-time employee is an employee who is regularly assigned a 
work schedule of fewer than forty (40) hours per work week.  Part-time employees are 
generally not eligible for employee benefits, other than vacation, holidays, and paid sick 
leave, and any benefits required under state or federal law.   

3. Temporary Employees: Temporary employees are hired to support the company in 
completing short-term projects or addressing specific business needs for a limited period. 
Temporary employment is generally not intended to be long-term and will typically conclude 
upon the completion of the project or assignment. While employed, temporary employees 
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are eligible to receive most company-provided benefits for the duration of their 
employment, unless otherwise specified by company policy or the terms of the benefit plan.  

4. Intern or Seasonal Employees: An intern, or seasonal employee is an employee who falls 
within one or more of the following categories:  

1. Individuals who are expected to be employed for a short-term project or time frame 
(generally, six months of employment or less), at the time of hire;  

2. Individuals whose hourly work schedule per week is expected to be irregular or on 
an as-needed basis;  

3. Individuals who are hired as interim replacements to assist in the completion of a 
specific project or for time off relief; or 

4. Individuals working as an intern through a school or educational program. 
 
Employment beyond any initially stated period does not in any way imply a change in 
employment status. Intern, and seasonal employees retain that status until they are notified 
of a change.  These classifications are not eligible for any of the Company’s benefit 
programs, other than paid sick leave, and any benefits required under state or federal law.   
 

5. Inactive Status: Employees who are on any type of leave of absence, work-related or non-
work-related, that exceeds any protected state, federal or local leave of absence will be 
placed on inactive status.  

 
Unless health benefits extension is covered by local, state or federal law, benefits will 
terminate according to our insurance carrier's policy. Employees on inactive status may 
be eligible under the Consolidated Omnibus Budget Reconciliation Act (COBRA) or the 
California Continuation Benefits Replacement Act (Cal-COBRA) to elect to continue their 
health care coverage at the employee's expense. Contact the Executive Director for more 
information.  
 

All positions will further be designated as Non-Exempt or Exempt: 

1. Non-Exempt: Non-Exempt Employees are entitled to overtime pay and other requirements as 
required by applicable federal and state law.  

2. Exempt Employees: Exempt Employees are not entitled to overtime pay pursuant to applicable 
federal and state laws.  

Employees will be informed of their assigned employment classification upon hire and as modified.  Any 
questions regarding employment classification should be directed to your manager. 
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WAGES 

Wage Information  
The Company maintains a compensation program which compensates employees for the position held and 
their performance in that position. Compensation adjustments may be determined on the basis of 
performance, adherence to the Company’s policies and procedures, the employee’s proven ability to meet 
or exceed the assigned duties and in compliance with State, Federal and Local regulations.  In addition, 
the overall success of the Company will be considered when evaluating compensation increases.   

In the event that an employee’s compensation is based, in whole or in part, on commissions or piece-rates, 
the employee will be provided a compensation agreement or plan which explains the details of the 
commission or piece-rate plan. This agreement will be required to be signed by the employee and a 
representative of the Company.  Such an agreement will remain in effect until any changes are made in 
writing and signed by both parties.   

Workweek and Pay Period 
The Company’s workweek for wage calculation is midnight on Sunday to 11:59 p.m. on Saturday. 

Payroll is on a semi-monthly schedule with checks issued the 5th and the 20th of each month. Timesheets 
are to be submitted by Noon at the end of each pay period.  Should the established pay day fall on a holiday, 
checks will be issued on the last working day prior to the holiday.  Checks may not be picked up by anyone 
other than the employee unless the Company is authorized in advance and in writing by the employee. 

The Company offers direct deposit as a convenience for employees.  To begin automatic deposit, 
employees must complete a Direct Deposit Enrollment form and return it to payroll. 

Any errors in your payroll must be immediately reported to your manager. 

The Company does not provide payroll advances or otherwise lend any money to employees. 

Hours of Work 
Employees will be assigned a work schedule based on their position, classification and the needs of the 
business.  An employees’ work schedule shall be established in accordance with the needs of the Company 
and may vary.    

Employees are expected to work their scheduled hours and any variation must receive prior approval from 
management.   

All hours worked must be accurately recorded and reported in compliance with the Company’s timekeeping 
policy. 

Timekeeping 
The Company requires all non-exempt employees to report actual time worked on a hard copy timecard or 
electronic timecard.  Non-exempt employees must accurately record the beginning and end of each shift, 
including the beginning and ending of the employee’s meal break.  All times an employee is engaged in 
work must be reported as hours worked.   

Altering, falsifying, or tampering with your own time records, or recording time on another employee’s time 
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record, will subject the employee(s) involved to disciplinary action, up to and including termination.  

Exempt employees will be required to report any absences in compliance with Federal and State 
regulations.  

Non-Exempt employees are strictly prohibited from performing any “off-the-clock” work and during meal 
and rest periods.  This includes, but is not limited to: 

● Accessing your email through any device; laptop, smartphone, or any other device, and 
responding to or sending work-related emails; 

● Logging onto the Company's computers through remote computing access or any other 
cloud computing or remote services (including SaaS, Webmail, Outlook, virtual meetings, 
or any other similar Company provided service);  

● Checking voicemails and responding to phone calls or voicemails; or  
● Texting others for work purposes. 

 
Employees must report all of their working time, no matter how short in duration.  This includes any work 
performed at work, at home, or anywhere else on behalf of the Company including work performed in hard 
copy, electronic format or on Company or personal equipment.  Employees are required to report all hours 
worked, including overtime, even if the hours were not previously approved by their manager or 
management.  Violations of this rule will subject the employee to disciplinary action, up to and including 
termination.  
 

Overtime 
Non-exempt employees will be paid overtime in accordance with the federal Fair Labor Standards Act 
(FLSA). Overtime is earned for all hours worked in excess of forty (40) hours in the Company’s established 
workweek. Overtime is paid at a rate of one and one-half (1.5) times the employee’s regular rate of pay. 

Only hours actually worked are counted when calculating overtime. Holiday, vacation, sick, or other paid 
leave hours that are not worked are not included when determining overtime eligibility. 

All non-exempt employees must receive prior approval from their supervisor before working overtime, 
except in emergency situations. Working unauthorized overtime may result in corrective action, up to and 
including termination. However, all overtime hours worked must be accurately reported on the employee’s 
time record and will be paid in accordance with this policy, whether or not prior approval was obtained. 

Nothing in this policy guarantees the availability of overtime. The Company reserves the right to manage 
staffing levels and work schedules based on operational needs.  

Paycheck Deductions/Garnishments 
The Company is required by law to make certain deductions from your paycheck each pay period.  Such 
deductions typically include federal and state taxes and Social Security (FICA) taxes.  All deductions and 
the amount of the deductions are listed on your pay stub.  These deductions are totaled each year for you 
on your Form W-2, Wage and Tax Statement.  

When an employee's wages are garnished by a court order, our Company is legally bound to withhold the 
amount indicated in the garnishment order from the employee's paycheck.  Our Company will, however, 
honor federal and state guidelines which protect a certain amount of an employee's income from being 
subject to garnishment. 
 
Should an employee identify an error in their deductions or garnishments, they must immediately report 
their concern to payroll for further evaluation and correction. 
 

Roberto Villegas
Please review updated OT policy. 
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Meal Periods  
The Company schedules meal periods for non-exempt employees to support employee well-being and 
operational consistency. As a general practice, non-exempt employees who work more than five (5) hours 
in a workday are provided an unpaid meal period of at least thirty (30) minutes. Employees are expected 
to begin their first meal period no later than before the end of the fifth hour of work. Non-exempt employees 
who work more than ten (10) hours in a workday are generally scheduled for a second unpaid meal period. 
Employees working shifts of six (6) hours or less may voluntarily waive their meal period, provided the entire 
shift is completed within six (6) hours and a written waiver is on file in advance. Employees who work more 
than ten (10) hours but not more than twelve (12) hours may voluntarily waive their second meal period if 
the first meal period was taken. The Company does not require employees to waive meal periods. 
Managers will inform employees when meal periods are scheduled based on position and operational 
needs. 
 
General Meal Period Guidelines 
 

Duration of 
Shift in Hours 

0 Meal Breaks 1 Meal Break 
(Unpaid) 

2 Meal Breaks 
(Unpaid) 

0 – 5:00 X   
5.01 – 6:00  X 

(unless valid 
waiver) 

 

6.01 – 10:00  X  
10.01 – 12:00   X 

(unless valid 
waiver of second 
meal break) (first 
meal break must 
have been taken) 

12.01 +   X 
(no waiver of 
either break 

available) 
 
Rules Related to Meal Periods:  

1. At least thirty (30) minutes in length 
2. Uninterrupted 
3. Duty-free 
4. Free from District control 
5. Taken away from the work area when practicable 

 
Employees must clock out for unpaid meal periods and accurately record the start and end times on their 
time records. In limited situations, certain designated employees may be required to take an on-duty meal 
period due to the nature of their job duties. On-duty meal periods are permitted only when agreed to in 
writing and will be paid as hours worked. 
 
Any employee, supervisor, or manager who fails to observe meal period scheduling requirements may be 
subject to corrective action. Employees who believe they are not being provided reasonable opportunities 
to take meal periods should immediately notify the Executive Director. No employee will be retaliated 
against for raising a concern regarding meal periods. 
 

Roberto Villegas
Please review updated policy 
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Rest Periods 
The Company provides paid rest periods to non-exempt employees as a matter of policy and good 
practice. As a general guideline, non-exempt employees are authorized and permitted to take a paid 
fifteen (15)-minute rest period for approximately every four (4) hours worked or major fraction thereof. 
Employees whose total daily work time is less than three and one-half (3½) hours are not typically 
scheduled for a rest period. 

Hours Worked Number of 15-minute Rest Breaks 
0 to 3.49 hours 0 
3.5 to 6.0 hours 1 
6.01 to 10 hours 2 
10.01 to 14 hours 3 
14.01 to 18.0 4 

 

Rest periods should be taken near the middle of each work segment when operationally feasible. Rest 
periods may not be combined with meal periods or used to shorten the workday. 

Employees are free to leave the premises during rest periods but must return promptly at the end of the 
break. Employees are not expected to remain on-call or monitor communications during meal or rest 
periods. 

The Company also provides cool-down and recovery periods as required under its Heat Illness 
Prevention Program. 

Employees who believe they are not being provided with reasonable opportunities to take rest periods 
should immediately notify the Executive Director. No employee will be retaliated against for raising a 
concern regarding rest periods. 

 
  

Roberto Villegas
Please review
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BENEFITS AND LEAVES OF ABSENCE 

Paid Sick Leave and Safe Time  
All employees are entitled to Paid Sick Leave and Safe Time.  
 
Full-Time Employees will accrue Paid Sick Leave and Safe Time at a rate of 3.34 hours per pay period up 
to a maximum of 80 hours, with the employee earning a minimum of 24 hours by their 120th day of 
employment and 40 hours by their 200th day of employment. 
 
Part-Time Employees will accrue Paid Sick Leave and Safe Time at a rate of 3.08 hours for every 80 hours 
worked up to a maximum of 80 hours, with the employee earning a minimum of 24 hours by their 120th day 
of employment and 40 hours by their 200th day of employment. 
 
Unused Paid Sick Leave will not be paid out upon separation of employment. 
 
Employees may request Paid Sick Leave and Safe Time by making a written or oral request to their 
manager for purposes outlined below.  Employees may not use more sick leave than they have accrued or 
receive an advance of sick leave that has not yet been accrued. 
 
If the need for Paid Sick Leave and Safe Time is foreseeable, employees must provide as much notice as 
possible to their manager.  If unforeseeable, provide notice as soon as practical. If known, notice should 
include the expected length of the absence. Available Paid Sick Leave may be used in no less than one-
hour increment. 
 

Sick leave/safe time may be taken for the following reasons: 

● for your own illness or preventive care,  

● to care for a family member or designated person,  

● and for ‘safe time’ related to domestic violence, sexual assault, stalking, or other qualifying acts of 
violence.  

● Safe time includes attending court proceedings, seeking protective orders, accessing victim 
services, relocating for safety, and related activities. 

● Employees may use paid sick leave for jury duty or appearing in court under subpoena. 

For purposes of Paid Sick Leave, Family Member means: 

● Your children (including biological, adopted, or foster children, legal wards, children of a domestic 
partner, or children for whom you stand in loco parentis). 

● Your spouse or registered domestic partner. 

● Your parents or your spouse’s or registered domestic partner’s parents (including biological, foster, 
and stepparents; adoptive parents; legal guardians; or persons who stood in loco parentis when 
you, or your spouse or domestic partner, was a minor child). 

● Your grandparents. 

● Your grandchildren. 
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● Your siblings. 

● A person designated by you at the time you request paid sick leave. You will be limited to making 
this designation once per 12-month period for purposes of paid sick leave. 

For purposes of this policy, “qualifying act of violence” means any of the following, regardless of whether 
anyone is arrested for, prosecuted for, or convicted of committing any crime:  

• domestic violence; 

• sexual assault;  

• stalking; or  

• an act, conduct, or pattern of conduct that includes any of the following: 

o In which an individual causes bodily injury or death to another individual; 

o In which an individual exhibits, draws, brandishes, or uses a firearm, or other dangerous 
weapon, with respect to another individual; or 

o In which an individual uses, or makes a reasonably perceived or actual threat to use, force 
against another individual to cause physical injury or death. 

Unless the employee advises the Company otherwise, we will assume, subject to applicable law, that 
employees want to use available paid sick leave for absences for reasons set forth above and employees 
will be paid for such absences to the extent they have paid sick leave available.  

Employees will be notified of their available paid sick leave and Safe Time on each itemized wage 
statement. 

Paid Sick Leave and Safe Time will be paid at the employees’ regular rate of pay.  Sick leave and Safe 
Time absences after an employee has exhausted all of their accrued Paid Sick Leave and Safe Time may 
require evaluation for a leave of absence and/or information from a physician to ensure the employee can 
safely return to work. 
 
The Company has established the 12-month period for Sick Leave as first day of work through your 
anniversary date.  
 
If you started employment after the beginning of the leave year, you will be provided a corresponding 
amount of paid sick leave as required by law. 
 
Sick leave will run concurrently with other types of leave where permitted under applicable law. 
 
Employees who separate employment and return to the employer within 12 months will have the amount 
of available Paid Sick Leave upon separation reinstated upon rehire. 
 
Employees will not be retaliated against for requesting or using Paid Sick Leave and Safe Time for any 
lawful purpose. 
 
This Paid Sick Leave and Safet Time policy is intended to comply with California’s Healthy 
Workplaces/Healthy Families Act requirements and should be construed and implemented accordingly.  
 

Paid Sick Leave and Workers' Compensation Benefits 
Paid sick leave is a benefit that also covers absences for work-related illness or injury. Employees who 
have a work-related illness or injury are covered by workers' compensation insurance. However, workers' 
compensation benefits usually do not cover absences for medical treatment. When you report a work-
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related illness or injury, you will be sent for medical treatment, if treatment is necessary. You will be paid 
your regular wages for the time you spend seeking initial medical treatment.  
 
Any further medical treatment will be under the direction of the health care provider. Any absences from 
work for follow-up treatment, physical therapy or other prescribed appointments will not be paid as time 
worked. If you have accrued and unused paid sick leave, you may use paid sick leave to receive pay for 
these absences.  
 
If you do not have accrued, paid sick leave, or if you have used all of your sick leave, you may choose to 
substitute vacation or further absences from work, related to your illness or injury.  
 

Vacation 
Regular employees are eligible to earn and accrue vacation leave as of the employee’s first day of 
employment. Thereafter, eligible employees will accrue vacation leave on a per pay period basis as defined 
below based on years of employment.  Accrual of vacation is based on an employee’s anniversary date. 

Full-Time Employees 

Time Worked for 
Company 

Vacation Accrual Rate per 
hours worked (Regular 
Employees) 

Vacation 
Hours  Accrued 
Per Year 

(Regular 
Employees) 

Max Allowed 
Hours to be 
Accrued (1.5x) 

0 days-4 years 3.34 hours per pay period*  80 hours (10 days)  

(if working a full 
time schedule) 

120 hours (15 days) 

 

5 years- 10 years 5.00 hours per pay period* 120 hours (15 days)  
(if working a full 
time schedule) 

180 hours (22.5 days) 

10 years or more 6.67 hours per pay period* 160 hours (20 days) 
(if working a full 
time schedule) 

240 hours (30 days) 

*Employees that work less than a full-time schedule in a pay period will receive a pro-rated accrual based 
on 3.08 hours for every 80 hours worked. 

Part-Time Employees 

Time Worked for 
Company 

Vacation Accrual Rate per 
hours worked (Regular 
Employees) 

Vacation 
Hours  Accrued 
Per Year 

(Regular 
Employees) 

Max Allowed 
Hours to be 
Accrued (1.5x) 

0 days-4 years 3.08 hours per pay period for 
every80hours worked 

80 hours (10 days)  120 hours (15 days) 

 

5 years- 10 years 4.62 hours per pay period for 
every 80 hours worked 

120 hours (15 days)  180 hours (22.5 days) 

Roberto Villegas
Updated Vacation 
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10 years or more 6.16 hours per pay period for 
every80 hours worked 

 

160 hours (20 days) 240 hours (30 days) 

 

The Company anticipates that each employee will exhaust his or her annually awarded vacation time each 
year to take time off to relax and enjoy personal endeavors; however, it is recognized that this is not always 
possible.  Unused vacation will accrue and rollover from year-to-year, based on the employee’s specific 
anniversary date.  

Employees may accrue no more than a maximum of 1.5x annual accrual times the annual allotment of 
vacation that the employee is eligible to earn (i.e., this is the cap). Once this cap is reached, you are no 
longer eligible to earn additional vacation.  Once you take some vacation and your balance drops below 
the cap, you will once again be eligible to earn vacation until you again reach the cap.  

All requests should be submitted to the supervisor in writing at least fourteen (14) days prior to the requested 
time off by using the provided Time off Request form.  Preference to employee time off requests will be 
given in the order in which they are received.  No more than two weeks of vacation can be taken at a time.  
The Company reserves the right to cancel and/or refuse requests for time off of work, whether or not 
previously granted. 

Employees are not permitted to take an advance on vacation that has not yet been earned.  A request to 
take time off without pay, when no accrued time is available, will be considered on a case-by-case basis 
and may be granted at the discretion of the Executive Director based upon many business factors.   

Employees do not accrue vacation leave if they are on a leave of absence for any reason, including, but 
not limited to, an industrial or non-industrial injury, disability or medical leave or pregnancy disability leave.   

The Company maintains records regarding vacation days accrued and used.  Employees should 
check their vacation leave balance on a regular basis to ensure that they have been credited with 
the correct amount of accrued vacation hours.  If it is believed that the accrual amount indicated is 
in error, then the employee must immediately notify the Administrative and Financial Manager for 
a vacation account review. 

Accrued and unused vacation will be paid out upon separation of employment. 

Holidays 
Upon hire all regular employees will receive holiday pay for the Company observed holidays:  

● New Year’s Day 
● Martin Luther King Day 
● President’s Day 
● Memorial Day 
● Juneteenth 
● Independence Day 
● Labor Day 
● Veteran’s Day 
● Thanksgiving Day & following Friday 
● Christmas Eve Day 
● Christmas Day 
● 2 Floating Holidays 

     Full-time, Part-Time, and Temporary employees      are eligible for two Floating Holidays within a 
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calendar year. Floating holidays are available to new employees after the first 90 days of employment.           
Use of the floating holiday must be approved in advance by the Executive Director, or the supervisor. As 
with other benefits, part-time employees receive this benefit pro-rated on their actual work rate. Floating 
holidays do not roll over into the next calendar year, they must be used for forfeited. Should the employee 
terminate employment before the floating holiday is used in a calendar year, the holiday is forfeited. 
 
Holidays falling on Saturday will be observed on Friday. Holidays falling on Sunday will be observed on 
Monday. 
 
Employees on unpaid leaves of absence are not eligible for holiday pay while on a leave of absence or 
when requested to work during a paid holiday and the employee refuses to do so.   
 
We will pay non-exempt employees holiday pay at their regular straight time hourly rate in effect at the time 
the holiday is observed. Non-exempt employees will be paid holiday pay equivalent to the number of hours 
they are normally scheduled to work on the day which the holiday falls up to a maximum of eight hours.  
Part time employees' pay will be prorated based on the number of hours per week scheduled to work.   
 
Holiday pay is not considered hours worked and does not count toward overtime. You will not receive 
holiday pay if you are scheduled to work but do not report to work on a designated holiday.  

Exempt employees will not receive additional holiday pay, and they will not incur any reduction in pay for a 
partial week absence due to a Company-observed holiday.   
 
If you recognize alternative holidays for religious purposes, contact the Executive Director to 
discuss your right to take additional religious holidays without pay. 
 

Medical Insurance Benefits 
The Company provides eligible employees with support toward the cost of medical, dental, vision, or 
ancillary insurance for themselves and their eligible family members. 

Employees are eligible to participate in this program the first of the month following thirty (30) days of 
continuous employment. Eligible dependents include a spouse or registered domestic partner and legal 
dependents. 

The Company contributes toward the cost of insurance premiums when employees enroll in coverage 
offered through the Company. Employees are responsible for paying any premium costs above the 
Company’s contribution. 

Employees who choose to keep their own outside insurance coverage may provide proof of active coverage 
to the Executive Director. Once verified, they may be eligible to receive a taxable stipend in place of the 
Company contribution. 

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) allows employees and their 
qualified beneficiaries to continue group health insurance coverage at their own expense when a qualifying 
event occurs that would otherwise result in a loss of coverage. Written notice of COBRA rights will be 
provided to eligible employees when they become covered under the Company’s group plan. 

You can obtain a copy of the Summary Plan Description which contains the details of the plan including 
eligibility and benefit provisions from the Executive Director. In the event of any conflict in the description 
of any plan, the official plan documents, which are available for your review, shall govern. If you have any 
questions regarding this plan, see the plan administrator. 
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Retirement Plan 
We provide eligible employees after completion of 90 days with access to a 457(b) Deferred Compensation 
Plan. which is an excellent means of long-term savings for your retirement.  The Company’s contribution, 
if any, is determined by the employer on an annual basis. 

You can obtain a copy of the Summary Plan Description which contains the details of the plan including 
eligibility and benefit provisions from the Executive Director. In the event of any conflict in the description 
of any plan, the official plan documents, which are available for your review, shall govern.  If you have any 
questions regarding this plan, see the plan administrator. 
 

Pregnancy Disability Leave and Pregnancy Accommodation 
It is the policy of the Company to provide pregnancy disability leave to employees in accordance with the 
California Pregnancy Disability Act.   

An employee will be provided un-paid pregnancy disability leave for that period of time when she is disabled 
and unable to work due to pregnancy, childbirth, breastfeeding, and/or related medical condition up to a 
cumulative maximum of four months’ (one-third of a year or 17 1/3 weeks) of leave per pregnancy.  The 
four-month period is defined as the number of days the employee would normally work within four calendar 
months, if the leave is taken continuously, following the date the pregnancy disability leave commences.  
For a full-time exempt employee or a full-time hourly employee who works 40 hours per week, the employee 
is entitled to 694 hours of leave.  For hourly employees who work more or less than 40 hours per week, the 
number of working days/hours of leave is calculated on a pro rata or proportional basis.  If an employee’s 
schedule varies from month to month, a monthly average of the hours worked over the four-month period 
prior to the beginning of the leave will be used to calculate the employee’s normal work month.   

A pregnant employee is entitled to a reasonable accommodation in the workplace, where medically 
necessary or advisable and if no undue hardship is caused to the Company.  Such accommodation may 
include a temporary job transfer or temporary reassignment of non-essential job duties.  The following rules 
and policies apply to all requests for pregnancy disability leave, transfer and/or pregnancy accommodation 
in the workplace.   

Employees who need to take pregnancy disability leave must inform the Company when a leave is expected 
to begin and how long it will likely last.  Prior to the commencement of a pregnancy disability leave, the 
employee may be required to present her health care provider’s certificate certifying that she is disabled 
and unable to work as a result of the pregnancy, childbirth, or related medical condition, and the employee 
must return to work as soon as her health care provider certifies that she is again capable of working.  
Pregnancy disability leave begins when ordered by the employee’s health care provider.  Where required, 
the certification from the employee’s health care provider should contain: 

• a description of the requested reasonable accommodation or transfer;  
• a statement describing the medical advisability of the reasonable accommodation or transfer 

because of pregnancy; and  
• the date on which the need for reasonable accommodation or transfer became or will become 

medically advisable and the estimated duration of the reasonable accommodation or transfer.   
• Where required, a medical certification in support of a request for PDL is sufficient if it contains:   
• a statement that the employee needs to take pregnancy disability leave because the employee is 

disabled by pregnancy, childbirth or a related medical condition;  
• the date on which the employee became disabled because of pregnancy; and the estimated 

duration of the leave. 
 

Such certification must be provided within 15 days of the when the request is made by the Company. 
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If the need for a leave or job transfer is foreseeable, employees should provide notification at least 30 days 
before the pregnancy disability leave or job transfer is to begin.  If 30 days’ advance notice is not possible, 
notice must be given as soon as practical.  Employees must also consult with the Human Resources 
Department regarding the scheduling of any planned medical treatment or supervision in order to minimize 
disruption to the operations of the Company. 

Upon the request of a pregnant employee and recommendation of the employee’s health care provider, the 
employee’s work assignment may be changed if necessary to protect the health and safety of the employee 
and her child. Requests for temporary transfers of non-essential job duties will be reasonably 
accommodated if the jobs and rights of others are not unduly affected and there is no undue hardship to 
the Company.  

While on pregnancy disability leave, an employee’s Company-sponsored health benefits will be continued 
and the employee will be responsible for her share of the regular co-pay as if she were continuing to work.  
No sick, holiday, or vacation benefits will accrue during a pregnancy disability leave of absence.   

Duration of the leave will be determined by the advice of the employee’s health care provider, but a 
pregnancy disability leave may not exceed, cumulatively, four months or 17 1/3 weeks.  Pregnancy disability 
leave includes any period of time of actual disability caused by the employee’s pregnancy, childbirth, or 
related medical condition, including time off for severe morning sickness, prenatal or postnatal care, bed 
rest, gestational diabetes, pregnancy-induced hypertension, preeclampsia, post-partum depression, and/or 
loss or end of pregnancy.   

Leave does not need to be taken in one continuous period of time and may be taken intermittently, as 
needed. For employees who take intermittent leave or work a reduced work schedule during pregnancy 
disability leave, the Company will account for increments of intermittent leave or reduced work schedules 
using an increment no greater than the shortest period of time the Company uses to account for use of 
other forms of leave, but not greater than one hour.  If the employee’s health care provider provides medical 
certification that an employee has a medical need to take intermittent leave or leave on a reduced work 
schedule because of pregnancy, the Company may require the employee to transfer temporarily to an 
available alternative position that meets the needs of the employee.  If the Company requires the employee 
to transfer to an alternative position, the employee will receive the same rate of pay and benefits as those 
earned in the employee’s regular position. 

Under most circumstances, upon submission of a medical certification that an employee is able to return to 
work from a pregnancy disability leave, an employee will be reinstated to her same position held at the time 
the leave began or to a comparable position, if one is available.  However, an employee returning from a 
pregnancy disability leave has no greater right to reinstatement to the same position (or a comparable 
position) than if she had been continuously employed with the Company. If an employee returning from 
pregnancy disability leave cannot be reinstated to her original position, the Company will evaluate the 
current job vacancies and will endeavor to provide a comparable position for which she is qualified on her 
scheduled reinstatement date or within 60 calendar days of that scheduled reinstatement date. During this 
60-calendar day period, the Company will affirmatively look for comparable vacancies and will provide 
notice to the employee of available positions in person, by letter, telephone or email, or by links to postings 
on the Company's website (if the Company devotes a section on the website to job openings.)  

Such above stated leave will be unpaid unless Paid Sick Leave is available. If Paid Sick Leave is available, 
it must be used during Pregnancy Disability Leave.  The use of vacation is not required. 

Pregnancy Disability Leave may run concurrently with other leaves where applicable and in accordance 
with State and Federal laws. 

Please contact the Executive Director for more information and/or to request use of Pregnancy Disability 
Leave. 
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Lactation Accommodation 
The Company recognizes lactating employees’ rights to request lactation accommodation, and 
accommodates lactating employees by providing a reasonable amount of break time and a suitable 
lactation location to any employee who desires to express breast milk for their infant child, subject to 
exception allowed under applicable law.  
 
If possible, the break time should run concurrently with your normally scheduled break time. Any break time 
to express breast milk that does not run concurrently with your normally scheduled break time shall be 
unpaid.  
 
Subject to exception allowed under applicable law, the lactation location will be private (shielded from view 
and free from intrusion from co-workers and the public) and located close to your work area. The location 
will be safe, clean and free of toxic or hazardous materials; have a surface to place a breast pump and 
other personal items; have a place to sit; and have access to electricity or alternative devices (including, 
but not limited to extension cords or charging stations) needed to operate an electric or battery-powered 
breast pump. The Company will also provide access to a sink with running water and a refrigerator suitable 
for storing milk in close proximity to your workspace. If a refrigerator cannot be provided, The Company will 
provide another cooling device suitable for storing milk, such as an employer-provided cooler. The lactation 
location will not be a bathroom or restroom. The room or location may include an employee’s private office 
if it otherwise meets the requirements of the lactation space. Multi-purpose rooms may be used as lactation 
space if they satisfy the requirements for space; however, use of the room for lactation takes priority over 
other uses for the time it is in use for lactation purposes.  
 
Employees who desire lactation accommodations should contact the Executive Director to request 
accommodations. An employee’s request may be provided orally, by email, or in writing, and need not be 
submitted on a specific form. We will engage in an interactive process with you to determine when and 
where lactation breaks will occur. If we cannot provide break time or a location that complies with this policy, 
we will provide a written response to your request. 
 
The Company will not tolerate discrimination or retaliation against employees who exercise their rights to 
lactation accommodation, including those who request time to express milk at work and/or who lodge a 
complaint related to the right to lactation accommodation. If you believe you have been denied reasonable 
break time or adequate space to express milk, or have been otherwise been denied your rights related to 
lactation accommodation, you have the right to file a complaint with the Labor Commissioner. 
 

California Family Rights Act (CFRA) 
California's California Family Rights Act (CFRA) provides up to 12 workweeks of unpaid family/medical 
leave within a 12-month period, under the following conditions: 
 

● You have been employed with the Company for a total of at least 12 months prior to the 
commencement of leave. The 12 months of employment must have accumulated within the 
previous seven years (certain exceptions apply). 

● You have worked at least 1,250 hours during the previous 12-month period before the need for 
leave. 
 

Leave may be taken for one or more of the following reasons: 
 

● Your serious health condition that makes you unable to perform your job. 
● To care for your family member who has a serious health condition. For purposes of CFRA leave, 

a "family member" includes your: 
● Spouse 
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● Parent 
● Child of any age 
● Registered domestic partner 
● Grandparent 
● Grandchild 
● Sibling 
● Parent-in-law 
● A person designated by you at the time you request CFRA leave. You will be limited to 

making this designation once per 12-month period for purposes of CFRA leave. 
 

● The birth of your child, or placement of a child with you for adoption or foster care. 
● Because of a qualifying exigency related to covered active duty or a call to covered active duty of 

your spouse, registered domestic partner, child, or parent in the Armed Forces of the United States. 
(See Qualifying Exigencies Related to Active Duty below). 

Please note that incapacity due to pregnancy, prenatal medical care or childbirth is not an eligible reason 
for CFRA leave. (See the Pregnancy Disability Leave Policy for more information). 
 
For additional information about eligibility for CFRA leave, contact the Executive Director. 
 
 
Please note that incapacity due to pregnancy, prenatal medical care or childbirth is not an eligible reason 
for CFRA leave. (See the Pregnancy Disability Leave Policy for more information). 
 
For additional information about eligibility for CFRA leave, contact the Executive Director. 
 
Qualifying Exigencies Related to Active Duty 
Eligible employees whose spouse, domestic partner, child or parent is on covered active duty or call to 
covered active-duty status may use their 12-week leave entitlement for certain qualifying exigencies. 
Qualifying exigencies may include, but are not necessarily limited to, attending certain military events, 
arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain 
counseling sessions, and attending post-deployment reintegration briefings. 
 
Calculating the 12-month Period 
For purposes of calculating the 12-month period during which 12 weeks of CFRA leave may be taken, The 
Company uses a rolling year measured backward from the date an employee uses any CFRA leave. 
 
Pregnancy, Childbirth or Related Conditions and Baby Bonding 
Leave because of a disability for pregnancy, childbirth or related medical condition is not counted as time 
used under CFRA leave. Employees who take time off for pregnancy disability will be placed on pregnancy 
disability leave (PDL). (See Pregnancy Disability Leave policy for more information.) 
Once the pregnant employee is no longer disabled, or once the employee has given birth and exhausted 
PDL, the employee may apply for leave under the CFRA, for purposes of baby bonding. 
Any 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 leave taken for the birth or placement of a child will be granted in minimum 
amounts of two weeks. However, the Company will grant a request for a CFRA leave (for birth/placement 
of a child) of less than two weeks' duration on any two occasions. The Company may also grant additional 
requests for leave lasting less than two weeks at its discretion. Any leave taken must be concluded within 
one year of the birth or placement of the child with the employee. 
 
Leave Procedures 
The following procedures shall apply to CFRA leave: 
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● Please contact the Executive Director as soon as you realize the need for family/medical leave. If 

the leave is based on the expected birth, placement for adoption or foster care, or planned medical 
treatment for your serious health condition or that of a family member, you must notify the Company 
at least 30 days before leave is to begin. You must consult with your supervisor regarding 
scheduling of any planned medical treatment or supervision in order to minimize disruption to the 
operations of the Company. Any such scheduling is subject to the approval of your health care 
provider or the health care provider of your family member. 

● If you cannot provide 30 days' notice, the Company must be informed as soon as is practical. 
● If the CFRA request is made because of your own serious health condition, the Company may 

require, at its expense, a second opinion from a health care provider that the Company chooses. 
The health care provider designated to give a second opinion will not be one who is employed on 
a regular basis by the Company. 

● If the second opinion differs from the first opinion, the Company may require you, at the Company's 
expense, to obtain the opinion of a third health care provider designated or approved jointly by you 
and the employer. The opinion of the third health care provider shall be considered final and binding 
on you and the Company. 
 

Certification 
We require you to provide certification. You will have 15 calendar days from the Company's request for 
certification to provide it to the Company, unless it is not practical to do so. The Company may require 
recertification from the health care provider if you request additional leave upon expiration of the time period 
in the original certification. (For example, if you need two weeks of family and medical leave, but following 
the two weeks you need intermittent leave, a new medical certification will be requested and required.) If 
you do not provide medical certification in a timely manner to substantiate the need for family and medical 
leave, the Company may delay approval of the leave, or continuation thereof, until certification is received. 
If certification is never received, the leave may not be considered CFRA leave. 
 
If the leave is needed to care for a sick family member, you must provide a certification from the health care 
provider stating: 

● Date of commencement of the serious health condition 
● Probable duration of the condition 
● Estimated amount of time for care by the health care provider 
● Confirmation that the serious health condition warrants your participation 

 
If your serious health condition is the reason for leave, you must provide a certification from the health care 
provider stating: 

● Date of commencement of the serious health condition 
● Probable duration of the condition 
● Your inability to work at all or to perform any one or more of the essential functions of your position 

because of the serious health condition 
If you are on leave because of your own serious health condition, the Company will also require a medical 
release to return to work form or certification from your health care provider that you are able to resume 
work. 
 
Failure to provide a release to return to work from your health care provider may result in denial of 
reinstatement until the certificate is obtained. 
 
Leave Related to Military Service 
A leave taken due to a "qualifying exigency" related to military service must be supported by a certification 
of its necessity. Special certification requirements apply to leaves related to military service. 
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Substitution of Paid Leave 
Generally, CFRA leave is unpaid. You may choose, to use accrued paid leave while taking CFRA leave. In 
order to use paid leave for CFRA leave, you must comply with the Company's normal paid leave policies. 
For more information on those specific circumstances requiring or allowing the substitution of paid leave 
contact the Executive Director. 
 
Reinstatement 
Under most circumstances, upon return from CFRA leave, you will be reinstated to your original job or to 
an equivalent job with equivalent pay, benefits, and other employment terms and conditions. However, an 
employee has no greater right to reinstatement than if the employee had been continuously employed rather 
than on leave. For example, if an employee on CFRA leave would have been laid off had the employee not 
gone on leave, or if the employee's job is eliminated during the leave and no equivalent or comparable job 
is available, then the employee would not be entitled to reinstatement. In addition, an employee's use of 
CFRA leave will not result in the loss of any employment benefit that the employee earned before using 
CFRA leave. 
 
Time Accrual 
Please contact the Executive Director with any questions regarding accrual of other Company provided 
paid leave benefits (such as vacation, or sick leave) during unpaid CFRA leave. 
 
Carryover 
Leave granted under any of the reasons provided by CFRA and/or FMLA will be counted as family/medical 
leave and will be considered as part of the 12-workweek entitlement in any 12-month period. No carryover 
of unused leave from one 12-month period to the next 12-month period is permitted. 
 
Intermittent Leave 
You may take CFRA leave intermittently (in blocks of time, or by reducing your normal weekly or daily work 
schedule) if the leave is for your serious health condition or that of a qualifying family member and the 
reduced leave schedule is medically necessary as determined by the health care provider of the person 
with the serious health condition. The smallest increment of time that can be used for such leave is one 
hour maximum.  
 
See also the discussion of Pregnancy, Childbirth or Related Conditions and Baby Bonding above. 
 

Time Off for Jury Duty and Witness Duty and for Victims of Crimes 
In the following instances, employees are eligible for time off from work when necessary as described 
below.   

Jury Duty 
Employees called to jury duty will be released from work on leave during their period of jury service. An 
employee called to jury duty must: (1) promptly present to his or her manager a copy of the jury duty 
summons; (2) report daily for work before and/or after jury duty as is reasonably practicable; and (3) present 
to his or her manager proof of service upon completion of jury duty.   

Exempt employees will be paid for any week when the employee works any part of the work week while 
serving on Jury Duty. Nonexempt employees summoned for Jury Duty will receive unpaid time off or may 
use their Paid Sick Leave and Safe Time to complete required jury duty service.  Employees released from 
Jury Duty service before the end of their scheduled workday must report to work upon release. 

Witness Duty 
The Company will also grant unpaid time off for court appearances as a witness when the employee is 
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required to appear as a result of a court-ordered subpoena.  Employees must notify their manager of the 
need for time off for a court appearance as soon as the subpoena is received and present the manager 
with a copy of the subpoena.   

Leave for Victims Of Crime Or Abuse (Including Domestic Violence, Sexual Assault, or Stalking) 

An employee who is a victim or whose family member is a victim of a qualifying act of violence, may take 
up to twelve (12) weeks of unpaid leave in any 12-month period for the following reasons: 

• To obtain or attempt to obtain any relief for the family member. Relief includes, but is not limited to, 
a temporary restraining order, restraining order, or other injunctive relief, to help ensure the health, 
safety, or welfare of the family member of the victim. 

• To seek, obtain, or assist a family member to seek or obtain, medical attention for or to recover 
from injuries caused by a qualifying act of violence. 

• To seek, obtain, or assist a family member to seek or obtain services from a domestic violence 
shelter, program, rape crisis center, or victim services organization or agency as a result of a 
qualifying act of violence. 

• To seek, obtain, or assist a family member to seek or obtain psychological counseling or mental 
health services related to an experience of a qualifying act of violence. 

• To participate in safety planning or take other actions to increase safety from future qualifying acts 
of violence. 

• To relocate or engage in the process of securing a new residence due to the qualifying act of 
violence, including, but not limited to, securing temporary or permanent housing or enrolling 
children in a new school or childcare. 

• To provide care to a family member who is recovering from injuries caused by a qualifying act of 
violence. 

• To seek, obtain, or assist a family member to seek or obtain civil or criminal legal services in relation 
to the qualifying act of violence. 

• To prepare for, participate in, or attend any civil, administrative, or criminal legal proceeding related 
to the qualifying act of violence. 

• To seek, obtain, or provide childcare or care to a care-dependent adult if the childcare or care is 
necessary to ensure the safety of the child or dependent adult as a result of the qualifying act of 
violence.   

 

If any employee’s family member is a victim who is not deceased as a result of crime, and the employee is 
not a victim, the employee may only take a leave of ten (10) days under this policy. If an employee’s family 
member is a victim who is not deceased as a result of a crime, and the employee is not a victim, and the 
employee takes leave to relocate or engage in the process of securing a new residence due to the qualifying 
act of violence, including, but not limited to, securing temporary or permanent housing or enrolling children 
in a new school or childcare, the employee may only take leave for five (5) days.  

For purposes of this policy, “family member” means a child, parent, grandparent, grandchild, sibling, 
spouse, or domestic partner, or designated person. “Designated person” means any individual related by 
blood or whose association with the employee is the equivalent of a family relationship. The designated 
person may be identified by the employee at the time the employee requests the leave may only designate 
one person per 12-month period. 

For purposes of this policy, “qualifying act of violence” means any of the following, regardless of whether 
anyone is arrested for, prosecuted for, or convicted of committing any crime:  

• domestic violence; 
• sexual assault;  
• stalking; or  
• an act, conduct, or pattern of conduct that includes any of the following: 

o In which an individual causes bodily injury or death to another individual; 
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o In which an individual exhibits, draws, brandishes, or uses a firearm, or other dangerous 
weapon, with respect to another individual; or 

o In which an individual uses, or makes a reasonably perceived or actual threat to use, force 
against another individual to cause physical injury or death. 

 
The Company may require proof of an employee’s participation in these activities.  Whenever possible, 
employees must provide the Executive Director reasonable notice before taking any time off under this 
policy.    

Leave under this policy is unpaid, but employees may substitute any accrued paid time off benefits for the 
unpaid leave provided under this policy.  Leave under this policy does not extend the time allowable under 
the “Family and Medical Leave Act” and “California Family Rights Act” Policies.   

No employee will be subject to discrimination or retaliation because of the employee’s status as a victim 
or whose family member is a victim of a qualifying act of violence.  An employee who is a victim, or whose 
family member is a victim, of a qualifying act of violence may request workplace accommodations such as 
a transfer, schedule modification, safety measures, or referral to victim assistance. The Company will 
engage in a good faith interactive process to determine reasonable accommodations, considering any 
immediate danger, as long as it does not cause undue hardship on business operations.  

Time Off for Voting 
In the event that an employee does not have sufficient time outside of working hours to vote in a statewide 
election, the employee may take off enough working time to enable him or her to vote.  Such time off shall 
be taken at the beginning or the end of the regular working shift, whichever allows for more free time.  An 
employee will be allowed to take off only that amount of time that is necessary to vote.  Up to two hours of 
time off to vote is paid time off (exempt employees will be paid for a full day’s work so long as the employee 
worked at least part of the workweek).   Where possible, the employee shall give his or her manager at 
least two work days’ notice that time off to vote is needed.  Employees will be required to show proof of 
voting. 

Parental Leaves for Children in School 
School Appearance Leave 
As required by California law, an employee will be granted unpaid time off as needed to attend to school 
disciplinary matters involving the employee’s child.   The employee must give reasonable notice to his or 
her manager prior to taking the time off work. Also, the employee will be required to present documentation 
from the school to his or her manager confirming that the visit took place.   

Employees must give reasonable notice to their supervisor prior to taking the time off work. Employees will 
be required to use any accrued and unused vacation time for this leave before taking any unpaid leave. 

Bereavement Leave 
The Company will provide eligible employees up to five days of bereavement leave in accordance with the 
California Family Rights Act.  
 
Eligibility 
To be eligible for bereavement leave, you must be employed by the Company for at least 30 days prior to 
the start of leave. 
 
Reasons for Leave 
Eligible employees may take bereavement leave for the death of a family member. 
 
As used in this policy: 
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● Family member means your child, parent, grandparent, grandchild, sibling, spouse, or 
domestic partner. 

o Child means a biological, adopted, or foster child; a stepchild; a legal ward; a child of a 
domestic partner; or a person to whom you stand in loco parentis. 

o Parent means a biological, foster, or adoptive parent; a parent-in-law; a stepparent; a legal 
guardian; or other person who stood in loco parentis to you when you were a child. 

o Sibling means a person related to another person by blood, adoption, or affinity through a 
common legal or biological parent. 

 
Use of Leave 
Eligible employees will be provided up to three days of paid leave and two days of unpaid leave in the event 
of the death of a family member. Employees ineligible for paid leave, but eligible for bereavement leave 
under the law, will receive five days of unpaid bereavement leave in the event of the death of a family 
member. The five days of bereavement leave do not have to be taken consecutively. Bereavement leave 
must be completed within three months of the date of the family member’s death. 
You may elect to use any accrued vacation time or other accrued paid time off that you are eligible to take 
during the otherwise unpaid bereavement leave. 
 
Bereavement leave will run concurrently with other federal/state laws where permitted by law. 
 
Notice 
If your need for leave is foreseeable, provide as much advance notice as possible. If unforeseeable, provide 
notice as soon as practical. 
 
You may be required to provide reasonable documentation of your need for leave. This may include a death 
certificate, a published obituary, or written verification of death, burial, or memorial services from a mortuary, 
funeral home, burial society, crematorium, religious institution, or government agency. This documentation 
must be provided within 30 days of your first day of leave. 
 
All information received by the Company regarding your request for bereavement leave will be treated as 
confidential and will not be disclosed except to internal personnel or counsel, as necessary, or as required 
by law. 
 
Retaliation 
The Company will not retaliate against employees who request or take leave in accordance with this policy. 
 

Reproductive Loss Leave 
The Company will provide eligible employees with unpaid reproductive loss leave in accordance with 
California law. 
 
Employees who have been employed for at least 30 days will be provided with up to five (5) unpaid days 
of reproductive loss leave following a reproductive loss event.  
 
Employees who experience more than one (1) reproductive loss event within a 12-month period are limited 
to unpaid 20 days of reproductive loss leave in a 12-month period.  
 
For purposes of this policy, a reproductive loss event means the day or, for a multiple-day event, the final 
day of a failed adoption, failed surrogacy, miscarriage, stillbirth, or an unsuccessful assisted reproduction 
via artificial insemination or an embryo transfer. 
 
Leave may only be taken on regularly scheduled workdays. Leave does not need to be taken on 
consecutive days. Leave must be completed within three (3) months of the reproductive loss event, except 
that if the employee is on some other leave from work prior to or immediately following a reproductive loss 
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event, the reproductive loss leave is available for use during the three (3) months following the end date of 
the other leave. 
 
Reproductive loss leave is unpaid, except to the extent the employee is eligible for paid leave for these 
purposes under other Company policies. The employee may elect to use accrued vacation/PTO or sick 
leave to receive pay during any unpaid leave taken under this policy.  
 
Leave provided pursuant to this policy will run concurrently with any other applicable leave of absence for 
covered reasons, to the maximum extent permitted by applicable law. The substitution of paid time for 
unpaid leave time does not extend the length of leave and the paid time will run concurrently with the 
employee’s reproductive loss leave entitlement. 
 
Employees must inform their supervisor prior to commencing reproductive loss leave. The Company will 
maintain the confidentiality of any employee requesting leave under this policy including information 
provided to the Company related to a request for leave. 
 
The Company will not retaliate against employees who request or take leave in accordance with this policy. 

Volunteer Civil Service Leave 
Employees required to perform civil service duties, as defined below, will be provided with an 
unpaid leave of absence when required to perform emergency duty. 

1. Volunteer firefighters 
2. Reserve peace officers 
3. Emergency rescue personnel, defined as any person who is an officer, employee or member of: 
4. A fire department, fire protection or firefighting agency of the federal government, California State 

government, local government, special district or other public or municipal corporation of political 
subdivision of California. 

5. An officer of a sheriff’s department, police department or private fire department. 
6. Members of disaster medical response teams sponsored or requested by the State. 

 
 
Employees must inform their manager as soon as they become aware of the need for such a leave 
of absence. 

 

Military Leave 
Employees will be given necessary time off when required to fulfil military obligations of any branch of the 
Armed Forces of the United States.  Employees must inform the District and present the military orders as 
soon as received and provide advance notice, unless made impossible by military requirement, so proper 
arrangements may be made.   

Employees qualifying for Military leave will be provided with unpaid time off in accordance with State and 
Federal wage and hour laws.  Employees may elect to apply vacation time upon making a written request. 

Employees will be reinstated upon completion of Military service in compliance with Federal and State Laws 
such as Uniformed Service Employment and Reemployment Rights Act. Such laws may impose timing 
requirements, therefore; it is important that the employee maintain communication with the employer on 
anticipated leave and return dates. 

Personal Leave of Absence 
The Company views each employee as essential to the operations of daily business.  For this reason, no 
automatic personal leaves of absence are provided by the Company. A request for a personal leave of 
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absence will be considered on a case-by-case basis.  Important factors in determining whether the request 
will be granted include the employee’s length of service to the Company, existing workloads, the job position 
of the employee, and the reason for the request (with sicknesses and emergencies beyond the control of 
the employee being considered more favorably).  A personal leave of absence will be granted only after the 
employee’s accrued vacation benefits and floating holidays have been exhausted.  No personal leave of 
absence shall exceed four (4) weeks.  (The exception to this limitation is a disability (non-pregnancy) leave 
of absence, which will be evaluated according to applicable state and federal law.)   

During a personal leave of absence, no benefits, including retirement and health insurance benefits, will 
accrue. If the leave of absence results in an employee falling below an average of 30 hours per week 
(during a pay period), the employee will not be eligible for Company-paid healthcare including stipends. 
However, an employee who receives health insurance benefits through the Company may be given an 
opportunity to maintain his or her health insurance at his or her full expense under Consolidated Omnibus 
Budget Reconciliation Act (COBRA).  The employee should check the applicable insurance policy and other 
plan documents for the extent of coverage or conversion provisions or restrictions imposed.  

Time Away and Benefits 

● If you are out for an entire pay period on unpaid personal leave, you will not earn vacation, sick 
leave, stipends, paid holidays, or other Company-paid benefits for that period. 

● If you are out for part of a pay period, vacation and sick leave will be pro-rated, but Company 
retirement contributions will not apply. 

● If an employee’s approved leave of absence coincides with, starts the day before, or ends the day 
after, a paid holiday, the employee will not be compensated for this holiday.  
 

The Company will make reasonable efforts to return an employee on a personal leave of absence to the 
same or similar job held prior to the leave, subject to the Company’s staffing and business requirements.  
If an employee’s former position is unavailable when he/she is ready to return from an approved leave, 
every effort will be made to place the employee in a comparable position for which he or she is qualified.  If 
such a position is not available, the employee will be offered the next suitable position for which he or she 
is qualified that becomes available, which may result in a decrease in pay. 

An employee requesting a Personal Leave must provide a written request one month in advance of the first 
day of requested leave. 

Unpaid Time Off  
The Company understands that there may be times when an employee has exhausted available vacation 
or paid time off and would still like to take additional time away from work. Employees may request up to 
two days unpaid time off per pay period by submitting a written request to their manager for approval. 
Approval of unpaid time off is at the Company’s discretion and will depend on business needs and staffing. 
Employees who are out on unpaid time off for more than two days in a pay period will need to request a 
leave of absence. 

Workers’ Compensation 
Employees must report immediately all job-related injuries to their manager, regardless of the severity of 
the injury.  In accordance with state law, the Company provides insurance coverage for employees in case 
of work-related injury. The workers’ compensation benefits provided to injured employees may include: 
medical care; monetary benefits to replace lost wages; and assistance to help qualified injured employees 
return to suitable employment. To ensure receipt of any workers’ compensation benefits to which an 
employee is entitled, the employee must: 

 
● Immediately report any work-related injury, illness or accident to his/her manager; 
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● Seek medical treatment and follow-up care (if required), with the health care provider 
designated by the Company; and 

● Complete a written Employee’s Claim for Workers Compensation Benefits (DWC 1 
Form) and return it to the Executive Director. 

 
Upon submission of a medical certification that an employee is able to return to work after a worker’s 
compensation leave, the employee under most circumstances will be reinstated to his or her same position 
held at the time the leave began, or to an equivalent position, if available. An employee returning from a 
workers’ compensation leave has no greater right to reinstatement than if the employee had been 
continuously employed rather than on leave. For example, if the employee on Workers’ Compensation 
leave would have been laid off had he or she not gone on leave, or if the employee’s position has been 
eliminated or filled in order to avoid undermining the Company’s ability to operate safely and efficiently 
during the leave, and no equivalent or comparable positions are available, then the employee would not be 
entitled to reinstatement.  

Workers Compensation Leave will run concurrent with any other applicable leave of absence such as 
FMLA, CFRA or any others in accordance with federal and state regulations. 

An employee’s return depends on his or her qualifications for any existing openings. If, after returning from 
a workers’ compensation disability leave, an employee is unable to perform the essential functions of his 
or her job because of a physical or mental disability, the Company’s obligations to the employee may include 
reasonable accommodation, as governed by the Fair Employment & Housing Act and/or the Americans 
with Disabilities Act. 

The Corporation provides medical treatment for work-related injuries through a medical provider network 
that the Corporation has chosen to provide medical care to injured employees because of their experience 
in treating work-related injuries.  This information is posted in the employee break room.   
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EMPLOYMENT ADMINISTRATION 

Attendance and Punctuality 
Regular attendance and punctuality are expected of all employees. We count on you to be present at work 
during your assigned shifts, unless you have been excused or there is an emergency or unexpected illness 
or injury. Your absence will be considered “excused” only if you have received prior approval from your 
supervisor to use your available leave time to cover your absence or your absence is protected under 
applicable law. You are to remain on duty except during meal and rest periods.  Doctor appointments and/or 
other personal matters should be scheduled during non-work hours whenever possible. 

If the need for an absence is foreseeable, you must provide reasonable advance notification. If you will be 
unexpectedly absent for any portion or all of a work day for any reason, you must notify your supervisor at 
least one (1) hour prior to your starting time, or as soon as possible in light of the circumstances. If your 
supervisor is not available, you must speak to the Executive Director. It is acceptable to leave a voicemail, 
send a text message, or email if you are unable to reach your manager directly.  

If you are absent more than one (1) day, you must provide the same notice each day of absence, unless 
we have previously approved a specific date for your return to work. If you are absent for two (2) consecutive 
days without proper notification, we will assume that you have voluntarily resigned your position. 

Subject to applicable law, we may require a doctor’s certificate for extended absence due to illness or injury.  
We also may require a doctor’s certification that you have been released to return to work before you are 
permitted to return after an illness or injury. 

You should not automatically assume that an absence is permissible merely because you have sufficient 
paid time off benefits available to cover all or a portion of your absence.  We may determine that your 
absences are excessive if, based upon all the facts and circumstances, it is found to be disruptive to the 
Company, your co-workers or our customers or to cause an undue hardship to the Company. 

Excessive unauthorized absenteeism or abuse of this policy negatively impacts your job performance and 
may result in disciplinary action, up to and including termination. Absences protected by local, state and 
federal law, including paid sick time, do not count as a violation of the attendance policy.  

Performance Management throughout Employment 

The Company uses disciplinary action to counsel and coach employees such as when for example their 
work performance, behavior, conduct, attitude and/or compliance with safety rules or other workplace 
guidelines is unacceptable. Disciplinary action is used to ensure that there is clear communication to the 
employee regarding: (1) the performance deficiency, problem or issue; (2) the Company’s expectation that 
the deficiency or problem will be promptly remedied; and (3) the consequences to the employee if the 
performance deficiency, behavioral problem or workplace issue is not adequately and timely remedied.  
Disciplinary action will be documented, verbal discipline may not require the signature of the employee, 
written disciplinary action will be presented to the employee and the employee will be asked to sign 
acknowledging receipt of a copy of the discipline.  Disciplinary action records will be retained in an electronic 
and/or paper format. 

Management reserves the right and sole discretion to determine the appropriate level or action taken based 
upon many factors.  In some circumstances, termination may occur without any form of prior disciplinary 
action. 
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Performance Reviews 
Employees will receive a performance review once each year during the fourth (4th) quarter of the calendar 
year. The performance review will be a reflection of performance, adherence to policy, and contribution to 
the Company during the prior 12 months. Both employee successes and deficiencies will be identified 
during the performance review. 

Your performance evaluation may review factors such as the quality and quantity of the work you perform, 
your knowledge of the job, your initiative, your work behavior, and your behavior toward others. The 
performance evaluations are intended to make you aware of your progress, areas for improvement, and 
objectives or goals for future work performance. Favorable performance evaluations do not guarantee an 
increase in wages or promotions. If a wage increase is approved, it will take effect in the following calendar 
year. Wage increases and promotions are solely within the discretion of the Company and depend upon 
many factors in addition to performance. 

After any review, you will be asked to sign the evaluation report simply to acknowledge that it has been 
presented to you, that you have discussed it with your supervisor, and that you are aware of its contents. 

Certifications and Education 
Employees in some positions may be required to hold and maintain certain certification(s).  It is the 
responsibility of each employee to track their own certification requirements and maintain a valid and current 
certification.  Failure to maintain required certifications may lead to termination of employment. 

Should continuing education be required or beneficial in some positions, the Company may contribute to 
the cost of such education.  The employee must receive written approval from the Executive Director prior 
to registering for any such education or program if the employee would like the Company to consider 
contributing to the cost of the program.   

Seating 
The Company will provide suitable seats to working employees when the nature of the work reasonably 
permits the use of seats. When employees are not engaged in the active duties of their employment and 
the nature of the work requires standing, an adequate number of suitable seats shall be placed in 
reasonable proximity to the work area and employees shall be permitted to use such seats when it does 
not interfere with the performance of their duties. 

Employee Records 
Information in employee files is a confidential record of their employment with Company and is the property 
of the Company.  The contents of employee files are not available to any sources outside the Company 
unless authorized by the employee in writing or if required by law, e.g., in response to a subpoena.   

Employees may request a copy of their payroll records. Employees should make any such request in writing 
to the Executive Director or the Finance Manager. The Company will provide the copies within 21 days of 
an employee’s request. Employees are responsible for paying the reasonable expenses incurred in copying 
such records. 
 
Upon written notice, an employee is allowed to review his or her own employee file in the Company’s 
office and in the presence of the Executive Director or a designee of the Executive Director.  Alternatively, 
an employee may request a copy of his or her own employee file.  You may be charged the actual cost 
for copying your employee file.  In terms of timing, a current or former employee will be permitted to 
inspect/obtain a copy of his/her employee file within 30 calendar days from the date the written request is 
made.  

Roberto Villegas
Please review 
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Employee Data Changes 
It is the responsibility of each employee to advise payroll of any change in name, address, telephone 
number, marital status or registered domestic partner status, name(s) and number(s) of dependents, and 
individuals to be contacted in the event of an emergency.  Employees must submit these changes in person 
to the Finance Manager to ensure personnel records are updated accurately. A new Form W-4 and an 
Employee Data Sheet should be completed when applicable. 

Expense Reimbursement 
The Company will reimburse employees for any out-of-pocket expenses reasonably incurred on behalf of 
the Company.  Employees must receive prior approval before incurring such expenses.  Receipts and an 
expense report must be submitted for reimbursement. 

Employment References and Verification 

All requests for employment references and verification must be directed to the Executive Director. No other 
manager, supervisor, or employee is authorized to release references or any employment information 
regarding current or former employees. 

By policy, the Company will provide references only with written permission from the employee. Otherwise, 
the Company discloses only the dates of employment, the title of the last position held, and whether the 
employee is currently employed.  The Company complies with lawful employment information requests by 
taxing authorities, government agencies, and law enforcement. 

Workplace Search Policy 
The Company may provide office furniture and electronic devices including, but not limited to, computers, 
cellular phones/camera phones and handheld wireless devices for the convenience and use of its 
employees at Company’s expense.  Employees should remember that all such equipment remain the sole 
property of the Company.  Accordingly, the Company reserves the right to conduct random or periodic 
searches for work-related purposes, including searches for unauthorized possession of Company property 
and for illegal drugs, alcohol, or contraband on the Company’s premises.  Such searches may be of 
Company property, such as desks, file cabinets, and office equipment. If an employee has personal 
property that he or she prefers to keep private, the employee should not bring that property into the 
workplace. Furthermore, the Company reserves the right to review and/or record all data or phone calls 
maintained on electronic equipment including computers, land lines, the voicemail system, cell phones, 
PDAs, notebooks, laptops and/or notepads owned by the Company.   

Such an inspection can occur at any time, with or without advance notice or consent, and will be limited to 
the extent necessary to affect the work-related purpose for the search.  Such an inspection may be 
conducted during, before or after working hours by any manager or person designated by Company 
management. Results of the search will only be disclosed to those persons within the Company who have 
a business need to know or otherwise to the extent required by law.  Employees who fail to cooperate in 
any inspection will be subject to disciplinary action, including possible suspension or discharge.  The 
Company is not responsible for any articles that are placed or left in a desk or elsewhere on Company 
premises that are lost, damaged, stolen or destroyed; or for any data lost or deleted from a computer or 
disk.  Therefore, employees are discouraged from bringing large sums of cash or other valuables with them 
to work.   

The Company may conduct electronic surveillance, both on company property and in company vehicles, 
through the use of visual recording devices for loss prevention and risk management purposes. Video 
surveillance will not include sound recording. 
 

Roberto Villegas
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Electronic Communications and Company Provided Technology 
The Company provides various forms of electronic communication, including, but not limited to, e-mail, 
Internet access and voicemail.  These devices are provided for each employee in communication with 
others at the Company and externally to help improve productivity, shorten the decision-making cycle, and 
meet the needs of our customers.  All electronic devices, including software and hardware, remain the sole 
property of the Company and are intended for Company business.   

Electronic communications/media may not be used in any manner (including accessing and viewing) that 
would be discriminating, harassing or obscene, or for any other purpose which is illegal or against Company 
policy. 

Employees should have no anticipation of privacy with respect to Company-provided voice mail, e-
mail, text-messages, instant messages, or any other computer or electronically based 
communications – regardless of whether such information is stored on the Company's systems or 
by an outside provider.  All systems and all information on those systems can be accessed, 
recorded and reviewed by management without prior notice at any time and for any reason, with 
the exception of personal cell phones, which will not be monitored without a compelling legal 
requirement or explicit employee consent.  

No programs/applications may be uploaded or downloaded into Company systems without permission. This 
rule protects the Company in two important respects: first, it helps avoid licensing issues; second, it protects 
Company data from the importation of unwanted viruses and/or inappropriate material. 

Any use of these systems which are not work-related including, but not limited to, instant messaging, blog 
review or maintenance, message board participation, electronic social networking (i.e. Myspace, Facebook, 
Snapchat, YouTube, Twitter, Instagram) and photo sharing is restricted.  The Company reserves the right 
to inspect the usage of these electronic communications/ media, even though such usage is not during 
work time.   

Personal Property 
The Company is not liable for damage, loss or security of personal property.  Personal items of monetary 
or emotional value should not be brought into the work area. 
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EMPLOYEE CONDUCT 

Customer Relations 
Customers are critical.  Without satisfied customers, the Company’s reputation, integrity and our positions 
are in jeopardy.  

Employees are expected to be polite, professional, courteous, prompt, and attentive to every customer. If 
you encounter an uncomfortable situation that you do not feel capable of handling, you should call your 
supervisor immediately.  

Customers are to be treated courteously and given proper attention at all times. Never regard a customer’s 
question or concern as an interruption or an annoyance. You must respond to inquiries from customers, 
whether in person by telephone or by email, promptly and professionally. 

All correspondence and documents, whether to customers or others, must be neatly prepared and error-
free. Attention to accuracy and detail in all paperwork demonstrates your commitment to those with whom 
we do business. 

Never argue with a customer. If a problem develops, or if a customer remains dissatisfied, follow department 
procedure and/or ask your supervisor or manager to intervene. 

Conflicts of Interest 
Employees are not to place themselves in a position which conflicts with the interests of the Company.  This 
not only includes publicly speaking on behalf of the Company without authorization but also receiving gifts, 
gratuities, favors, fees, compensation, or discounts which, if known, would be viewed as a kickback or 
inducement for inappropriate conduct. For guidance on identifying and avoiding potential conflicts of 
interest, please refer to the Conflict-of-Interest Code 700 form. 
 
 Outside employment may be permitted, excluding instances that may conflict or interfere with the interests 
of the company. Any violation of this policy may lead to discipline up to and including termination. 
 

Personal Relationships in the Workplace 
The employment of friends and relatives in the same area of an organization may cause conflicts of interest 
and appearances of impropriety.  In addition, personal conflicts may impact the working relationship of the 
parties.  Although the Company does not prohibit the hiring of friends and relatives of existing employees, 
the Company is committed to monitoring situations in which friends or relatives work in the same area.  In 
the event of an actual or potential conflict or issue, the Company’s response may include reassignment or 
termination of one or both of the individuals involved. For the purposes of this policy, a relative is any person 
who is related by blood or marriage, or whose relationship with an employee is similar to that of persons 
who are related by blood or marriage, or one who is a domestic partner. 
 
The Company is committed to maintaining a professional work environment where their supervisors treat 
all employees fairly and impartially.  Accordingly, supervisors are not allowed to date, or become 
romantically or intimately involved with, employees who report to them directly or indirectly.  Also, spouses 
and immediate family members are prohibited from working in job positions where they directly report to, 
or are reported to, by their spouses or family customers.  Personal relationships very often cause problems 
in the workplace, such as a lack of objectivity towards the subordinate’s job performance, the perception of 
favoritism by other employees (whether justified or not), and potential sexual harassment complaints should 
a couple break up. 
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The Company seeks to avoid misunderstandings, complaints of favoritism, claims of sexual harassment, 
and employee dissension that may result from personal or social relationships amongst 
employees. Therefore, the Company asks that if you become romantically involved with another employee 
that you disclose your relationship to an appropriate supervisor with whom you feel comfortable and/or to 
the Executive Director.  This information will be kept as confidential as possible.  For purposes of this 
provision, “romantically involved” will be interpreted broadly.  The Company reserves the right to take 
necessary and appropriate action to resolve any potential conflict of interest arising out of romantic 
involvement among employees.  Depending on the facts of the situation, such action may include 
reassignment or termination of one or both of the employees involved. The Company reserves the right not 
to transfer employees based on conflicting business considerations. 
  
Unprofessional behavior in the workplace, such as sexually related conversations, inappropriate touching 
(i.e., kissing, hugging, massaging, sitting on laps) of another employee, and any other behavior of a sexual 
nature, is prohibited. 
 

Confidential Information 
The protection of confidential, proprietary business information and trade secrets is vital to the interests and 
success of the Company. Such confidential information includes, but is not limited to, the following 
examples: 

✔ Client and consumer proprietary, secret or personal information 
✔ Financial information of the Company or clients 
✔ Marketing strategies and information related to strategic planning 
✔ Pending projects and proposals  
✔ Proprietary production processes, patent and trademark data 
✔ Personnel/payroll records 
✔ Internal communications related to Company proprietary information 
✔ Information obtained about a customer or a customers’ business or business practices 

Confidential information about the Company and its customers, employees, managers of the business, 
directors, and officers should not be divulged to anyone unless that person has a clear right to have the 
information.  When in doubt whether certain information is or is not confidential, prudence dictates not to 
disclose without first clearly establishing that such disclosure is authorized.  The basic policy of caution and 
discretion in handling confidential information extends to both internal and external disclosure.  Confidential 
information available to one employee of the Company should be shared with other employees only when 
a legitimate business need to know exists.   

In addition, the posting on the Internet of confidential information, trade secrets or proprietary information 
is forbidden, including in blogs and in e-mail communications. 

No data, documents or information regarding the business of the Company should be removed from the 
premises except as necessary to accomplish a specific Company purpose.  When the need to use or 
reference such documents is completed, such documents and all copies thereof should be returned to the 
offices of the Company. Upon termination of employment, all information and data of the Company must 
be returned.  Any copies or electronic storage of Company data must be destroyed and deleted. Use of 
such information or data for any purpose other than the specific business of the Company is strictly 
prohibited.  

Employees accessing business information remotely must take all reasonable precautions to ensure that 
no business information is viewed or accessed by non-employees, including family members or others 
sharing the employee’s household.  Employees who improperly use or disclose trade secrets or confidential 
business information will be subject to disciplinary action, including termination of employment and legal 



 

39 

action, even if they do not actually benefit from the disclosed information. 

Company Use of Employee Personal Information 
The Company collects personal and employment information on applicants and employees to comply with 
state and federal laws requiring employers to maintain records, to process payroll, to administer health 
insurance benefits and/or retirement plans, and to manage employee job performance. 

Solicitation 
Persons who are not employees of the Company shall not be allowed to solicit for any reason, whether on 
behalf of clubs, charities, political parties, labor unions, religious organizations, or for any other purposes, 
on Company premises.  Any employee who observes an outsider soliciting on Company premises must 
immediately report the occurrence to management.  No employee shall use working hours (working hours 
shall not include meal periods and rest periods) to solicit other employees who are on working time for any 
reason.  No solicitation materials of any type may be passed out by any employee, or sent electronically, 
at any working areas at any time or in any non-working areas during working time.   

Use of Company Telephone 
The Company’s telephones are intended for the use of serving our customers and in conducting the 
Company’s business.  Personal usage during business hours is discouraged except for extreme 
emergencies.  All personal telephone calls should be kept brief. To respect the rights of all employees and 
avoid miscommunication in the office, employees must inform family members and friends to limit incoming 
personal telephone calls during working hours. 

Cell Phone Policy 
While at work, employees are expected to exercise discretion in using mobile devices. Personal calls or 
other communication or mobile device activity during work hours can interfere with employee productivity, 
safety and may be distracting to others.  Employees are encouraged to make any necessary personal calls 
or handle other mobile device activity during breaks and meal periods and to ensure that friends and family 
members are aware of the Company’s policy.  Mobile devices may not be used to defame, harass, 
intimidate or threaten any other employee, customer or other individuals employees may come into contact 
with while working. Employees are prohibited from using their cell phones in any illegal, illicit, or offensive 
manner with other employees, customer or other individuals the employee may come into contact with while 
working.  The Company will not be liable for the loss or destruction of personal cellular phones brought into 
the workplace.   

Employees will be provided a stipend for using their personal cell phone for work business.  Employees 
that are issued a company cell phone are not to use their personal cell phone for any work business and 
will not receive a stipend. 

For additional guidelines and expectations, please refer to the Mobile Device Policy. 

Remote Work Policy 
The Company permits certain designated positions to work remotely, including from home or a satellite 
location, for all or part of the workweek. Remote work may be appropriate for some positions and employees 
but not for others. It is not an entitlement, not a companywide benefit, and does not change the at-will nature 
of employment or any other terms and conditions of employment. 
 
The Company reserves the right to determine eligibility for remote work and to modify or revoke remote 
work arrangements at any time. All Company policies remain fully applicable to remote employees, 
including those addressing internet and device use, confidentiality, harassment, discrimination, substance-
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free workplace standards, and overall workplace conduct. Any repeated or serious violations may result in 
disciplinary action up to and including termination. 
 
Working Hours, Availability & Expectations 
The Executive Director will regularly evaluate remote employees’ performance through check-ins, project 
updates, and performance metrics. Remote employees are expected to maintain the same level of 
productivity, quality, and availability as in-office employees. 
Employees must keep calendars updated and check email, voicemail, and messages regularly during 
scheduled hours. 
 
Employees whose work requires network access must remain logged in during scheduled working hours. 
Personal obligations (e.g., childcare, medical appointments) should be communicated in advance so 
schedules can be adjusted as needed. 
 
Remote work is not a substitute for child or adult care; dependent care must be arranged during working 
hours. 
 
Attend all required meetings unless excused by the Executive Director. 
 
To support effective communication and collaboration, remote employees must use the following tools 
during scheduled work hours: 
 

• Email – Formal communication and documentation 
• Instant Messaging (e.g., Teams, Slack) – Quick, real-time communication 
• Video Conferencing (e.g., Zoom, Teams) – Virtual meetings and team check-ins 
• Project Management Tools (e.g., Asana, Trello) – Task and project tracking 
• File Sharing (e.g., OneDrive, Google Drive) – Secure document collaboration 
• Virtual Meeting Standards 

o Minimize background noise and distractions. 
o Keep microphones muted when not speaking. 
o Video use may be encouraged but is not required unless directed. 
o Do not eat meals during meetings unless approved by the meeting host. 
o Smoking or vaping is prohibited during video meetings. 
o Company dress code applies during virtual meetings. 
o Avoid multitasking; remain fully engaged as if meeting in person. 

 
Non-Exempt Employees 
Non-exempt employees must accurately record all hours worked in the manner designated by the 
Company. Overtime or work outside the scheduled hours requires prior written approval. Employees will 
be paid for all hours worked, but working unapproved overtime may result in discipline. 
 
Non-exempt employees may not perform personal errands or non-work tasks during work hours, other than 
during paid rest breaks. If personal tasks interrupt work, employees must inform their Manager so time can 
be accurately recorded. 
 
Meal & Rest Periods (Required for Non-Exempt Employees, Encouraged for Exempt) 
The Company requires all non-exempt employees to take meal and rest breaks in accordance with 
Company policy and California law. Employees are to be relieved of all duties during breaks and may not 
respond to calls, emails, or messages. Please report any interrupted meal or rest periods to the Executive 
Director immediately. 

Work Environment & Safety 
Employees must maintain a safe, hazard-free, distraction-reduced workspace. Work-related injuries must 
be reported promptly in accordance with workers’ compensation and injury reporting procedures. 
Employees are responsible for the safety of non-business visitors at their remote work location. 
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Equipment & Materials 
The Company will determine and provide necessary equipment (e.g., laptop, headset, software). 
Equipment may be used only for legitimate Company purposes and may not be used by non-employees. 
Employees are responsible for preventing theft, damage, or unauthorized access. 
 
Any equipment malfunction or loss of internet/network access must be reported immediately. The Executive 
Director will communicate which physical items may be taken home. 
 
Return of Equipment 
All Company equipment and materials must be returned promptly if employment ends or if the remote work 
arrangement is discontinued. 
 
Security & Data Protection 
Employees must protect the Company’s confidential and proprietary information, including customer or 
patient information. This includes using secure internet connections, complex passwords, and following all 
IT security protocols. Employees may not share remote access addresses, logins, or passwords with 
anyone. Safeguarding login credentials is the employee’s responsibility. 

Expense Reimbursement 
The Company may reimburse remote employees for reasonable and necessary business expenses related 
to remote work, in accordance with the Company’s reimbursement policy. 

• Employees will be reimbursed for necessary and reasonable business expenses incurred during 
remote work. 

• Employees must submit documentation for reimbursement. 
• If an employee believes a reimbursement is insufficient, they must notify their Manager. 

 

Dress and Appearance 
Employees represent the Company and are expected to maintain a neat, professional appearance and 
good personal hygiene. Clothing and grooming should reflect good judgment, be appropriate for the 
employee’s role, and allow safe movement through office and warehouse areas. While no dress code can 
cover every situation, attire should align with the Company’s business atmosphere and demonstrate respect 
for colleagues and customers. 
 
General Guidelines 
Employees must be clean, well-groomed, and dressed appropriately for their position. 
Attire must comply with safety requirements and not interfere with job performance. 
Language, attire, and grooming should support a professional workplace. 
 
Tattoos and Piercings  
The Company permits tattoos and body piercings within these guidelines: 

• They must not pose safety risks or damage Company property. 
• They must not interfere with productivity or performance. 
• They must not be offensive or discriminatory based on legally protected characteristics. 
• They must not generate customer complaints.  

 
If concerns arise, the Company may require adjustments such as covering tattoos, removing jewelry, or 
other reasonable measures. 
 
Fragrance Sensitivity  
To accommodate employees and clients with allergies or sensitivities, minimize the use of perfumes, 
colognes, and other scented products. 
 
Compliance  
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The Company reserves the right to determine appropriate attire. Employees who do not comply may be 
asked to leave and return in proper attire; this time will be unpaid. Repeated violations may result in 
disciplinary action. 
 
Equal Opportunity  
This policy does not discriminate based on hairstyles, hair textures, or traits associated with race. The 
Company will reasonably accommodate religious attire unless doing so creates an undue hardship or safety 
concern. Requests for accommodation should be directed to the Executive Director. 

Company Equipment and Supplies 
As part of their jobs, employees will be using machinery, tools, and other equipment owned by the 
Company.  Employees must handle the equipment carefully -- abusing equipment will not be tolerated.  
Employees must immediately report any problems concerning the safety or performance of Company 
equipment, and make every effort to maintain the equipment in good condition.  Company equipment must 
only be used for Company-authorized work.  Employees may not remove Company equipment from the 
premises without prior authorization from a manager.  

Only authorized persons may purchase supplies in the name of the Company.  No employee whose regular 
duties do not include purchasing shall incur any expense on behalf of the Company or bind the Company 
by any promise or representation without prior written approval.   

Social Media and Blogging Policy 
The Company recognizes that social media, including blogging can be a valuable way to share ideas and 
connect with others. However, its use carries responsibilities to protect the Company’s reputation, 
confidentiality, and compliance with applicable laws. These guidelines apply to all forms of online 
communication, including blogs, social networking sites, forums, apps, and similar platforms. 

General Principles 
• Employees represent the Company and should exercise good judgment online. 
• The Company respects employees’ rights to maintain personal social media accounts and blogs 

but expects adherence to these standards. 
 
Key Rules 

1. Work Time and Equipment 
o Do not use social media or blog during work hours or on Company-provided devices unless 

authorized for business purposes. 
o Do not use Company email addresses for personal social media accounts. 

2. Confidentiality 
o Never disclose trade secrets, internal reports, policies, or confidential business information. 
o Confidential information includes technical data, processes, financial data, client lists, and 

marketing plans. 
3. Intellectual Property 

o Do not use the Company’s name, logo, or copyrighted material without permission. 
o Misappropriation of intellectual property may result in civil or criminal penalties. 

4. Personal Opinions 
o If you identify yourself as a Company employee, clearly state that your views are personal 

and do not represent the Company. 
5. Respect and Professionalism 

o Avoid discriminatory, defamatory, or malicious statements about the Company, coworkers, 
customers, or competitors. 

o Do not post content that could create a hostile work environment or violate anti-harassment 
policies. 

6. Accuracy 
o Be honest and correct errors promptly. 

Roberto Villegas
Replace old Social Media and Blogging policies with this policy
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o Do not share false information or rumors about the Company or its stakeholders. 
7. Legal Compliance 

o Do not share insider information or violate financial disclosure laws. 
o All Company policies on discrimination, harassment, and workplace conduct apply to online 

activity. 
 
Additional Guidelines 

• If discussing Company-related topics, you may need to disclose your employment status to comply 
with regulations. 

• The Company reserves the right to monitor publicly available content and take appropriate action 
for violations. 

• This policy does not restrict employees’ rights under the National Labor Relations Act, including 
discussing wages, hours, or working conditions. 

 
Retaliation 
The Company prohibits retaliation against employees who report policy violations or participate in 
investigations. Violations of this policy may result in disciplinary action, up to and including termination. 
For questions or clarification, contact the Executive Director.                               
 

Media Communication 
Employees are not authorized to engage in any form of communication with members of media or any 
publication on behalf of the Company regarding Company proprietary and/or confidential information.  
Employees are not to engage in providing any statements or information to members of the media or any 
other publication relating to disclosure of Company proprietary or confidential information.  Only the 
Executive Director of the Company is authorized to engage in such communication.  Should an employee 
be asked to engage in such activity, they must refer the asking party to the Executive Director of the 
Company. Nothing in this policy is designed to interfere with, restrain, or prevent employee communications 
regarding wages, hours, or other terms and conditions of employment. 

AI (Artificial Intelligence) Policy 
Generative artificial intelligence (AI) refers to AI systems that generate new text, images, or other media in 
response to user prompts. 
 
The Company recognizes that generative AI tools provide opportunities to streamline work functions and 
increase efficiency. At the same time, the use of such tools can pose risks to our operations. Therefore, the 
Company is committed to protecting the confidentiality and integrity when AI tools are used. 
 
The use of generative AI tools will be conditionally permitted and subject to approval when performing work 
for the Company. These tools should be viewed as aids to assist employees in their work and enhance 
productivity. Employees who wish to use AI tools must discuss the parameters of their use with the 
Executive Director. The use of any AI tool must comply with all applicable Company policies, as well as all 
legal and business and technology requirements and standards, including the Company’s Communications 
and Workplace Policies. 
 
The Company expressly prohibits employees from including any trade secrets or other confidential 
information in their queries or conversations with generative AI tools. No Association proprietary data may 
be submitted (copied, typed, etc.) into these platforms. This policy also prohibits the use of AI tools that 
record or summarize virtual meetings involving confidential or sensitive information unless express 
permission is granted. 
 
Many generative Al tools rely on inputs from the Internet and other potentially unverified sources. There is 
no assurance that the answers, recommendations, software code, or other output are accurate, free of 
copyrighted material, or devoid of harmful or fabricated content. As a result, all AI-generated content must 

Roberto Villegas
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be reviewed for accuracy and completeness before being used for work purposes. If a reliable source 
cannot be found to verify information generated by the AI tool, that information cannot be used for work 
purposes. 
 
Employees must include a disclosure when any content was created by or relied on AI. The disclosure may 
be removed only after the materials have been reviewed by a human and, if necessary, edited for factual 
accuracy, bias, and other errors. 
 
This policy applies to all current and future generative Al tools. Any violation of this policy may result in 
disciplinary action, up to and including termination. The Company may update and/or supplement this policy 
from time to time. 

Animals and Pets 
Animals or pets, other than service animals for disabled employees or visitors, are not allowed on the 
premises, except by permission of management.   

Smoking (Including Electronic Cigarettes) and Use of Chewing Tobacco 
The use of tobacco or non-tobacco, but related products, including cigarettes, chewing tobacco and vapor 
or e-cigarettes, is only permitted in authorized and designated locations outdoors.  Employees are strictly 
prohibited from using these products while conducting work at a customer location or when otherwise in 
the presence of a customer. 

Housekeeping 
All employees are expected to keep their work areas and partner vehicles clean and organized.  The way 
in which you maintain partner vehicles and Company property will be addressed during your performance 
review.  Employees using common areas such as lunchrooms, locker rooms, and restrooms are expected 
to clean up after themselves.  We appreciate the help of employees in maintaining the cleanliness of our 
facilities. 

Bulletin Boards and Postings 
Bulletin boards may be used to provide various types of information pertaining directly to you and your job, 
including benefits, work schedules, business information, posters and special notices.  It is your 
responsibility to read the information that may be posted.  Certain information changes frequently, so you 
should check the bulletin board on a routine basis.  Only authorized personnel are permitted to approve 
postings and/or removal of postings.   

Company Driver, Drivers Licenses, and Driving Record  
Employees in positions where the operation of a motor vehicle is an essential duty of the position must 
present and maintain a valid driver’s license and acceptable driving record, and proof of proper insurance 
coverage. Changes in your driving record must be reported to your manager immediately.  

Employees are expected to abide by all motor vehicle rules and regulations, including use of handheld 
devices.  Parking and moving violations are the responsibility of the employee. Moving violations, parking 
tickets and accidents must be reported immediately. 

Should an accident occur, employee is to get to a safe location and call any emergency personnel as 
necessary.  The employee must obtain the other driver’s information to include; name, address and 
insurance information.  An employee must report the accident to their manager immediately, when 
appropriate, after an accident.  A police report should be filed and the employee must provide information 
provided by the enforcement agency to their manager.   
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Employees are responsible for the cleanliness of the Company vehicle and should perform weekly 
inspections of the vehicle to ensure safe and proper functionality.  Any concerns about the vehicle must be 
reported immediately to a manager. 

Only Company employees are to be transported in Company vehicles.  Under no circumstance may non-
employees be transported unless it is a business purpose and permission has been obtained from the 
Executive Director. 

Each operator and passenger in a Company motor vehicle or anyone in a private vehicle used for Company 
business must use seat belts while the vehicle is being operated on or off the premises of the Company. 

For safety and security, all Company owned vehicles may be equipped with a Global Positioning System 
(GPS).  Such device may provide data regarding; location, speed, idle time, starting and stopping of the 
vehicle, etc. Questions concerning vehicle monitoring should be directed to the Executive Director. 
Questions concerning the proper use of any vehicles should be directed to your manager.  

Any employee who abuses the privilege of driving company vehicles will be subject to corrective action, up 
to and including termination of employment. If necessary, the Company will also advise law enforcement 
officials of any illegal conduct. 

Smoking is prohibited in Company vehicles. 

Violations of this policy may result in immediate termination of your employment.  

Policy Against Texting and/or Emailing While Driving 
Regardless of the circumstances, employees whose job responsibilities include regular or occasional 
driving may not use, send, read or review text messages, e-mails, access the internet or perform any other 
activity on a handheld device while driving. Employees who are charged with traffic violations resulting from 
texting, e-mailing or other use of a handheld device while driving will be solely responsible for all liabilities 
that result from such actions. Violations of this policy will result in disciplinary action, up to and including 
termination of employment. 

Additional Standards of Conduct 
Employees who violate any of the Company’s rules or standards of conduct shall be subject to disciplinary 
action, including the possibility of employment termination.   

It is impossible to list all examples of conduct which would be considered inappropriate in the workplace.  
Some of the general types of actions which are inappropriate are listed below.  This list is not intended to 
be comprehensive and is by example only: 

1. Falsification of employment records, employment information, or other Company records. 

2. Recording the work time of another employee or allowing any other employee to record your 
work time, or allowing falsification of any time card, either your own or another's. 

3. Theft or deliberate or careless damage of any Company property or the property of any 
employee or customer. 

4. Provoking a fight, fighting, or threatening violence during working hours or on the Company’s 
property. 

5. Carrying firearms or any other dangerous weapons on the Company’s premises at any time. 

6. Being under the influence of alcohol and/or drugs during working hours or at any time on the 
Company’s property, or possession, distribution, sale, transfer, or use of alcohol or illegal drugs 
in the workplace. 
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7. Deliberate destruction of any Company property or the property of any employee or client.  

8. The use of abusive or threatening language towards anyone. 

9. Insubordination, including, but not limited to, the use of abusive or threatening language 
towards anyone, or the failure or refusal to perform work as requested. 

10. Excessive tardiness and/or absenteeism, or unreported absence from work. 

11. Unauthorized use of Company equipment, time, materials, facilities, or the Company’s name. 

12. Sleeping on the job.  

13. Failure to observe work schedules, including rest and lunch periods.  

14. Engaging in criminal conduct whether or not related to job performance.  

15. Failure to timely notify an available supervisor or manager when unable to report to work.  

16. Failure to obtain permission to leave work for any reason during normal working hours.  

17. Removing or borrowing the Company’s property without prior authorization.  

18. Failure to provide a physician's certificate when requested or required to do so.  

19. Wearing extreme, unprofessional or inappropriate styles of dress while working.  

20. Using abusive or profane language at any time on the Company’s premises.  

21. Violation of any safety, health, or security rule or any other Company rules.  

22. Working overtime without authorization or refusing to work assigned overtime.  

23. Committing a fraudulent act or a breach of trust under any circumstance.  

24. Working for others during a leave of absence without advance written permission.  

25. Sexual or other unlawful or unwelcome harassment of co-workers, customers, or visitors.   

26. Unauthorized disclosure of Company trade secrets or confidential information.   

27. Unsatisfactory performance or conduct.   

28. Violation of any policy in this Handbook.   
Discipline, up to and including termination will be administered for a violation of these rules.  The Company 
reserves the right to utilize whatever disciplinary measures, including termination upon first offense, it 
deems appropriate under the circumstances.  No statement in this list or elsewhere in the Employee 
Handbook is intended to or should be taken to affect the at-will employment relationship between the 
Company and its employees. Similarly, no policy, statement or other language contained in this policy or 
elsewhere in this handbook is intended to unlawfully restrict an employee's rights to communicate or work 
with others toward altering the terms and conditions of their employment, such as communications 
regarding wages, scheduling or other terms or conditions of employment. 
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WORKPLACE SECURITY AND ANTI-VIOLENCE 

Safety 
The Company is firmly committed to maintaining a safe and healthy working environment.  All employees 
of the Company are expected to be safety conscious on the job at all times and to comply with all safety 
and health requirements established by management or federal, state or local law.  Managers are 
responsible for inspecting work areas, becoming familiar with all safety and health procedures, instructing 
employees in matters of health and safety, identifying unsafe conditions, and reporting any accidents.   

Employees must report any concerns of unsafe conditions or hazards to a manager immediately, even if 
you believe you have corrected the problem.  Employees must also immediately report any injuries in the 
workplace, regardless of how minor or insignificant the injury may appear.  If you suspect a concealed 
danger is present on Company premises, or in a product, facility, piece of equipment, process or business 
practice for which the Company is responsible, bring it to the attention of a manager.  The manager or 
designated individual will perform an assessment and arrange for the correction of any unsafe condition or 
concealed danger immediately. Refer to the Company’s Injury and Illness Prevention Program (IIPP) for 
specific procedures.  

To best protect the health and safety of our staff, employees are expected to stay at home when exhibiting 
any symptoms of illness. If an employee comes to work, and becomes ill, they are expected to inform their 
manager as soon as possible, and make any necessary arrangements. The Company reserves the right to 
send home an employee who is exhibiting symptoms of illness, or has confirmed being ill, to protect the 
health and safety of others. 

If required under applicable law, the Company will have a written IIPP.  If you have not reviewed a copy of 
this program, please contact the Executive Director. It is your responsibility to read, understand and follow 
IIPP provisions applicable to your work assignment.  The Company also will conduct periodic safety 
meetings.  The Company also provides information to employees about workplace safety and health issues 
through training sessions, bulletin board postings, memoranda, and other written communications.   

All employees are encouraged to submit suggestions concerning safety and health matters.  No employee 
will be discharged or discriminated against because of suggestions received.  Employees who violate safety 
standards, cause hazardous or dangerous situations, or fail to report or, where appropriate, remedy such 
situations may be subject to disciplinary action, including termination of employment.   

Workplace Violence 
The Company is committed to providing and maintaining a workplace that is secure and free from acts or 
threats of violence.  Security and safety in the workplace are each employee’s responsibility.  The security 
of our property and the welfare of our employees require that each employee be constantly aware of 
potential security risks. 

All employees who are issued keys to the office are responsible for their safekeeping. The last employee, 
or a designated employee, who leaves the office at the end of the business day assumes the responsibility 
to ensure that all doors are securely locked, the alarm system is armed, thermostats are set on appropriate 
evening and/or weekend settings, and all appliances and lights are turned off with the exception of the lights 
normally left on for security purposes.  Employees are not allowed on Company property after hours without 
prior authorization from the Company. 

In keeping with our commitment to provide a safe and secure workplace, the Company has established a 
Workplace Violence Prevention Program that provides “zero tolerance” for actual or threatened violence 
against co-workers, clients, visitors, and any other persons who are either on our premises or have contact 
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with employees in the course of their duties.  Compliance with this anti-violence policy is a condition of 
employment and will be evaluated together with other aspects of an employee’s performance.  Due to the 
importance of this policy, employees who violate its terms, who engage in or contribute to violent behavior, 
or who threaten others with violence will be subject to disciplinary action, possibly including immediate 
termination from employment.  

Please refer to the Workplace Violence Prevention Program for more information regarding internal 
response and reporting procedures for the below circumstances. 

Prohibited Behaviors 
 
The following examples of prohibited behavior(s) will not be tolerated and are grounds for disciplinary action 
up to and including termination: 
 

✔ The carrying of firearms, explosive devices, knives or cutting devices other than those customarily 
used in the performance of an employee’s job duties is prohibited. 

✔ Threats of physical harm either implicit or implied are prohibited.   
✔ Intimidation which includes behavior designed to inspire fear in a reasonable person by an implied 

or direct threat of violence is prohibited. 
✔ Acts of or threats of violence by any employee are strictly prohibited. 
✔ Intimidation or threats intended to pressure a person not to report possible violations of this policy 

are also prohibited.  
 
Similarly acts or threats of violence by non-employees against employees of the Company will not be 
tolerated and appropriate action will be taken. 

Identifying Potentially Violent Situations 
If you ever have concerns about a situation which may turn violent, alert any manager immediately. It is 
better to err on the side of safety than to risk having a situation escalate.   
 
The following are warning indicators of potential workplace violence which must be reported to 
management:  

✔ Intimidating, harassing, bullying, belligerent, or other inappropriate and aggressive behavior.  
✔ Numerous conflicts with customers, co-workers, or managers.  
✔ Bringing a weapon to the workplace (unless necessary for the job), making inappropriate 

references to guns, or making idle threats about using a weapon to harm someone.  
✔ Statements showing fascination with incidents of workplace violence, statements indicating 

approval of the use of violence to resolve a problem, or statements indicating identification with 
perpetrators of workplace homicides.  

✔ Statements indicating desperation (over family, financial, and other personal problems) to the point 
of contemplating suicide.  

✔ Direct or veiled threats of harm.  
✔ Substance abuse.  
✔ Extreme changes in normal behaviors.  

Reporting 
 
Each verbal or physical threat of violence must be treated seriously and reported immediately to your 
manager.  Where a violation of this policy is found, appropriate corrective action will be taken.  In situations 
where you become aware of an imminent act of violence, a threat of imminent violence, or actual violence, 
emergency assistance should be sought immediately.  Employees can report violations of this policy and 
raise any questions regarding their obligations under this policy without fear of reprisal of any kind.  
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✔ Please report any information related to the prohibited behavior listed above. 
✔ Please report if you feel threatened or under threat by any other Company employee, vendor or 

customer.  
✔ Please report if you have heard of or witnessed another employee feeling threatened or being 

threatened by any other Company employee, vendor or customer.  
✔ Please report any work areas where you feel a lack of adequate lighting is a security concern. 
✔ Please also report immediately if a perceived lack of security is preventing you from being able to 

do your job.  
 
This policy is also intended to promote workplace security by addressing situations in which outsiders come 
onto the property.  Be aware of persons loitering on the property for no apparent reason.  Immediately notify 
your manager and/or the Executive Director or the police department when unknown persons are acting in 
a suspicious manner on or around the property.  Immediately notify your manager when any keys or security 
passes are lost or misplaced.  Promptly report to your manager all incidents occurring on the property so 
that appropriate action can be taken.  

Do not enter an area where you feel under threat or where lack of lighting causes you concern. Your security 
is paramount. Never put yourself in a dangerous situation. Report any security concerns you have to 
management.  
 
If a security situation arises that causes you to feel that you, other employees or our customers are 
in imminent danger call 911.  
 
Robbery 
 
Our number one priority is the safety of our employees and customers.  If being robbed while at the office 
or any other location while on work time, follow the below guidelines:  
 

1. Stay calm. 
2. Do not resist. Do nothing that will put you or others at risk. 
3. Do not argue. 
4. Obey the robber's orders. 

✔ Let the robber know that you intend to obey. 
✔ If you are not sure of what the robber is telling you to do, ask. 

5. Give the robber the money and/or items demanded. 
6. Do not make any sudden moves.  If you must reach for something or move, tell the robber what 
to   expect. 
7. Do nothing that will agitate, threaten, surprise, or startle the robber.  
8. Do not chase or follow the robber.  (This includes customers who walk out without paying.) 
9. Focus on remembering details about the individual: 

✔ Hair color and length 
✔ Age, height, weight and voice 
✔ Clothing 
✔ Distinguishing marks; e.g., tattoos, scars 
✔ Noticeable traits; e.g., limp, accent, glasses, left or right-handed 
✔ What did he/she touch so you can preserve it for fingerprints? 
✔ Do not touch anything that may have fingerprints 

1. Call the police.  Do not hang up until they tell you to do so. 
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DRUG AND ALCOHOL POLICY 
The purpose of this policy is to: 

● Show our responsibility and commitment to ensure a safe and healthy workplace for all staff. 
● Ensure that the staff at the Company can work in an environment free of alcohol and drug use or 

abuse. 
● Outline the company’s expectations and requirements for creating and maintaining an alcohol and 

drug free work environment, and for dealing with substance abuse in the workplace. 
● Provide an opportunity to staff members with a substance use problem to get well rather than 

provide grounds to terminate the employment. 
● To establish and maintain a safe, healthy working environment for all employees; 
● To ensure the sound reputation of the Company and its employees within the community and the 

industry;  
● To reduce the number of injuries to persons or property; and 
● To reduce absenteeism and tardiness and to improve productivity. 

 
This policy applies, at the workplace, to all staff members of the Company and includes visitors and 
subcontractors inside and outside of normal scheduled working hours. 

All individuals working at the Company are expected to report fit for duty for scheduled work and be able to 
perform assigned duties safely and acceptably without any limitations due to the use or after-effects of 
alcohol, illicit drugs, non-prescription drugs, or prescribed medications or any other substance. 

Off the job and on the job involvements with alcohol or drugs can have adverse effects upon the workplace, 
the integrity of our work product, the safety of other staff, the wellbeing of our staff families, and the ability 
to accomplish the goal of an alcohol and drug free work environment. The Company therefore wants to 
emphasize that it has zero tolerance for staff who arrive at work under the influence of alcohol or drugs, 
and/or whose ability to work is impaired in any way by the consumption of alcohol or drugs, or who consume 
alcohol or drugs on Company property. 

From time to time, the Company may sponsor social or business-related events where alcohol may be 
served. This policy does not prohibit the use or consumption of alcohol at these events. However, if you 
choose to consume alcohol at such events, you must do so responsibly and maintain your obligation to 
conduct yourself properly and professionally at all times. 

The Company strictly prohibits the use, making, sale, purchase, transfer, distribution, consumption, or 
possession of drugs or alcohol on company property on or off the clock. To this end, the Company reserves 
the right to conduct searches for drugs or alcohol, including, but not limited to, searches of lockers, desks, 
packages, etc. which are on Company property or in a Company facility. Any drugs or alcohol found as a 
result of such a search will be confiscated and the occupant or user of the object searched will be subject 
to disciplinary action, up to and including termination of employment. 

AB 2188 – Marijuana Use 

You may not consume or be under the influence of marijuana while on duty or at work.   

The Company does not discriminate against employees solely on the basis of their off-duty use of 
marijuana, in accordance with AB 2188. The Company also does not discriminate against employees based 
on a drug test that finds the employee to have non-psychoactive cannabis metabolites in their hair, blood, 
urine, or other bodily fluids, in accordance with AB 2188.  
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Roles & Responsibilities 
It is the responsibility of all staff to identify concerns about an individual’s immediate ability to perform their 
job and take appropriate steps. Where necessary, they will advise a supervisor who will remove any staff 
member who is suspected of breaching this policy from Company premises, pending investigation and a 
decision on appropriate consequences including potential disciplinary action. 

Here is some guidance on how to administer this policy; however, not every situation can be predicted. 

1. If a staff member, visitor or contractor arrives at the workplace, (on company property) and you 
have reasonable cause to suspect that they are under the influence of alcohol or drugs, the 
supervisor shall immediately remove him/her from the work environment. If you have any doubt 
about whether they are, or are not impaired, you should err on the side of caution and remove 
him/her from the work environment. 

2. Unexpected circumstances can arise when an off-duty staff member is requested to work. It is the 
staff member’s responsibility to refuse the request and ask that the request be directed to another 
person if the member is under the influence of alcohol or other drugs. 

3. Staff who are prescribed medication are expected to ask their doctor if the medication will have any 
potential negative effect on job performance. They are required to report to their team leader if 
there is any potential risk, limitation or restriction for whatever reason that may require modification 
of duties or temporary reassignment , and provide appropriate medical verification on any 
restrictions in performance of their duties. 

4. If a staff member or contractor believes an employee in a more senior position is in violation of this 
policy, they are encouraged to get a second opinion where possible. They are also expected to 
notify their leader or production manager. 

5. In support of those who may have developed or are developing the disease of chemical 
dependence, all employees and contractors are required to document and report any violations of 
this policy. Any staff member, co-worker, contractor or supervisor not complying with this is 
enabling the dependence. Enabling behavior leads to ongoing health and safety concerns for an 
addicted individual and those around him or her. 

It is the intent of the Company to promote a safe, healthy and productive work environment for all 
employees.  The Company recognizes that the illegal and/or excessive use of drugs and/or alcohol is not 
conducive to safe working conditions.  It is the objective of the Company to have a workforce that is free 
from the influence of controlled substances (illegal drugs) and alcohol during work hours and at all times 
on Company premises.  The term "Company premises" includes all property, facilities, land, buildings, 
structures, automobiles, trucks and all other vehicles, whether owned, leased or used by the Company or 
its affiliates or subsidiaries. 

Substance Abuse 
The following rules represent the Company's policy concerning substance abuse: 

 
✔ The unlawful possession, manufacturing, distribution, dispensation or use of any controlled 

substance is inconsistent with the Company's objective of operating in a safe and efficient manner 
and is strictly prohibited.  Accordingly, no employee shall engage in the unlawful possession, 
manufacture, distribution, dispensation or use of any controlled substance (illegal drug) during 
working hours or at any time on Company premises.  No employee shall report to work or continue 
to work while under the influence of any drug whose manufacture, sale, dispensation, distribution, 
use or possession is unlawful. 
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✔ No employee shall use or have in his or her possession on Company premises any prescription 
medication other than medications currently prescribed by a physician for the employee.   

 
✔ The consumption of alcoholic beverages by employees engaged in the operation or maintenance 

of Company equipment and/or facilities is inconsistent with the objective of operating in a safe and 
efficient manner.  Accordingly, no employee shall use or possess alcoholic beverages on Company 
premises or during working hours except with the prior written authorization of the Owner of 
Company.  No employee shall report to work or continue to work under the influence of alcoholic 
beverages.  No alcoholic beverages shall be served at any Company function without the prior 
written authorization of the Owner. 
 

✔ The use of marijuana, with or without a prescription or recreational, on or in Company property, 
during working hours or reporting to work while under the influence of marijuana will not be 
tolerated.  

 
✔ Lockers, desks, storage areas and Company vehicles are Company property and must be 

maintained according to Company standards.  All such areas must be kept clean and are to be 
used only for work-related purposes.  The Company reserves the right, at all times and without 
further notice, to have Company representatives conduct inspections of any or all employee lockers 
and other Company property for the purpose of determining if this Policy has been violated. 

 
✔ All vehicles and containers, including bags, boxes, purses, lunch pails, brought onto Company 

premises are subject to Company inspection at any time a Company representative authorized by 
Company to make such a determination has a reasonable suspicion that a Company rule, policy 
or regulation has been violated and such an inspection is reasonably necessary in the investigation 
of such violation(s).  Such inspections will be conducted, to the extent reasonably possible, in a 
manner designed to preserve the dignity of the employee.  Inspections will be done in a private 
area, and will be conducted by a member of the same sex.  An employee who refuses to consent 
to such an inspection may be subject to disciplinary action up to and including termination. 
 

Drug Testing 

“Reasonable Suspicion” Based Testing 
 
If the Company has a reasonable suspicion that an employee is (1) intoxicated or under the influence of 
drugs or alcohol or (2) has used drugs or alcohol on Company premises or during working time, the 
employee may be directed to undergo an immediate drug and/or alcohol test at an independent licensed 
laboratory or on Company premises to determine his/her fitness for duty.  

Testing methods include, but are not limited to: urine testing, breath test and/or saliva testing or other 
methods needed necessary per the situation and in compliance with Federal, State and Local regulations 
and as further dictated by other parties such as if law enforcement should be involved. 

A reasonable suspicion may be based upon the employee’s appearance, abnormal coordination, conduct 
and/or behavior (including, but not limited to, slurred speech, bloodshot eyes, unstable movement, inability 
to comprehend and respond to questions, physical symptoms of alcohol or drug influence, lapses in 
performance, and/or the smell of alcohol on one’s breath or person). It can also include abnormal work 
performance, safety or attendance problems, dangerous safety accidents, or upon other factors constituting 
reasonable suspicion. Confidentiality of test results will be strictly maintained, with disclosure being made 
only to those with a need to know. Failure to test or failure to cooperate with and/or timely submit to a test 
will result in immediate termination. 

Reasonable suspicion-based testing may also be directed when an employee is involved in: 
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● Any accident.  If the employee works in a position where an accident may put the public, the 

employee, or a co-worker in danger of serious harm, then the employee may be tested after any 
accident.  An example of such a position may include but is not limited to a truck driver.  If the 
employee is not employed in such a position, testing as a result of an accident will occur when the 
accident results in any of the following: (1) the death of a person; (2) permanent or partial disability; 
or (3) a personal injury requiring medical attention away from the scene of the accident; or (4) 
damage to Company property, unless the Company has determined that, without any dispute, the 
incident is totally the fault of others; or 

 
● Any industrial injury.  An employee injuring himself or herself on the job or causing injury to another 

person (employee or third party) shall constitute reasonable suspicion when substance abuse may 
have been a contributing factor and shall be a basis for requiring the employee to be tested for 
drugs and alcohol. 

 
● Any physical or verbal altercation.  Any physical or verbal altercation with another employee or with 

a non-employee during working hours or at any time on Company premises unless the Company 
has determined that, without any dispute, the incident is totally the fault of others.   

 
Refusal to cooperate fully in drug and/or alcohol testing procedures under the circumstances described 
above will result in immediate termination. If the Company directs an employee to undergo drug or alcohol 
testing based upon a reasonable suspicion, the employee will be placed on unpaid leave from the time of 
the initial testing until test results are received and reviewed by the Company.  In the event drug and alcohol 
screen results are negative, the Company will convert the unpaid leave to a paid leave. The Company has 
a Zero Tolerance Drug and Alcohol Policy. It is the intent of the Company to promote a safe, healthy and 
productive work environment for all employees.  The Company recognizes that the illegal and/or excessive 
use of drugs and/or alcohol is not conducive to safe working conditions.  It is the objective of the Company 
to have a workforce that is free from the influence of controlled substances (illegal drugs) and alcohol during 
work hours and at all times on Company premises.  The term "Company premises" includes all property, 
facilities, land, buildings, structures, automobiles, trucks and all other vehicles, whether owned, leased or 
used by the Company or its affiliates or subsidiaries.  
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END OF EMPLOYMENT 

Resignations 
Employees are encouraged to provide as much advance notice of their decision to resign as possible under 
the circumstances.  Although employees have the same right as the Company to terminate the employment 
relationship at will, at any time, the Company would appreciate at least ten (10) work days’ notice of an 
intention to resign wherever it is possible to do so, in order to prepare final documents and identify and train 
a replacement.  Employees should understand, however, that circumstances may exist where the Company 
may exercise its right to accept a resignation immediately and to accelerate the final date of employment.   

Final Pay 
All employees terminated by the Company or who terminate their employment with 72 hours’ previous 
notice of their intention to resign shall receive, at the time of termination, all wages due them, including pay 
for all accrued but unused vacation. Employees who voluntarily discontinue their employment without giving 
the Company advance notice of at least 72 hours will be paid all wages and vacation entitlement due to 
them as soon as possible and in no case later than 72 hours after the time of notice of termination.   

Employees who do not report to work or contact their direct manager for two (2) consecutive days on which 
they are scheduled to work will be considered to have abandoned their position with the Company and will 
be deemed to have voluntarily resigned from the Company. Final pay will be available to be picked up at 
the work location unless the employee requests in writing that the final paycheck be mailed to an address 
designated by the employee.   

Upon end of employment, employees are expected to return all Company property in their possession, 
including keys, vehicles, handbooks, uniforms, credit cards, tools and other equipment.   

Exit Interview 
The Company may schedule an exit interview with each employee who leaves the Company, regardless of 
the reason.   
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ACKNOWLEDGMENTS 

Discrimination, Harassment and Retaliation Prevention Policy 
Acknowledgment 
I, ______________________________ [Employee], have received my copy of the Company's 
Harassment, Discrimination and Retaliation Prevention Policy. I understand and agree that it is my 
responsibility to read and familiarize myself with this policy.  

I understand that the Company is committed to providing a work environment that is free from harassment, 
discrimination and retaliation. My signature certifies that I understand that I must conform to and abide by 
the rules and requirements described in this policy. 

I also acknowledge I have received the California Civil Rights Department’s Sexual Harassment Fact 
Sheet (CRD-185).    

Dated:   By:   
        Employee 

Company Cell Phone / Personal Device Reimbursement Acknowledgement  
☐I have read and will abide by the preceding policy. I have opted to receive a flat amount per pay period 
to reimburse me for standard business use of my personal cell phone/communication devices.  

☐I have read and will abide by the preceding policy. I have requested a company issued cell phone and 
will not use my personal cell phone or other devices for any work business and will not receive a stipend.  

______________________________________________ ________________________ 
Employee Signature      Date 
 

Employee Handbook & Employment-At-Will Acknowledgement 
 
This Employee Handbook was designed to help you understand the policies and procedures of Amador 
Resource Conservation District.  We want you to enjoy a rewarding experience with us and your fellow 
employees.  If you have any questions regarding anything about the Company, please feel free to contact 
the Executive Director. 

The material contained herein reflects the policies and practices in effect at the time this handbook was 
published.  It replaces and supersedes all prior employee handbooks.  You are expected to know and follow 
these policies and procedures.  Please acknowledge your receipt of this handbook within five (5) working 
days by detaching this page and returning it signed to the Executive Director. 

I ______________________________ (Print Your Name) have received, read, and understand the 
Company’s Employee Handbook.  I understand that my continued employment is contingent upon my 
adhering to the policies and procedures contained in the handbook.  If I should need clarification of these 
policies, I will contact the Executive Director with my questions.  I also understand that both the Company 
and I reserve the right to terminate my employment at will unless specifically modified by written agreement 
and signed by the Executive Director of the Company.  This handbook is not intended to represent any 

https://calcivilrights.ca.gov/wp-content/uploads/sites/32/2020/03/Sexual-Harassment-Fact-Sheet_ENG.pdf
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binding employment contract.  The Company specifically retains the right to depart from and/or modify these 
policies by written notice to its employees. 

I further understand that nothing in this handbook is intended to unlawfully restrict my right to engage in 
any rights contained in Section 7 of the National Labor Relations Act as further addressed in the Employee 
Handbook policy contained in the Introduction section of this employee handbook.   

 

______________________________________________ ________________________ 
Employee Signature      Date 
 



 

 

TO:   BOARD OF DIRECTORS 
FROM:  Amanda Watson  
SUBJECT: Approval of Amador RCD ballot responses in the election of CARCD Board members, Bylaws and 

Resolutions. 
DATE:  February 10th, 2026 
 
Summary 
The CA Association of RCDs (CARCD) did not have a quorum of delegates from member RCDs at the Annual 
Meeting in November. As a result, no vote could take place for 1) new officers, 2) bylaws, or 3) resolutions. 
Whereas votes at the Annual Meeting would have been cast by delegates, decisions must now be made by 
a vote of the board of directors of member RCDs. Only RCDs who are members of CARCD in good standing 
are eligible to vote.  Results will be announced as early in March as possible. Amador RCD is a member in good 
standing with CARCD. The following items will be voted upon.  
 
Discussion 
Once the board completes the ballot, Amador RCD Executive Director, will submit with an electronic form to 
CARCD. 
 
Note: Suggested ballot responses are indicated with an “X” or “Yes/No”, however they may be changed as 
desired by the RCD Board.  
 
TODAY’S ACTIONS: 
1) CARCD Officer Elections:   

The slate of candidates is below, and candidate statements can be found in January Board Packet. 
President  
X Rick Gomez (Inland Empire RCD) 
Molly Watkins (San Joaquin RCD)  
Vice President 
X Peter Braudrick (Mendocino RCD) 
John James (El Dorado RCD) 
Secretary-Treasurer 
X Matthew Hurley (Sierra & Tranquility RCDs) 
 
2) Bylaws: 

Vote Yes to approve the proposed amended bylaws.  
Please note: 
Since there will be no opportunities at this time to further amend the recommended amended bylaws. The 
CARCD Bylaws Committee and Board of Directors recognize that this version may not be perfect but reminds 
members that future amendments may be made.  Furthermore, the Policy Committee is developing 
complementary Policies. 
 
3) Resolutions: 

Vote to approve, not approve or abstain for each resolution.  
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The CARCD Policy Committee provides recommendations and rationale for each of the numbered resolutions 
below.  
“X*” indicates a recommendation to refer to Policy Committee: 
 

 Approve Do Not 
Approve 

Abstain 

1. Antelope RCD moving between regions 
 

X   

2. Sustainable Funding 
 

X   

3. Comply with Bylaws 
 

 X*  

4. Establish minimum standards for conducting 
CARCD business 
 

 X*  

5. Reconvene the Policy Committee 
 

 X  

6. Establish a standing Finance Committee 
 

 X  

7. Change the dues structure 
 

 X  

8. Establish new election procedures 
 

 X*  

9. Adopt IRS recommended policies for 
charitable organizations 
 

X   

10. Ensure diverse CARCD representation 

 

 X  

 
 
Fiscal Information 
No intended fiscal impacts. 
 
Staff Recommendation 
Staff recommends the above suggested votes for the CARCD Ballot. 
 
 
 



ED Report February 2026                Page 1 of 2 

Amador RCD 
Executive Director Report 

Prepared for: February 10th 2026 Board Meeting 
 
 
 
Current Projects Updates: 
Forestry Program: 
Forest Health Assistance Program (FHAP): TZ and GL are working on NRCS clients. TZ will be conducting initial site visits 
and working on application documents for 5 clients for the April 10th RCPP ranking deadline. TZ is planning the Amador 
Forest Property Owner workshop, date TBD, location Jen Jobort property. 

Defensible Space Project: Partnership Agreement with AFPD has been executed to include a per inspection cost. TB is 
working with all county Fire Districts in the county for residents that apply in the respective districts. Due to recent 
staffing changes, the Defensible Space application period is currently on hold. The Education and Outreach Coordinator 
is a key team member needed to ensure the application can be rolled out smoothly and effectively. Project planning will 
continue under the Project Manager, and the application period will open as soon as ARCD has an Education and 
Outreach Coordinator hired and fully trained. 
   
Ag/Natural Working Land Program: 
Healthy Soil Program Technical Assistance Funding- Calaveras Rancher-to-Rancher style workshop will be held February 
21st. Staff are working on developing needs assessment questions for producers, ARCD TA Strategic Plan, and Ag. 
Program Strategic Plan.  

Hiring NWL Project Manager: Billy Synk started as the new NWL Project Manger on February 2nd.   

WCB Wildlife Habitat Installation: All structures have been delivered. Planning has started for Tuolumne and Calaveras 
Phase 2 of applications. Wildlife cameras have been assigned to participants through the 3 counties. CARCD has 
approved the hosting of a Central Sierra Pollinator Habitat Celebration, planning for this event is starting at the end of 
February, this event will be hosted in Fall 2026. 
 
WCB Pollinator Project: The agreement with Tehama RCD to support this project has been fully executed. AM and BS 
completed a site visit in early February. With support from Tehama RCD and our new NWL Project Manager, we 
anticipate being able to successfully complete a Spring 2026 planting. CARCD has also approved the use of these grant 
funds to plan and implement the project previously submitted by ARCD to BLM, which has not been awarded. This 
funding will support seeding and planting on the Crestview parcel, where AFSC recently completed a fuels reduction 
project. The project is titled “Multi-Benefit Fuel Breaks: Pollinator Restoration in Amador.” 
 
Natural and Working Lands Hub: The request for extension to the grant timeline has not yet been approved. AACT NWL 
is moving in the NWL Strategy development, which will start with needs assessments, interviews, and listening sessions 
to garner community input. The Central Sierra RCDs are now meeting regularly and working to develop a lose structure 
to help facilitate grant writing, staff sharing, and streamlined communication. Current regional projects in discussion 
involve HSP, SWEEP and funding a regional coordinator.  
 
Admin: 
Organization Development Committee: At the third committee meeting the Strategic Plan update process was discussed 
and approved by the committee for recommendation to the board.  
Bank Account: Staff is working to follow-up on setting up a meeting to get additional ACH accounts set up.  
Annual Review: all staff annual reviews are complete. 
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Staffing Updates:  
NWL Project Manager started February 2nd  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Education and Outreach Coordinator 
As of the end of February, Megan Watts will be concluding her role as the Education and Outreach Coordinator for the 
Amador Resource Conservation District. We are saddened to see Megan leave and deeply appreciate her years of 
service, dedication, and contributions to the district’s programs and community engagement efforts. We extend our 
sincere thanks to Megan and wish her the very best in her future endeavors. 
A vacancy announcement for a full-time Education and Outreach Coordinator will be released as soon as possible. 
 
Upcoming Grant Applications:  
State & Local Cybersecurity Grant: The purpose of the SL Program is to assist local governments, including special 
districts, address cybersecurity risks and threats to information systems, and improve security of critical infrastructure 
and resilience of the services these entities provide to their communities.  Due March 13th, 2026, Applicants may request 
up to $250,000. ARCD will likely apply for under $100k. 
 
Recent Grant Applications: 
NACD Annual TA Grant – Round 7 

• Application submitted to support NACD for 0.25 FTE for GL and 0.25 FTE for TZ to provide Support NRCS on non-
RCCP contracts. 

• Budget:  ~$90k submitted for a 14-month work plan. December 11th, Amador RCD will serve as the lead to bring 
funding into the region to support NRCS program and outreach/education, coordination.  

Multi-Benefit Fuel Breaks: Pollinator Restoration in Amador  
• Project will now be funded under CARCD WCB grant funding, implementation planned for Fall 2026 
• Budget: $99,906 Funding Source: BLM Pollinators Restoration NOFO 

Amador County Chipping Program – Round 3 
• Contract Fully Executed 
• Budget: $596,929 Funding Source: Calfire Wildfire Prevention -CCI or Prop 4 funding 
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