


Military Service Credit as Public Service

Employees may elect to purchase up to four years of service credit for any
continuous active military or merchant marine service prior to employment
with Padre Dam. Interested employees may obtain cost information by
contacting CalPERS Member Services Division. At the employee’s direction,
payments may be made by payroll withholding.

11.14.3 Federal Social Security

Social Security Insurance (OASI) is required by law for every Padre Dam employee under an
arrangement with the State of California Public Employees' Retirement System and the
Federal Insurance Contribution Act. Costs are shared equally between Padre Dam and
employees. The amount paid by the employee is the prevailing rate as prescribed by Federal

Law.

Retirement benefits under Social Security are payable according to the schedule published by
the Social Security Administration.

11.14.4 Insurance Benefits for Retirees

A.

Retiree Medical Benefits for District Employees Hired Before August 27, 2002

Employees hired before August 27, 2002 shall have the option of retiring under either:

a)

b)

Section 11

The formula stated in Section 11.14.4 (B), together with the additional benefits
provided there and in Sections 11.14.5 and 11.14.6 OR

With fully paid medical benefits for themselves and their spouses if they are at
least 50 years of age and have at least five years of service with Padre Dam,
and their age plus years of service equal 65.

A list of the employees eligible for this choice will be maintained in the Human
Resources Department.
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B. Retiree Medical Benefits for District Employees Hired After August 27, 2002

For all employees hired after August 27, 2002, Padre Dam will continue to pay
premiums upon existing life insurance and health insurance provided for District
employees, and at the same percentage as paid for District employees, for any
employee who has voluntarily retired from Padre Dam based on the following formula:

Minimum
Age Years of Service
50 20
51 19
52 18
53 17
54 16
55 and older 15

Any employee who voluntarily retires from Padre Dam and does not meet the above
formula, may purchase health insurance based on the following formula:

Age Years of Service Retiree Pays

50 19 10% of Premium
50 18 15% of Premium
50 17 20% of Premium
50 16 25% of Premium
50 15 30% of Premium
55 10 30% of Premium
55 11 25% of Premium
55 12 20% of Premium
55 13 15% of Premium
55 14 10% of Premium

Retirees under this section may purchase dental and vision (if available) insurances at
100% of the premium cost to Padre Dam. Retirees must pay their share of the monthly
premiums at least on a quarterly basis. It is the responsibility of the retiree to pay
their obligation on a timely basis. No statements will be sent from Padre Dam to the
retiree reminding him/her of the obligation. Any monies not received by the 15" of
the month in which the payment is due will disqualify the retiree from continuing the
dental and/or vision insurance and may not be reinstated in the future.

C. Retiree Medical Benefits for District Employees Hired after August 8, 2006

For all employees hired after August 8, 2006, Padre Dam will contribute up to $600 per
month toward the existing health insurance program provided for Padre Dam
employees, and paid by Padre Dam toward current employee health insurance, as it
may be amended by meet and confer, for both the employee and his/her
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spouse/domestic partner (as defined by California Family Code §297), at time of
retirement, based on the following schedule. Retirees must pay their share of the
monthly premiums at least on a quarterly basis. It is the responsibility of the retiree
to pay their obligation on a timely basis. No statements will be sent from Padre Dam
to the retiree reminding him/her of the obligation. Any monies not received by the
15" of the month in which the payment is due will disqualify the retiree from
continuing the medical benefits and may not be reinstated in the future.

This applies to employees who voluntarily retire, based on the following formula:

Minimum
Age Years of Service
50 20
51 19
52 18
53 17
54 16
55 and older 15

For those employees who reach the age of 60 prior to voluntarily retiring, with at least
15 years of service with Padre Dam, Padre Dam will contribute on behalf of the
retiree and spouse or surviving spouse/domestic partner up to the maximum paid for
Kaiser or Sharp Health Plan, whichever of these two plans is higher.

Said payments for retiree and spouse shall cease upon the retiree becoming Medicare
eligible.

If a retiree dies between ages 55 and Medicare eligibility, the surviving spouse will
continue to receive up to $300 per month for payment of healthcare insurance until
reaching Medicare eligibility or for a maximum of 10 years, whichever occurs first
under the same conditions as defined above.

Retirees under this section may purchase dental and vision (if available) insurances at
100% of the premium cost to the District. Retirees must pay their share of the monthly
premiums at least on a quarterly basis. It is the responsibility of the retiree to pay
their obligation on a timely basis. No statements will be sent from the District to the
retiree reminding him/her of the obligation. Any monies not received by the 15" of
the month in which the payment is due will disqualify the retiree from continuing the
dental and/or vision insurance and may not be reinstated in the future.

Health insurance coverage for the retiree employee will be coordinated with Medicare
and other benefits provided by federal and state law, and will be reduced when
retiree employee qualifies for those benefits.
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11.14.5 Insurance Benefits for Spouses or Domestic Partners of Retired Employees

A. Padre Dam will continue to pay, after retirement of an employee, under the
same terms and conditions set forth in Sections 11.14.4(A) and (B),
respectively, the premiums upon existing health insurance provided the spouses
or domestic partners of said employees at the time of retirement.

B. Health insurance coverage for the spouse or domestic partner of a Padre Dam
retiree will be coordinated with Medicare and other benefits provided by
federal and state law, and will thereby be reduced when the spouse or
domestic partner qualifies for those benefits.

C. Upon the death of a Padre Dam retiree, health insurance coverage for the
spouse or domestic partner will be continued, provided the spouse or domestic
partner keeps Padre Dam informed of his/her name, address and marital
status. In the event such spouse or domestic partner remarries, his or her
eligibility for such coverage ceases immediately and shall be terminated. This
section is under the limitations defined in Section 11.14.4(C).

D. As used herein, "spouse” shall mean the spouse of the employee at the time of
the employee's retirement and “domestic partner” shall mean those individuals
as defined by California Family Code §297 at the time of the employee’s
retirement.

E. The surviving spouse or domestic partner of an employee who dies prior to
retiring and who has met the terms and conditions necessary for retirement
and health coverage provided in Section 11.14.4 and 11.14.5, respectively,
shall be provided the same coverage for the surviving spouse's or domestic
partner’s lifetime as though the death had occurred after retirement of the
employee, subject to the limitations defined in Section 11.14.4(C).

11.14.6 Insurance Benefits for Dependents of Employees

Employees who retire after August 27, 2002 may, at the time of retirement, purchase health,
dental and vision (if available) insurance for any additional dependents at the same premium
which Padre Dam pays its providers. Retirees must pay the monthly premiums at least on a
quarterly basis. It is the responsibility of the retiree to pay the premiums on a timely basis.
No statements will be sent from Padre Dam to the retiree reminding him/her of the
obligation. Any premium not received by the 15" of the month in which the payment is due
will disqualify the retiree from continuing the dependent insurance and may not be reinstated
in the future.

Upon the death of a retiree employee, health, dental and vision (if available) insurance
coverage for the dependents will be continued, under the same terms and conditions allowed
by the insurance provider, provided the dependents keep Padre Dam informed of his/her
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name, address and dependent status and meet the obligations set forth above. In the event
other coverage is available to dependents due to the remarriage of the surviving parent, his
or her eligibility for such coverage ceases immediately and shall be terminated.

As used herein, "dependent" shall mean the dependent children (as defined by the insurance
provider) of the employee at the time of the employee's retirement.

The dependents of an employee who dies prior to retiring and who has met the terms and
conditions necessary for retirement and health coverage provided in Sections 11.14.4 and
11.14.5, respectively, shall be provided the same coverage for the dependent as though the
death had occurred after retirement of the employee. The terms and conditions provided in
Section 11.14.4 shall apply to the dependents.

11.14.7 Insurance Benefits for Out of Area Retirees

Should a retiree or surviving spouse/domestic partner of a retiree who retired under Section
11.14.4(A) or 11.14.4(B) move outside the service area of any insurance plan offered by Padre
Dam, Padre Dam will reimburse the retiree or surviving spouse/domestic partner, upon proof
of insurance and premium payment, up to the maximum paid for Kaiser or Sharp Health Plan
for non-Medicare eligible recipients or Kaiser or Secure Horizons for Medicare eligible
recipients, whichever of these two plans is higher.

11.14.8 Voluntary Elimination of Retiree Coverage

Retirees who reside out of the coverage area and are unable to utilize benefits under the
coverage programs of the District may waive all coverage under those benefits. The District
and the retiree will evenly share in any resulting premium cost savings to the District. The
savings will be distributed every six (6) months, and will be taxable to the retiree. If the
retiree returns to the area and desires to be reinstated to a program offered by Padre Dam,
they will be reinstated so long as the insurance company allows the reinstatement. If the
insurance company does not allow reinstatement, the retiree may purchase insurance and be
reimbursed by Padre Dam as provided in Section 11.14.7.

11.14.9 Other Benefits

Retirees may participate in established social functions of Padre Dam, such as the Holiday
party and picnhic, on the same basis as active employees. Retirees may also utilize the recre-
ational facilities of Santee Lakes Recreation Preserve on the same basis as active employees.
Park entry fee will be waived for active employees/retirees and their immediate families
family members. The fishing fee will be waived for retired employees only. Family members
must be accompanied by District employee/retiree with proper ID badge in order for the Park
entry fee to be waived.
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11.15 SAFETY

11.15.1 Accident Prevention

District management is concerned about the health and safety of all employees, and
employees are expected to share that concern by practicing safe working habits for their own
benefit as well as that of their fellow employees. District policy and federal law requires that
employees be provided places of employment free from recognized safety hazards, together

with proper tools and equipment necessary to accomplish their work assignment in as safe a
manner as possible. Padre Dam will conduct on-the-job safety and first aid programs for all
employees. Employees are expected to notify their supervisors immediately whenever they
have a question that concerns safety.

(NOTE: See Section 13.1, District's Safety Policy and General Rules.)

11.15.2 District Vehicles

Employees operating District vehicles are responsible for their safe operation in accordance
with the State law and District Safety Rules & Regulations. Many job classifications require
daily or periodic operation of District vehicles. Employees who are required to operate
District vehicles in performance of their jobs, either on a daily or periodic basis, are required
to hold a valid California driver's license for the class vehicle being operated. The revoking or
suspending of that license by the State of California for any reason may be sufficient cause for
dismissal. Traffic citations, except due to faulty equipment, are the employee's
responsibility.

11.15.3 Personal Vehicles for District Business

Employees operating personal vehicles while conducting District business are responsible for
their safe operation in accordance with State law and District Safety Rules & Regulations.
Employees under this section are required to hold a valid California driver’s license and be
able to show proof of financial responsibility in amounts not less than those required by the
State of California.

11.15.4 Accident Investigation and Procedure

Padre Dam shall establish an Accident Review Board consisting of the Safety & Risk Manager,
the Director of Human Resources and the Department Director of the affected Department.
The Accident Review Board shall review the circumstances of any accidents involving District
owned property or equipment or accidents involving employees driving their own vehicles
while on District business.
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When an employee is involved in an accident, after making sure all injured parties are
properly cared for, he/she should immediately notify law enforcement, his/her Supervisor
and the Safety & Risk Manager, and should not make any statement concerning the
responsibility for the accident to anyone but a District representative. This applies to
accidents that occur on public or private property. Cooperation should be extended to law
enforcement officers.

The Safety & Risk Manager, with the assistance of the appropriate Supervisor, will conduct an
accident investigation within 48 hours of the accident. The intent of the investigation will be
to determine causal factors based on the driver’s legal responsibility as defined by State law,
and the driver’s responsibility based on the preventability concept of defensive driving. The
accident investigation, law enforcement traffic collision reports, when available, driver and
witness statements and any other pertinent information shall be submitted to the Accident
Review Board to assist in its determination. All accidents will fall into one of the following
categories:

A. Category I: Non Preventable Accident is one which the employee could not have
reasonably prevented due to the circumstances of the situation. Typically, these are
accidents caused by the other party. Included in this category are those types of
accidents when a vehicle sustains damage from other than the operation of the
vehicle; for instance, a parked vehicle is struck by a tree limb or a golf ball.

B. Category II: Preventable Accident in which one or more of the following occurred:

1. The accident could have been prevented by utilizing defensive driving
techniques. These types of accidents usually result because of misjudgment of
clearance or not anticipating the other vehicle’s movements.

No personal injury to the employee or another person.
3. Vehicle and/or property damage to District or others’ property, except a
personal auto used for District business, is less than $1,000.

N

C. Category llI: Preventable Accident in which one or more of the following occurred:
1. The employee violated the Vehicle Code or a District departmental rule, policy
or procedure.
2. The accident resulted in injury to the employee or another person involved in
the accident.
3. Vehicle and/or property damage to District or others’ property, except a
personal auto used for District business, is greater than $1,000.

D. Category IV: Preventable Accident in which the employee failed to exercise
reasonable care and whose actions disregarded the safety of people and property.

The Accident Review Board shall recommend discipline in accordance with Section 11.7.17
and 11.7.18. The Department Head or designee will make the final determination regarding
actual discipline.
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11.16 SKILL ENHANCEMENT PROGRAM

In order to promote educational incentives for District employees and assist them to become
more effective in their positions, Padre Dam offers a Skill Enhancement Program. It is
expected that by participating in this program, employees will be better prepared and more
knowledgeable in performing their jobs and assisting Padre Dam in serving our customers.
The Skill Enhancement Program encourages employees to seek out pre-approved job
enhancing certifications and education, and will recognize and reward employees upon
satisfactory completion of such certifications and educational courses.

Specific conditions to be met by a participating employee for the Skill Enhancement Program
are as follows:

Eligibility:
A. Full-time regular employee;
B. Monetary awards for probationary employees will be paid upon successful

completion of probation.

Criteria:

A. All certifications and educational courses must be pre-approved by the
Department Head and General Manager for each employee;

B. Certifications and educational courses must be on the approved list.

C. Certifications and educational courses are taken on the employee’s own time
unless pre-approved by the Department Head;

D. Employees must provide evidence of satisfactory completion of certification or
at least a “C” or “Pass” for educational courses through a record transcript
from the institution;

E. All awards are one time only and may not be awarded as certifications are

renewed;

Program Monitoring: Certifications and educational courses will be reevaluated annually. In
addition, the program will be monitored annually for its effectiveness.

The Skill Enhancement Program shall be reevaluated annually prior to January 1. The
program will be reviewed for effectiveness, changes in the certifications required, and
relevant educational courses based upon new and/or changing technologies.

11.16.1 Tuition Reimbursement

Each fiscal year, Padre Dam will refund tuition fees spent by employees who take courses
through recognized colleges, universities and correspondence schools to a maximum of the
annual full-time tuition cost at San Diego State University. Padre Dam will also reimburse, in
full, all educational expenses required by the courses (i.e., books, fees, lab supplies, etc.) No
tuition refund will be made later than three (3) months after the completion of the course.
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Courses not specifically related to work performed at Padre Dam but required to obtain a pre-
approved college degree that does relate to work performed at Padre Dam may be reimbursed
as described above.

Course work and/or degrees not specifically related to the work currently performed at Padre
Dam but related to other positions within Padre Dam may be reimbursed, upon prior approval
by the Department Head and General Manager, at 50% of the rate indicated above.

Employees are required to submit applications to the Department Head before starting
courses for which tuition refund is requested. However, if this is not possible before
enrollment, the application must be submitted no later than thirty (30) days following
enrollment. In the case of correspondence courses, it is a requirement that applications for a
tuition refund be submitted and approved before the employee makes a commitment.

No tuition refund will be made later than three months after the completion of the course.

11.16.2 Certification Bonuses

Certain job classifications require that the employee possess a specific college degree and/or
certification issued by a recognized certifying entity (e.g., Department of Health, AWWA,
CWEA, State of California, etc.). In several additional classifications, certification is not a
prerequisite but advancement within those classifications is dependent on obtaining certain
specific levels of certification or education. Other courses and/or certifications provide
knowledge for employees to perform their duties more efficiently and to improve District
services.

Padre Dam shall pay the cost of obtaining any required licensing or certifications.

Padre Dam is interested in providing employees the opportunity to qualify for new
classifications when openings are available and advance within their present classifications.
For this reason, a one-time cash bonus plan for certification has been established for those
interested employees. The bonus plan is subject to District needs and requires Department
Head and General Manager approval, which approval shall not be unreasonably withheld

If an employee is denied a request for certification bonus, an appeal may be presented to the
appropriate representation group for discussion and resolution.

Water, Wastewater and Recycled Water Certificates:

Water Treatment Operator (CA Dept. of Health Serv.)

€ =0 [ $100.00
Grade 1l . s 125.00
Grade .. 150.00
Grade IV e e 275.00
GradE V. e 375.00
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Water Distribution Operator (CA Dept. of Health Serv.)

€ =0 [ $100.00
Grade 1l . e 125.00
Grade .. s 150.00
Grade IV e e 275.00
GradE V. s 375.00

€ =0 [ $100.00
Grade [l ... e 125.00
(€] 7= o [ | 150.00
Grade IV .. e e e 175.00

Wastewater Treatment Plant Operator (CA Water Resources Control Board)

€ =0 [T $100.00
Grade 1l . e 125.00
Grade .. s 150.00
Grade IV e e 275.00
GradE V.. s 375.00

€ =0 [ $100.00
Grade [l ... e 125.00
€] 1= o [ | 150.00
Grade [V .. e e 275.00

€ =0 [ $100.00
Grade [l ... e 125.00
(€] 7= o [ | 150.00
Grade IV .. e 175.00

Plant Maintenance Electrical/Instrumentation Technologist Certificate (CWEA)

€ =0 [ $100.00
Grade [l ... e 125.00
€] 7= o [ | 150.00
Grade [V .. e e 175.00

Plant Maintenance Mechanical Technologist Certificate (CWEA)

€ =0 [T $100.00
Grade [l ... e 125.00
€] 7= o [ | 150.00
Grade [V .. e 175.00
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Yo S [0} A =T (=) $100.00

Cross-Connection Specialist ......ccoeiiiiiiiiiii e 100.00
Environmental Compliance Inspector | ........ccoovvvvvvvenaaaa.t. 100.00
Instrumentation Society of America Certificate .................. 100.00
Water Conservation Practitioner |...........ccooviiiiiiiiiiaaa. .. 100.00
Electrician Certification (State of California) ..................... 275.00
Crane Operator (State of California)............coevveveiiinas. 150.00
Underground Storage Tank Operator (State of Calif.) ........... 100.00

Engineering/Construction Certificates:

Engineering-in-Training ..........ooioeiieiiieiie e eeeeeeaannnns $250.00
Professional Engineering LICENSE ......iiiiiiiiiiiie e eeeeeeaans 500.00
Land Surveyor-in-Training .........ieeiieeiiiiee e eeeeeeeaaeens 125.00
Land SUINVEYOK ...ttt ettt e e e e e e eaeaaeas 250.00
Certified Construction INSpector ..........covvvvvvivviiiiinnnnn.. 100.00
Construction Specification Institute ...l 100.00
Certified Construction Manager (CMAA) .....covvivviiiiiiiinnnnnn. 250.00
Level 1 Coating Inspector (NACE) ....iiiiiiiiiiii et 100.00
Level 2 Coating Inspector (NACE) ....uiiiiiiiiiii et 150.00
Certified Coating Inspector (NACE) ...cccevvvviiviiiiiiiiiiiiennnns 250.00
Cathodic Protection Tester (NACE) ...ccveveviveiiiiiiieeeens 100.00
Cathodic Protection Technician (NACE) ....covvvvvveeiniininnnan 150.00
Reinforced Concrete Special Inspector (ICC) ......ccceeeeeenn..... 250.00
Structural Masonry Special Inspection (ICC) ..........ccceveee.t 250.00
Structural Steel and Welding Special Inspection (ICC) .......... 250.00
Right of Way Certification (IRWA) .....ccciiiiiiiiiiieeeaanns 150.00
Sr. Member, Intl. Right of Way Association (IRWA)............... 250.00

Accounting/Finance Certificates:

Accounting Certification (SDSUZUCSD) ....cciiiiiiiiiiinnnnn.... $250.00
Certified Public Accountant............cccooiiiiiiiiiiiiiii i, 500.00
Fundamental Payroll Certification (APA) .....ccceevviiivviinaaa... 100.00
Certified Payroll Professional (APA) .....ovvvveviiiiiiiieann, 150.00

Computer Training/Certificates:

Comp TIA A+, Security+, Server+ ........oovveeeieiiiiiiiinnnnnnnnn. 100.00
Microsoft Certified Professional (MCP) or Microsoft

Office Specialist. ... e 100.00
IBM Certified Specialist ..........oooiiiii i 100.00
Microsoft Certified Desktop Support Technician (MCDST)....... 125.00
Microsoft Certified Application Developer (MCAD) or

Microsoft Certified Trainer (MCT) ....eiiiiiiiiiii e eeeeeeans 150.00
Microsoft Certified Systems Administrator (MCSA) or

Microsoft Certified Database Administrator (MCDBA)............ 175.00
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Microsoft Certified Solution Developer (MCSD) ................... 200.00
Microsoft Certified Systems Engineer (MCSE) ......ccccvvenn...... 250.00
GIS Certificate Program (SDSU) ...ccvvvviiiiiiiiiiiiaee 250.00

Special District Certificates:

Special District Board

Management Certification...........ccooiiiiiiiiiiiiiiininnnnnn, $150.00
Special District Leadership Certification
Program (ACWA/CSDA) ...ttt eeeeeeeas 250.00

Human Resources/Safety & Risk Certificates:

Human Resources Certificate (SDSU/ZUCSD) .......cvvvveeenntn $250.00
Associate Risk Manager .......oovvviiiiiiiiiiiiiiii e 300.00
Certified Safety Professional Program ............cccooiinaia... 250.00
Certified Industrial Hygienist ..........ccooiiiiiiiiiiiiiiiienennnnns 250.00
Certified Emergency Manager (CEM) .....ccovvviviiiiiiieinniinnnnns 500.00
Insurance Institute of America Certification:
Workers Compensation .........oeeeiiiiiiiiiiiiiiiii i 150.00
Property & Liability Insurance...........ccoovvvvvvviiiieiiinnnn.. 150.00
Benefits Certification/Training .......ccceeeeiiiiiiiiniiiinnenannnnns 150.00
Compensation Certification/Training...........ccevvvvvviennnnn.. 150.00
Human Resources Certified Professional (CP)
(IPMA OF SHRM) .. et ettt ea e 150.00

Miscellaneous Certificates:

Certified Park Operator.......cccceeeeiiiiiiiiieieans 250.00
Facilitator Certificate (classes attended after

WOIFK NOUFS) e e 75.00
Notary PUBLIC ... e 50.00
Qualified Applicator’s Certificate (CA Dept. of Ag.) ........... 100.00
Qualified Applicator's License (CA Dept. of Ag.) ..oeevevrnn..n. 150.00

College Degrees:*

Job Specific Job Enhancing
Associate in Arts/Science $ 500.00 $ 350.00
Bachelor in Arts/Science 1,000.00 700.00
Master of Arts/Science 500.00 350.00
Doctor of Philosophy/Science 500.00 350.00
Accredited College Certificate
Program 250.00 125.00

* It is understood that there will not be a combining of degrees for bonuses. For example, if
an Associate’s degree is part of the Bachelor’s degree program, employees will be eligible for
the bonus for the Bachelor’s degree, not both the Associate’s and Bachelor’s degrees.
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11.17 EMPLOYER-EMPLOYEE RELATIONS

The State legislature has provided in the Government Code for “"public employee
organizations.” Resolution No. 79-142 of the Board of Directors has established rules and
regulations for the administration of employer-employee relations. For formal recognition, an
employee organization must comply with its provisions.

(NOTE: See Section 12.1 for details of Employer-Employee Relations Policy.)

11.18 CREDIT UNION

District employees may participate in the San Diego County Employees Credit Union. The
credit union provides deposit and checking facilities similar to those provided by banks.
Hence, funds are protected by the National Credit Union Administration. Funds on deposit in
the checking account earn interest. Employees are immediately eligible.

11.19 AUTOMATIC DEPOSIT AND SAVINGS PLAN

Through arrangements with certain local banks, employees may elect to deposit a portion of
their net pay into their personal checking or savings accounts. Arrangements for deposits in
this manner may be made by contacting Padre Dam's Human Resources Department.

11.20 EMPLOYEES DEFERRED COMPENSATION PLAN

Padre Dam has established the Padre Dam Municipal Water District Employees Deferred
Compensation Plan, which enables employees to defer portions of their present compensation
in order to provide supplemental retirement benefits at a later date. At the same time, state
and federal income taxes are lowered. The amount deferred and interest earned thereon are
not subject to federal or state income taxes until actually received. Details of the plan and
participation agreement are available to all employees upon request.

11.21 SAFETY SHOE ALLOWANCE

Each fiscal year Padre Dam will provide an annual allowance of actual cost not to exceed
$167.00 to each employee who elects to wear hard-toe steel safety shoes on the job for foot
protection.
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11.22 EMPLOYEE BENEFIT PAMPHLETS

The employee benefits described in this section are merely a general summary of benefits
provided. The actual insurance policies and contracts define and govern the specific benefits
and eligibility requirements. Written materials containing detailed information may be
obtained from Human Resources.

11.23 DISTRICT “NO SMOKING FOR GOOD HEALTH” POLICY

Padre Dam is committed to a philosophy of good health and safety in the work environment.
In keeping with this philosophy, it is essential that all indoor work places reflect Padre Dam’s
concern for good health and safety. Therefore, smoking is not permitted in any buildings,
facilities, vehicles, or any other indoor work area, under any circumstances. Employees who
wish to smoke must limit such smoking to outside areas where there is adequate ventilation to
prevent smoke from entering non-smoking areas. This policy shall apply to both employees
and non-employees alike.

11.24 EMPLOYEE ASSISTANCE PROGRAM

Full-time regular employees and their dependents are covered by an Employee Assistance
Program paid for by Padre Dam. This program is available to assist employees who are
experiencing personal problems which may be affecting their job performance. This program
is available on a self-referral basis, however, Padre Dam shall have the right to recommend
that an employee utilize the program. While all matters discussed are confidential between
the employee and the counselor, Padre Dam reserves the right to verify that an employee has
sought the counseling recommended by Padre Dam and is following a course of action
recommended by the counselor. Employees are responsible and accountable for maintaining
satisfactory job-related standards throughout and following any participation in the Employee
Assistance Program.

11.25 PERSONNEL FILES

Each employee shall, during normal business hours, and upon reasonable advance notice, have
the right to review and inspect his/her own personnel file in the Human Resources
Department. The employee shall retain the right to respond in writing to any item placed in
his/her personnel file and have that response made a permanent part of said file. In addition,
should any employee so request, one copy will be made available to the employee of any
document which the employee has signed. The employee may also, at his/her own expense,
copy any other item from his/her personnel file.

The only other persons permitted to have access to the contents of the employee's personnel
file are a designated representative of the employee having the employee's signed
authorization, Padre Dam's authorized staff, and any persons so designated in a court issued
subpoena duces tecum.
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Employees shall receive a copy of any disciplinary action or adverse material related to job
performance which is placed in an employee's personnel file at the same time that it is placed
in the personnel file.

11.26 SUBSTANCE ABUSE TESTING POLICY

Padre Dam maintains a strict policy against being under the influence of, possession of, or the
use of unlawful drugs while on duty, while on District premises, and while operating a District
vehicle. To facilitate the administration and enforcement of this policy, Padre Dam may
require or request employees to submit to alcohol or substance abuse testing under certain
circumstances. Legally prescribed medications are excluded from this policy and permitted
only to the extent that the use of such medications does not adversely affect an employee's
work ability, job performance, or the safety of him/herself or others.

In cases where a supervisor or other District superior has reasonable suspicion to believe that
an employee possesses or is under the influence of drugs and/or alcohol and such use or
influence may adversely affect his/her job performance, or his/her safety or that of co-
workers, alcohol and/or drug screening may be ordered. This suspicion must be based on
objective symptoms, such as factors related to an employee's appearance, behavior, speech
and/or other facts. If an employee is on medically pre-scribed medication which may
adversely affect his/her work ability, job performance or safety of him/herself or others, it is
his/her responsibility to advise his/her supervisor of this fact before he/she reports to work.

Testing may also be required if an employee is found to be in possession of physical evidence,
i.e., drugs, alcohol or paraphernalia possibly connected with the use of illicit drugs. Testing
may also be required if illicit drugs and/or alcohol are found in an employee's immediate work
area. However, it should be emphasized that possession of drugs or alcohol is prohibited
whether or not it is determined that an employee also used such substances.

Alcohol and/or drug screening may be required following any significant work-related
accident or any significant violation of safety precautions or standards, whether or not an
injury resulted from such accident or violation.

Violation of this policy or failure to cooperate fully with any request to test may result in
disciplinary action up to and including termination. Padre Dam will pay the full cost of any
testing that it has requested of an employee, including the reasonable cost of any
transportation to and from the designated testing facility. To maintain the employee's
confidentiality, access to test results shall be restricted to the General Manager, or his
designee, and supervisors within the employee's chain of command.
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11.27 DRUG AND ALCOHOL POLICY PURSUANT TO DEPARTMENT OF TRANSPORTATION
REGULATIONS

Pursuant to the United States Department of Transportation ("DOT") regulations implementing
the Federal Omnibus Transportation Employee Testing Act of 1991, Padre Dam has adopted a
policy, effective January 1, 1996, prohibiting certain conduct and requiring specific testing
for alcohol and controlled substances on certain classes of employees. This policy is also
intended to comply with the U.S. Department of Transportation (DOT) and the Federal Motor
Carrier Safety Administration’s (FMCSA) regulations. These regulations also prevent
performance of any safety-sensitive function when there is a positive, adulterated, or
substituted test result. The DOT has also adopted 49 Code of Federal Regulations (CFR) Part
40, which sets standards for the collection and testing of urine and breath specimens. This
policy incorporates these federal requirements for employees operating a commercial motor
vehicle.

If any provision of this policy is inconsistent or in conflict with the DOT/FMCSA rules, the
DOT/FMCSA rules shall take precedence.

This policy works together with, and not in place of, the provisions of Padre Dam's substance
abuse testing policy set forth in Section 11.26 above. The obligations and requirements set
forth below are in addition to existing obligations and requirements set forth in that policy.

Employees shall refer any questions regarding his/her rights and obligations under this policy

to either the Director of Human Resources or Safety and Risk Manager.

11.28 PADRE DAM COMPUTER SYSTEMS

11.28.1 Policy

The use of Padre Dam automation systems, including computers, fax machines,
telephones/voice mail and all forms of Internet/Intranet access, is for Padre Dam business
and for authorized purposes. Brief and occasional personal use of the Padre Dam automation
systems is acceptable as long as it is not excessive or inappropriate, occurs during personal
time (lunch or other breaks), and does not result in expense to Padre Dam.

Use is defined as "excessive" if it interferes with normal job functions, responsiveness, or the
ability to perform daily job activities. Electronic communication should not be used to solicit
or sell products or services that are unrelated to Padre Dam's business; distract, intimidate, or
harass coworkers or third parties; or disrupt the workplace.

Use of Padre Dam's computers, networks, telephones/voice mail and Internet access is a
privilege granted by Padre Dam and may be revoked at any time for inappropriate conduct
carried out on such systems, including, but not limited to:
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e Misrepresenting oneself or Padre Dam;

e Causing congestion, disruption, disablement, alteration, or impairment of Padre Dam
networks or systems;

e Failing to log off any secure, controlled-access computer or other form of electronic
data system to which you are assigned, if you leave such computer or system
unattended;

e Defeating or attempting to defeat security restrictions on Padre Dam systems and
applications.

« Sending chain letters or participating in any way in the creation or transmission of
unsolicited commercial e-mail ("spam") that is unrelated to legitimate Padre Dam
purposes;

e Use of streaming audio and video for personal use;

- Violating the laws and regulations of the United States or any other nation or any
state, city, province, or other local jurisdiction in any way;

= Engaging in unlawful or malicious activities;

e Deliberately propagating any virus, worm, Trojan horse, trap-door program code, or
other code or file designed to disrupt, disable, impair, or otherwise harm either the
Padre Dam's networks or systems or those of any other individual or entity;

e Using abusive, profane, threatening, racist, sexist, or otherwise objectionable
language in either public or private messages;

= Sending, receiving, or accessing pornographic materials;

e Becoming involved in partisan politics;

e Maintaining, organizing, or participating in non-work-related Web logs ("blogs"), Web
journals, "chat rooms", or private/personal/instant messaging; and/or

e Using recreational games.

Using Padre Dam automation systems to access, create, view, transmit, or receive racist,
sexist, threatening, or otherwise objectionable or illegal material is strictly prohibited.
"Material" is defined as any visual, textual, or auditory entity. Such material violates Padre
Dam’s anti-harassment policies and is subject to disciplinary action. Padre Dam's electronic
mail system, Internet access, telephones/voice mail and computer systems must not be used
to violate the laws and regulations of the United States or any other nation or any state, city,
province, or other local jurisdiction in any way. Use of Padre Dam resources for illegal activity
can lead to disciplinary action, up to and including termination of employment and criminal
prosecution. Padre Dam will comply with reasonable requests from law enforcement and
regulatory agencies for logs, diaries, archives, or files on individual Internet activities, e-mail
use, telephone, voice mail and/or computer use.

Unless specifically granted in this policy, any non-business use of the Padre Dam's automation
systems (including portable computer equipment used outside of Padre Dam offices) is
expressly forbidden.

If an employee violates these policies, he/she could be subject to disciplinary action, up to
and including termination of employment.
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11.28.2 Ownership and Access

Padre Dam owns the rights to all data and files in any computer, network, voice mail or other
information system used at Padre Dam. Padre Dam also reserves the right to monitor
electronic mail messages (including personal/private/instant messaging systems) and their
content, as well as any and all use of the Internet and of computer equipment used to create,
view, or access e-mail and Internet content. Employees must be aware that the electronic
mail messages sent and received using Padre Dam equipment are not private and are subject
to viewing, downloading, inspection, release, and archiving by Padre Dam officials at all
times. Padre Dam has the right to inspect any and all files stored in private areas of the
network or on individual computers or storage media in order to assure compliance with
policy and state and federal laws. No employee may access another employee's computer,
computer files, or electronic mail messages without prior authorization from either the
employee or an appropriate Padre Dam official.

11.28.3 Internet Usage

The Internet is to be used to further Padre Dam’s mission, to provide effective service of
the highest quality to Padre Dam’s customers and staff, and to support other direct job-
related purposes. Supervisors should work with employees to determine the
appropriateness of using the Internet for professional activities and career development.
The various modes of Internet/Intranet access are Padre Dam resources and are provided
as business tools to employees who may use them for research, professional
development, and work-related communications. Limited personal use of Internet
resources is a special exception to the general prohibition against the personal use of
computer equipment and software.

Employees are individually liable for any and all damages incurred as a result of violating
Padre Dam security policy, copyright, and licensing agreements.

All Padre Dam policies and procedures apply to employees' conduct on the Internet,
especially, but not exclusively, relating to: intellectual property, confidentiality, Padre
Dam information dissemination, standards of conduct, misuse of Padre Dam resources,
anti-harassment, and information and data security.

11.28.4 Controlling User ID

The user ID is what identifies individual users to the computer system. The password
associated with the user ID is what keeps the user ID available only to a specific
individual. Passwords must be kept secret. The system will automatically require users
to change their password every three months. It is important that passwords are chosen
that are not easily guessed by others. Employees will be responsible for computer use
performed with their user ID. For employee and system protection, users will be
automatically logged off after their computer has remained idle for a predetermined
period of time.
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11.28.5 Electronic Mail

Electronic mail messages received should not be altered without the sender’'s permission;
nor should electronic mail be altered and forwarded to another user and/or
unauthorized attachments be placed on another's electronic mail message.

Electronic mail is subject at all times to monitoring, and the release of specific
information is subject to applicable state and federal laws and Padre Dam rules,
policies, and procedures on confidentiality. Existing rules, policies, and procedures
governing the sharing of confidential information also apply to the sharing of information
via commercial software. Since there is the possibility that any message could be shared
with or without your permission or knowledge, the best rule to follow in the use of
electronic mail for non-work-related information is to decide if you would post the
information on the office bulletin board with your signature.

It is a violation of Padre Dam policy for any employee, including system administrators
and supervisors, to access electronic mail and computer systems files to satisfy curiosity
about the affairs of others. Employees found to have engaged in such activities will be
subject to disciplinary action, up to and including termination of employment.

All Padre Dam information should be stored on the network. Any information stored on
an individual’s ‘C’ drive or floppy disks is not protected by backups and may be lost in
the event of corruption or drive failure.

11.28.6 Software Use

PDMWD has licensed the use of certain commercial software application programs for business
purposes. Third parties retain the ownership and distribution rights to such software. No
employee may create, use, or distribute copies of such software that are not in compliance
with the license agreements for the software. Software purchased or installed on Padre Dam
equipment must first have the approval of the appropriate department head and/or
Information Systems Manager. Software installed on a PC owned by Padre Dam and located in
an employee’s home is included.

Violation of this policy can lead to disciplinary action, up to and including termination of
employment.

11.28.7 Personal Electronic Equipment

Padre Dam prohibits the use in the workplace of any form of image/data recording device
without the express permission of Padre Dam. Employees with such devices should leave them
at home unless expressly permitted by Padre Dam to do otherwise. This provision does not
apply to designated PDMWD personnel who must use such devices in connection with their
positions of employment.

Employees should not bring personal computers to the workplace or connect them to Padre

Dam electronic systems unless expressly permitted to do so by an authorized Padre Dam
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officer. Any employee bringing a personal computing device or image/data recording device
onto Padre Dam premises thereby gives permission to Padre Dam to inspect the personal
computer or image/data recording device at any time with personnel of Padre Dam’s choosing
and to analyze any files, other data, or data storage media that may be within or connectable
to the personal computer or image/data recording device in question. Employees who do not
wish such inspections to be done on their personal computers or imaging/data devices should
not bring such items to work.

Violation of this policy, or failure to permit an inspection of any device covered by this policy,
shall result in disciplinary action, up to and possibly including immediate termination of
employment. In addition, the employee may face both civil and criminal liability from Padre
Dam or from individuals whose rights are harmed by the violation.

11.28.8 Remote Access

An employee may access a Padre Dam account from a remote location other than the site
designated for that account (e.g., telecommuting or checking e-mail while away from the
office on business) only with approval of the employee’s supervisor and Information Systems
Manager and only for Padre Dam business.

11.28.9 Anti-Virus Scans

Anti-virus software is installed on every Padre Dam computer. The Anti-virus software will
scan files from all sources, including the Internet. Anti-virus programs shall not be disabled or
changed by anyone other than Information Systems.

11.28.10 SCADA

Access to and use of Padre Dam SCADA computers is strictly forbidden without prior Padre
Dam authorization. For information and details refer to the Padre Dam SCADA User Policy
available on the Padre Dam Intranet.

11.28.11 Compliance Review

The department head will evaluate violations of the Padre Dam Computer policy and
procedures on a case-by-case basis. Violations may result in disciplinary action, up to and
including termination from employment.
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11.29 WHISTLEBLOWER POLICY

11.29.1 Whistleblowing and Investigations

Padre Dam is committed to compliance with the federal and state laws, rules and regulations
to which it is subject. These laws promote efficient and appropriate use of public funds and
enable Padre Dam to achieve its mission. Padre Dam's internal controls and operating
procedures are intended to prevent and detect improper activities. However, Padre Dam may
not always be able to prevent or detect these activities. Therefore, Padre Dam relies on
employees to bring suspected improper activities to its attention ("blow the whistle").

Employees are encouraged to bring any potential violation of applicable laws, rules or
regulations to the attention of their department head (or to any other member of the
Management Team). If the employee believes that the issue requires the involvement of the
General Manager, due to the seriousness of the conduct or the persons involved, the
employee should contact the General Manager or the Human Resources Department.

Padre Dam will take all appropriate steps to thoroughly evaluate any potential violations or
noncompliance with applicable federal and state laws, rules and regulations which are
brought to its attention. Padre Dam will determine when circumstances warrant an
investigation and the appropriate investigative process to be followed, in accordance with
applicable law. Confidentiality will be maintained to the extent possible within the
limitations of the law and the legitimate need to know in order to carry out an investigation.
Release of an employee's name may be required pursuant to a subpoena or in other
circumstances as required by law. In addition, an employee's public testimony may be
necessary to prove the case against the alleged wrongdoer. Further, Padre Dam will no longer
be obligated to maintain such confidence if an employee self-discloses their identity publicly.

In addition the California Attorney General's Office maintains a Whistleblower Hotline which
employees may call to report possible violation of federal and state laws, rules and
regulations. Information on the Hotline is posted on bulletin boards around Padre Dam.

11.29.2 Whistleblower Protection

Padre Dam will not retaliate against any employee who reports to Padre Dam, or any other
government or law enforcement agency, a potential violation of the federal or state laws,
rules and regulations based on a reasonable belief that such violation has occurred. In
addition, Padre Dam will not retaliate against an employee for refusing to participate in an
activity that would result in a violation of federal or state laws, rules and regulations. Padre
Dam will not take any adverse actions against an employee for exercising these rights relating
to another employer. Padre Dam also will not knowingly permit this form of retaliation by
management employees or co-workers.
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Employees who believe they have been subject to any form of retaliation based on exercising
their rights as a whistleblower should promptly report the conduct to their supervisor or
department head (or to any other member of the management team) who will take action
consistent with Padre Dam’s policy against harassment as described in Section 16.19.

Employees may be subject to discipline, up to and including termination, for making
accusations of improper conduct or retaliation, which they do not reasonably believe to be
true.
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List of Ordinances amending Section 11:

2001-01
2001-03

2001-04
2001-06

2001-08

2002-02

2002-05

Section 11

adopted January 9, 2001, Sections 11.7.11 & 11.7.12, District Vehicle Commuter Use
adopted February 13, 2001, Section 11.7.10, Board of Directors Mileage
Reimbursement

adopted April 10, 2001, Section 11.7.11, District Vehicle Commuter Use

adopted April 24, 2001, Section 11.7.10, Employee/Director Travel; Section 11.16,
Tuition Refunds/Certification Bonus

adopted August 14, 2001, Sections 11.3.A and 11.3.E, Equal Opportunity Policy;
Section 11.4.2, Competitive Challenge; Section 11.7.4, Work Scheduling; Section
11.7.6, Meal and Break Periods; Section 11.7.8, Uniforms and Coveralls; Section
11.7.9, Care of Clothing; Section 11.7.10, Shorts and T-Shirts; Section 11.7.11,
Contribution to PERS; Section 11.8.1, Paydays; Section 11.8.13, Filling Vacancies;
Section 11.8.16, Overtime and Compensatory Time Off; Section 11.8.19, Call Back
Policy; Section 11.9.3, Group Life Insurance, Active Employees; Section 11.12,
Holidays; Section 11.13.2.A, Jury, Military, Civic Duty; Section 11.21, Safety Shoe
Allowance

adopted January 22, 2002, adding Section 11.13.8, Domestic Violence Leave Act, and
amending Section 11.27, Drug & Alcohol Policy.

adopted August 27, 2002, amending Section 11.4.1, Contracting Out; Section 11.4.2,
Competitive Challenge; Section 11.4.3, Gain Sharing; Section 11.7.6, Meal and Break
Periods; Section 11.7.8, Uniforms and Coveralls; Section 11.7.17, Disciplinary Action;
Section 11.7.18, Disciplinary Procedures for Permanent Employees; Section 11.8.2,
Implementation of 2002 Compensation Study; Section 11.8.3, Salary Adjustments;
adding Section 11.8.4, Y-Rating Defined; Section 11.8.7, Salary Classification;
Section 11.8.8, Performance Rating/Salary Review; Section 11.8.9, Compensation
Policy; deleted Section 11.8.9, Market Premium Pay; Section 11.8.10, Future Salary
Surveys; added Section 11.8.11, Pay for Performance Plan; Section 11.8.12,
Management Team Salaries; Section 11.8.16, After-Hour Duty Personnel and Policy
Statement; Section 11.8.17, Overtime and Compensatory Time Off; Section 11.8.18,
Temporary/Seasonal Employment; Section 11.8.20, Call Back Policy; Section 11.9.1,
Group Health Insurance; Section 11.9.10, Section 125 Reimbursement Plan; Section
11.10.1, Sick Leave Accumulation; Section 11.11.1, Accumulation for Non-Exempt
Management & Confidential Employees; Section 11.11.2, Accumulation for
Management Team Members and Exempt Management and Confidential Employees;
Section 11.12, Holidays; Section 11.13.2, Jury, Military, Civic Duty; Section 11.14.1,
Retirement - General; Section 11.14.2, Public Employees’ Retirement System
(“PERS™); Section 11.14.3, Federal Social Security; Section 11.14.4, Insurance
Benefits for Retirees; added Section 11.14.6, Insurance Benefits for Dependents of
Employees; Section 11.15.2, District Vehicles; Section 11.16, Skill Enhancement
Program; Section 11.16.2, Certification Bonuses; Section 11.21, Safety Shoe
Allowance; deleted Section 11.23, No Smoking Policy; added Section 11.23, District
“No Smoking For Good Health” Policy.
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2002-6

2003-01

2004-03

2005-04

2005-06

2005-07

2006-07

2006-08

2007-01
2007-02
2007-06

2008-03
2008-07

2008-12

29352v7

Section 11

adopted November 12, 2002, amending Section 11.8.17, Overtime and Compensatory
Time Off; Section 11.9.3, Group Life Insurance; Section 11.9.5 Group Long-Term
Disability Insurance; Section 11.9.10, Section 125 Reimbursement Plan; and Section
11.14.2, Public Employee’s Retirement System (PERS)

adopted February 11, 2003, amending Section 11.14.4 Insurance Benefits for
Retirees; Section 11.14.5 Insurance Benefits for Spouses of Employees

adopted February 24, 2004, amending Sections 11.7.12, Employee-Director
Travel/Conference Expense; 11.7.17, Disciplinary Action; 11.9.3, Group Life
Insurance; 11.9.4, Supplemental Life Insurance; 11.9.11, Board Cafeteria; Plan;
11.14.4, Insurance Benefits for Retirees; 11.14.5, Insurance Benefits for Spouses of
Retirees; 11.15.2, District Vehicles; 11.15.3, Employee Insurability; 11.15.4,
Accident Investigation and Procedure; 11.16.2, Certification Bonus; 11.28. District
Computer System; 11.29, Whistle Blower Policy

adopted 3/22/05 amending Section 11, Employment Practices and Policies,
Subsection 11.16.2, Certification Bonuses, and 11.27, Drug and Alcohol Policy
adopted 6/14/05 amending Section 11.8.17 Positions exempt from Overtime
(including exempt status, employee association status, and title changes)

adopted 10/25/05 adding Section 11.11.5, Accelerated Vacation Option for
Recruitment/Retention

adopted 8/8/06, amending Sections 11.7.8, Uniforms & Coveralls; 11.7.13, District
Vehicle Commuter Use; 11.8.17, Overtime & CTO

adopted 8/22/06, adding Sections 11.14.4 and 11.14.5, Insurance Benefits for
Retirees and Insurance Benefits for Spouses of Employees

adopted 4/10/07 amending Section 11 to reflect changes adopted in Ethics Policy
adopted 5/22/07 amending Section 11 to reflect changes agreed upon in MOUs
adopted 6/26/07 removing Section 11.8.6, Salary Classification, and amending
Section 11.14.9, Other Benefits

adopted 2/26/08 amending Sections 11.8.9, 11.8.14, 11.10.2, and 11.13.4

adopted 7/8/08 amending Employment Practices and Policies, Subsections 11.13.2,
July, Military, Civic Duty, and 11.13.9, Modified Work Due to Iliness or Injury
adopted 12/9/08 amending Employment Practices and Policies, section 11.13.9,
Modified Work Due to Iliness or Injury.
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SECTION 12 EMPLOYER-EMPLOYEE RELATIONS

12.1 PURPOSE

The purpose of these rules and regulations is to implement the Meyers-Milias Brown Act
(Chapter 10, Division 4, Title 1 of the Government Code of the State of California,
commencing with Section 3500), by providing orderly procedures for the administration of
employer-employee relations between the District and employee organizations.

12.2 DEFINITIONS

As used herein:

A. "Board of Directors" means the Board of Directors of the District.
B. "District" means the Padre Dam Municipal Water District.
C. "Employee" means any person employed by the District other than a member of

the Board of Directors.

D. "Employee organization" means any organization which includes employees of
the District, and which has as one of its primary purposes the representation of
such employees in their employment relations with the District.

E. "General Manager" means the General Manager of the District.

F. "Recognized employee organization” means an employee organization that has
fully and currently complied with the requirements of subsections 8, 9, and 11
of these rules and regulations, and has been formally acknowledged by the
Board of Directors as an employee organization that represents employees of
the District.

G. "Secretary" means the Secretary of the District.

12.3 RIGHT OF EMPLOYEES TO JOIN EMPLOYEE ORGANIZATIONS

Employees shall have the right to form, join and participate in the activities of employee
organizations of their own choosing for the purpose of representation on all matters of
employer-employee relations.

12.4 RIGHT OF EMPLOYEES TO ABSTAIN FROM JOINING EMPLOYEE ORGANIZATIONS

Employees shall have the right to refuse to join or to refuse to participate in the activities of
employee organizations.
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12.5 RIGHT OF EMPLOYEES TO REPRESENT THEMSELVES

Employees shall have the right to represent themselves individually in their employment with
the District. A member of an employee organization, who at any time wishes to represent
himself or herself individually in his or her employment relations with the District, may do so
upon filing a written statement to that effect with the Secretary. The employee shall not be
considered as being represented by an employee organization while such an unrevoked
written statement is on file.

12.6 DISCRIMINATION PROHIBITED

Employees shall not be discriminated against, interfered with, intimidated, restrained or
coerced (by either the District or employee organizations) because they form, join and
participate in the activities of employee organizations; they refuse to join, or refuse to
participate in the activities of employee organizations; or they represent themselves
individually in their employment relations with the District.

12.7 MANAGEMENT AND CONFIDENTIAL EMPLOYEES

The duties and powers of the employees in the positions hereafter listed are of such a nature
that they are classified as being engaged in duties related to management or in duties
designated as confidential. Such employees may not be members of or represent any
employee organization which represents other employees of the District on matters within the
scope of representation. Such employees may be members of an employee organization
whose membership consists solely of management and confidential employees, and may
represent such organization on matters within the scope of representation:

Accounting Manager

Administrative Assistant (Department Secretary and Higher)
Assistant Operations Manager

Board Secretary

Customer Service Manager

Director of Communications

Director of Engineering and Planning
Director of Finance

Director of Human Resources

Director of Operations and Water Quality
Director of Park and Campground
Engineer (Supervisory Level)

Engineering Staff Assistant

Engineering Manager

General Manager

Human Resources Specialist

Information Systems Manager

Operations Manager

Plant Manager

Safety and Risk Manager
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12.8 RECOGNITION REQUIREMENTS

An employee organization that seeks formal acknowledgment by the Board of Directors as a
recognized employee organization representing employees of the District shall file with the
General Manager a petition, verified under penalty of perjury by a duly authorized officer of
the organization, containing the following information and documentation:

A.

B.

Section 12

Name and address of the employee organization.
Names and titles of its officers.

Names of employee organization representatives who are authorized to
represent its members.

A statement whether the employee organization is a chapter or local of, or
affiliated directly or indirectly in any manner with a regional, state, national or
international organization, and if so, the name and address of each such
regional, state, national or international organization.

Copies of the employee organization's constitution and by-laws.

A designation of those persons, not exceeding two in number, and their
addresses, to whom notice sent by regular United States mail will be deemed
sufficient notice to the employee organization for any purpose.

A statement that the employee organization recognizes that the provisions of
Section
923 of the California Labor Code are not applicable to District employees.

A statement that the employee organization has no restriction on membership
based upon race, color, creed, religion, sex, marital status, pregnancy,
national origin, ancestry, age, physical handicap or medical condition (as
defined by law).

The names of all District employees currently represented by the employee
organization.

A statement that the employee organization has in its possession written proof,
dated within three months of the date upon which the petition is filed, to
establish that such employees have designated in writing the employee
organization to represent them in their employment relations with the District.

A request that the Board of Directors formally acknowledge the petitioner as
are recognized employee organization that represents employees of the
District.
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12.9 RECOGNITION

A.

Employees may be classified into at least two units: (1) management and
confidential employees and (2) all other permanent full-time and permanent
part-time employees. Employees may create bargaining units containing
specific job classifications and excluding other job classifications.

An employee organization shall not be recognized unless the majority of all
employees of the District within the specified unit have authorized the
employee organization to represent them by a vote of said employees. Upon
recognition by the Board of Directors, said recognized employee organization
shall have the right to represent District employees within the specified unit
subject to the right of an employee to represent himself or herself as provided
in Section 12.5 hereof.

Recognition of an employee organization formally recognized as the majority
representative of a specified unit pursuant to a vote of the employees may be
revoked by a majority vote of the employees after a period of not less than 12
months following the date of such recognition. A vote shall be held by secret
ballot upon a petition filed with the Secretary and signed by at least 30 percent
of the employees within that specified unit.

12.10 PROCESSING OF RECOGNITION PETITION

Within a reasonable time after receipt of a petition, the General Manager shall:

A.

Determine whether (1) the petition fully complies with the requirements of
these rules and regulations; (2) the petitioner represents a majority of the
employees of the District within the specified unit; and (3) the petitioner
gualifies as a recognized employee organization. In so doing, the General
Manager may require the employee organization to submit such written proof
as the employee organization has that it has been designated by the listed
employees to represent them, including all written authorizations signed by
employees designating the employee organization to represent them.

Submit the petition to the Board of Directors with a report as to the General
Manager's determinations and his recommendations regarding formal
recognition.

12.11 DETERMINATION BY BOARD OF DIRECTORS

Within a reasonable time after receipt of the report and recommendations of the General
Manager, the Board of Directors shall determine if the petitioner qualifies as a recognized
employee organization. The Board of Directors may direct the General Manager to make
further determinations to assist the Board of Directors in making its decision. The Board of
Directors shall formally acknowledge that the petitioner is a recognized employee
organization if the petitioner qualifies as such under these rules and regulations.

Section 12
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12.12 CURRENT INFORMATION

The information contained in the petition shall be kept current by the recognized employee
organization. The General Manager may, from time to time, require verification by the
recognized employee organization of any information contained in the petition (and current
supplements thereto), including submission of such written proof as the recognized employee
organization has that it has been designated by the listed employees to represent them.

12.13 INTERNAL ASSOCIATION MATTERS

The District recognizes the right of any recognized employee organization to govern its
internal affairs.

12.14 REPRESENTATION OF MEMBERS

Subject to these rules and regulations, as they may be from time to time amended, a
recognized employee organization shall have the right to represent all District employees
within the specified unit in such employees' employment relations with the District, except
those who have elected to represent themselves pursuant to Section 12.5.

12.15 SCOPE OF REPRESENTATION

The scope of representation may include all matters relating to employment conditions and
employer-employee relations, including, but not limited to, wages, hours and other terms and
conditions of employment; except, however, that the scope of representation shall not
include consideration of the merits, necessity or organization of any service or activity
provided by law or established by the District.

12.16 DISTRICT REPRESENTATIVES

The General Manager is appointed as the District's Employee Relations Officer to meet and
confer with representatives of a recognized employee organization and with employees who
wish to represent themselves individually. The General Manager may designate an employee
listed in Section 12.7 hereof to meet and confer on his behalf. The Board of Directors may
appoint one or more other representatives, including one or more members of the Board, to
assist the Employee Relations Officer or to act as the Employee Relations Officer in place of
the General Manager on specific matters.

12.17 CONFERENCES

The Employee Relations Officer shall, upon written request, meet and confer in good faith
regarding wages, hours and other terms and conditions of employment with the
representatives of any recognized employee organization and shall consider fully such
presentations as are made on behalf of employees who are members of such recognized
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employee organization. The Employee Relations Officer shall, upon written request, meet
and confer in good faith regarding wages, hours and other terms and conditions of
employment with the employees who wish to represent themselves individually, and shall
consider fully such presentations as are made by them. Such meetings and conferences shall
be held within a reasonable time written request, which shall set forth the matter(s) desired
to be presented. The Employee Relations Officer may utilize other staff of the District to
assist him and to attend conferences with him.

In the event that any Memorandum of Understanding exists with a procedure different than as
stated above, the Memorandum of Understanding shall prevail.

Meet and confer sessions for future memoranda of understanding shall commence on a date
so that negotiations may be completed, if possible, by the first Board of Directors meeting in
June of that year.

"Meet and confer in good faith" means that the Employee Relations Officer and
representatives of each recognized employee organization, or individual employees, shall
have the mutual obligation personally to meet and confer promptly upon written request by
either party, and to continue for a reasonable period of time in order to exchange freely
information, opinions and proposals, and to endeavor to reach agreement on matters within
the scope of representation, prior to adoption by the District of its final budget for the
ensuing fiscal year. However, the parties may meet and confer, upon written request, at
other times during the year.

12.18 MEMORANDUM OF UNDERSTANDING

If agreement is reached by the Employee Relations Officer and a recognized employee
organization, they shall jointly prepare a written Memorandum of such Understanding, signed
by the Employee Relations Officer and the representative of the recognized employee
organization, which shall not be binding, and present it to the Board of Directors for
determination. If approved by the Board of Directors, the Memorandum of Understanding
shall constitute a contract between the District and the recognized employee organization.

The terms and conditions of any Memorandum of Understanding shall be approved by

resolution of the Board of Directors and shall supersede all other ordinances and resolutions
conflicting with the terms of the Memorandum of Understanding.

12.19 FAILURE TO AGREE

If after a reasonable period of time, representatives of the District and a recognized
employee organization fail to reach agreement, the Board of Directors and the recognized
employee organization may agree upon the appointment of a mediator mutually agreeable to
the parties. Costs of mediation shall be divided one-half to the District and one-half to the
recognized employee organization. Nothing provided herein shall require either party to
agree to the appointment of a mediator.
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12.20 CLOSED SESSIONS

Pursuant to Section 54957.6(a) of the Government Code, the Board of Directors may hold
closed sessions with the Employee Relations Officer and other staff members who are
assisting him/her prior to and during consultations and discussions with representatives of an
employee organization regarding the salaries, salary schedules or compensation paid in the
form of fringe benefits of employees in order to review the Board's position and to instruct
the Employee Relations Officer.

12.21 REASONABLE TIME OFF TO MEET AND CONFER

Each recognized employee organization may select not more than four employee members of
the organization to attend scheduled meetings with the Employee Relations Officer on
subjects within the scope of representation during regular work hours without loss of
compensation. Should any Memorandum of Understanding provide for additional employee
members, the Memorandum of Understanding shall prevail. Where circumstances warrant, the
General Manager may approve the attendance at such meetings of additional employee
representatives without loss of compensation. Each employee organization shall submit the
names of the employee representatives to the General Manager at least three working days in
advance of such meetings. Any such meeting is subject to scheduling by the General Manager
in @ manner consistent with operating needs and work schedules of the District.

12.22 ADVANCE NOTICE

Except as hereinafter provided in this section, reasonable written notice shall be given to a
recognized employee organization affected by any ordinance, rule, resolution or regulations
directly relating to matters within the scope of representation proposed to be adopted by the
Board of Directors and each shall be given the opportunity to meet with the Board of
Directors prior to adoption.

In cases of emergency, when the Board of Directors determines that an ordinance, rule,
resolution or regulation must be adopted immediately without prior notice or meeting with a
recognized employee organization, the Board of Directors shall provide such notice and
opportunity to meet at the earliest possible time following the adoption of such ordinance,
rule, resolution or regulation.

12.23 NOTICE OF BOARD OF DIRECTORS MEETINGS

The District will post on District bulletin boards a copy of the District Board's regular public
meeting agenda in advance of the regular Board meeting.

12.24 GRIEVANCE PROCEDURES

An employee who is dissatisfied with any aspect of his or her employment should review the
matter with his/her immediate supervisor. If the matter is not resolved to the satisfaction of
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the employee, the employee may submit the matter to the next level of supervision, and, if
necessary, to the department head. If the matter is not resolved to the satisfaction of the
employee by the foregoing process, the employee shall have the right to submit the matter to
the General Manager for resolution. Any matter submitted to the General Manager shall be in
writing.

If the employee is a member of a recognized employee organization, he or she may be
represented by a representative of the organization in presenting his or her grievance as
provided in this section.

Should any recognized employee organization have a Memorandum of Understanding that

provides for a grievance procedure different than as stated above, the Memorandum of
Understanding shall prevail.

12.25 USE OF BULLETIN BOARDS

A recognized employee organization shall have adequate space made available in conspicuous
locations at each facility operated by the District for the purpose of posting bargaining agent
notices to members of the bargaining unit.

12.26 ACTIVITIES ON DISTRICT'S PREMISES

Membership meetings, organizing activities, membership campaigns, or dues collecting by a
recognized employee organization or its representatives on District premises or at work
locations during business hours shall not be permitted. Authorized non-employee
representatives of a recognized employee organization will be given access to work locations
during working hours to:

A. Post bulletins on bulletin boards without unreasonable interference with
employee work.

B. Investigate matters relating to employer-employee relations only if such
investigation cannot be conducted elsewhere, unless such access to given work
locations would constitute a safety hazard or would interfere with the
operations of the District.

Access to work locations may be regulated by the General Manager so as not to constitute a
safety hazard or interfere with operations of the District. Representatives of a recognized
employee organization shall not enter a work location without the consent of the General
Manager or his designee in his absence.

Each recognized employee organization shall give the Director of Human Resources a written
list of such authorized representatives. Only those people whose names appear on the
current list shall be granted access under this section. (Ord. No. 95-12, 11-14-95)
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12.27 AVAILABILITY OF DATA

The District will make available to a recognized employee organization such non-confidential
information pertaining to employment relations as is contained in the public records of the
District, subject to the limitations of the California Public Records Act (Government Code
886250-60). Requests for such information shall be made to the General Manager, and such
information shall be made available during regular office hours, after payment of reasonable
costs of duplication if duplication is requested. Nothing herein shall be construed as requiring
the District to furnish confidential information or to do research, to assemble information or
to compile data.

12.28  STRIKES AND LOCKOUTS

There shall be no strikes, work stoppages or slowdowns, nor shall there be any lockouts during
the life of any Memorandum of Understanding. Any disputes arising for any reason shall be
settled through the Grievance Procedure, Section 12.24.

12.29 AMENDMENTS

The Board of Directors may amend these rules and regulations by changes, additions or
deletions. Except in emergencies, such amendments shall be adopted after consultation in
good faith with representatives of all recognized employee organizations, and copies of
proposed rules and regulations shall be posted on District bulletin boards at least seven days
before adoption.
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List of Ordinances amending Section 12:

1995-12 adopted November 14, 1995, Section 12.7, Management and Confidential
Employees; Section 12.26, Activities on District’s Premises

2001-08 adopted August 14, 2001, Section 12.7, Management and Confidential Employees
2002-04 adopted April 23, 2002, Section 12.7, Management and Confidential Employees
2002-05 adopted August 27, 2002, Section 12.7, Management and Confidential Employees
2006-07 adopted August 8, 2006, Section 12.7, Management and Confidential Employees

2008-03 adopted February 26, 2008, Section 12.7, Management and Confidential
Employees
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SECTION 13 EMPLOYEE SAFETY

13.1 INJURY & ILLNESS PREVENTION PROGRAM

The Padre Dam Municipal Water District believes that safe working conditions for all its
employees can be attained through adequate supervision, frequent review of safety practices,
including ongoing training and proper use of tools and equipment, by use of appropriate
safety devices and procedures, and by complete job instruction.

The District has established and maintains a District-wide Injury & Illness Prevention Program
pursuant to Title 8 Section 3203 (a) of the California Code of Regulations. Section 13
represents the written program required by Title 8 Section 3203 (a). In addition to Section
13, there are established procedures, employee training, written safety rules and regulations
and written programs specific to certain occupational exposures.

13.1.1 Basic Principles

To make the safety program effective, the following basic principles regarding safety
awareness must be recognized:

A. Accidents can and must be reduced in number.

B. Prevention of accidents is an operating responsibility.

C. It is possible to eliminate operating hazards.

D. All employees must understand it is to their advantage as well as the District's

to work safely and they are expected to achieve this objective.

E. Active and responsible supervision is a vital factor in carrying out a successful
safety program.

F. Safety awareness is good business as it affects humanity, efficiency and
economy.

13.1.2 General Responsibilities

The General Manager is responsible for implementing the Injury & Iliness Prevention Program
for the District. The General Manager has delegated authority and assigned responsibilities
for safety to the Safety & Risk Manager, department heads, managers and supervisors.
However, all employees are responsible for compliance with District Safety Rules and
Regulations, for promptly reporting to their supervisor any hazardous conditions or procedures
that affect them, their fellow workers or the general public.
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13.1.3 Compliance with Healthy and Safe Work Practices

The District’s Injury & lliness Prevention Program ensures that employees comply with healthy
and safe work practices. Substantial compliance with this provision includes recognition of
employees who follow safe and healthy work practices, training and retraining programs,
disciplinary action, rewards for safety suggestions and any other such means that ensure
employee compliance with safe and healthy work practices.

A.

Section 13

Employees who fail to comply with safety rules will be subject to disciplinary
action, up to and including termination. Supervisors will observe the following
disciplinary procedures:

1.

Verbal Warning. This warning will be documented, signed by the
employee and may be placed in the employee's personnel file.

Written Warning. This warning will outline the nature of the offense,
the necessary corrective action, a deadline for correcting the offense,
and a statement as to the next disciplinary step should the corrective
action not be taken.

Suspension Without Pay. Should the appropriate corrective action not
be taken after the above disciplinary steps, employees will be subject
to three (3) working days suspension without pay. In addition,
employees may be immediately subject to suspension without pay for a
separate serious safety violation.

Reassignment. Should an employee fail to take corrective action as
stated above, management retains the right to reassign the employee to
a different position which will remove him/her from the subject safety
rule. Should such reassignment be to a lower classification, the
employee's salary will be appropriately reduced. Nothing in this
paragraph shall restrict management from terminating the employee in
lieu of such reclassification.

Termination. The employee will be subject to immediate
termination if the above disciplinary steps do not result in corrective
action. Documentation describing the above mentioned efforts to
correct the behavior must be present in the employee's personnel file
before termination will occur.

Management and supervisors will be subject to disciplinary action for the
following reasons:

1.

2.

Repeated safety rule violations by the District, supervisors or
department employees.

Failure to provide adequate training prior to job assignment.
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3. Failure to report accidents and provide medical attention to employees
injured at work.

4. Failure to control unsafe conditions or work practices.

5. Failure to maintain good housekeeping standard and cleanliness in their
departments.

6. Failure to correct safety deficiencies when noted.

7. Failure to provide and maintain proper equipment in a safe operating
manner.

Supervisors who fail to maintain high standards of safety within their departments may be
demoted or terminated after three (3) documented warnings have been received during any
calendar year.

13.1.4 Communication

The written Injury & lliness Prevention Program is just one way the District communicates
with its employees in matters relating to occupational safety and health. The Program
includes provisions designed to encourage employees to inform the District of any hazards at
the worksite without fear of reprisal. The District provides release time for employees to
attend safety meetings, training and retraining programs, and communicates with employees
both orally and in writing to ensure safe work practices. Anonymous reports of safety
concerns are investigated immediately by the District. A District-Wide Safety Committee
meets monthly and minutes of the meetings are posted in all District facilities.

13.1.5 Identification of Job Hazards

The District has implemented procedures for identifying and evaluating workplace hazards;
including scheduled periodic inspections to identify unsafe conditions and work practices. In
addition, whenever the District is aware of a new or previously unrecognized hazard, the
District will investigate and correct the hazard and ensure the safety of all employees.
Whenever new substances, processes, procedures or equipment are introduced to the
workplace, all supervisors have been delegated the responsibility for reviewing safety
procedures, establishing guidelines for safe use of the new equipment and instructing
employees on the proper use of the product and/or equipment.

13.1.6 Injury & lliness Reporting

Any employee injured on the job, or who has an occupational illness, is required to
immediately report the injury or occupational illness to his/her supervisor. Supervisors are
required to prepare an Accident Investigation Report that is subsequently reviewed by the
Safety & Risk Manager and the Safety Committee. The supervisor meets with the injured
worker to review safety guidelines and procedures to correct unsafe work practices, if any.
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13.1.7 Correcting Unsafe Conditions

The District’s Injury & lliness Prevention Program includes methods for correcting unsafe or
unhealthy conditions, work practices and work procedures in a timely manner. All employees
have the responsibility to report unsafe conditions and accidents immediately to their
supervisor. Unsafe conditions, noticed through periodic inspections or through Safety
Committee inspections, are corrected immediately. Supervisors are expected to conduct on-
the-job training, to observe employee performance and correct employees when necessary to
ensure that safe procedures are followed.

13.1.8 Employee Training Program

The District’s Safety Rules & Regulations are provided to each new employee and work is
arranged so that the employee has an opportunity to read and study them during the first ten
days of employment. Supervisors instruct employees who are given new job assignments for
which job training has not previously been received. In addition, the District provides
training whenever new substances, procedures, processes or equipment are introduced into
the workplace and represent a new hazard. The District investigates any report of a new or
unrecognized hazard. Supervisors, through the Safety Rules & Regulations, are to be aware of
the hazards to which employees directly under their control are exposed.

13.2 WORKPLACE VIOLENCE PREVENTION

Padre Dam Municipal Water District is committed to providing its employees a work
environment that is safe and secure. Consistent with this policy, the District will work with
employees to maintain a workplace free from threats or acts of physical violence, including
intimidation, harassment, coercion or other disruptive behavior.

13.2.1 Definitions

The following definitions apply:

A. Workplace violence means acts of violence against an employee or member of
the public, threats to inflict physical harm or damage to property, or any
purposeful or knowing behavior which would cause a reasonable person to feel
threatened with physical harm. Workplace violence may be committed by an
employee or non-employee. Workplace violence does not include reasonable
force to defend oneself or others.

B. Bullying is the use of physical or verbal coercion to obtain control over others
or to be habitually cruel to others.

C. Physical assault is the attempt to act to strike or touch a person or that
person’s property with intent to cause hurt or harm.
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D. Stalking is the persistent following, contacting, watching or any other such
threatening actions that compromise the peace of mind or the personal safety
of the individual.

E. Verbal abuse is the use of speech, writing or gestures that is threatening,
insulting, intimidating, obscene, crude or derogatory directed at an individual
or group, face-to-face or by any electronic communications with the intent to
cause a person fear or injury.

F. Weapon is any firearm, whether loaded or unloaded, or any other device
designed as a weapon or, through its use, is capable of producing bodily harm
or death; or imitation weapon or any other device or instrument which is, or
can be used to threaten or cause bodily harm or death.

G. Possession is defined as having a weapon on one’s person, or in an area subject
to one’s control in a District owned property.

13.2.2 Policy

No person, including but not limited to employees, relatives of employees, customers,
vendors, contractors shall engage in violence, threats, physical assault, battery, harassment,
verbal abuse, stalking, bullying, intimidation or other disruptive behavior in the workplace.

All threats will be taken seriously, not dismissed as harmless joking or “blowing off steam”.

Unless authorized to do so, no employee or former employee shall possess or bring to the
worksite, on their person, or in their belongings or vehicle, any non-job related weapons of
any type. If authorized to carry or possess a weapon in connection with job duties,
employees shall use the weapon only in accordance with manufacturer’s directions, specific
training procedures and all applicable District, State and Federal laws.

When employees witness any instances of any person violating this policy, they shall make a
report immediately to their Supervisor, Department Head, Director of Human Resources or
General Manager.

13.2.3 Reporting and Investigation Procedures

Reports of incidents may be made verbally or in writing, using the Workplace Violence/Threat
Report, to a Supervisor, Manager, Department Head, Director of Human Resources or General
Manager.

The District will form a Threat Assessment Team consisting of:

Director of Human Resources

Safety & Risk Manager

Employee Assistance Plan Representative
Department Head(s) of affected departments
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The Threat Assessment Team is responsible for the following:

1. Assessing the District’s readiness for dealing with workplace violence. This will
include a review of physical facilities, security measures and employee
training.

2. Making recommendations to improve security and training.

3. Serving as liaison with specialized resources from the community.

4. As assigned by the Director of Human Resources, conducting investigations of

identified situations where workplace violence has occurred, or is alleged to
have occurred, or where it is likely to occur.

5. Advising appropriate follow-up actions such as EAP counseling, Fitness for Duty
examination or discipline for employees engaging in workplace violence or
threats of violence.

Specific procedures about prohibited behavior, employee and Supervisor responsibilities, how

to report threats or acts of violence as described in this policy shall be incorporated into the
Employee Life Safety Guide.

13.3 WORKPLACE SECURITY

The District recognizes that there is no substitute for employee awareness about general
security and strives to maintain an environment in which employees will report suspicious
activities in and around District facilities. Toward this end, the District adopts the following
security policy:

13.3.1 Employee Security

All employees are required to wear an identification badge while on District property. Field
workers in a District issued uniform are not required to wear an identification badge but are
required to have it with them at all times while on District property .

All visitors to District facilities are required to wear a GUEST badge, sign in at each District
facility and show the receptionist photo identification. To the extent possible, all visitors to
District facilities are to be accompanied by a District employee.

13.3.2 Facility Security

Any suspicious activity that requires immediate law enforcement attention is to be reported
immediately by calling 9-911 from a District land line phone or 911 from a District cell phone.
Other suspicious signs or activities are to be reported immediately to the Safety & Risk
Manager.
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All instances of intrusion, vandalism or other unlawful activity on District property are to be
reported to law enforcement.

Employees are responsible for building security. The last employee to leave a facility is
responsible for making sure the alarm is set and the doors are locked.
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List of Ordinances amending Section 13:

Ord. 2001-09 adopted 08/28/01, rewriting Section 13
Ord. 2003-02 adopted 05/13/03, adding 13.2 Workplace Violence Prevention

Ord. 2004-04 adopted 03/23/04, adding 13.3 Workplace Security
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SECTION 14 DISTRICT ADMINISTRATION POLICY

14.1 POLICY FOR ADMINISTRATION OF THE DISTRICT

The purpose of this policy is to codify applicable provisions of the California Water Code and
the California Government Code, and policies for the administration of the Board and
management of the District. In addition to compliance with this section, the Board must also
comply with Section 20, “Code of Ethics & Ethical Behavior.” If any provision within these
sections is found to be inconsistent with applicable statutes, the law shall govern.

14.2 GOVERNING BODY OF THE DISTRICT

The Board of Directors is the governing body of the District [Water Code §71270].

14.2.1 Powers and Duties of the Board of Directors

All powers, privileges and duties vested in or imposed upon the District by law and the
Municipal Water District Act of 1911 shall be exercised and performed by the Board of
Directors [Water Code §71300] as a body, except as the Board shall delegate executive,
administrative and ministerial powers to officers and employees of the District [Water Code
§71301].

The Board may delegate and redelegate to the officers of the district, under such conditions
and restrictions as shall be fixed by the Board, the power to bind the district by contract
[Water Code §71309].

The Board may require and fix the amount of all of fiscal bonds necessary for the protection
of the funds and property of the district [Water Code §71306]. The Board shall designate a
depository or depositories to have custody of the funds of the District [Water Code §71311],
and may issue bonds, borrow money and incur indebtedness as authorized by law [Water Code
§71312.5].

It shall be the responsibility of the Board to assure the District is well managed and responsive
to the interests of those it represents, to comply with the law and use powers lawfully, to
safeguard the assets of the District, to appoint a General Manager and legal counsel, and to
determine the objectives and policies of the District.

14.2.2 Authority of Individual Board Members

Individual Board members, except as provided herein or otherwise authorized by the Board,
shall have no power to act for the District or the Board, or to direct the staff of the District in
the performance of their duties. This shall not preclude individual Board members from
making reasonable requests for information or staff assistance through the General Manager.
Any information provided to an individual Board member shall also be available to other
members of the Board, or to the Board as a body.
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14.2.3 Quorum and Voting Requirements

A majority of the Board of Directors shall constitute a quorum for the transaction of business.
No ordinance, resolution or motion shall be passed without three affirmative votes [Water
Code §71274].

14.2.4 Official Seal of the District

The official seal of the District bearing the words "Padre Dam Municipal Water District,
founded November 23, 1955," the impression of which is hereby affixed to this page, was
adopted by the Board in accordance with the law [Water Code §71591, Resolution No. 77-2].

14.3 MEMBERS OF THE BOARD OF DIRECTORS

14.3.1 Divisions of the District

The Board of Directors of Padre Dam Municipal Water District consists of five directors, each
representing a division of the District. Each director shall be a resident of the division for
which he or she is elected [Water Code §71250].

Boundary lines of the divisions are established by the Board, and may be relocated prior to
each election [Water Code §71540-1].

14.3.2 Elections and Terms of Office

Elections are held in accordance with the Uniform District Election Law. (Water Code §71505,
Elections Code 823500 et seq.) Each director is elected for a term of four years, and shall
assume office at 12:00 noon on the first Monday after the first day of January following the
election [Water Code §71253, Gov. Code §24200].

The terms of office are staggered so that elections are held in November of each even-
numbered year. Directors representing Divisions 2 and 4 are elected each leap year, and
directors representing Divisions 1, 3 and 5 are elected in the intervening even-numbered
election years.

Each director shall file an official oath of office prior to assuming office on the Board, and
such oaths shall be filed with the Clerk of the County Board of Supervisors.

14.3.3 Financial Disclosure Statements

Directors shall disclose their private economic interests by filing statements as required under
the Political Reform Act of 1974, and the District's Conflict of Interest Code, and shall
disqualify them selves from participating in decisions in which they have a financial interest.
Directors shall also file candidate and officeholder campaign statements, as required by the
Political Reform Act.
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14.3.4 Appointment in Lieu of Election

If only one person, or if no person has been nominated for the office of director by the 83rd
day before the election, the Board may request the County Board of Supervisors to make an
appointment prior to the last Monday before the last Friday in November in which the
election was held [Elections Code, §23520].

14.3.5 Appointment to Fill a Vacancy

Whenever a vacancy occurs in the office of director, the remaining directors shall, within 60
days after the vacancy occurs, appoint a qualified person to hold office for the remainder of
the unexpired term, or call an election to fill the vacancy [Water Code §71254, Gov. Code
§1780].

If the Board determines to fill the vacancy by appointment, a notice of vacancy must be
posted in three or more conspicuous places in the District, at least 15 days before the
appointment is made. The Board may determine whether it desires additional publicity
regarding the vacancy by the publication of a notice or other methods.

As an alternative to making an appointment, the remaining members of the Board may within
60 days of the vacancy call an election to fill the vacancy. If the Board neither fills the
vacancy nor calls an election, the Board of Supervisors may fill the vacancy within 90 days of
the date of the vacancy, or may order the District to call an election. If the Board of
Supervisors fails to act, the District must call an election.

A director appointed to fill a vacancy may assume office immediately upon appointment and
the execution of an oath of office.

14.4 OFFICERS OF THE BOARD

At its first meeting in the month of January of each year, the Board shall elect one of its
members as President and one of its members as Vice President [Ord. 99-12; Water Code
§71273].

The Board shall appoint, by majority vote, a Secretary, Treasurer, Attorney, General Manager
and Auditor, who shall serve at the pleasure of the Board, and shall define their duties and fix
their compensation, or their compensation range if a District employee. The Board may at
any meeting appoint an Assistant Secretary and an Assistant Treasurer [Water Code §71340].
The Secretary, Treasurer, Assistant Secretary and Assistant Treasurer may, but need not be
members of the Board.

The Board shall review the compensation of the General Manager at a special meeting held
during the month of December of each year, and shall reach a decision regarding such
compensation at that meeting.

The Board shall conduct an annual performance evaluation review, in Closed Session, of the
Attorney and Law Firm in which the Attorney represents, and shall communicate the results
of this evaluation in letter form to provide performance feedback on an annual basis.
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The Board may create any necessary offices and establish the powers and duties of all officers
[Water Code §71305].

14.4.1 President

The President shall preside over the meetings of the Board of Directors in accordance with
established rules of procedure, and shall maintain order and decorum. The President shall
authenticate by signature all official records of the District as required by law or as directed
by a majority vote of the Board.

It shall be the responsibility of the President to set the time and place for any special
meeting of the Board, and to appoint, with Board confirmation, any standing and ad hoc
committees of the Board and representatives to outside organizations, as may be required.

The President shall carry out such other duties and responsibilities as required or imposed by
law or a majority vote of the Board [Water Code §71360].

14.4.2 Vice President

If the President is absent or unable to act, the Vice President shall exercise the powers of the
President granted by law [Water Code §71273].

14.4.3 Secretary

The Secretary of the District shall authenticate all official records of the District, certify all
records wherever required, and maintain custody of the District seal and the official records
of the District in a safe location. The Secretary shall determine whether any record
requested by the public is exempt from disclosure under the California Public Records Act,
subject to appeal to the Board of Directors [Gov. Code §6255, District's Standard Practices
and Policies 815].

It shall be the duty of the Secretary to record the actions of the Board, to prepare Board
agendas, minutes, resolutions and ordinances, and to provide notice as required by law of any
regular adjourned or special meeting, or any hearing before the Board. The Secretary shall
receive all documents addressed to the Board and prepare related correspondence.

In the absence of the President and Vice President, the Secretary shall call any meeting to
order and shall preside until election of a chairman pro tem who shall then exercise the
powers of the President at such meeting. If all members are absent from any regular or
adjourned meeting, the Secretary shall declare the meeting adjourned to a stated time and
place for lack of a quorum, and shall post a proper notice of such adjournment. [Gov. Code.
§54955]

The Secretary shall serve as filing officer for statements of economic interest filed by
designated employees, under the District's conflict of interest code, and shall serve as
receiving officer for state statements filed by directors and the General Manager, to be
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forwarded to the Clerk of the County Board of Supervisors as the filing officer. The Secretary
shall perform other related duties, as set forth by the Fair Political Practices Commission in
818118 of Title 2 of the California Code of Regulations.

The Secretary shall be responsible for coordinating proceedings for District boundary changes,
and filing of official documents related to the election and appointment of directors with
appropriate govern mental agencies, as may be required by law.

The Secretary shall perform such other duties and responsibilities as may be imposed by law
or by a majority vote of the Board of Directors [Water Code §71360], or by the General
Manager if the Secretary is a District employee.

In the event the Secretary is absent or unable to act, the Assistant Secretary shall perform
the duties and exercise the powers of the Secretary.

14.4.4 Treasurer

In conjunction with the Finance Committee, the Treasurer shall determine that all moneys of
the District are properly managed through delegation to the Director of Finance. The
Director of Finance shall provide regular periodic financial reports evidencing proper money
usage and management. Authorized disbursements are to be made consistent with the Board
adopted purchasing policy. Investments are to be made consistent with Board approved
investment policy.

The Treasurer shall serve as a member of the District’s Finance Committee and will review
and cause to be presented to the Board regular disbursement and investment reports. The
Treasurer shall cause a comprehensive annual financial report to be prepared, and the
Investment Policy of the District to be reviewed at least annually.

In the absence of the Treasurer, the duties of the Treasurer shall be performed by the
Assistant Treasurer.

14.5 COMMITTEES OF THE BOARD

Committees of less than a quorum of the Board may be created to study and advise the full
Board regarding certain areas of concern. The President shall appoint two members and an
alternate, with consent of the Board, and appropriate staff will be assigned by the General
Manager to serve on each committee. Committees shall meet as determined by their
members or as requested by staff.

The Board retains all powers, privileges and duties to exercise and perform the business of
the District, and committees of the Board are not empowered to act for the Board. Meetings
of Board Standing Committees are subject to the Ralph M. Brown Act. Full Board discussion
and public comment on committee recommendations shall be encouraged prior to Board
action.
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14.5.1 Committees of the Whole

If at any time during a Standing Committee meeting a quorum of the Board is present, then
the meeting will continue as a Committee of the Whole. Actions taken pursuant to the posted
agenda, whether taken by the Committee or the Committee as a Whole, shall be actions
within the purview of the Committee and shall be deemed recommendations of the
Committee.

14.5.2 Ad Hoc or Special Committees

The President may appoint, with Board confirmation, ad hoc or special committees, as
needed, to undertake specific assignments on behalf of the Board. Such a committee shall
exist for a specified term or until its assigned responsibilities are completed.

14.6 BOARD MEETING AGENDAS

Board meeting agendas are prepared, posted and distributed in accordance with provisions of
the Ralph M. Brown Act, as set forth in 854950 et seq. of the Government Code.

14.6.1 72-Hour Requirement to Post

At least 72 hours prior to a regular meeting, the Secretary shall post, or cause to be posted,
an agenda specifying the time and location of the meeting, in a place that is freely accessible
to members of the public [Gov. Code §54954.2(a)].

14.6.2 Agenda ltem Descriptions

The agenda for a regular meeting shall contain a brief general description of each item of
business to be transacted or discussed at the meeting [Gov. Code 854954.2(a)].

The agenda for regular or special meetings may provide a consent calendar for routine items.
An information agenda may also be provided for reports by Board members, District Counsel,
and the General Manager, or other items not requiring action.

14.6.3 Non-Agenda ltems

No action shall be taken on any item not appearing on the posted agenda [Gov. Code
854954.2(a)], except as follows [Gov. Code 854954.2(b)]:

A. When a majority of the Board decides there is an emergency situation, as
defined in 854956.5 of the Government Code.

B. When two-thirds of the members [or all members if less than two-thirds are
present that the need to take action arose subsequent to the agenda being
posted.

C. The item appeared on the agenda of, and was continued from a meeting held

not more than five days earlier.
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14.6.4 Opportunity for Public Comment

Every agenda for regular meetings shall provide an opportunity for members of the public to
address the Board on matters of interest to the public that are within the subject matter
jurisdiction [Gov. Code 854954.3(a)]-

The Secretary shall provide mailed notices of all meetings to any property owner within the
District who has filed a written request with the Secretary [Gov. Code §54954.1]. An annual
subscription of $20 is required for this service.

14.6.5 Agenda Preparation

The Secretary of the Board is responsible for preparing the agenda and assembling all
supporting documents, including staff and committee recommendations, reports and exhibits.
Agenda items are generated by staff, and submitted to the General Manager for approval
before being placed on the agenda. Directors may also initiate items to be placed on Board
agendas.

Agenda items requested by the public must be received no later than 5 p.m. on Friday of the
week preceding agenda posting. Earlier deadlines may be established by staff as necessary to
allow sufficient time for preparation of related staff reports.

14.6.6 Agenda Distribution

The agenda, along with related documents, is published and distributed to members of the
Board and administrative staff no later than five days prior to the next meeting. Exceptions
may be due to a holiday or some emergency, in which case distribution may be delayed. Any
supplemental documents should be delivered no later than one day prior to the meeting.

The complete Board agenda and related documents will be made available to the public in
the Board Room and at the front counter of the District Administration Building. The agenda
will be made available on the District’s website and may also be mailed to local newspapers,
other public agencies, the District's auditor and insurance agent, and property owners, firms
or individuals who subscribe on an annual basis [Gov. Code §54954.1].

Any person desiring to receive copies of the Board agenda summary by mail shall make a
request in writing to the Secretary, and shall pay in advance an annual fee of $20 [Gov. Code
854954.5(e)]. Any person may obtain from the Secretary copies of agenda backup materials,
upon payment of the standard fee charged for copies of public records accordance with the
public records policy.

Any person desiring to receive copies of the complete Board agenda by mail shall make a
request in writing to the Secretary, and shall pay in advance an annual fee of $768.00 for
hard copies or $120 for CD Rom.
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14.6.7 Agendas and Related Materials as Public Records

Notwithstanding provisions of the Public Records Act, Agendas and other writings are public
records upon distribution to all or a majority of the members of the Board for discussion or
consideration during a Board meeting, except for items exempt from public disclosure under
Government Code 86253.5, §6254 or §6254.7 of the California Public Records Act [Gov. Code
§54957.5(a)].

Public record materials distributed prior to commencement of the Board meeting, or during
the meeting and prior to their discussion, shall be made available immediately for public
inspection [Gov. Code §54957.5(a) and (b)].

Public record materials distributed during their discussion in a Board meeting shall be made

available for public inspection immediately or as soon there after as practicable [Gov. Code
§54957.5(c)].

14.7 MEETINGS OF THE BOARD OF DIRECTORS

14.7.1 Regular Meetings

Regular meetings of the Board of Directors shall be held on the second and fourth Tuesdays of
each month, at 3:30 p.m. in the Board Room of the District Administration Building, at 9300
Fanita Parkway, Santee, California (Resolution No. 77-1]. In the event a regular meeting date
falls on a holiday, such regular meeting shall be held on the next day following.

All meetings of the Board shall be held in conformance with the provisions of the Ralph M.
Brown Act, as set forth in 854950 et seq. of the Government Code.

14.7.2 Special Meetings

Special meetings of the Board of Directors may be called at the time and in the manner
provided by law [Gov. Code §54956].

Written notice must be delivered personally or by mail to each member of the Board and to
members of the media requesting such notice in writing, at least 24 hours before the time of
the meeting as specified in the notice, The notice shall state the time and place and the
business to be transacted, and no other business shall be transacted. The notice shall also be
posted at least 24 hours before the meeting in a site freely accessible to the public. The
written notice may be dispensed with under conditions set forth in the law. [Gov. Code
§54956].

Emergency meetings may be held under these same provisions, when prompt action is needed
because of actual or threatened disruption of public facilities or the public health and/or
safety, except that the 24-hour notice is not required. [Gov. Code §854056.5].
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14.7.3 Adjourned Meetings

A regular or special meeting may be adjourned and re-adjourned to a time and place
specified in the order of adjournment [Gov. Code 854955]. Less than a quorum may so
adjourn a meeting, and if no member of the Board is present, the Secretary may adjourn the
meeting. A notice of such adjournment must be posted within 24 hours at or near the door of
the place where the meeting was held.

A public hearing can be continued in the same manner, except that a copy of the notice of
continuance must be posted immediately after the meeting. If the hearing is continued to a
time less than 24 hours after the time specified in the notice of hearing, a copy of the notice
of continuance of hearing shall be posted immediately following the meeting at which the
hearing was ordered to be continued. [Gov. Code §54955.1]

14.7.4 Closed Meetings

The Board may hold a closed session only as authorized by the Brown Act, where restrictions
are more fully described under Government Code §54956 et seq. The general reason for the
closed session must be made public, either before or after the meeting, and in certain cases
additional information must be disclosed. Only members of the Board, plus any necessary
support staff or any witnesses, shall attend, and all others shall be excluded.

The Board shall publicly report at the public meeting during which the closed session is held,
or at its next public meeting, any action taken during a closed session, and any roll call vote
thereon, to appoint, employ or dismiss a public employee arising out of closed session [Gov.
Code 854947.1].

The Board may designate the Secretary or other officer to keep and enter in a minute book a
record of the topics discussed and decisions made during a closed meeting. The closed
session minute book and any staff reports or related documents are not public records, and
shall be available only to members of the Board. Such minute book may consist of a tape
recording [Gov. Code §54957.2].

The Board may hold a closed meeting only for the following purposes: [Gov. Code §54956.8-
54957].

A. To consider the appointment, employment, performance evaluation or
dismissal of an employee, or to hear complaints brought against such
employee, unless the employee requests a public hearing. The Board may not
set salaries, discuss financial or budget matters, reclassify positions or
reorganize a department.

B. To give instructions to negotiators regarding real estate transactions or labor
negotiations.

C. To discuss matters posing a threat to public or national security.
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D. To meet with its legal counsel to discuss pending or potential litigation, or to
consider initiating litigation, [Gov. Code 854956.9(a), (b) and (c)]. The Board's
legal counsel shall prepare and submit a memorandum stating the specific
reasons and the legal authority for the closed session, either before the closed
session or within one week thereafter, and such memorandum shall not be a
public document [Gov. Code §54956.9].

14.8 RIGHT OF PUBLIC TO PARTICIPATE IN BOARD MEETINGS

14.8.1 Meetings to be Open and Public

All meetings except closed meetings shall be open and public, and all persons shall be
permitted to attend any meeting of the Board of Directors, except as here in after provided
under the law [Gov. Code §54953(a)].

Any person attending an open and public meeting of the Board shall have the right to tape
record the proceedings, unless it is determined by the Board that such recording would
constitute a disruption of the proceedings [Gov. Code §54953.5].

14.8.2 Public not Required to Register Attendance

Members of the public are not required, as a condition to attendance of a Board meeting, to
register his or her name or provide any other information. Any attendance list circulated or
otherwise made available in the Board Room shall state that signing or registering is
voluntary. [Gov. Code §54953.3]

14.8.3 Right of the Public to Address the Board

Members of the public may address the Board regarding items of interest to the public which
are within the subject matter jurisdiction of the Board, providing that no action shall be
taken on any item not appear appearing on the agenda, unless otherwise authorized under
Government Code §54954.2(b).

The Board may require speakers to state their name and address for the record. Persons
desiring to address the Board regarding items listed on the agenda are asked to present a
speaker's slip to the Board President or the Secretary prior to the meeting, indicating their
name and address, and the agenda item on which they wish to speak.

The Board may limit the total amount of time allocated to public testimony on particular
issues and for each individual speaker [Gov. Code §54954.3(b)].

The public may also address the Board by written communication submitted to the President
or to the Secretary, prior to or during the meeting.

14.8.4 Meetings Closed to the Public

Part or all of a regular, special or adjourned meeting may be closed to the public under
special conditions, as described herein in Section 14.7.4.
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14.9 BOARD MEETING PROCEDURES

14.9.1 Board Actions and Voting Procedures

The Board shall act only by resolution, ordinance or action upon a motion duly made,
seconded and passed [Water Code §71276]. The vote of a majority of the Board is sufficient
for most official actions. Three affirmative votes shall constitute a majority.

All ordinances require a roll call vote, and the results thereto shall be entered into the record
of proceedings [Water Code §71277]. The Board shall adopt an ordinance when required by
law or to amend either the District's Rules and Regulations or the Standard Practices and
Policies. Ordinances normally take effect in 30 days unless otherwise stated. An urgency
ordinance requires a majority of four votes, and specific reasons for such urgency must be
given.

Resolutions and other motions may be passed by a voice vote, but on demand of any Board
member, the roll shall be called and the vote recorded [Water Code §71278]. All motions,
including a motion to adopt an ordinance or approve a resolution, shall require a second. Any
member of the Board, including the President, may make or second a motion, and the
President shall vote on all motions unless disqualified or abstaining.

Votes of the members of the Board shall not be cast or exercised by proxy [Water Code
871279].

Items on the consent calendar may be approved without discussion upon a single motion duly
made, seconded and passed. Upon the request of a director or a member of the public, an
item on the consent calendar shall be removed from the consent calendar and placed on the
action agenda with other items for discussion and/or public comment prior to being voted
upon.

14.9.2 Public Hearings

Public hearings shall be given proper public notice, as required by law. The staff shall
present such information, exhibits and recommendations as may be appropriate.

The presiding officer shall open the hearing for public comment. Board members and staff
may ask questions of members of the public during testimony, and may respond to relevant
guestions raised by the public.

Board members shall refrain from discussing the issue among themselves or expressing their
personal views until all the testimony has been heard.

At the conclusion of public testimony, the hearing shall be closed, and the Board may discuss
the matter and take action, as desired.
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14.9.3 Rules of Order

Except as otherwise provided by law, all meetings of the Board shall be conducted on the
basis of precedent and customary rules of order, in a manner facilitating the orderly
transaction of business. Upon determination of a quorum, items on the agenda may be
reordered or withdrawn upon request of either a Board member or staff.

The presiding officer shall allow reasonable opportunity for full discussion on any issue
presented to the Board for consideration, and may terminate debate as appropriate. Each
Board member shall be recognized by the chair before speaking, and shall be allowed to
speak without interruption.

A motion by any member shall be seconded prior to any discussion thereon. Any member may
move to amend or table the motion, refer it to a committee, propose a substitute motion, or
call for the question. The presiding officer may restate the motion if deemed appropriate
before calling for a vote, and shall announce its passage or failure.

14.10 MINUTES OF BOARD MEETINGS

The Secretary shall record and keep the minutes of meetings of the Board of Directors in a
book maintained for that purpose. The minutes may also be tape recorded, and such
recordings shall be maintained on file for thirty days from the date of the meeting.

14.10.1 Content of the Minutes

The minutes shall contain primarily a record of what was done at the meeting, not what was
said by the members, and shall not reflect the opinion of the Secretary. Any director may
request his or her oral or written statement, or an abstract thereof, to be entered into the
minutes.

The minutes shall indicate the maker and seconder of each motion, the votes in favor and
opposed, and any Board member absent or abstaining from the vote. The minutes may
contain brief descriptions of documents presented to the Board, and may summarize staff
reports and the Board discussion leading to the actions taken.

14.10.2 Approval and Authentication

The minutes shall be approved by the Board upon publication, along with any amendments.
The President or other person who may preside at the meeting shall authenticate the minutes
by signature, and the Secretary shall attest thereto.

14.10.3 Resolutions and Ordinances

All resolutions and ordinances adopted by the Board may be referred to in the minutes by
number and title, but shall be recorded in their entirety in books kept for that purpose.
Resolutions and ordinances shall indicate the vote of the members of the Board, and shall be
authenticated by the presiding officer and attested to by the Secretary.
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14.10.4 Public Records

Books of minutes, resolutions and ordinances shall be kept at such place as the Secretary
deems appropriate, and shall be presented for inspection by any person at any reasonable
time, upon request to the Secretary. Any copies of resolutions, ordinances, or excerpts from
approved minutes provided to the public shall be certified by the Secretary.

14.11 COMPENSATION OF THE BOARD OF DIRECTORS

14.11.1 Per Diem Compensation

Each Director shall receive compensation on a per diem basis in an amount not to exceed
$130 for one meeting/function per day [Ordinance 88-17]. Attendance at meetings
authorized in advance by the Board of Directors, or as specified in Section 14.11.2, will be
eligible for compensation and reimbursement of reasonable expenses incurred for each day’s
service rendered. Compensation for other services shall require a specific request and
approval by the Board in advance [AB 1234].

The maximum number of meetings for which a Director may receive compensation from the
District is limited to a total of 10 days in any calendar month and 120 days in any calendar
year.

No compensation shall be paid to a Director until a claim for per diem compensation has been
filed on the “Per Diem and Mileage Claim Form” (Exhibit A attached). All such claims shall be
filed within 30 days of the meeting. Listing of non-qualified meetings on the claim form is not
permitted even when “no charge (N/C)” is indicated.

14.11.2 Per Diem and Meeting Authorization

Attendance at meetings pre-authorized by the Board of Director will be eligible for
compensation and reimbursement of reasonable expenses, provided that the attendee(s)
provide a brief report on the meeting attended at the next Regular Board meeting [Gov. Code
53232.3 (d)].

A. Pre-approved meetings for ALL Directors

The following meetings are pre-approved for all Directors to attend and receive payment of
per diem compensation and expense reimbursement:

1. Padre Dam Regular and Special Board Meetings
2. Padre Dam Standing Committee meetings (“Committees of the Whole™)
3. Conferences, seminars or workshops of the following organizations:

> American Water Works Association (AWWA)
Association of California Water Agencies (ACWA)
Best, Best & Krieger Legal Updates (BB&K)
California Special Districts Association (CSDA)
Metropolitan Water District of Southern California
San Diego County Water Authority (CWA)

V V. V V V
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> Special Districts Institute
> Urban Water Institute
> Water Education Foundation
> Water Environment Federation
> WaterReuse Foundation

4. Meetings of the following organizations:
> City Council Meetings (when applicable to issues of Padre Dam)
> Community Planning Groups (when applicable to issues of Padre Dam)
> Council of Water Utilities (COWU)
> Local Agencies Formation Commission (LAFCO) Regular Meetings
> Metro Commission/JPA
> Metro TAC (Technical Advisory Committee)
> Water Agencies Association
> California Special Districts Association, San Diego Chapter
> Tours of water projects sponsored by the San Diego County Water

Authority, Metropolitan Water District of Southern California and the
Association of California Water Agencies (ACWA)

> Voice Of Consumers At the Local Level (VOCAL)

5. Meetings with the District General Manager

6. District’s Assessment & Direction Workshops

7. Tours of District facilities

8. Tours, ground breakings and open houses of Water Agencies in San Diego
County

9. Participation and completion of Ethics Training, including online courses, to
meet the requirements of Government Code Sections 53234-53235.2. For
online courses, Directors may be paid compensation for one day upon
successful completion of the course.

B. Pre-approved meetings for Directors serving as designated representatives

The following meetings are pre-approved for Directors serving as designated representatives,
to attend conferences and regular and special meetings as specified below, and receive
payment of per diem compensation and expense reimbursement:

1.

2.

N O AW

Section 14

Standing, Special or Board-authorized committees of the Association of
California Water Agencies

San Diego County Water Authority Board of Directors meeting and committee
meetings

San Diego Area Wastewater Management District

Local Agency Formation Commission (LAFCO) Regular Meetings

Local Agency Formation Commission Special Districts Advisory Committee
Water Conservation Garden Authority Board meetings

District sponsored (local) Speakers Bureau Presentations

Santee Chamber of Commerce Board meetings (representative and alternate)
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C. Conferences outside the U.S.

Conferences outside the U.S. are prohibited unless otherwise authorized by the Board of
Directors in advance.

14.11.3 Representatives Serving on the San Diego County Water Authority Board, San
Diego Area Wastewater Management District Board, and the Metro
Commission/JPA

Each director appointed to represent the District on the Board of Directors of the San Diego
County Water Authority, the San Diego Area Wastewater Management District, and the Metro
Commission/JPA, or any other agency may, at the Director's option, receive compensation
from either the agency or the District, but not from both for the same day's service.

If the Director elects to receive compensation from the District, the Director shall apply for

compensation from the agency, and endorse the other agency's check payable to the District
prior to the receipt of compensation from the District.

14.12 REIMBURSEMENT OF EXPENSES

14.12.1 Purpose

To establish a policy for reimbursement of expenses to Directors in connection with their
attendance at meetings or when traveling on official District business.

14.12.2 Background

Each director shall be reimbursed in accordance with Water Code 871255 and as outlined in
this section for any allowable expenses incurred in the performance of their duties required
or authorized by the Board. This shall include attendance at occasions set forth in Section
14.11.2 and other occasions specifically approved by the Board in advance. Directors may
request a cash advance for travel expenses, if desired.

14.12.3 Use of District Credit Cards

It is the policy of the Board that District bank credit cards are authorized for Members of the
Board. Padre Dam credit cards are to be used only for Padre Dam business; no personal
expenses are to be charged even if the cardholder intends to later reimburse the District.
District credit card holders shall submit to the accounting department the customer copy of
each receipt clearly showing the date, time and explanation of charges. Customer charges
must be submitted to accounting within 30 days of when expenditure occurs.

14.12.4 Travel/Conference Expense

Reimbursement of expenses incurred while attending conferences and meetings shall be
limited to actual and necessary expenses incurred in the performance of official duties for the
benefit of Padre Dam. All completed travel/expense reports for individual Board members
are subject to the provision of this policy and approval by the Board of Directors.
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Each Director will be reimbursed for allowable expenses incurred while traveling on District
business. Allowable expenses include:

= common carrier fares (coach class)

= automobile rental charges

= mileage reimbursement for personal vehicle usage

« District business telephone calls

= two personal long-distance telephone calls home each day
- meals

= lodging, single occupancy rate

= parking fees

« tips

= other miscellaneous expenses

Reservations for travel shall be made as far in advance as possible, in order to take full
advantage of any travel discounts and/or early registration rates. Travel arrangements,
applicable travel forms and all travel information should be made through or obtained from
the Board Secretary.

The Board may approve exceptions to this travel/conference expense policy based on
extenuating circumstances. Such exceptions must be approved before the expense is
incurred. Retroactive authorization of reimbursement in not permitted [Gov. Code 53232.2

(M].

Claims for Compensation:

Expenses shall not be reimbursed to a Director until an official expense reimbursement form
has been filed with the Accounting Department. All such claims shall be filed on the “Travel
and Meeting Expense Report Form” (Exhibit B attached) within 30 days of travel. Retroactive
authorization of reimbursement is not permitted [Gov. Code 53232.2(f)].

Guidelines for Reimbursement:

Directors applying for reimbursement of transportation, lodging, meals, and incidental
expenses shall use the following guidelines:

A. Transportation

1. The maximum to be paid for travel outside the County of San Diego shall not
exceed an amount equal to "coach fare" airline transportation. Government
and group rates offered by a provider of transportation must be used, when
available [Gov. Code 53232.2 (e)]

2. Avoid car rentals by taking shuttle/taxi/mass-transit service or other local
transportation.

3. When renting a car is necessary, it shall be economy or mid-size in class, unless
upgrades are offered at no additional cost to the District. The traveler should
purchase the full insurance coverage including the collision damage waiver.
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Board of Directors Personal Vehicle Use: Mileage will be reimbursed based upon the approved
Internal Revenue Service (IRS) rate in effect upon completion of an approved expense report.
In order to be eligible for mileage reimbursement, you must be a Director on the Board at
Padre Dam Municipal Water District and you must be driving on District business on occasions
set forth in Section 14.11.2.

The use of personal vehicles in the conduct of official District business shall be reimbursed at
the current IRS rate per mile for trips. Travel reimbursement shall not exceed the cost of the
then prevailing round-trip (coach) airfare to the same destination.

The Director's expense claim should indicate the nature of the trip. District insurance does
not cover your personal vehicle while it is being driven on District business. The
reimbursement rate includes an allowance for insurance costs. The District will reimburse
Directors for the deductible under their personal insurance policy in the event of an accident
while traveling on District business.

B. Lodging

Conference and similar housing reservations are reimbursable. Lodging expense for attending
a conference or organized educational activity shall not exceed the maximum group rate
published by the conference or activity sponsor. If the group rate is not available,
reimbursement shall be for comparable lodging expense, so long as it does not exceed the
prevailing lodging rate for lodging in the geographical area of the conference or educational
activity. Government and group rates offered by a provider lodging services must be used,
when available [Gov. Code 53232.2 (d)/(e)]

C. Meals

Reimbursement will be provided for meals while a Director is attending meetings,
conferences, or other activities authorized under this policy. Meals that are part of the
meeting, conference or activity, will be reimbursed at the actual cost. Other meal expenses
actually incurred will be reimbursed and shall not exceed the maximum allowed amounts for
single meals.

The following chart provides a guideline as a standard to reflect what the “typical” meal
should cost. The maximum amount is set to cover events where alternative and lower priced
meals are not available within a reasonable distance from the event location.

The maximum meal limits are individually applied; unused meal allowance may not be
accumulated to result in higher subsequent meals. The guidelines and maximum amounts are
as follows:

Guideline Maximum
Breakfast $15 $25
Lunch $20 $35
Dinner $35 $50
Total Maximum Per Day $70 $110
NOTE: Add tax and tip to the above numbers. Maximum tip is not to exceed 20%.
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D. Non-Reimbursable Items

The following expenses are not reimbursable:

a) alcoholic beverages

b) parking or traffic violations

c) in-room movies

d) laundry service [prior to a three-day stay]

e) entertainment

f) expenses incurred on behalf of spouse, dependent, or traveling companion

The District will not reimburse the cost of travel of a personal nature taken in conjunction
with travel on official business. Any expense which includes costs of personal travel (e.qg.
hotel receipt for employee and spouse) should be paid for by the traveler. The District will

reimburse the traveler for the portion of expenses qualifying as official business identified in
this policy upon submission of a travel and meeting expense claim.

E. Receipts

Receipts must be attached to the expense reimbursement form for all expenses except
mileage. However, if no receipts are available, a written explanation of the expenditure,
the amount, to whom paid is required.

14.13 BENEFITS

Directors are entitled to group health, dental and life insurance coverage, as follows:

14.13.1 Group Life Insurance

Directors on Retirement - $10,000 Life and AD&D benefits. Life and AD&D benefits reduce to
$5,000 at age 70.

Dependents - $5,000 Life provided for one or more dependents and includes spouse and
dependent children, six months to age 21 (or age 23 if enrolled as full-time student).
Coverage for children age birth to six months is $500.

Dependent coverage will continue until director benefits are no longer in effect.

14.13.2 Supplemental Life Insurance

Directors are eligible to purchase supplemental life insurance, to be paid by the Director via
payroll deduction. Details of the insurance and rates are available in Human Resources.

14.13.3 Board Cafeteria Plan

Annually Board members may elect to purchase health, dental and/or life insurance for
themselves and their eligible dependents through a Cafeteria Plan. Monies not selected for
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insurance may be directed toward unreimbursed medical expenses or dependent care
reimbursement. The total amount of money provided in the cafeteria plan will be set on an
annual basis. Should a Board member elect unreimbursed medical and dependent care
reimbursement and not use the money by December 31, the unused money shall revert back
to the District.

Board members may purchase $20,000 life and AD&D benefits. As part of their life insurance
benefits, $5,000 life insurance is provided for one or more dependents and includes spouse
and dependent children, six months to age 21 (or age 23 if enrolled as full-time student).
Coverage for children age birth to six months is $500.

Dependent coverage will continue until director benefits are no longer in effect.

14.13.4 Insurance Benefits for Retired Directors

Directors sworn in for their initial term of office after January 1, 1995, may retire from the
District after the age of 50 if they have completed one or more terms of office and if they
have no less than five years of service with the District and whose age, combined with years
of service, equals 65 or more. In such case, Directors may elect to continue receiving existing
life insurance and health insurance as long as they pay the full cost of such premiums.

The District will continue to pay premiums upon existing life insurance and health insurance
for all previously retired directors receiving such District benefits prior to January 1, 1995. In
accordance with the District's group life policy, participation will reduce by 50% after the
retiree director attains the age of 70.

Health insurance coverage for the retiree director will be coordinated with Medicare and
other benefits provided by federal and state law, and will be reduced when retiree director
gualifies for those benefits.

14.13.5 Insurance Benefits for Spouses of Retired Directors

A. The District will continue to pay, under the terms and conditions set forth in
Section14.13, the premiums upon existing health insurance provided the
spouses of said directors at the time of retirement.

B. Health insurance coverage for the spouse of a retiree director will be
coordinated with Medicare and other benefits provided by federal and state
law, and will be reduced when the spouse qualifies for those benefits.

C. Upon the death of a retiree director, health insurance coverage for the spouse
will be continued, provided the spouse keeps the District informed of his/her
name, address and marital status. In the event such spouse remarries, his or
her eligibility for such coverage ceases immediately and shall be terminated.

D. As used herein, "spouse" shall mean the spouse of the director at the time of
retirement.
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14.14 RESPONSIBILITIES AND AUTHORITY OF GENERAL MANAGER

14.14.1 Legal Authority

Subject to the approval of the Board, the General Manager shall have full charge and control
of the maintenance, operation and construction of the water and sewer systems and other
operations and facilities of the District, with full power and authority to employ and
terminate all employees, prescribe their duties and direct their activities, and fix their
compensation [Water Code §71362].

The General Manager shall serve at the pleasure of the Board [Water Code §71340], shall
perform such duties as may be imposed by the Board, and shall report to the Board in
accordance with such rules and regulations as it may adopt [Water Code §71363].

The General Manager is authorized by the Board of Directors to enforce the District's Rules
and Regulations and the Standard Practices and Policies, to execute specified documents, and
to otherwise act on behalf of the District as provided therein, and to delegate said duties and
responsibilities.

The General Manager is authorized by the Board to accept facilities and to file notices of
completion on behalf of the District [Resolution No. 77-125].

The General Manager or his/her designee is hereby delegated the responsibility to deny all
claims filed against the District, and settle claims against the District up to a maximum of
$50,000 [Government Code Section 935.4]. Settlement and payment of all claims in excess of
$50,000 shall be subject to approval by the Board of Directors.

The General Manager may, in his/her discretion, forward any claim in any amount to the
Board of Directors for consideration and action, as he/she deems appropriate.

The Board of Directors shall be provided with periodic confidential reports noting claims and
lawsuits filed since the preceding report, as well as any settlement activity. The Board of
Directors may, in its discretion, request additional periodic reports, as it deems appropriate.
All reports containing privileged, confidential information may be provided to the Board of
Directors and shall be identified as such, and shall not be considered public records, as
defined by the California Public Records Act.

The Board of Directors retains the right, in its sole discretion, to exercise the handling,
compromise or settlement of any claim by providing notice of such intention to the General
Manager.

The General Manager is authorized by the Board to determine the compensation of the
Management Team. [Resolution 99-46].

The General Manager is authorized by the Board of Directors to execute consents to
recordation of grants to the District of interests in real property [Resolution No. 77-42].
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14.14.2 Duties and Responsibilities

The General Manager shall manage the District in conformance with policies, goals and
objectives established by the Board.

It shall be the responsibility of the General Manager to provide for optimum utilization of the
Management Team and hire qualified and competent people. The General Manager shall
assure that the limitations of staff authority are defined and understood. The General
Manager shall develop staff so that they may be qualified for promotional opportunities that
may arise.

The General Manager shall propose a budget for one or more fiscal years which shall be
adopted by the Board, and shall manage the financial operations and expenditures of funds in
conformity with the approved budget and within limits established by Board policy.

It shall also be the responsibility of the General Manager to ensure that the Board is fully
informed on conditions of the District and factors affecting their decisions, and that sufficient
staff analysis is provided.

The General Manager shall develop specific policies, procedures and programs to implement
the policies established by the Board. The General Manager shall execute all documents or
commitments as may be required by action or policies of the Board.

The General Manager shall develop a Strategic Plan and other long-range plans consistent
with the policies, goals and objectives of the Board.

In the absence of the General Manager, a member of the Management Team shall be
appointed as acting General Manager.

14.15 DUTIES AND RESPONSIBILITIES OF LEGAL COUNSEL

An attorney shall be employed by the Board of Directors to advise the District, in order that it
may be in full compliance with the requirements of the Municipal Water District Law and
other applicable laws. The attorney shall be the legal advisor of the District, and shall
perform such other duties as may be prescribed by the Board [Water Code §71364].

The legal counsel shall review and make appropriate comments on matters or
recommendations presented to the Board in written or oral form, and shall review all notices,
agendas, resolutions, ordinances, minutes, agreements, contracts and supporting materials.

It shall be the duty of the legal counsel to attend all meetings of the Board of Directors,
unless excused in advance or during a meeting by the President of the Board, and to attend
other meetings upon request of the Board or the General Manager.
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List of Ordinances amending Section 14:

95-2

97-6
97-10

98-01

99-01

2003-01

2004-03

2007-01
2007-06
2007-07

2008-05

2008-08

2009-03

2009-09

29534.12

Section 14

adopted March 14, 1995, Section 14.11.2, Authorization for meetings of Outside
Organizations

adopted July 8, 1997, Section 14.11.1, Pier Diem Compensation
adopted August 12, 1997, Section 14.4, Officers of the Board, Section 14.5.1 Ad Hoc
or Special Committees; Sectionl14.6.5, Agenda Preparation; Section 14.6.6, Agenda
Distribution; Section 14.10, Minutes of Board Meetings; Section 14.10.1, Content of
Minutes; Section 14.11.4, Benefits; Section 14.13.1, Legal Authority; Section
14.13.2, Duties and Responsibilities

adopted March 10, 1998, Section 14.4, Officers of the Board
adopted January 12, 1999, Section 14.4, Officers of the Board

adopted February 11, 2003, Sections 14.4.4, Treasurer; 14.6.4, Opportunity for
Public Comment; 14.6.6, Agenda Distribution

adopted February 24, 2004, Sections 14.11.4, Benefits, and 14.12.4, Director
Travel/Conference Expense (added policies for Directors moved from Section 11).

adopted April 10, 2007, incorporating the Ethic Policy and AB1234 requirements.
adopted June 26, 2007, amending Sections 14.14, Responsibilities of the GM
adopted Sept.11, 2007, amending Section 14.11.2 A, Per Diem & Meeting
Authorization for All Directors

adopted May 13, 2008, amending Section 14.5.1, Committees of the Whole, and
14.11.2 A, Pre-approved meeting for All Directors, and 14.12.4, Travel/Conference
Expense.

adopted August 12, 2008, amending Section 14.11.2, Per Diem and Meeting
Authorization.

adopted February 24, 2009, amending Section 14.11.2, Per Diem and Meeting
Authorization.
adopted November 10, 2009, amending Section 14.13, Benefits.
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SECTION 15 PUBLIC RECORDS POLICY

15.1 PUBLIC RECORDS POLICY

Public Records of the District shall be open to inspection during regular office hours of the
District. "Public Records" are all records of the District except those which are exempted
from disclosure by the California Public Records Act (Government Code 886250 et. seq.).

15.2 DEFINITIONS

A. "Public Records" includes any writing containing information relating to the
conduct of the public's business prepared, owned, used or retained by the District
regardless of physical form or characteristics.

B. "Writing" means handwriting, typewriting, printing, photostating, photographing,
photocopying, transmitting by electronic mail or facsimile, and every other means
of recording upon any form of communication or representation, including letters,
words, pictures, sounds, or symbols, or a combination thereof, and all papers,
maps, magnetic or paper tapes, photographic films and prints, magnetic or punch
cards, discs, drums and other documents.

C. “Microfilm” means reproduction using a form of document imaging or other

medium which does not permit additions, deletions, or changes to the original
document.

15.3 RECORDS EXEMPT FROM DISCLOSURE

15.3.1 Government Code Specific Exemptions

The District shall withhold from inspection any record that is exempt from disclosure under
the express provisions of the California Public Records Act, including but not limited to
Government Code sections 6253.5, 6254, 6254.9 and 6254.25.

15.3.2 Public Interest Served in Nondisclosure

The District shall withhold from inspection any record that is exempt under the express
provisions of the California Public Records Act, including those items set forth above, and may
withhold any other record if on the facts of the particular case the public interest served by
not making a record public clearly outweighs the public interest served by disclosing the
record.

15.3.3 Right of Privacy

The Board of Directors has determined that the public interest is served by not making public
the names, addresses and billing information regarding its customers since the indiscriminate
disclosure of such information could constitute an undue invasion of the right of privacy of its
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customers. Any person seeking such information may file a written appeal with the Secretary
of the District in the manner provided in these rules. Thereafter, the Board of Directors shall
on the facts of the particular case determine whether the public interest served by not

making the record public clearly outweighs the public interest served by disclosure of such
record.

15.3.4 Tape Recording of District Board Meetings

The meetings of the Board of Directors of the Padre Dam Municipal Water District are tape
recorded exclusively for the purpose of preparing accurate and descriptive minutes of said
meetings. The Board Secretary is hereby directed to erase or destroy tapes of said meetings
following the approval of minutes by the Board of Directors.

15.4 PROCEDURES FOR PUBLIC ACCESS

A. Any person desiring to inspect any public record shall identify himself/herself and
shall identify the records desired to be inspected.

B. The Secretary of the District shall determine whether the requested record is
subject to inspection and will notify the requesting party of her determination
within 10 days from the date the District receives the request. If the Secretary of
the District is uncertain whether the record is exempt from disclosure under the
California Public Records Act, or whether the facts of the particular case indicate
the public interest is served by not making the record public clearly outweighs the
public interest served by disclosure of the record, she shall consult with Counsel
for the District.

If the Secretary of the District refuses to permit inspection of any record, the
person seeking such inspection may appeal the decision of the Secretary of the
District to the Board of Directors. Such appeal shall be in writing and shall be filed
with the Secretary of the District not later than 10 working days after the refusal
of the Secretary of the District to permit inspection.

C. The Board of Directors shall consider and rule upon the appeal within 30 days after
the filing thereof, and shall thereupon notify the applicant in writing of its
decision. If the applicant has filed a written appeal with the Board, the applicant
shall be notified of the time and place of the meeting of the Board to consider the
matter, and the applicant may appear in person before the Board when the matter
is heard. If the Board fails to give written notice of its decision within 35 days of
the filing of the appeal, the appeal shall be deemed denied.

Partial or total denials of any record requests must give the name and title of the
person(s) responsible for the denial and must be in writing.
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Section 15

Inspection of public records shall be made only in the District office, and no
document shall be removed therefrom. A representative of the District may be
present during the inspection of any records.

The District will assist a member of the public, to the extent reasonable under the
circumstances, to make a focused and effective request, pursuant to Government
Code section 6253.1. The District has no statutory obligation to assist a member of
the public where the District has made the requested records available pursuant to
Section 6253, the District determines that the request should be denied and bases
that determination solely on an exemption listed in Section 6254 or the District
makes available an index of its records. (Government Code § 6253.1.)

However, if the request is to inspect a substantial quantity of documents or
documents not readily available, the District shall have a reasonable period of
time, not to exceed 14 days, to collect such records and may require the
inspection of such records to take place at a future date.

Any person may obtain a copy of any identifiable public record. The District shall
make nonexempt public records that are in an electronic format, available in an
electronic format when requested so long as the format is used by the District to
create copies for itself or other agencies. However, the District is not required to
reconstruct a record in an electronic format if the District no longer has the record
in an electronic format.

A request for a copy of an identifiable written public record, or information
produced therefrom or a certified copy of such record, shall be accompanied by
payment of a fee in the amount of ten cents ($.10) per page if the copy is no larger
than 8-1/2 x 11 inches. If the size of copy of the record is in excess of 8-1/2 x 11
inches, a request for such copy shall be accompanied by payment of a fee in the
amount fixed by the General Manager, provided that the amount so fixed shall not
be more than ten cents ($.10) times the number of 8-1/2 x 11 inch pages into
which each copied sheet could be divided if so desired. A request for a copy of a
tape recording of a meeting of the Board of Directors of the District shall be
accompanied by payment of a fee equivalent to the direct cost of producing a

copy.

The requesting party shall bear the cost of producing a copy of an electronic
record, including the cost to construct a record, and the cost of programming and
computer services necessary to produce a copy of the record at the current
burdened cost rate of staff when either of the following applies:

(1) District would be required to produce a copy of an electronic record and the
record is one that is produced only at otherwise regularly scheduled intervals.

(2) The request would require data compilation, extraction, or programming to
produce the record.
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H. This public records policy of the District shall at all times be subject to the
California Records Act, that it may be amended from time to time, and if there is
any conflict between that act and this policy, the act shall prevail.

15.5 RECORDS RETENTION AND DISPOSAL POLICY

15.5.1 Purpose

The purpose of this policy is to provide guidelines to staff regarding the retention or disposal
of District records; provide for the identification, maintenance, safeguarding and disposal of
records in the normal course of business; ensure prompt and accurate retrieval of records;
and ensure compliance with legal and regulatory requirements.

15.5.2 General Guidelines

The following general guidelines apply to all District records.

A. Duplicate records may be destroyed before two years providing that the
Department Head of the department responsible for the records has made the
determination that the duplicate records are no longer needed in that the
records have no further administrative, legal or fiscal value to the District.

a. Records may be destroyed after two years providing that:

i. No longer retention period is required (refer to the Records
Retention Schedule, Attachment 1); or

ii. The records are not legally required to be retained and the

records are microfilmed in accordance with Government Code
section 60203.

15.6 SPECIFIC GUIDELINES

15.6.1 Electronic Mail (“‘e-mail’”)

Electronic mail ("E-mail™) containing information relating to the conduct of the public's
business prepared, owned, used, or retained by the District constitutes a "public record" and
must be printed out in hard copy and retained by the District pursuant to the District's Record
Retention Schedule, attached hereto as Attachment 1.

The District does not have to print out and retain preliminary drafts, notes, interagency or
intra-agency e-mail not retained by the District in the ordinary course of business. Therefore,
draft e-mails that are not retained by the District in the ordinary course of business (i.e.
deleted) do not have to be printed out and retained in hard copy. Additionally, the District
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does not have to print out and retain e-mails containing purely personal information that is
unrelated to the conduct of the people's business.

15.6.2 Accounting Records

A.

The District shall retain original accounting records for five years. After that,
the responsible Department Head may authorize the destruction of original
accounting records, except journals, ledgers and statements, if:

1. There is no continuing need for said record, i.e., long term transactions,
special project, pending litigations, etc.;

2. There exists in a permanent file, an audit report or reports covering the
inclusive period of said record, and that;

3. Said audit report or reports were prepared pursuant to procedures
outlined in Government Code Section 26909 and other State and Federal
audit requirements; and

4. Said audit or audits contains the expression of an unqualified opinion.

The District may destroy any original accounting record created for a specific
event or action five years after said event has in all respects terminated.

The District may destroy any original source document that is detailed in a
register, journal, ledger or statement five years from the end of the fiscal
period to which it applies.

The District may destroy the original journals, ledgers and statements after
five years if it retains microfilm copies or the equivalent.

The following may be destroyed at any time:

1. Duplicates (if no longer needed as determined by the appropriate
Department Head)

2. Rough drafts, notes or working papers (except audit)

3. Cards, listings, nonpermanent indices, other papers used for controlling
work or transitory files.

15.6.3 Records Specified As "Accounting Records"

Include but are not limited to the following:

A. Source of Documents

Section 15

1.
2. Purchase Orders

Invoices
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Deposit Permits
Warrants
Vouchers
Requisitions
Receipts

Claims

Bank Statements

. Bank Deposits
. Checks

. Bills

. Various accounting authorizations taken from Board minutes, resolutions or

contracts.

B. Journals

1
2
3
4.
5
6
7

. Cash Receipts or Disbursements Books
. Note Register
. Deposit Permit Register

Accounts Receivable or Payable Register

. Check or Warrant Register
. General Journal
. Payroll Journal

C. Ledgers

o~NOoO O~ WN B

Expenditure

Revenue

Taxes Receivable

Accounts Payable or Receivable Ledger
Warrants Payable

Construction

Appropriation

General Ledger

D. Trial Balance

E. Adjusting Entries

F. Statements (Interim or Certified-Individual or All Fund)

Section 15

O~NOO U~ WN -

Balance Sheet

Analysis of Changes in Available Fund Balance
Cash Receipts and Disbursements
Expenditures

Revenues

Changes in Bonded Indebtedness

Profit and Loss

Changes in Fixed Assets
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G. Closing Entries

H. Reversing Entries

I. Other

O~NOO OIS~ WN -

Schedule of Investments
Inventory Records
Capital Asset Records
Lease-Purchase Records
Depreciation Schedule
Cost Accounting Records
Budgets

Petty Cash Records

15.6.4 Long-Term Debt Records

A.

The District may destroy the original records of proceedings for the
authorization of long-term debt, bonds, warrants, loans, etc. after issuance or
execution, if it retains microfilm copies. (Gov. Code § 60203.)

The District may destroy the original records of the terms and conditions of
bonds, warrants, and other long term agreements after final payment, if it
retains microfilm copies.

The District may destroy paid bonds, warrant certificates, and interest coupons
after six months if detailed payment records are retained for ten years.

15.6.5 Board of Directors Records

Minutes of the meetings of the Board of Directors are usually retained indefinitely in their
original form. However, they may upon authorization be destroyed if said minutes are
microfilmed as provided in Government Code Section 60203.

The District may destroy the original Board of Directors meeting Minutes with the General
Manager’s approval if the District retains microfilm copies.

The District may destroy Resolutions and Ordinances of the Board of Directors after two years
with the General Manager’s approval if the District retains microfilm copies.

15.6.6 Statement and Reports Files Pursuant to the Political Reform Act

A.

Section 15

Filing officers shall keep original campaign statement and reports for seven
years. (Gov. Code § 81009(c), (e).)

Filing officers shall retain copies of statements or reports for four years. The
officer does not have to keep more than one copy of a statement or report.
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15.6.7 Payroll and Personnel Records

A.

Original payroll and personnel records may be destroyed after seven years
retention, provided said records have been microfilmed. Payroll and personnel
records include the following:

Accident reports, injury claims and settlements
Medical histories

Injury frequency charts

Applications, changes and terminations of employees
Insurance records of employees

Time cards

Job description

Performance or Rating Cards

Earning records and summaries

0. Retirements

P OO ~NO OIS, WNPE

Garnishments associated with personnel records should be retained five years
after termination.

15.6.8 Insurance Records

All insurance records should be retained indefinitely. Insurance records include but are not

limited to:

A.
B.
C.

Fidelity/faithful Performance Bonds
General Commercial Liability Policies
Automobile Insurance Policies

15.6.9 Assessing and Tax Collecting Records

A.

Section 15

All assessing records may upon authorization be destroyed after seven years
retention from lien date; however, these records may be destroyed three years
after the lien date when said records are microfilmed as provided for in
Government Code Section 60203. (Revenue & Taxation Code § 465.)

Any original unsecured tax roll may upon authorization be destroyed after five
years if the delinquent roll or abstract list has been certified as correct and
complete by the county auditor or district auditor. (Revenue & Taxation Code §
2928.)

All tax rolls may upon authorization be destroyed after twelve years retention,
if all necessary data needed from the secured delinquencies has been
transferred to a delinquency abstract which should be retained indefinitely.
(Revenue & Taxation Code § 4377.)

Standard Practices & Policies Page 9 of 13
Padre Dam Municipal Water District



15.6.10 Construction and Engineering Records

A.

Construction records, such as bids, correspondence, change orders, etc.,
should not be kept in excess of seven years unless they pertain to a project
which includes a guarantee or grant and, in that event, they should be kept for
the life of the guarantee or grant plus seven years. Record drawings plans for
any public facilities or works should be retained as long as said facility is in
existence.

The District may destroy unaccepted bids or proposals for public works after
two years. (Gov. Code § 60202.)

15.6.11 Contracts

A.

A contract should be retained for its life plus seven years. (Code of Civil
Procedure § 337.)

The District shall retain contracts with any person or entity who develops real
property or furnishes the design, specifications, surveying, planning,
supervision, testing, or observation of construction of improvement to real
property for ten years after the completion of the construction or
improvement. (Code of Civil Procedure § 337.15.)

15.6.12 Property Records

Property records, such as documents of title, should be kept until the property is transferred
or otherwise no longer owned by the District.

15.6.13 Exposure/Safety Records and Material Safety Data Sheets (MSDS)

A.

Section 15

The District must retain employee exposure records and exposure assessment
records for at least thirty years. Such records should reveal the identity of the
toxic substance or harmful physical agent and where and when such substance
or agent was used. (8 Cal. Code Regs. § 3204.)

The District may destroy background data to workplace monitoring after two
years provided a summary of relevant data is retained for thirty years. The
summary must contain the sampling results, the collection methodology
(sampling plan), a description of the analytical and mathematical methods
used, and a summary of other background data relevant to interpretation of
the results. (8 Cal. Code Regs. § 3204(d)(1)(B)(1.).)

The District may destroy the material safety data sheet (MSDS) for a hazardous
substance after the District stops using the hazardous substance provided it
keeps a record of the substance (chemical name if known) and when and where
it was used for thirty years. (8 Cal. Code Regs. § 3204(d)(1)(B)(2).)
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15.6.14 Hazardous Materials Records

The District shall keep all documentation regarding the disposal and treatment of hazardous
substances, including hazardous waste manifests, indefinitely. The District may microfilm
and destroy the original after two years.

15.6.15 Water Quality and Treatment Records

A. The District must keep records of water quality and water outage complaints
for five years. (22 Cal. Code of Regs. § 64453(a).)

B. The District must keep records of bacteriological analyses for five years and
chemical analyses for ten years. Originals may be destroyed if the data is
transferred to a tabular summary. (22 Cal. Code of Regs. § 64453(b)(1).)

C. The District must keep the records and resultant corrective actions for three
years following the final action taken to correct a particular violation. (22 Cal.
Code of Regs. § 64453(b)(2).)

D. The District must keep any written reports, summaries or communications
relating to sanitary surveys of the system conducted by the water supplier, a
private consultant or any local, state or federal agency for at least ten years
following completion of the sanitary survey involved. (22 Cal. Code of Regs. §
64453(b)(3).)

E. The District must keep laboratory quality assurance program records for three
years.
F. The District must keep variances or exemptions granted to the system for at

least five years following the expiration of such variance or exemption. (22
Cal. Code of Regs. § 64453(b)(4).)

G. The District must keep treatment plant records for at least two years, except
where the Department has determined that longer retention times are
necessary to complete legal actions taken under the provisions of Health and
Safety Code sections 4031 through 4038. (22 Cal. Code of Regs. § 64662(b).)

H. The District must keep operation logs and charts for at least seven years.

15.6.16 District Service Records

A. The following records may be destroyed if dated at least two years prior to the
commencement of the current fiscal year:
1. Customer bill payment stubs
2. Meter reading records
3. Customer account adjustment forms
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4. Meter maintenance record forms
5. Service discontinuance for nonpayment records

B. Customer deposit forms shall be retained for the life of the account, after
which they shall be microfilmed and destroyed.

15.6.17 Conclusion

The above guidelines do not take the place of legislative or administrative codes.
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List of ordinances amending Section 15

2004-04 adopted 3/24/04, rewriting section 15.

30187.1
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SECTION 16 EQUAL EMPLOYMENT OPPORTUNITY

16.1 STATEMENT OF POLICY

It is the policy of Padre Dam Municipal Water District to recruit, hire, and promote for all job
classifications without regard to race, religion, creed, color, national origin, ancestry, sex,
sexual orientation, marital status, pregnancy, physical or mental disability, medical condition
or age. The same policy applies to transfers, promotions, compensation, benefits, District
sponsored training, education, social and recreational programs and for all layoff and return-
from-layoff practices.

Decisions on employment shall be based upon an individual's qualifications for the position
being filled. Promotion decisions shall be made on the individual's qualifications as related to
the requirements of the position which is to be filled.

This Equal Employment Opportunity Program is a statement of the equal opportunity policies
and procedures of the District. It is consistent with prior District standards and policies of
equal opportunity and follows and implements the requirements in applicable federal and
state laws and regulations.

The Equal Employment Opportunity Program ("EEOP") is adopted to implement equal
employment policies of the District. The program includes policies and procedures for the
communication of the District's policy; formal internal and external dissemination of the
policy; establishment of responsibilities for the implementation of the program; and
description of other steps to assure the effectiveness of the policies of the District.

The General Manager shall have overall responsibility for this program. The Equal

Employment Opportunity Officer ("EEOO") shall be the Director of Human Resources and shall
administer the day-to-day program.

16.2 EQUAL OPPORTUNITY POLICY

It is the policy of the District to:

A. Recruit, hire, and promote persons for and to all job classifications without regard to
race, religion, creed, color, national origin, ancestry, physical or mental disability,
medical condition, marital status, sex, sexual orientation, gender, pregnancy, or age,
to the extent required by law.

B. Hire, promote, or transfer relatives of District employees, subject to the provisions of
Section 16.9.

C. Base decisions on employment upon an individual's qualifications for the position being
filled.
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Make promotion decisions on the individual's qualifications as related to the
requirements of the position for which he or she is being considered.

Ensure, to the extent required by law, that all other personnel actions such as
compensation, benefits, transfers, layoffs, returns-from-layoff, District-sponsored
training, education, tuition assistance, and social and recreation programs will be
administered without regard to race, religion, creed, color, national origin, ancestry,
physical or mental disability, medical condition, marital status, sex, sexual
orientation, gender, pregnancy or age.

Recognize that all employees and all applicants for employment are fellow human
beings entitled to equal consideration and treatment in every respect.

Continue to sustain and develop a system that promotes the maintenance and
applications of these standards.

Prohibit unlawful harassment, including sexual harassment, of any employee. (See
Section 16.10, Policy Against Harassment and Section 16.11, Policy Against Sexual
Harassment.)

16.3 IMPLEMENTATION AND DISSEMINATION OF EEO POLICY

In order that the equal opportunity policies of the District can be effective, the following
activities will be undertaken:

A.

The District shall notify community organizations whenever the District has
employment opportunities available and shall maintain records of the organizations'
responses.

District staff, management and supervisory personnel shall, from time to time attend
training and educational sessions at which equal employment opportunity programs
and requirements are discussed.

The District shall disseminate its equal employment opportunity policy within the
District by publicizing it in any employee newspapers, annual reports, or other
publications, by conducting staff, employee and representatives' meetings to explain
and discuss the policy, and by posting the policy.

The District shall disseminate its equal employment opportunity policy externally by
informing and discussing it with recruitment sources, by advertising in news media and
by notifying and discussing it with its contractors and suppliers.

The District shall encourage minority and female applicants.
The District shall ensure that employee specifications, selection requirements, tests,

and other employee recruitment or evaluation procedures do not discriminate in
application or effect.
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The District shall develop, where reasonable, on-the-job training opportunities, and
participate and assist in any association or employee group training program relevant
to the District's employee needs.

The District shall encourage qualified minority and female employees to seek
promotion opportunities.

The District shall make sure that seniority practices, job classifications, and other
employee practices and classifications do not have an unlawfully discriminatory effect.

The District shall make certain that all District activities are non-segregated.

The District shall monitor all personnel activities to ensure that this equal employment
opportunity program is being carried out.

The District shall solicit bids for contracts from available contractors, including
minority contractor groups and associations.

16.4 RESPONSIBILITIES OF EQUAL EMPLOYMENT OPPORTUNITY OFFICER

The Equal Employment Opportunity Officer is responsible for implementation of the District's
policy regarding equal employment opportunity. The responsibilities include, but are not

limited to:

A. Developing policy statements and internal and external communication techniques.

B. Maintaining liaison with federal, state and local agencies legally charged with equal
employment responsibilities.

C. Conducting discussions with managers, supervisors, and employees to be certain that
equal employment opportunity policies are being followed.

D. Taking steps to ensure that all protected classes are given full opportunities for
transfers and promotions.

E. Developing contacts with minority and female group organizations and recruitment
sources.

F. Ensuring that recruitment sources are aware of the District's equal employment policy.

G. Ensuring that employment standards accurately reflect the requirements of the job.

H. Ensuring that pre-employment and achievement tests, if they are used, are valid.

l. Keeping management informed of the latest developments in the equal employment
opportunity field.

J. Ensuring that the District is in technical compliance with all applicable laws and
regulations.
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16.5 HIRING PROCESS AND PROCESSING OF APPLICATIONS

All applications for existing vacancies will be recorded by the District as having been
accepted or rejected and will be maintained by the District for one year. An applicant will
not be dropped from further consideration solely because the position applied for is filled by
another.

Applicants who are hired will be treated, as regards all terms, conditions and privileges of
employment, without discrimination on the grounds of race, color, religion, sex, sexual
orientation, gender, marital status, pregnancy, age, national origin, ancestry, physical or
mental disability or medical condition except where a bona fide occupational qualification
exists.

16.6 PROMOTION AND UPGRADING

There will be a periodic review of the qualifications and potential of all employees. Selection
resulting from this review for training and/or promotion will be from among those individual
employees qualified for higher paying jobs.

Such review will be performed in close cooperation with department supervisors, and relate
to existing and projected job vacancies and appropriate on-the-job training requirements.

Existing and anticipated job vacancies will be projected to the extent practicable.

All new positions and vacancies will be posted so that all employees who wish to upgrade to
fill such vacancies may submit an application for consideration. Any District employee who
feels qualified for the open position may submit an application. It is the desire of the District
to fill all new positions and vacancies with the most qualified individual available. The
District, when making a selection to fill a vacancy, will include in its consideration the
employee’s work history and knowledge of the District. Each District employee submitting a
request to be considered, will compete with outside applicants for job openings. District
employees will be assured access to the entire recruitment process including testing and
interviewing. Should a District employee not be selected for the position, the employee will
be offered suggestions for further professional development to prepare for the next
promotional opportunity.

Advancement through “job families” (broad classifications) may be handled as part of the
annual performance review process and may not require posting of the opening.
Advancement opportunities will be included in the annual budget.

Any promotional standards used in upgrading employees will be realistically related to job
and progression requirements, and will be applied in a nondiscriminatory manner.

16.7 TRAINING

Supervisors are responsible for on-the-job training related to the immediate job assignment of

the employee. Appropriate records of accomplishment will be maintained. Whenever
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specific on-the-job, or voluntary off-the-job programs are established by management for
training in job skills not related to immediate positions, the District will encourage all
employees to participate.

Likewise, all employees will be encouraged to participate in training opportunities available
in the community and to take courses related to their work.

Management will review and analyze available government sponsored manpower training

programs and authorize participation in such programs if reasonable safeguards are preserved
as to the District's right of selection on a nondiscriminatory basis.

16.8 INTEGRATION OF ALL DISTRICT FACILITIES

All facilities owned, operated by or on behalf of the District shall be available without regard
to race, color, sex, sexual orientation, gender, marital status, pregnancy, age, religion,
national origin, ancestry, physical or mental disability or medical condition and there shall be
no discrimination against employees or applicants for employment with respect to the use of
said grounds and facilities. However, the District may provide separate rest rooms based
upon sex. To the extent the District has a policy of encouraging group tours of its facilities
and making its facilities available to outside organizations for social and other functions, the
District shall carry out such policy in a manner that such tours and facilities are equally
available to all groups, and that availability is generally known in the area.

16.9 HIRING, PROMOTION AND TRANSFER OF RELATIVES

In accordance with District policy, employment decisions are based upon an individual's
gualifications for the position being filled. Except as provided below, the District does not
prohibit the employment of relatives. However, the District reserves the right to exercise
discretion in cases where relatives (as defined below) work together, occupy positions which
create morale or supervisory problems or have access to sensitive or confidential information.

A. For purposes of this policy, a relative is defined to be a spouse, father, mother, child,
brother, sister, aunt, uncle, niece, nephew, grandparent, grandchild, in-laws,
significant other (romantic relationship), domestic partner (as defined in California
Family Code 8297), step parents/children and half brothers/sisters.

B. No relative of a candidate for employment shall make the final determination on the
employment, appointment or promotion of that candidate.

C. No employee shall have a relative as a first-level supervisor.

D. The assignment of relatives to positions under the same first level supervisor is to be
avoided.
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E Should a relative relationship evolve between employees (such as through marriage or
a new dating relationship) that creates a situation as defined in “C” and “D” above,
then either employee may apply for a job vacancy in another department for which
the employee is qualified. The District shall make reasonable efforts to assign job
duties so as to minimize problems of supervision, safety, security and morale.
Employees are responsible to notify Human Resources of any working relationship
which is prohibited by “C” or “D” above.

If after a six month period neither employee has transferred to another position, the
two employees shall determine which one shall resign. Should no decision be made
within fourteen (14) days, the employee with the lesser seniority shall be terminated.

F. If termination of either party occurs, the employee terminated will be given priority

recognition to return to employment, subject to this policy and the re-employment
conditions contained in Section 11.7.16, Layoff or Reduction of Force.

16.10 POLICY AGAINST HARASSMENT

A. Policy

All employees have a right to work in an environment free from discrimination based on race,
national origin, ancestry, sex, sexual orientation, gender, pregnancy, religious beliefs, age,
marital status, physical or mental disability or medical condition. Employees are also entitled
to a work environment free from all forms of harassment, including sexual harassment.

B. Definition of Harassment

Harassment is a form of misconduct which undermines the integrity of the employment
relationship. No employee should be subjected to verbal, physical or visual harassment
regarding their race, national origin, ancestry, sex, sexual orientation, gender, pregnancy,
religious beliefs, age, marital status, physical disability or medical condition. Verbal
harassment includes such matters as epithets, derogatory comments or slurs. Physical
harassment includes such activities as assault, impeding or blocking movement or any physical
interference with normal work or movement. Visual forms of harassment are such things as
derogatory posters, cartoons or drawings. Unsolicited or unwelcome overtures or misconduct
are also a form of harassment.

C. Complaint Procedure

Any improper conduct in connection with discrimination or harassment whether committed by
supervisors, non-supervisory personnel, or non-employees is specifically prohibited, and
disciplinary action, up to and including termination, will be taken if such conduct is found to
be valid.
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An employee who feels he or she has experienced discrimination or harassment in the work
place should immediately inform his/her supervisor, department head, Director of Human
Resources or General Manager, and follow immediately with a written complaint to the
Director of Human Resources.

An employee's complaint shall be immediately investigated, and if substantiated, corrective
action shall be taken by the District.

16.11 POLICY AGAINST SEXUAL HARASSMENT

A. Policy

It is the District's policy to prohibit harassment of an employee by another employee, a
supervisor, or a customer on the basis of sex. Sexual harassment includes unwelcome sexual
advances or verbal or physical conduct of a sexual nature made, either explicitly or implicitly,
as a condition of employment, or as a basis for any employment decision affecting the
individual, or in a manner which creates an intimidating, hostile or offensive working
environment.

The District believes that prompt, appropriate action should be taken to avoid or minimize
incidents of sexual harassment. The District will pursue every possible preventive measure to
insure employees are not subject to sexual harassment. The District will take appropriate
disciplinary action against anyone found to be in violation of this policy.

The District, disseminating this policy, will inform employees of their rights and the
appropriate means by which to file a complaint. Such information will also be included in all
orientation packages for new employees, as well as posted on bulletin boards located around
the District.

B. Definition of Sexual Harassment

Sexual harassment is defined as unsolicited and unwelcome sexual advances, requests for
sexual favors and other verbal, physical or visual conduct of a sexual nature which occurs
under any one of three circumstances:

1. Submission is made either explicitly or implicitly as a term or condition of
employment.

2. Submission or rejection by an employee is used as a basis for employment
decisions affecting the employee.

3. Such conduct has the potential to affect an employee's work performance
negatively and/or create an intimidating, hostile or otherwise offensive
working environment.
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For the purpose of further clarification, sexual harassment includes, but is not limited to:

1. Making unsolicited written, verbal, physical and/or visual contact with sexual
overtones.  (Written examples:  suggestive or obscene letters, notes,
invitations. Verbal examples: leering, gestures, display of sexually suggestive
objects or pictures, cartoons or posters.)

2. Continuing to express sexual interest after being informed that the interest is
unwelcome.
3. Making reprisals, threats of reprisal, or implied threats of reprisal following a

negative response. For example, implying or actually withholding support for
an appointment, promotion, or change of assignment; suggesting a poor
performance report will be prepared; or suggesting probation will be failed.

4. Engaging in implicit or explicit coercive sexual behavior which is used to
control, influence, or affect the career, salary, and/or work environment of
another employee.

5. Offering favors or employment benefits, such as promotions, favorable
performance  evaluations, favorable assigned duties or  shifts,
recommendations, reclassifications, etc., in exchange for sexual favors.

C. Complaint Procedure

Any employee who believes that he or she has been sexually harassed or asked to perform a
sexual favor should take immediate action to assure that the situation does not persist.

An employee who feels he or she has experienced discrimination or harassment in the work
place should immediately inform his/her supervisor, department head, Director of Human
Resources or General Manager, and follow immediately with a written complaint to the
Director of Human Resources.

An employee's complaint shall be immediately investigated, and if substantiated, corrective
action shall be taken by the District.

16.12 HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT

A. Policy:

It is Padre Dam’s policy to have in place appropriate administrative, technical and physical
safeguards to protect the privacy of its employees’ protected health information consistent
with State and Federal regulation under the Health Insurance Portability and Accountability
Act (HIPAA). Padre Dam, by distributing and communicating this policy, will inform
employees and benefits enrollees of their rights and the process for filing a complaint. This
policy will also be included in all orientation packages for new employees, as well as posted
on bulleting boards located around the District.
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Padre Dam will train all members of its workforce on the policies and procedures with respect
to protected health information, as necessary and appropriate for the members of the
workforce to carry out their function within Padre Dam Municipal Water District.

B. Definition of Protected Health Information (PHI):
Protected Health Information (PHI) includes individually identifiable information such as

employee name, benefit plan participant name, Social Security Number, or date of birth
which is:

A. Transmitted by electronic media;

B. Maintained in electronic medium;

C. Transmitted or maintained in any other form or medium.
C. Privacy Official/Contact Officer Designation:

Padre Dam hereby designates the Director of Human Resources as the privacy official.

Padre Dam hereby designates the Human Resources Specialist as the contact person for
complaints related to privacy.

D. Complaint Procedure:

Any employee or benefit enrollee who believes that he or she has experienced an
inappropriate disclosure or release of PHI associated with their employment or benefits at
Padre Dam, should immediately inform Padre Dam’s Human Resources Specialist, the Director
of Human Resources, or the employee’s Department Head. The complaint shall be
immediately investigated, and if substantiated, corrective action shall be taken by Padre
Dam.

Padre Dam will mitigate, to the extent practicable, any harmful effect that is known to Padre
Dam of a use or disclosure of protected health information which violates of its privacy
policies and procedures or the state and federal privacy regulations by Padre Dam or a
business associate of Padre Dam.

E. Statement of Non-retaliation:

Padre Dam will not intimidate, threaten, coerce, discriminate against, or take other
retaliatory action against:

1. Any individual for having exercised their right under this policy, or for
participation by the individual in any process established by this policy; or

2. Any individual or other person for:
a. Filing of a complaint with the Department of Health and Human
Services;
b. Testifying, assisting or participating in an investigation, compliance

review, proceeding or hearing; or
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C. Opposing any act or practice made unlawful by the federal privacy
regulations, provided the individual or person has a good faith belief
that the practice opposed is unlawful and the manner of the opposition
is reasonable and does not involve a disclosure of protected health
information in violation of the federal privacy regulations.

F. Record of Disclosures:

Padre Dam will:
1. Maintain privacy policies and procedures in written or electronic form;

2. If a communication is required by the policies and procedures to be in writing,
maintain such writing or an electronic copy, as documentation; and

3. If an action, activity or designation is required by the policies and procedures,
maintain a written contract or electronic record of such action, activity or
designation.

Padre Dam will retain the documentation described above for six years from the date of its
creation or the date it last was in effect, whichever is later.

G. Disclosure Rights of Employees and Benefits Enrollees:

An individual has a right to receive an accounting of disclosures of protected health
information made by Padre Dam in the six years prior to the date on which the accounting is
requested, except for disclosures:

1. To carry out treatment, payment, and health care operations;
2. To the individual;

3. Pursuant to an authorization; or

4. That occurred prior to January 1, 2005.

An individual has the right to request Padre Dam to amend protected health information or a
record about the individual for as long as the protected health information is maintained.

H. Waiver of Rights:

Padre Dam will not require individuals to waive their rights under Padre Dam’s privacy policy
or the federal privacy regulations as a condition or payment or enrollment in the health plan
or eligibility for benefits.
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l. Business Associates:

Padre Dam will negotiate business associate contracts as appropriate to adhere with the
following policy.

Each business associate contract will:

1. Establish the permitted and required uses and disclosures of protected health
information by the business associate. The contract may not authorize the
business associate to use or further disclose the information in a manner that
would violate the requirements of the federal privacy regulations, the contract

may:

a. Permit the business associate to use and disclose protected health
information for the proper management and administration of the
business associate’s business;

b. Permit the business associate to provide data aggregation services
relating to the health care operations of Padre Dam; and

C. To carry out the legal responsibilities of the business associate.

2. Stipulate that the business associate will:

a. Not use or further disclose the information other than as permitted or
required by the contract or as required by law;

b. Use appropriate safeguards to prevent use or disclosure of the
information other than as provided for by its contract;

C. Report to Padre Dam any use or disclosure of the information not
provided for by its contract of which the business associate becomes
aware;

d. Ensure that any agents, including a subcontractor, to whom it provides
protected health information received from, or created or received by
the business associate on behalf of Padre Dam agrees to the same
restrictions and conditions as those that apply to the business associate
with respect to such protected health information;

e. Make available protected health information to individuals in
accordance with the federal privacy regulations;

f. Make available protected health information for amendment, and
incorporate any amendments to protected health information;

g. Make available the information required to provide an accounting of
disclosures in accordance with the federal privacy regulations;
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Section 16

h. Make its internal practices, books and records relating to the use and
disclosure of protected health information received from, or created or
received by the business associate on behalf of Padre Dam available for
purposes of determining Padre Dam’s compliance with the federal
privacy regulations; and

i. At termination of the contract, if feasible, return or destroy all
protected health information received from, or created or received by
the business associate on behalf of Padre Dam that the business
associate still maintains in any form and retain no copies of such
information or, if such return or destruction is not feasible, extend the
protections of the contract to the information and limit further uses and
disclosures to those purposes that make the return or destruction of the
information infeasible.

Authorize termination of the contract by Padre Dam, if Padre Dam determines
that the business associate has violated a material term of the contract.

The contract between Padre Dam and the business associate shall permit the
business associate to disclose the protected health information received by the
business associate in its capacity as a business associate to Padre Dam, if;

a. The disclosure is required by law; or
b. 0] The business associate obtains reasonable assurances from the
person to whom the protected health information is disclosed
that it will be held confidentially and used for further disclosed
only as required by law or for the purpose for which it was
disclosed to that person; and
(i) The person notifies the business associate of any instances of
which it is aware in which the confidentiality of the protected
health information has been breached.

If Padre Dam knows of a pattern of activity or practice of the business
associate that constitutes a material breach or violation of the business
associate’s obligation under the contract or other arrangement, Padre Dam will
take reasonable steps to cure the breach or end the violation, as applicable
and if such steps are unsuccessful:

a. Terminate the contract, if feasible; or

b. If termination is not feasible, report the problem to the Secretary of
Health and Human Services.
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List of Ordinances amending Section 16:

95-12

96-4

2001-08

2002-06

2004-03

2004-06

2006-07

30188.1

Section 16

adopted November 14, 1995, Section 16.1, Statement of Policy; Section 16.10,
Policy Against Harassment

adopted March 21, 1996, Section 16.6, Promotion and Upgrading

adopted August 14, 2001, Section 16.1, Statement of Policy; Section 16.2, Equal
Opportunity Policy; Section 16.5, Hiring Process and Process of Applications;
Section 16.6, Promotion and Upgrading; Section 16.8, Integration of All District
Facilities; Section 16.10, Policy Against Harassment

adopted November 12, 2002, Section 16.9, Hiring, Promotion and Transfer of
Relatives

adopted February 24, 2004, amending 16.2, Equal Opportunity Policy; 16.5, Hiring
Process and Processing of Applications; 16.8, Integration of All District Facilities;
16.10, Policy Against Harassment

adopted 10/26/04 adding Sections 16.12, Health Insurance Portability and
Accountability Act

adopted 8/8/06 amending Section 16.9, Hiring, Promotion & Transfer of Relatives
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SECTION 17  AMERICANS WITH DISABILITIES ACT

17.1 PURPOSE

The purpose of these rules and regulations is to implement Title | and Title Il of the

Americans with Disabilities Act ("ADA"), 28 CFR Part 35, by providing orderly

procedures for the administration, implementation and compliance with the

accessibility and non-discrimination requirements of said Act.
17.2 DEFINITIONS

As used herein:

a. "Board of Directors" means the Board of Directors of Padre Dam.

b. "District" means the Padre Dam Municipal Water District.

C. "Secretary" means Padre Dam Board Secretary.

d. “ADA Coordinator” is the responsible person designated by Padre Dam to
oversee the implementation of the ADA plan.

e. "Employee" means any person employed by Padre Dam, including a member of
the Board of Directors.

f. “Individual with a Disability" is a person who: (1) has a physical or mental
impairment that substantially limits one or more of his/her major life
activities; (2) has a record of such an impairment; or (3) is regarded as having
such an impairment.

g. "Reasonable Accommodation” is any change in the work environment or in the
way things are usually done that Padre Dam may accomplish without undue
hardship that may result in equal employment opportunities for an individual
with a disability.

h. "Undue Hardship" is an action that is excessively costly, extensive, substantial,
or disruptive, or that would fundamentally alter the nature or operation of
Padre Dam.

17.3 EMPLOYMENT PRACTICES (Title I)

It is the policy of Padre Dam to make all employment decisions on the basis of an

applicant's qualifications. Padre Dam's Equal Employment Opportunity Policy is more

fully explained in Section 16 of these Standard Practices and Policies. Qualified

individuals with disabilities are encouraged to apply for positions with Padre Dam. A
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17.4

"qualified individual with a disability" is an individual with a disability who meets the
skill, experience, education and other job-related requirements of a position held or
desired, and who, with or without reasonable accommodation, can perform the
essential functions of the job. Padre Dam shall review all personnel procedures and
policies and monitor practices to assure that this policy is fairly, uniformly and
consistently maintained.

PUBLIC SERVICES PRACTICES (Title II)

It is the policy of Padre Dam to assure that no qualified individual with a disability
shall, by reason of such disability, be excluded from participation in or denied the
benefits of the services, programs or activities of Padre Dam. A "qualified individual
with a disability" is any individual with a disability who, with or without reasonable
modifications to District rules, policies, practices, and removal of barriers, meets the
essential eligibility requirements for the receipt of services or the participation in
programs provided by Padre Dam.

In complying with this Section, Padre Dam shall do the following:

a. Conduct an inspection of all premises used by the general public and determine
if they are accessible by members of the disabled community.

b. After said inspection is conducted, prepare a transition plan for the
modification or removal of barriers to accessibility. Items listed in the
transition plan shall be completed in accordance with Padre Dam’s
implementation plan.

C. Require that any remodeling, renovation or other construction work done on
Padre Dam's premises comply with the Federal and State laws and statutes
regarding disability accessibility.

d. The transition plan shall be in writing and shall be maintained by the ADA
Coordinator or designee for public access, review and inspection.

e. Conduct a self-evaluation to review all policies, procedures and requirements
of Padre Dam to assure that they do not discriminate against members of the
disabled community. If the review reveals areas where modification or change
is required, those changes shall be so noted and made as soon as is feasibly
possible. The review will be in writing and shall be maintained in a public
location for a period of three years from the date of the review.

f. Update and maintain Padre Dam’s self-evaluation and transition plan on an
ongoing basis.
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17.5 GRIEVANCE PROCEDURE

Any individual who feels that Padre Dam has not complied with the provisions of the
ADA or with the above-stated procedures, may file a grievance with the ADA
Coordinator. The grievance shall be filed within ten (10) days after the individual
knew of the circumstances which form the basis for the grievance. The grievance shall
be in writing and shall state the following:

a. A description of the specific grounds of the grievance, including dates, places
and facts necessary for a complete understanding of the grievance;

b. A statement of the provisions of the ADA or this Section 17 which are alleged to
have been violated;

C. A statement of specific actions requested by the grievance of Padre Dam which
will remedy the grievance.

Within ten days of receipt of the grievance, the ADA Coordinator, or designee, on
behalf of Padre Dam, shall investigate the charges and prepare, in writing, a response
to the grievant stating the results of the investigation. At any time during the
investigation, the ADA Coordinator, or designee, may request a meeting with the
grievant and the grievant shall be available to meet in an attempt to resolve the
problem.

Any individual dissatisfied with the determination made by Padre Dam may appeal the
determination to the ADA Grievance Committee, provided that a written notice of
appeal is filed with the Secretary of Padre Dam no later than thirty (30) calendar days
after the date of personal service or mailing of the notice of determination, whichever
is sooner. The ADA Grievance Committee shall consist of two members of the Board of
Directors, as may be designated by the President of the Board of Directors, and the
ADA Coordinator, or designee. If a timely appeal is filed with the Secretary of Padre
Dam, the ADA Grievance Committee shall schedule a hearing within thirty (30) days of
the date of filing of the notice of appeal, and the Secretary of Padre Dam shall notify
the grievant of the time and date fixed for the hearing. The ADA Grievance
Committee shall review the matter, including any evidence presented at the hearing
and shall make a determination as to whether to confirm the determination of Padre
Dam. The determination shall be reduced to writing and mailed to the grievant within
ten (10) days of the date of the hearing.

If the grievant is dissatisfied with the determination made by the ADA Grievance
Committee, a request may be made to present the matter before the full Board of
Directors at a regularly scheduled meeting. The request shall be made in writing, to
the Secretary of the Board, within ten (10) days after receipt of the determination of
the ADA Grievance Committee, and at least seven (7) calendar days prior to a
regularly scheduled board meeting. The appeal must be in writing and state all facts
that lead the grievant to believe that the ADA Grievance Committee's determination is
not appropriate. The Secretary of the Board shall schedule the appeal for Board
action at the earliest convenient Board meeting and will notify grievant of such date
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and time. The Board of Directors shall review all documentation and make a
determination as to whether to confirm the determination of the ADA Grievance
Committee. The decision of the Board of Directors shall be final.

A list of grievances filed, and the outcome of such, shall be kept in a public location
and available for inspection and review for a period of at least three years.
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List of Ordinances amending Section 17:

2004-06 adopted October 26, 2004, creating Section 17, Americans with Disabilities Act.

30189.1
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SECTION 18 PURCHASING POLICY

18.1 PURPOSE OF POLICY

The purchasing policy of the District is based on the premise that all purchases shall be made
at the best possible price consistent with quality. This will be accomplished by obtaining
competitive prices and bids whenever practical. If cost and quality of materials from local
vendors are equal to those in other areas, staff is encouraged to make purchases within the
district boundaries.

The Director of Finance oversees all purchasing functions and will ensure these are conducted
with integrity. Unless otherwise approved by the governing Board, all purchases are to be
made in accordance with the District’s Five Year Business Plan and Budget approved by the
Board of Directors June 6, 2007 (Five Year Business Plan and Budget) to ensure fiscal
responsibility. Purchases are not to be made unless sufficient funds are available to make
payment promptly upon delivery. The District’s governing Board is responsible for
establishing these purchasing policies, and only upon their formal action can a change or
addition be incorporated.

It is the policy of the District to set forth comprehensive policies governing purchasing which:

Express District values

Address legal and audit requirements with respect to purchasing

Specify purchasing authority

Define purchasing responsibility

Provide for the most cost efficient level of control through decentralized
purchasing

f. Ensure good internal control, documentation, and accountability for all district
expenditures

®oo o

The highest ethical standards are to be maintained in all purchasing activities. The Director
of Finance is to remain diligent in the responsibilities to spend public funds consistent with
this Board’s purchasing policy.

In support of this policy, the Director of Finance shall create detailed procedures as standard
practices to implement this policy, as further described in Sections 18.4 and 18.13.

District Values

The District adheres to a strict code of values. These policies are set forth in accordance
with these values which are:

Trust - Our word is our bond.

Integrity - We hold ourselves to a higher standard.
Competence - We go beyond what is routinely expected.
Accountability - We take responsibility for all that we do.
Service - We care about what we do and how we do it.
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18.2 LEGAL AND AUDIT REQUIREMENTS

The policies and procedures set forth herein:

(@

(b)

Implement the laws and regulations applicable to purchasing policies of local
agencies as found in State Government Code and/or federal law.

Identify and formalize District purchases so payment can be made in accordance
with sound internal controls consistent with standard accounting and auditing
principles.

18.3 PURCHASING AUTHORITY

All purchasing authority ultimately rests with the District’s Board of Directors.

Authority to

purchase is delegated by the Board to the General Manager. This authority is then delegated
by the General Manager to other District employees in accordance with the guidelines stated in
this policy. Authority to amend the detailed purchasing procedures is delegated to the Director
of Finance with approval by the General Manager. (See Standard Practices and Policies Section
18.13 for the implementation procedures.) The chart below summarizes authority levels and

purchasing criteria:

Authorized Purchaser Amount* Purchasing Criteria
Authorized
Board of Directors Any Amount Any Item
General Manager $ 50,000 Must be covered under the Five
Year Business Plan and Budget
Departmental Directors $ 35,000 Must be covered under the Five
Year Business Plan and Budget
Cost Center Managers $ 15,000 Must be covered under the Five
Year Business Plan and Budget
Purchasing Processors $2,500 Must be covered under the Five

Year Business Plan and Budget

Finance and Operations Directors

Actual Amount

Water, sewer, power bills, loan
payments, CWA/MWD and MET.

Director of Engineering

Actual
Costs

Dollar

Refund - unused Developer fees
and deposits.

General Manager/Management

May submit any lower threshold
dollars for Board consideration.

'purchases are not to be made unless sufficient funds are available to make
payment promptly upon delivery.
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18.4 PURCHASING PROCEDURE RESPONSIBILITY

Purchasing procedures are created to be consistent with the Board approved Purchasing Policy,
but may be modified at the staff level without further Board action as long as the procedures
comply with Board Policy and sound internal controls. The responsibility and authority for
changing purchasing procedures rests with the Director of Finance. It is expected that
purchasing procedures will evolve over time and may be modified as better or more efficient
methods are identified. Requests for changes must be approved by the Director of Finance
who will then issue a red-line version and re-publish the procedures for staff use.

18.5 COST EFFICIENCY

The responsibility for making prudent purchases which maximize benefits to the District while
minimizing costs rests with the authorized purchasers. Anyone who initiates a purchase for the
District (authorized purchaser) is responsible for the following:

Complying with the District’s purchasing policy and procedures.

Making only prudent and necessary purchases.

Completing all required paperwork and obtaining the required approval(s).
Inspecting and accepting or rejecting items received.

Notifying the Accounting department immediately of any items received that do
not conform to the purchase order.

Recording equipment model and serial numbers, and registering the purchase
and warranty with the manufacturer.

g. Pursue all avenues to obtain items in the most cost effective manner and remain
aware of the responsibility of spending public funds.

©coo o

_—h

Each department head is responsible for ensuring compliance with the stated District policies
and procedures.

Accordingly, all purchase orders do not become a valid purchase commitment until processed
in accordance with procedures written by the Director of Finance. Justified emergency
purchases are the only exception. (See Section 18.14.11, Emergency Purchase Orders, in the
District’s Purchasing Procedures).

The Director of Finance is responsible for monitoring total purchases for compliance with the
District’s Five Year Business Plan and Budget and ensuring that sufficient funds are available to
pay for authorized purchases in a timely manner. Likewise, department heads and managers
are responsible for monitoring their respective departments’ purchases in relation to the Five
Year Business Plan and Budget and for reprioritizing spending as needed.

The General Manager is authorized to purchase items up to $50,000 that are covered under the
Five Year Business Plan and Budget. Board approval must be sought for any purchase exceeding
$50,000. Staff will only come back to the Board for additional funding outside the Five Year
Business Plan and Budget for a major and critical unexpected demand of a high dollar system
failure.
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Purchase Definition:

A purchase is defined as an expenditure for a single purpose which may represent one or a
series of expenditures that achieves the single purpose within a reasonable time frame. The
chart on the following page displays the expenditure limits. An acquisition may not be broken
into smaller pieces to avoid purchasing authorization thresholds. The limits are applied to the
total purchase liability incurred.

NOTE: Cost center managers must approve charges to their own cost center for any amounts in

excess of $100.00. In other words, managers cannot charge other departments’ cost centers
without the approval of that cost center manager. All dollar thresholds still apply.

18.6 DEFINITION OF BUDGET COMPLIANCE

Consistent with the Five Year Business Plan and Budget, overall spending levels will be
restricted to the total amount budgeted for the five year period to match the revenue
generated from rates and other sources. All purchases must follow the assigned employee
authority level as listed in Section 18.3, Purchasing Policy, “Purchasing Authority of Budgeted
Expenditures.” Unused budgeted expenses not spent in year one will be rolled over to future
years. Operating expenses not originally budgeted for may be purchased by reprioritizing
spending as long as sufficient funds are available under the total Five Year Business Plan and
Budget. Likewise, department heads may approve excess operational expenditures by
reprioritizing expenses as long as total actual expenditures do not exceed total budgeted
expenditures under the Five Year Business Plan and Budget.

The Park is unique in that an increase in attendance at the park, campground and RV storage
lot generates additional revenue but also generates additional expenses (i.e. electricity, fish
stock, maintenance). The goal of the Five Year Business Plan and Budget is to “live within the
household budget”. However, maximizing occupancy at the Park is desirable. Therefore,
increased spending necessary to generate the additional revenue at the Park is acceptable as
long as revenue neutrality is achieved.

The need to reprioritize spending is probable. The need to reprioritize capital projects and
preventive maintenance projects from changing conditions is also probable. Therefore,
spending patterns will undoubtedly need to be changed and periodic reporting of the changes
will be communicated to the Board of Directors. Any major high dollar impact would be
agendized for full Board consideration when it happens.

NOTE: For tracking purposes, all purchases must be coded to the correct cost center and
account number, job number, and subledger. Consistency in this area will ensure accurate
coding and provide a comparable historical tracking on the expenditure. Account coding of
expenditures will not change solely based upon the budget amount within the cost center and
account number.
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18.7 INTERNAL CONTROL AND DOCUMENTATION

The Authority to purchase must be documented in one of eleven ways,? in accordance with
District policies and procedures.

1. An Ordinance, Resolution or Motion adopted by the Board of Directors as
evidenced by Board minutes.

2. Written contracts signed by the General Manager and in some cases by the Board
President, including construction contracts.

3. Electronic Purchase Order - utilizing the J. D. Edwards system.

4. Blanket Purchase Order

5. Open Purchase Order

6. An Immediate Purchase Order check - (1.P.0.)

7. An approved warrant requisition or warrant stamped invoice

8. Petty Cash reimbursement

9. Credit Cards

10. Construction Contract

11. Emergency Purchase Orders

18.8 EXPENDITURE CATEGORIES

Expenditure authorizations have been established for the following expenditure categories:

18.8.1 Capital Expenditures

Capital Expenditures are items purchased or constructed which have a cost in excess of $5,000
and are depreciated over five (5) years or more. Capital expenditures are segregated into
equipment purchases, real property, and construction projects. Equipment purchases are
items purchased in a form ready for use in District operations. Real property is land and land
rights, such as easements. Construction projects are items built for public works,
replacements or betterments, and include expenditures for engineering, inspection, contracts,
materials, equipment usage and District construction labor.

Many capital expenditure requirements can be anticipated and were therefore incorporated
into the District’s Five Year Business Plan and Budget. However, the Five Year Business Plan
allows for the flexibility to accommodate unanticipated purchases if there are sufficient capital
funds available in the overall Five Year Business Plan and Budget. Under the Plan, staff is
authorized to change spending patterns of the capital equipment budget so long as the overall
spending does not exceed the Five Year Business Plan and Budget. Periodic reporting of the
changes will be communicated to the Board of Directors and any major high dollar impact will
be agendized for full Board consideration. At least annually, an updated spending plan for

2 See District’s Purchasing Procedures for explanations of the above mentioned eleven types of
purchases.
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capital replacements & improvements and preventive maintenance will be presented to the
Board with a staff analysis indicating why projects have been reprioritized.

The following chart shows the decision matrix to determine whether an expenditure should be
capitalized.

PADRE DAM MUNICIPAL WATER DISTRICT
ASSET DECISION MAKING MATRIX

TYPE OF FIXED

ASSET
PHYSICAL ASSET NON PHYSICAL ASSET MAJOR REPAIR & MAINTENANCE
>$ 5K NO >$ 25K NO
YES YES
>3 YRS NO >5 YRS NO
YES

@ -<
m
wn

CAPITALIZE ( EXPENSE ) <CAPITALIZE> <EXPENSE> b GAPITALIZE}(EXPENSE}
FINANCE
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18.8.2 Material and Supplies

Material and supplies are items purchased to be held in inventory for current and future use in
operations or construction, have an individual cost of less than $5,000, and which do not
otherwise qualify as a capital purchase per Section 18.9.1. The custodians of the material and
supplies inventories are responsible for ensuring items are properly secured while in inventory,
and utilized in a manner consistent with this policy when issued from inventory.

18.8.3 Professional Services

Professional services provide technical, legal, and professional assistance when the District
does not have qualified and/or available staff. Outside professional services should be used for
recurring work functions when it is more cost effective than hiring internal staff.

18.8.4 Other Services and Supplies

Other services and supplies are items charged to District operations, construction projects, or
administration expenses. Included in this category are:

a. Water, Sewer & Power Expenditures
The General Manager, Director of Operations and the Director of Finance are
authorized to purchase and disburse payment for imported water supply, sewer
processing costs to San Diego METRO and for outside power services. Such
authorization requires that at least two of these positions review and authorize
payments.

b. Refund of Unused Developer Deposits and Fees
The General Manager, Director of Engineering and the Director of Finance are
authorized to refund any unused developer fees and deposits in accordance with
District policy. Such authorization requires that at least two of these positions
review and authorize payments. This requires a notice of completion or
abandonment of project. Formal paperwork as specified by the Engineering
department is filed. Using this paperwork, Engineering and Finance staff review
the final job cost report and payments processed.

18.8.5 Real Property

The General Manager is authorized to negotiate with property owners for the purchase or sale
of real property rights, including easements, through the process and procedures as stipulated
by state law for any specific considerations, such as condemnation processes. Otherwise, the
General Manager is authorized to execute real property agreements consistent with Section
18.6, “Purchasing Authority of Budgeted Expenditures.” The final agreement is to be executed
through a written instrument.

Section 18 Standard Practices & Policies Page 8 of 11
Padre Dam Municipal Water District



18.9 CONSTRUCTION PROJECTS FUNDING POLICY

The District’s facilities are being continually expanded and improved to meet the service needs
of its customers and changing regulatory requirements.

Construction projects are funded by developer deposits, other revenues, capacity expansion
funds, or District general funds. Construction projects funded by developer deposits or other
revenues require a revenue contract specifying the work to be performed, limiting the District's
liability, and assuring the availability of funds. Construction projects funded by capacity
expansion or general funds require available monies within the appropriate fund.

Expenditures for construction projects built under the direction of the Director of Engineering

and Planning are subject to the limits established in Section 18.6, Purchasing Authority of
Budgeted Expenditures.

18.10 CONTROL AND DISPOSAL OF SURPLUS COMPUTER EQUIPMENT

When District computer equipment is replaced or retired, the Information Systems (1.S) staff
should determine if it is needed in another department. If so, the surplus equipment will be
transferred and installed in that department. The I.S. staff may also salvage parts from
unwanted surplus or obsolete equipment to support the operation of other District computer
equipment.

18.10.1 Notification to Director of Finance

The I.S. staff or assigned designee will notify the Director of Finance with a written listing of
any surplus equipment. The notice should include a description of the equipment and its
operational status.

18.10.2 Surplus Equipment Recipient List

The District will send a letter to worthy organizations located within the District’s service
boundaries requesting confirmation to be placed on a “Surplus Computer Equipment Recipient
List” (“List”). This letter will also serve to clarify the non-profit status of the entity and all
other pertinent data, including the intended computer equipment use.  The Director of
Finance will update the List as needed.

Surplus computer equipment that cannot be used by the District can be donated to an
organization on the Board approved List. Inoperable or obsolete equipment with no useful
purpose or value to the public may be given to a local thrift store or, finally, discarded, with
the approval of the Director of Finance.
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18.11 CONTROL AND DISPOSAL OF DISTRICT FURNITURE AND NON-COMPUTER EQUIPMENT

The decision to replace or retire furniture and non-computer equipment is made by the
director, or their designee, with the expertise to make that determination. Once the decision
is made, it should be determined if the surplus item can be used in another department. If so,
the item will be transferred and installed in that department.

18.11.1 Notification to Director of Finance

The Director of Finance should be notified of all District furniture and non-computer equipment
being replaced or retired.

18.11.2 Process for disposing of surplus equipment

See Section 18.16, PROCEDURES FOR CONTROL AND DISPOSAL OF SURPLUS EQUIPMENT, for
information on disposal of surplus equipment.

18.11.3 Sale of Surplus Real Property

See Section 18.9.5, REAL PROPERTY, for information on the sale of surplus real property.

18.12 COOPERATIVE PURCHASING

The General Manager or his designee has the authority to join with other public jurisdictions in
cooperative purchasing plans to purchase supplies, materials, services and equipment. The
General Manager or his designee may also buy or lease directly from a vendor at a price
established by another public agency’s competitive bidding even if the District did not join that
agency in a cooperative purchase so long as the competitive bidding procedure used by the
agency was in substantial compliance with the District’s competitive bidding procedure and the
bidding process occurred within the previous twelve (12) months. The General Manager or his
designees may also purchase supplies, materials, services and equipment from the United
States of America or any state, municipality or other public agency without following the
District’s formal bidding procedures, so long as the competitive bidding procedure used by the
above agencies was in substantial compliance with the District’s competitive bidding procedure
and the competitive bidding process occurred within the previous twelve (12) months.

The General Manager or his designee must confirm that the competitive bidding procedure used
by another public jurisdiction is in substantial compliance with the District’s competitive
bidding procedure and the competitive bidding process occurred in the previous twelve months
before exercising the cooperative purchasing authority granted them under this policy.
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List of Ordinances Amending Section 18:

Ord. 2000-13, adopted 12/12/00, rewriting Section 18.

Ord. 2008-09, adopted 8/12/08, rewriting Section 18.

30423.1
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SECTION 19 INTERNAL OPERATING PROCEDURES

19.1 FUND STRUCTURE

19.1.1 Basis of Accounting

The District utilizes accounting principles appropriate for an enterprise fund to record its
activities, as more fully described in the “Fund Accounting System,” adopted by the Board on
July 28, 1999. Revenue and expenses are recognized on an accrual basis of accounting.

19.1.2 The General Fund

The District maintains a general fund to account for its five operations:

1.

Wholesale Water Fund: Wholesale water operation is responsible for developing,
acquiring, transferring, storing and delivering potable water to the District's retail
operation, Lakeside Water District, Riverview Water District, and the County of San
Diego.

Retail Water Fund: Retail water operation is responsible for developing, acquiring,
transferring, storing and delivering potable water to retail customers in the western
(ID A) and eastern (ID 1) service areas.

Wastewater(Sewer) Fund: Waste Water Disposal is responsible for collection and
disposal of sewage with the District sewer service areas (ID A and B).

Water Recycling Fund: Water Recycling is responsible for treatment and distribution
of reclaimed water to irrigation customers and the Santee Lakes.

Santee Lakes Recreation Preserve: Santee Lakes provides recreational services to
campers, picnickers, and fishermen at the Santee Lakes Recreation Preserve.

Also, the District accounts for its capital expenditure programs within the general fund.

The District also records and distributes general and administrative support costs to
operations and capital programs within the general fund based on the cost of support service
provided.
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19.1.3 Unrestricted Cash Funds

The District maintains unrestricted cash funds for each operation to provide cash for the
following purposes:

1. Rate Stabilization Fund: Rate Stabilization Fund compensates in the event of an
economic or other cyclic downturn, or in case of a natural disaster. The contribution
to the rate stabilization shall be established by the Board of Directors annually. The
fund balance shall not exceed 10% of the operation, plus, an amount calculated to
assure continued operations without rate fluctuation through a period of drought. The
guideline goal of the Board of Directors is to establish a minimum annual rate
stabilization of 1% of operating expenses, as determined during the budget process.

2. Capital Replacement Fund:

a. Facilities (other than Vehicles and Equipment):

The Capital Replacement Fund funds replacement of capital assets (other than
buildings, vehicles and equipment) as they reach the end of their useful lives.
The contribution to the replacement fund shall be established by the Board of
Directors annually through budget adoption. The guideline goal of the Board of
Directors is to establish a contribution to the replacement fund in the amount
of 100% of the depreciation expense on current assets until a long range
replacement plan is developed. At that time the contribution will be made
annually by the Board of Directors and based upon the long range replacement
plan.

b. Internal Service Fund for Shared Assets:

The Internal Service Fund (ISF) funds replacement and ongoing operational and
maintenance costs of the District's shared assets — buildings, vehicles and
equipment. Replacement and operational costs are recovered by the ISF
through a usage rate charged to each department or project benefitting from
the use of the asset. The usage rate is calculated annually based on total
ownership costs divided by total units of use (miles, hours, square feet, etc.)

19.1.4 Restricted Cash Funds

1. Capacity Expansion Fund: Capacity Expansion Funds are revolving funds used to
provide for the construction of facilities needed to extend services to new users.

19.1.5 Trust Funds
1. Employee Post Retirement Health Benefit Fund

Employee Post Retirement Fund maintains funds accrued for the payment of
employee's and director's post retirement health and life insurance benefits.

2. Retirement Plan (Aetna)
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3. Improvement District "D" State Department of Water Resources Loan Repayment Fund

IDD State Department of Water Resources Loan Repayment Fund maintains funds
collected from Improvement District D customers for loan payments.

4. Such other funds as are necessary to accommodate statutory and contractual
obligations of the District.

19.2 DISTRICT COST ALLOCATION AND BILLING RATES

19.2.1 Cost Allocation

District costs and expenses that can be directly attributed to a specific project, job, work
order or operation shall be charged to that project, job, work order or operation.

District costs and expenses that cannot be directly attributable to a specific project, job,
work order or operation shall be charged to a support unit as defined in the District cost
allocation plan. The cost of that support unit will be charged to District projects, jobs, work
orders and operations based on the cost of support service actually provided.

19.2.2 Billing Rates

The District's Billing Rates are the cost of supporting District employees so they can perform
their work as efficiently as possible. Billing rates include direct labor costs, employee
benefits and support unit costs. The support unit cost is calculated by a cost allocation plan.
All direct and indirect costs are charged to the services, jobs, operations and departments
based on the services provided.

Each year the billing rates are recomputed based upon the projected cost of services
determined by the budget process and the rate models. Internal rates will be effective for the
subsequent calendar year. External costs may be passed through as incurred.

19.3 SUBVENTIONS

19.3.1 Wholesale Water Rate

Property taxes provide a subvention to the wholesale water operation which will reduce the
wholesale water rate to an amount set by the Board.

19.3.2 Retail Water Rate - Eastern Service Area

Property taxes provide a subvention to the retail water operation which will reduce the retail
water commodity rate for customers within the Eastern service area to an amount set by the
Board.
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19.3.3 Santee Lakes Recreation Preserve

No subvention is provided to the Santee Lakes Recreation Preserve. Park operations are
expected to be self sustaining.

19.4 INVESTMENT POLICY

19.4.1 Introduction

The purpose of this document is to identify policies and procedures that provide for prudent
and systematic investment of District funds and to organize and formalize investment related
activities. The ultimate goal is to enhance the economic status of the District while
protecting its funds.

The investment policies and practices of the Treasurer and Director of Finance for the District
are based upon limitations placed on it by the District's Board of Directors. These policies
have five primary goals:

1. To protect principal.

2. To insure that funds are available to pay obligations of the District without
having to liquidate investment at the risk of principal or accrued interest.

3. To maximize the interest yield earned from deposits.

4. To insure that all investment transactions are properly authorized and that all
transactions are properly carried out in a procedure designed to minimize risk,
and unauthorized transactions.

5. To assure compliance with all Federal, State and Local laws governing the
investment of monies under the control of the Director of Finance.

19.4.2 Scope

It is intended that this policy cover all funds and investment activities under the direct
authority of the Director of Finance, except for the employee's deferred compensation funds.

19.4.3 Objectives:

A. Safety:

It is the primary duty and responsibility of the Director of Finance to protect,
preserve and maintain cash and investments placed in the treasury. Each
investment transaction shall seek to ensure that capital losses are avoided,
whether from institution default, broker-dealer default, or erosion of market
value of securities. The Finance Committee shall evaluate or cause to have
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Section 19

evaluated potential investment, seeking both quality in issuer and in underlying
security or collateral. Diversification of the portfolio will be used in order to
reduce exposure to principal loss.

Liquidity:

An adequate percentage of the portfolio will be maintained in liquid short-term
securities which can be converted to cash if necessary to meet disbursement
requirements. Since all cash requirements cannot be anticipated, investment
in securities with active secondary markets will be utilized. These securities
will have a low sensitivity to market risk.

Yield:

Yield should become a consideration only after the basic requirements of
safety and liquidity have been met.

Market-Average Rate of Return:

The investment portfolio shall be designed to attain a market-average rate of
return throughout economic cycles, taking into account the District's risk
constraints, the cash flow characteristics of the portfolio, State and Local laws,
and ordinances or resolutions that restrict investments. The portfolio will be
compared, on a quarterly basis, to a performance benchmark with portfolio
characteristics similar to the District’s portfolio.

Diversification:

The investment portfolio will be diversified to avoid incurring unreasonable and
avoidable risks regarding specific security types or individual financial
institutions.

Prudence:
The District adheres to the guidance provided by the "prudent investor
standard.” “When investing, reinvesting, purchasing, acquiring, exchanging,

selling, or managing public funds, a trustee shall act with care, skill, prudence,
and diligence under the circumstances then prevailing, including, but not
limited to, the general economic conditions and the anticipated needs of the
agency, that a prudent person acting in a like capacity and familiarity with
those matters would use in the conduct of funds of a like character and with
like aims, to safeguard the principal and maintain the liquidity needs of the
agency

Public Trust:
All participants in the investment process shall act as custodians of the public

trust. Investment officials shall recognize that the investment portfolio is
subject to public review and evaluation. The overall program shall be designed
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and managed with a degree of professionalism that is worthy of the public
trust. In a diversified portfolio it must be recognized that occasional measured
losses are inevitable, and must be considered within the context of the overall
portfolio's investment return, provided that adequate diversification has been
implemented.

19.4.4 Delegation of Authority

The investment of District idle monies is hereby delegated to the Finance Committee by the
Board of Directors. The Finance Committee delegates the day to day investment operations
to the Director of Finance or to a professional independent investment advisor; this
delegation is contingent upon disclosure of investment results through the monthly report to
the Board of Directors as described in Section 19.4.6.

19.4.5 Finance Committee

The Finance Committee shall consist of four members. All actions of the Finance Committee
shall be with the approval of at least two members of the Finance Committee.

Primary Alternate

Board Member Board Member
Treasurer Board Member
General Manager Accounting Manager
Director of Finance Accounting Manager

19.4.6 Reporting

The Director of Finance will submit a monthly investment report to the Board of Directors.
This report will include:

Type of investment instrument (i.e. Treasury Bill, medium-term note)
Issuer name (i.e., General Electric Credit Corp.)
Purchase date (trade and settlement date) Maturity date
Par value

Purchase price

Coupon

Yield on cost

Current market value and the source of valuation
Accrued interest to date

Overall portfolio yield based cost

Average duration

Percentage distribution by type of investment
Transactions during the month

The monthly report shall (i) state compliance of the portfolio with applicable California
Government Codes and the District’s statement of Investment Policy, or manner in which the
portfolio is not in compliance, (ii) include a description of any of the District’s funds,
investments or programs that are under the management of contracted parties, and (iii)
include a statement denoting the ability of the District to meet its expenditure requirements
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for the next six months, or provide an explanation as to why sufficient money shall, or may
not, be available.

19.4.7 Authorized Investment Instruments

The District is governed by the California Government Code, § 53600 et seq. No investment
may exceed five years to maturity without specific approval of the Board of Directors. All
percentages described below refer to the percentage at the time of the purchase. Within the
context of these limitations, the following investments are authorized:

Local Agency Investment Fund:

Maximum permitted investment in the State’s pooled investment fund is the maximum
allowed by the State Treasurer, currently $40 million. However, the district will maintain its
current maximum amount of $30 million.

Note: Effective January 2002, the State of California raised the limit on the maximum
amount of money a public entity may invest in LAIF to $40 million.

San Diego County Pool:

Maximum permitted investment in the County’s pooled investment fund is $1.0 million. No
additional investments shall be made in the San Diego County Pool without the prior approval
of the Finance Committee.

Bankers Acceptances:

The District may only purchase bankers’ acceptances issued by domestic or foreign banks,
which are eligible for purchase by the Federal Reserve System, the short-term paper of which
is rated in the highest category by Moody’s Investors Services or by Standard and Poor’s
Corporation. Purchases of Bankers Acceptances may not exceed 180 days maturity or 40
percent of the District’s surplus money. However, no more than 30% of the District’s surplus
funds may be invested in the bankers’ acceptances of any one commercial bank.

U.S. Treasury Securities:

United States Treasury notes, bonds, bills or certificates of indebtedness, or those for which
the full faith and credit of the United States are pledged for payment of principal and
interest.

Repurchase Agreements:

Repurchase Agreements shall be used solely as short-term investments not to exceed 90 days.
Collateral for repurchase agreements shall be limited to obligations of the United States
government and its agencies. The market value of securities that underlie a Repurchase
Agreement shall be valued at 102 percent or greater of the funds borrowed against those
securities and the value shall be reviewed on a regular basis and adjusted no less than
monthly. Market value must be calculated each time there is a substitution of collateral.
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The District will only enter into Repurchase Agreements with primary dealers of the Federal
Reserve Bank of New York. Collateral used for the Repurchase Agreement will be delivered
on a delivery vs. payment system to the District’s custodian on the date of settlement.

Reverse Repurchase Agreements:

The District will not enter into Reverse Repurchase Agreements, nor any other securities
lending arrangement, without the prior consent of the Board of Directors. If a Reverse
Repurchase Agreement is authorized, it may be utilized only if the security to be sold on
Reverse Repurchase Agreement has been owned and fully paid for by the District for a
minimum of 30 days prior to the sale; the total of all Reverse Repurchase Agreements on
investments owned by the District does not exceed 20 percent of the base value of the
portfolio; and the agreement does not exceed a term of 90 days, unless the agreement
includes a written codicil guaranteeing a minimum earning or spread for the entire period
between the settlement date and the maturity date.

Reverse Repurchase Agreements can only be entered into with primary dealers of the Federal
Reserve Bank of New York.

Certificates of Deposit:

The District may invest in FDIC- insured or fully collateralized time certificates of deposit in
financial institutions issued by a nationally or state-chartered bank or a state or federal
savings and loan association or by a state-licensed branch of a foreign bank. All time deposits
must be collateralized in accordance with California Government Code § 53651, with the
exception that real estate mortgages are not acceptable collateral; or at 110% by eligible
marketable securities listed in subsections (a) through (I) and (n) and (0).

A written depository contract is required with all institutions that hold Water District
deposits. All banks are required to provide the District with a regular statement of pooled
collateral which shall include the following statements: (i) the 110% collateral rule is being
met; (ii) a market value and location listing of all collateral; (iii) accountability of the total
amount of deposits secured by the pool.

The District shall not purchase a certificate of deposit from any bank that has not received a
rating of “A” or better from Moody’s or Standard and Poor’s, or a rating of “C” or better by
Keefe, Bruyette & Woods or Sheshunoff and Company.

The District shall maintain a first perfected lien in the securities pledged against the deposit
and shall have a contractual right to liquidation of pledged securities upon the bankruptcy,
insolvency or other default of the counterpart. FDIC insured or fully collateralized time
certificates shall not exceed 15 percent of total portfolio exposure. Maximum investment
maturity will be restricted to two years.

Per 853637 of the California Government Code, the Board of Directors of Padre Dam Municipal
Water District is prohibited from depositing or investing local funds in certificates of deposit
issued by a state or federal credit union if any member of a local agency’s legislative body or
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any person with investment decision making authority for the local agency also serves on the
board of directors or any committee appointed by the board of directors, or the credit
committee, or supervisory committee, of the state or federal credit union issuing the
negotiable certificates of deposit.

Per § 53638 of the California Government Code, any deposit shall not exceed the total paid-
up capital and surplus of any depository bank, nor shall the deposit exceed the total net
worth of any institution.

Negotiable Certificates of Deposit:

Negotiable certificates of deposits issued by a nationally or state-chartered bank or a state or
federal association or by a state-licensed branch of a foreign bank provided that the senior
debt obligations of the issuing institution are rated “AA” or better by Moody’s Investors
Service or Standard and Poor’s Corporation.

Per 853637 of the California Govt. Code, the Board of Directors of Padre Dam Municipal
Water District is prohibited from depositing or investing local funds in negotiable certificates
of deposit issued by a state or federal credit union if any member of a local agency’s
legislative body or any person with investment decision making authority for the local agency
also serves on the board of directors or any committee appointed by the board of directors,
or the credit committee, or supervisory committee, of the state or federal credit union
issuing the negotiable certificates of deposit.

Per 853638 of the California Govt. Code, any deposit shall not exceed the total paid-up
capital and surplus of any depository bank, nor shall the deposit exceed the total net worth of
any institution.

Maximum portfolio exposure is limited to 30 percent. Maximum investment maturity is
restricted to two years.

Commercial Paper:

Commercial paper of "prime" quality of the highest ranking or of the highest letter and
number rating as provided for by a nationally recognized statistical-rating organization
(NRSRO). The entity that issues the commercial paper shall meet all of the following
conditions in either paragraph (1) or paragraph (2):

(1) The entity meets the following criteria: (A) Is organized and operating within the
United States as a general corporation. (B) Has total assets in excess of $500 million.
(C) Has debt other than commercial paper, if any, that is rated "A" or higher by a
nationally recognized statistical-rating organization (NRSRO).

(2) The entity meets the following criteria: (A) Is organized within the United States
as a special purpose corporation, trust, or limited liability company. (B) Has program
wide credit enhancements including, but not limited to, over collateralization, letters
of credit, or surety bond. (C) Has commercial paper that is rated “A-1" or higher, or
the equivalent, by a nationally recognized statistical-rating organization (NRSRO).
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Purchases shall not exceed 10 percent of the outstanding paper of the issuing corporation.
Maximum investment maturity is restricted to 270 days. Maximum portfolio exposure is
limited to 25% percent.

Medium Term Notes:

Medium-term corporate notes, defined as all corporate and depository institution securities
with a maximum remaining maturity of five years or less, issued by corporations organized
and operating within the United States or depository institutions licensed by the United States
or any state and operating within the United States. Medium term notes shall be rated “A” or
higher by Moody’s Investors Service and Standard & Poor’s Corporation. Maximum investment
maturity is restricted to two years for “A” rated notes and five years for notes rated “AA” or
higher. Maximum portfolio exposure is limited to 30 percent.

U.S. Federal Agencies:

Federal agency or United States government-sponsored enterprise obligations, participations,
or other instruments, including those issued by or fully guaranteed as to principal and interest
by federal agencies or United States government-sponsored enterprises.

Municipal Obligations:

Obligations of the State of California or any local agency within the state, including bonds
payable solely out of revenues from a revenue producing property owned, controlled or
operated by the state or any local agency or by a department, board, agency or authority of
the state or any local agency. In addition to California municipal obligations, the District may
invest in registered treasury notes or bonds of any of the other 49 United States, including
bonds payable solely out of the revenues from a revenue-producing property owned,
controlled, or operated by a state or by a department, board, agency, or authority of any of
the other 49 United States. To be eligible for purchase, the obligation must be rated AA or
better by a NRSRO. The maximum portfolio allocation to municipal obligations is 15 percent.

Money Market Funds:

Shares of beneficial interest issued by diversified management companies, that are money
market funds registered with the Securities and Exchange Commission under the Investment
Company Act of 1940 (15 U.S.C. Sec. 80a-1, et seq.).

To be eligible for investment pursuant to this subdivision these companies shall either: (1)
have attained the highest ranking or the highest letter and numerical rating provided by not
less than two nationally recognized statistical rating organizations or (2) have retained an
investment advisor registered or exempt from registration with the Securities and Exchange
Commission, with not less than five years experience managing money market mutual funds,
and with assets under management in excess of $500,000,000.

The maximum portfolio exposure is limited to 20 percent.
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Local Government Investment Pools:

Shares of beneficial interest issued by a joint powers authority organized pursuant to Section
6509.7 that invests in the securities and obligations authorized in subdivision (a) to (n),
inclusive. Each share shall represent an equal proportional interest in the underlying pool of
securities owned by the joint powers authority. To be eligible under this section, the joint
powers authority issuing the shares shall have retained an investment adviser that meets all
of the following criteria:

1. The adviser is registered or exempt from registration with the Securities and
Exchange Commission.

2. The adviser has not less than five years of experience investing in the securities
and obligations authorized in subdivisions (a) to (n), inclusive.

3. The adviser has assets under management in excess of five hundred million

dollars ($500,000,000).

19.4.8 Ineligible Investments

The District shall not invest in mortgage-backed securities, inverse floaters, range notes,
interest-only strips that are derived from a pool of mortgages or any security that could result
in zero interest accrual if held to maturity. Any security or security type not specifically
allowed by the District’s Policy is expressly prohibited.

19.4.9 Swaps

A swap transaction will only be executed if economic gain over the life or the investment can
be realized. In no instance shall a swap be used for speculative purposes. Swaps may be
executed following the presentation to and approval of, the Finance Committee, of potential
swap opportunities, as part of the quarterly review and approval of the overall investment
strategy.

19.4.10 Loss of Value or Credit Quality

When investments lose value either because of market conditions, credit quality, maturity or
other conditions, the Finance Committee will evaluate the relative risk of holding versus
liquidating the investment keeping in mind the five primary goals hereto fore presented. If a
fund or investment incurs a 3 percent market loss, regardless of actual dollar losses, the
Committee will notify the Board of Directors of the reduced value and provide a
recommended course of action.

19.4.11 Approved Broker/Dealer List

The District shall execute purchases and sales of securities only with primary dealers or other
approved institutional broker/dealers. The District’s finance staff will maintain a list of
financial institutions approved for securities’ transactions and will review the list annually.
All approved institutions must sign the Information Request Form and agree to abide by the
conditions set forth in the District’s Investment Policy. For transactions executed by the
investment management firm engaged by the District, the firm’s approved list may be used.
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19.4.12 Risk Tolerance

The District recognizes that investment risks can result from issuer defaults, market price
changes or various technical complications leading to temporary illiquidity. Portfolio
diversification is employed as a way to control non-systematic risk. The Finance Committee is
expected to display prudence in the selection of securities, as a way to minimize default risk.
No individual investment transaction shall be undertaken which jeopardizes the capital
position of the overall portfolio.

Risk will also be managed by subscribing to a portfolio management philosophy that helps to
control market and interest rate risk by investing to a shorter term. This philosophy also
prohibits trading losses (for speculative purposes) unless there is a sudden need for liquidity
and the need cannot be satisfied on a more cost effective basis. Loss of principal will only be
acceptable if economic gain can be conclusively demonstrated.

Controlling and managing risk is the foremost portfolio management objective. The District
strives to maintain an efficient portfolio by providing for the lowest level of risk for a given
level of return. This acceptable level of return is based on the performance of a benchmark
with similar portfolio characteristics as the District’s portfolio. Any level of return above this
measure should be reviewed in order to ensure that such investments meet the criteria
previously specified.

19.4.13 Safekeeping and Custody

All securities transactions entered into by the District or by the District’s financial advisors,
consultants or managers, shall be conducted on a delivery versus payment basis. All cash and
securities in the District’s portfolio shall be held in safekeeping the District’s name by a third
party bank trust department, acting as agent for the District under the terms of a custody
agreement executed by the bank and the District. The only exception to the foregoing shall
be depository accounts and securities purchases made with: (I) LAIF, (ii) local government
investment pools, and (iii) money market mutual funds, since these securities are not
deliverable. Evidence of each of these investments will be held by the District Director of
Finance.

19.4.14 Statement of Investment Policy

The Director of Finance shall submit the Investment Policy for review, annually, to the Board
of Directors at a public meeting. Any recommended changes to the policy shall also be
considered by the Board of Directors at a public meeting.

19.4.15 Maximum Maturity

Investment maturities shall be based on review of cash flow forecasts. Maturities will be
scheduled so as to permit the District to meet all projected obligations.

No investment shall be made in any security, other than a security underlying a repurchase or
reverse repurchase agreement, that at the time of the investment has a term remaining to
maturity in excess of five years, unless the Board has granted express authority to make that
investment no less than three months prior to the investment.
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19.4.16 Competitive Bidding Procedures

A competitive process shall be used to conduct investment transactions whenever possible.
When purchasing a security, the District, or its advisor, will select the security which provides
(a) the highest rate of return among the comparable securities, and (b) optimizes the
investment objectives of the overall portfolio. When selling a security, the District, or its
advisor, will select the bid which generates the highest price.

It will be the responsibility of the personnel involved with each purchase/sale to document
and retain written records of each transaction.
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List of Ordinance amending Section 19:

95-8
95-18

97-4
97-8

98-11

99-09

2000-14

2002-01

2003

2004-01

2004-08

2005-08

2008-02

29940.1

Section 19

adopted 09/26/95
adopted 12/12/95, Section 19.1.3, Unrestricted Cash Funds

adopted 04/08/97

Replaces Ord. No. 97-4, adopted 07/22/97, Section 19.1.3, Unrestricted Cash
Funds; Section 19.4, Investment Policy; Section 19.4 Investment Policy; Section
19.4.3, Objectives; Section 19.4.4, Delegation of Authority; Section 19.4.5,
Finance Committee; Section 19.4.6, Reporting; Section 19.4.7, Authorized
Investment Instruments; Section 19.4.8, Ineligible Investments; Section 19.4.9,
Swaps; Section 19.4.10, Loss of value or Credit Quality; Section 19.4.11, Approved
Broker/Dealer List; Section 19.4.12, Risk Tolerance

adopted 11/ 24/98, Section 19.4, Investment Policy; Section 19.4.7, Authorized
Investment Instruments

adopted 11/23/99, Section 19.1, Fund Structure; Section 19.2, District Cost
Allocation and Billing Rates; Section 19.3, Subventions; Section 19.4, Investment
Policy; Section 19.4.7, Authorized Investment Instruments

adopted 12/19/00, Section 19.4, Investment Policy; Section 19.4.3, Objectives;
Section 19.4.7, Authorized Investment Instruments

adopted 01/08/02, Section 19.4, Investment Policy; Section 19.4.7, Authorized
Investment Instruments.

Reviewed by PFM on 12/4/02; no revisions recommended. Note & File to Board on
01/14/03.

adopted 01/13/04, amending Sections 19.4.3, 19.4.4, 19.4.5 and 19.4.7.
adopted 12/14/04 amending Section 19.4.7, effective 1/13/05.

adopted 12/13/05, effective 1/1/06.

adopted 2/12/08, effective 3/13/08
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SECTION 20 CODE OF ETHICS & ETHICAL BEHAVIOR

20.1 INTRODUCTION

A. Padre Dam Vision Statement

We set the standard for delivering exceptional value and service in providing important life
necessities for our customers and community.

B. Padre Dam Mission Statement

The mission of Padre Dam is to provide quality water, recycled water, park and recreational
facilities, and wastewater management services for our customers. We accomplish this
mission in the most cost-effective manner possible while earning customer and community
respect.

C. Definition of Ethics: Webster’s Ninth New Collegiate Dictionary
1. The discipline dealing with what is good and bad and with moral duty and
obligation.
2. A set of moral principles and values.
3. A theory or system of moral values.
4. The principles of conduct governing an individual or a group.

20.2 ETHICS AND ATTITUDE

A. Why a Code of Ethics

We expect ethical behavior of the workforce at Padre Dam. Our customers, stakeholders and
community expect it of us, too.

For most organizations, developing an ethics policy is the first step in developing an ethics-
based employee culture. At Padre Dam, we have been successfully building an ethics-based
employee culture through our Workforce Partnership since 1996. Why develop a code of
ethics now? Because Enron, Worldcom and Wall Street eroded the public’s trust in business
ethics, and the public sector is equally suspect. In 2004, unethical behavior at two
Sacramento water districts led to a statewide investigation and legislative action. In 2005,
the City of San Diego has given San Diego area residents cause to doubt the ethical
standards of all public agencies countywide.

At Padre Dam we raise our level of accessibility, transparency and accountability in order
to earn and retain the trust of our customers, our stakeholders and the community. While
Padre Dam’s values-based employee culture drives our commitment to customer service
and value, the foundation on which our organization is built is the trust of our customers.
We must earn, and re-earn that trust every day. This is the reason Padre Dam decided, nine
years into the successful development of a values-based employee culture, to develop a
Code of Ethics.
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Our Code of Ethics is not just a set of rules for specific circumstances and it is not limited to
legal requirements. This code is also about principles, morals and state of mind. We expect
our employees, temporary workers, managers, Board members, consultants and contractors
to read this code, understand its importance, and apply its principles -- to their words,
actions and decisions, at work and in their lives, every day, in every circumstance.

B. An Ethical Organization

In August 1996, twelve Padre Dam employees, representing labor and management,
followed their new General Manager to the tiny desert town of Borrego Springs with the
mutual desire to put an end to years of adversarial relationships that had resulted in four
employee lawsuits.

Over three days, with the temperature hovering around 115 degrees, these individuals
determined that to change Padre Dam from a traditional, hierarchical organization to a
high performance, high-involvement work environment, labor and management must
become business partners, with mutual responsibility for employees, customers, business
performance and organizational improvement. They formed the original Employee
Involvement Team (EIT), defining their role as setting the example for all employees to

follow.

On January 1, 1997, Padre Dam’s Board of Directors endorsed the EIT, voting unanimously
for development of the Workforce Partnership, establishing the Padre Dam Employees
Association (PDEA), management, and the Board of Directors as equal partners in:

Strategic planning;

Involving and empowering employees;
The decision-making process;
Changing the workplace culture;
Improving morale;

Increasing accountability.

The goal of the Workforce Partnership is to develop a customer-focused and employee-
driven organization built on the Seven Principles of Participative Management and our five

Values:

Section 20

Trust

We will be willing to share information; disagreements are okay and won’t
erode trust; we are willing to take risks; we are not afraid of consequences
of error; we will not be afraid of change or new ideas.

Integrity

We hold ourselves and others to a higher standard; we don’t accept
mediocrity; people follow through and do what they say they will do. EIT
members are taking the lead.

Competence
We support continuous training; we are a learning organization with a highly
skilled workforce.

Accountability

People are not afraid of making decisions; we own our results because we
are personally invested in them; we know that accountability creates
competency.
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o Service
Golden Rule - provide the level of service that you would expect if you were
the customer.

The result of the Workforce Partnership is that Padre Dam’s performance, quality and
service standards are what most people desire in a well-run business, but do not expect to
find in government.

° Padre Dam developed its first 5-year strategic plan in 1997, and updates are
done every five years, providing focus and alignment to the organization;

° The Integrated Facilities Plan, completed in 2002, manages the infrastructure
needs through 2030;

. Our Quest for Quality program is preparing Padre Dam to participate in the
Baldrige National Quality Program ( “Q2 *);

. Our employee-driven Competitive Challenge reduced operating costs.

The Workforce Partnership creates a work environment that values employees and clearly
establishes the accountability of labor, management and the Board to each other and
Padre Dam's customers. Accountability demands that employees practice ethical, values-
based behavior. As stated in the Code of Trust, “We care about what we do, how we do
it, and how it is perceived.”

Maintaining these standards is the role of the EIT. Employees, management and Board
members rotate on and off the EIT on an annual basis, and meet monthly to manage the
organizational improvement mandates of the Workforce Partnership, such as strategic
planning and employee development. Each of the partners voted to renew the Workforce
Partnership in 2001, 2003 and 2005. Padre Dam’s commitment to our Values and values-
based behavior is as strong in 2005 as it was in 1996, if not stronger.

20.3 BEHAVIOR IN THE WORKPLACE

20.3.1 Introduction

As described in Section 20.2, ethical behavior is about principles, morals and state of mind.
This behavior spills into the workplace and this section describes behaviors we believe are
the principles, morals and state of mind Padre Dam wants to see exhibited in the
workplace. Padre Dam is committed to a workplace that is free from harassment,
discrimination and retaliation. We believe all employees, temporary workers, managers,
Board members, consultants and contractors are to be treated with respect. The Code of
Values - Trust, Integrity, Competence, Accountability and Service - adopted by the
employees, management and the Board of Directors is the cornerstone of our Workforce
Partnership and the foundation for this section. Details of the expected behaviors for each
of our values are included in Section 20.2, “Ethics and Attitude.” All of the following
policies are directly related to ethical behavior in the workplace and disciplinary action
may be taken against anyone violating any of these policies.

Conflicts are bound to arise in the workplace. However, conflicts are to be dealt with in a
manner to resolve issues, not to exacerbate them. When conflict arises, the individuals
attempt to resolve it in a meaningful way. Individuals witnessing this type of behavior are

Section 20 Standard Practices & Policies 30f 19
Padre Dam Municipal Water District



to immediately confront the offender(s) with the goal of resolution. If employees do not
feel comfortable confronting someone else, they are encouraged to seek the assistance of
their supervisor, department head, employee association representative or Human
Resources. However, except in area of abuse or harassment, the employee should be
prepared to face the other party in a subsequent investigation and evaluation.

20.3.2 Equal Employment Opportunity Policy

Padre Dam recruits, hires and promotes all job classifications without regard to race,
religion, creed, color, national origin, ancestry, sex, sexual orientation, gender, marital
status, pregnancy, physical or mental disability, medical condition, age or any other
category protected under applicable law. The same policy applies to transfers, promotions,
compensation, benefits, Padre Dam sponsored training, education, social and recreational
programs and for all layoff and return-from-layoff policies. Further details of this policy can
be found in Section 16, “Equal Employment Opportunity Program.”

20.3.3 Anti-Harassment, Hostile Work Environment Policy

It is the policy of Padre Dam that all employees have a right to work in an environment free
from discrimination based on race, religion, creed, color, national origin, ancestry, sex,
sexual orientation, gender, marital status, pregnancy, physical or mental disability,
medical condition, age or any other category protected under applicable law. Employees
are entitled to a work environment free from all forms of harassment, including sexual
harassment. Further details of this policy can be found in Section 16, “Equal Employment
Opportunity Program.”

20.3.4 Workplace Violence Prevention Policy

Padre Dam is committed to providing its employees with a work environment that is safe
and secure. Consistent with this policy, Padre Dam will work with employees to maintain a
workplace free from threats or acts of physical violence, including intimidation,
harassment, coercion or other disruptive behavior. For further details, see Section 13.2,
“Workplace Violence Prevention.”

20.3.5 Drug-Free Workplace Policy

Padre Dam maintains a strict policy against being under the influence of, possession of, or
the use of unlawful drugs while on duty, while on Padre Dam premises and while operating a
Padre Dam vehicle. In addition, Padre Dam participates in the U.S. Department of
Transportation (DOT) program prohibiting certain conduct and requiring specific testing for
alcohol and controlled substances on “safety sensitive” employees. Both policies are
detailed in Section 11.26, “Substance Abuse Testing Policy” and 11.27, “Drug and Alcohol
Policy Pursuant to Department of Transportation Regulations.”

20.3.6 Employee Conduct

Padre Dam has also outlined specific expectations for employees that can be found in
Section 11.6, “Employees Conduct.”

20.3.7 Safety in the Workplace

Padre Dam is committed to a safe work environment for our employees. A safety program
has been developed for employees based on the area where they work. Further details of
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the safety program can be found in Sections 11.15, “Safety,” and 13, “Employee Safety,”
together with the Injury/Iliness Prevention Program designed for each work area.

20.4 RESPONSIBILITY FOR ETHICAL BEHAVIOR

Ethical responsibility starts at the top! The Padre Dam Board of Directors, Management
Team, and the Employee Involvement Team are responsible for promoting a work
environment that fosters legal compliance, ethical behavior, and a high standard of moral
conduct.

Ethical behavior is defined as: “The practice by which Padre Dam ensures that all its
decisions, actions, and stakeholder interactions conform to our values, morals, and
professional principles.”

Our values and principles support applicable laws and regulations and are the foundation
for our Workforce Partnership and culture. They define right from wrong. Padre Dam
leadership must act as role models for these values and principles.

20.4.1 Leadership Responsibility

Padre Dam’s leadership is responsible for adhering to this Ethics Policy and for holding all
employees and organizational partners accountable for adherence.

A. How is this done?
1. Creating this Ethics Policy and enforcing it.
2. Creating an Ethics Review Board.
3. Training in ethical behavior and policy compliance.
4. Monitoring compliance daily.
5. Reporting policy compliance and policy breaches annually to the Board of
Directors.
6. Surveying employees and customers about Ethics Policy compliance.
B. How do we measure and track results?
1. Employee and customer survey results are reviewed, tracked, and compared
with prior results.
2. Ethics Review Board reviews reported ethical breaches quarterly,

recommends policy improvements, and creates an annual report to the Board
of Directors that includes measures and indicators of policy compliance.

20.4.2 Individual Responsibility

A. Board of Directors: The Board of Director’s are individually and collectively
responsible for adherence to this Ethics Policy.

Enforcement: A perceived violation of this policy by a Board member should be
referred to the full Board of Directors for investigation and consideration of
appropriate action, if warranted. The Board may utilize the General Counsel or
outside counsel to assist with Board member conduct as it deems appropriate. The
Board may impose sanctions, including public censure, on a Board member who
violates the Ethics Policy.
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General Manager: The General Manager is individually responsible for adherence to
this Ethics Policy.

Enforcement: The General Manager serves at the pleasure of the Board of Directors
who shall monitor the General Manager’s personal adherence to this policy.

Management: The Management Team, Mid-Management, Supervisors, and Leads are
individually responsible for adherence to this Ethics Policy. The General Manager,
with the assistance of the Department Heads, shall monitor and enforce compliance.

All Employees: All Padre Dam employees are responsible for adherence to this Ethics
Policy. The General Manager, with the assistance of the Department Heads, shall
monitor and enforce compliance.

20.4.3 Ethics Review Board

An Employee Ethics Review Board is hereby created for the purpose of monitoring employee
compliance with Padre Dam’s Ethics Policy. This body does not evaluate the Board of
Directors who are subject to the provisions of Section 20.4.2(A).

A.

The Ethics Review Board will be appointed by the Employee Involvement Team and
shall function as a Hearing Board to evaluate and resolve ethical issues.

The responsibilities of the Ethics Review Board shall include, but be limited to,
monitoring compliance on a daily basis; conducting training in ethical behavior and
policy compliance; reporting policy compliance and policy breaches as needed to the
General Manager; and proposing improvements to the Ethics Policy.

Any person can refer an issue to the Ethics Review Board without fear of reprisal.
However, because of the necessity to question the issue being referred and to follow
up on the issue, no anonymous referrals will be accepted.

The Ethics Review Board shall make a determination on all issues referred to it.
Determinations which may result in disciplinary action shall be referred to the
General Manager and the Director of Human Resources for follow up.

20.4.4 Whistle Blower Provision

All existing provisions of Padre Dam’s Whistle Blower Policy, Section 11.29, and applicable
laws are herein incorporated by reference. Employees are encouraged and, in fact
expected, to report violations of the Ethics Policy to the Ethics Review Board, including but
not limited to the following:

Financial Statement falsification

Records falsification

Theft

Embezzlement

Misappropriation of Padre Dam funds or property
Employee abuse

Customer abuse

Any other ethics violation

Section 20 Standard Practices & Policies 6 of 19

Padre Dam Municipal Water District



20.4.5 Required Training

A. Employees:

1. Within one year of the first day of service each Padre Dam employee shall
receive at least two hours of mandatory ethics training. Ethics training for

Padre Dam employees may be different from that required of elected Boards
members as dictated by AB 1234.

2. Thereafter, each employee shall receive a minimum of two hours of ethics
training at least once every two years.

3. Documentation of said training will be kept on file at Padre Dam for at least
five years following the training.

B. Board of Directors:

1. Within one year of the first day of service each elected official shall receive
at least two hours of mandatory ethics training compliant with the
requirement of AB 1234 (Statues Chapter 700) as it may be amended from
time to time.

2. Thereafter, each elected official shall receive a minimum of two hours of
ethics training at least once every two years.

3. The Attorney General/FPPC of the State of California shall be consulted
regarding the sufficiency and accuracy of any proposed ethics training course
content.

4, Documentation of said training will be kept on file at Padre Dam for at least

five years following the training.

20.5 CONFLICT OF INTEREST

20.5.1 Introduction

The Political Reform Act (“Act”) requires Padre Dam to adopt and maintain a Conflict of
Interest Code (“Code”). Padre Dam’s Code designates positions that are required to
annually file a Statement of Economic Interest, Form 700, and assigns disclosure categories
specifying the types of interests to be reported.

The Code is a separate document from the Code of Ethics Policy in that it is required by law
and must be approved biennially by Padre Dam’s Code Reviewing Body, the San Diego
County Board of Supervisors. Therefore, in addition to complying with the Code of Ethics
Policy, employees whose positions are identified in Appendix A of Padre Dam’s Conflict of
Interest Code must also comply with those provisions as well. “Officials who Manage Public
Investments,” such as members of the Board of Directors, the General Manager, the
Director of Finance and financial consultants, are not subject to Padre Dam’s Code, but are
subject to broader disclosure and disqualification requirements of the Act as well as
compliance with the Ethics Policy.
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20.5.2 Perception vs. Reality

Padre Dam employees, managers and Board members are responsible for both the actual and
perceived conflicts of interest that may arise as a result of their actions. It is the
responsibility of each to avoid such actual or perceived conflict of interests.

20.5.3 Salary and/or Benefits Negotiations

Even though no legal conflict of interest is created by doing so, as a matter of ethical
principles, a manager who would otherwise benefit, either in a direct or potentially indirect
manner, from salary and/or benefits negotiations may not negotiate on behalf of the Board
of Directors.

20.5.4 Fair and Equitable Treatment of Subordinates

A manager or supervisor shall not create either an appearance or actual conflict of interest
in carrying out the responsibility of their duties as a supervisor. The responsibility for
avoiding an appearance of conflict rests with the manager or supervisor. That would include
managers applying even casual pressure on an employee to comply with a request(s) for
personal favors not otherwise consistent with the employee’s job function. When in doubt,
the issue may be referred to the Ethics Review Board for an advance ruling of the question.

20.5.5 Board of Directors

The Board of Directors shall comply with all existing laws regarding voting and discussing
issues which are identified within the definitions of current law as conflicts and/or interests
in contracts.

In addition, they shall perform their policy functions through the established Board and
Committee structure.

20.5.6 Legal Counsel

Padre Dam’s Legal Counsel shall provide legal advice and input in accordance with the
California Rules of Professional Conduct, the California State Bar Act (Bus. & Prof. Code
section 6000 et seq.) and other applicable laws.

Personal opinion on operational or policy issues will be left to the Board of Directors and
Management except where legal ramifications may exist.

Legal Counsel shall comply with all applicable laws, rules, and regulations regarding the
representation of clients, including rules related to representation of adverse interests.
Separate outside legal counsel shall be retained when considered necessary.

20.5.7 Personal Financial Interests

Board Members and employees shall not in any way use or attempt to use his/her official
position to influence any governmental decision which he/she knows will have a reasonably
foreseeable material financial effect on one or more of his/her economic interests or the
economic interests of his/her spouse or dependent children.
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20.5.8 Personal Advantage and Perks

Board members and employees shall not receive any advantages over that which would
otherwise be available to the general public except for those expressly granted by the Board
of Directors in accordance with law, such as Park entry privileges.

20.5.9 Transparency and Fairness in Conducting the Business of the Public

The Board, management and employees will conduct business in an open manner, within the
spirit and intent of the Brown Act. Reasonable requests by the public for information will be
responded to in a courteous and thoughtful manner and in compliance with the provisions of
Public Records Act, and other State law, as applicable. Complex issues will be referred to the
General Manager and Department Heads as considered necessary. Further details of this
policy can be found in Section 15, “Public Records Policy."

20.5.10 Gifts, Gratuities, and Favors

Board members and employees shall not accept or solicit gifts, gratuities, or favors of any
kind that might reasonably be interpreted as an attempt to influence their actions with
respect to Padre Dam business.

20.5.11 Disclosure

All employees who are in a position to influence selection of a vendor or consultant shall
immediately disclose the nature and extent of any material interest, direct or indirect, that
may conflict with their responsibilities or duties, and may influence a decision which would
benefit an organization or business in which the employee has a direct material interest.
This does not include incidental ownership of stock of a widely held company. Such
disclosure shall be made to the employee’s Department Head and/or General Manager.

20.6 USE OF PADRE DAM EMPLOYMENT, FACILITIES AND OTHER RESOURCES

20.6.1 Introduction

An employee or Board member shall conduct the business of Padre Dam consistent with the
job description for their position and shall not use undue influence to pressure others for
personal favors unrelated to the operations of Padre Dam. The assets of Padre Dam are for
use by assigned users for the benefit of Padre Dam business.

20.6.2 Board of Directors

Members of the Board of Directors shall not use their position to pressure any employee to
provide favors for the personal gain of the Board member.

20.6.3 Management

Members of Management shall not use their position to pressure any employee to provide
favors for personal gain of the manager.
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20.6.4 Use of Padre Dam Facilities and Other Resources

Padre Dam facilities such as vehicles, offices, furniture, conference rooms, copiers and
computers are purchased for Padre Dam business. Personal use of Padre Dam facilities is

prohibited with some exceptions as noted below.

A.

Computer Usage

As allowed within the computer usage policy (see Section 11.28), personal use of
software applications is allowed in recognition that this helps improve the computer
skills of the employee. Such use is restricted to off time and when the computer is not

otherwise needed for Padre Dam business. No personal software is to be loaded onto
Padre Dam computers.

Padre Dam Offices

Occasional use of Padre Dam offices or conference rooms for a gathering may be
allowed for personal use by an employee if approved by a Department Head or
General Manager. Such a gathering may not be otherwise inconsistent or conflict
with Padre Dam business. Such activity may not otherwise compete with a Padre
Dam use.

1. Personal use expense - Any expense for the use of Padre Dam offices must be
paid by the employee(s).

2. A minimum $25 use charge shall be paid to cover utility expenses and
incidental expenses of the event. Any supply expense will be paid by the
user.

3. The facility is to be cleaned and returned to its original state by the user.

Cell Phones

Padre Dam owns or leases cellular phones and pagers that are issued to certain
employees who can demonstrate a routine business need. The individual department
head and Director of Finance (or their designees) are authorized to issue such
equipment. The equipment is to be used for Padre Dam business and for reasonable
personal use, which is brief in nature, as described below.

Personal Use of Cell Phones

Use of Padre Dam cell phones for incidental personal use is allowed when such usage
is reasonable and brief, generally lasting less than 5 minutes per call. Authorized
personal use may include phone calls to or from home which are brief in nature.
Employees will be charged a flat usage fee of $4.00 per pay period through payroll
withholding to compensate Padre Dam for this personal use. An employee can opt
out of paying the $4.00 by signing a declaration that they will not use the cell phone
for any personal use.

The cell phone usage will be monitored and any employee who exceeds reasonable
personal use will be subject to individual extra charges and no longer permitted to
use the phone for personal use. Any employee, who has opted out of paying for
personal usage and then uses the cell phone for personal use, shall be subject to
discipline up to and including termination. At any time an employee may opt out of
or into personal usage.
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20.7 CAMPAIGNS

20.7.1 Introduction

Employees will not be pressured to support any candidate seeking election as a Padre Dam
Board of Director. Employees may support candidates of their choosing without fear of
reprisal from existing or future Board members or management. Any such support time is
to be conducted on personal time away from Padre Dam’s premises.

20.7.2 Board Members

A. No Padre Dam Board member shall use his/her position to pressure any employee to
support any particular candidate seeking election for a seat on the Padre Dam Board

of Directors. This policy does not otherwise restrict any employee or Board member
from exercising their fundamental constitutional rights to support any candidate of
their choosing during personal off-the-clock time.

B. As related to personal and political issues, no Padre Dam Board member shall use
his/her position to pressure employees to take the side of a given Board member
over that of another Board member or candidate running for the Board.

C. Board members shall comply with the provisions of the Political Reform Act regarding
campaign requirements, disclosures and disqualifications.

20.7.3 Padre Dam Managers

A. No Padre Dam Manager shall use his/her position to pressure other employees to
support any particular candidate for the Padre Dam Board of Directors. This policy
does not otherwise restrict any employee or Board member from exercising their
fundamental constitutional rights to support any candidate of their choosing during
personal off-the-clock time.

20.8 REPRESENTATION OF PADRE DAM POSITION

20.8.1 Introduction

Board members and employees should never use Padre Dam’s name, reputation or property
for personal gain or for purposes inconsistent with Padre Dam’s mission. Personal opinions
and positions should be disclosed as not necessarily representing an official position of the
Board or Padre Dam.

20.8.2 Use of Job Title

A. Board of Directors: While Board members may communicate their personal position
on any issue, they may not represent their personal position as the position of Padre
Dam unless a Board majority has voted in favor of that position.

B. General Manager: The General Manager (or designee) will act as the official
spokesperson responsible for representing Padre Dam’s position to customers, the
public and the media. The General Manager may not present a position contrary to
the Board position, unless describing it as such.
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C. Employees: All Padre Dam employees are ambassadors of Padre Dam and are
responsible for representing an accurate position of Padre Dam to news agencies,
customers and the community. All media inquiries regarding Padre Dam’s position
should be directed immediately to the Communications Manager.

20.8.3 Use of Padre Dam Logo and Identity

A. Board of Directors: Board members should use the Padre Dam logo and letterhead for
correspondence or documents they produce in their capacity as a Board member of
Padre Dam. Any position or opinion expressed shall include a disclosure statement if
the opinion is personal versus Board adopted.

B. Employees: Employees are expected to identify Padre Dam documents and
correspondence they produce with the Padre Dam logo and identity. Guidelines for the

correct use of the logo and identity are described in Padre Dam’s 2004 Brand User

Guide.

C. Other Users: Consultants, partners, vendors, key stakeholders and customers must
request permission from the General Manager before using the Padre Dam logo or
identity.

20.9 OUTSIDE EMPLOYMENT

20.9.1 Introduction

An employee’s personal affairs and time away from the job are his/her own business and
Padre Dam will not interfere. Only when outside interests, and in particular, part-time
employment, prohibits an employee from satisfactorily performing his/her job, will Padre
Dam become involved.

20.9.2 Policy

Employees are normally expected to devote their work energies and loyalties exclusively to
Padre Dam. However, employees may be employed outside Padre Dam provided that:

1. The outside employment does not interfere with the employee’s ability to fully and
satisfactorily perform his/her duties for Padre Dam. This requirement includes but is
not limited to the employee’s availability to respond to emergencies on behalf of
Padre Dam and to work overtime and on-call/standby duty when so assigned by the
employee’s supervisor. This requirement also includes but is not limited to the
absence of any limitation or adverse impact on the employee’s performance and/or
work attendance due to increased fatigue or to transportation difficulties.

2. The outside employment does not create a conflict of interest and/or incompatibility
with the employee’s position with Padre Dam as determined by this Code of Ethics.

3. The outside employment is not involved in any actions that are illegal, immoral or
cause embarrassment to Padre Dam.

4. The outside employment does not distract the employee from his/her regular
employment due to excessive personal phone calls, sending or receiving mail or
shipments related to the outside employment and soliciting employees, retirees or
customers.
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In the event it is determined that these requirements are not being met, the employee will
be subject to disciplinary action, up to and including termination of employment. Any
employee, who wishes to receive an opinion about future or current outside employment,
may request a determination by the Ethics Review Committee.

20.10 CONFIDENTIAL INFORMATION

20.10.1 Introduction

Employees are prohibited from disclosing confidential information. Public record requests will
be processed through Legal Counsel prior to distribution. Confidential information provided
within management and supervisors is on a “need to know” basis.

20.10.2 Customer Lists

Names and addresses will not be released except in the case of any collection efforts of
Padre Dam or as otherwise provided in accordance with State law.

20.10.3 Employee Lists

Names and addresses will not be released except where required by law and payroll
reporting.

20.10.4 Vendor Lists
Vendor lists will not be released except as provided in accordance with state law.

20.10.5 Closed Session

Attorney-Client privileged communications/documents, matters discussed in closed session,
and communications and/or documents subject to the Attorney-Client privilege will not be
disclosed to anyone unless specifically authorized in writing by the Board of Directors,
General Manager or Department Head, as applicable. Attorney-Client privileged documents
once disclosed, pursuant to this section, shall become public records subject to disclosure in
accordance with applicable State law.

20.10.6 Personnel Evaluations

Evaluations of an employee, as confidential records, generally are not subject to disclosure
under State law. Employee evaluations shall only be provided to their Supervisors,
Department Head, General Manager, Human Resources Department and Legal Counsel who
shall maintain the confidentiality of such records, except as otherwise required or allowed by
State law.

20.10.7 Personnel Discipline

Information concerning employee disciplinary actions will be limited to the employee and
his/her Supervisor and Department Head. The Human Resources Department, General
Manager, Board Personnel Committee and Legal Counsel may also be involved with the
discipline depending on the severity of the discipline.
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20.11 BOARD OF DIRECTORS COMPENSATION & AUTHORIZATION

20.11.1 Introduction

The District will compensate Directors on a per diem basis for attendance at authorized
meetings or functions and will reimburse Directors for reasonable expenses incurred while
traveling on District business. Refer to Section 14.11, “Compensation of the Board of
Directors,” and Section 14.12, “Reimbursement of Expenses” for specific policy guidelines.

20.12 ROLE OF BOARD OF DIRECTORS

20.12.1 Introduction

The Board of Directors sets Padre Dam policies and approves budget levels, customer rates,
debt issuance and employee agreements through a general manager form of government.
Further details of this policy can be found in Section 14, “District Administration Policy.”

20.12.2 Policy
A. The elected Board of Directors represents the interest of the electorate and dictates

Padre Dam wide policy.

B. The Board is to choose the best interest of the entire customer base rather than a
particular constituency.

C. The Board is to provide the means for adequate resources to achieve the mission of
Padre Dam.
E. Board members will not attempt to direct, evaluate or counsel any staff member

other than the General Manager, Legal Counsel or outside auditors.

F. Individual Board members will process any specific request through an agenda item
to be considered and acted upon by the whole Board. Except as otherwise required
by law, a majority vote directing the General Manager to take action will constitute
Board direction.

G. Individual Board members may request and discuss issues with management team
staff but this will not be deemed as setting any particular direction by that staff
member or Padre Dam.

H. In general, Board member requests for information should be processed through the
General Manager.

l. Request for information by a Board member will be answered in a timely manner at
least consistent with timing dictated by the Public Records Act.

1. Consistent with Public Records Act, this timing applies to any existing public
record or document.

2. If a request by a Board member requires the creation of a new document or
record, then reasonable time will be allowed for such creation. If the request
is onerous requiring significant staff time, that request will have to be
processed through the whole Board at a public meeting.
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20.13 ROLE OF ALL MANAGERS

20.13.1 Introduction

Padre Dam managers implement Board policies within Board approved budget and rate
parameters in providing water, sewer and recreational services to the customers. Managers
provide alternative solutions and consequences in complying with Board policies while
seeking new and more efficient ways in providing services consistent with regulatory
requirements.

20.13.2 Policy

A. Management directs the business of Padre Dam consistent with Board policies.

B. The Management is far sighted by planning for the significant investment needs of
the infrastructure.

C. Management identifies problems and creates solutions.

D. Management constantly pursues operational efficiency to minimize rate impacts
while still providing adequate water, sewer and recreational services.

E. Management informs and recommends actions to the Board for operational and
financial issues impacting the delivery of water, sewer, and recreational services.

F. Management presents alternative solutions.

G. Management recommends adequate resources in providing water, sewer and
recreational services.

H. Management works with labor through the Employee Involvement Team (EIT) in
dealing with Padre Dam-wide issues.

l. Management recommends sufficient rates and funding plans to achieve the mission
of Padre Dam.

J. Management members are expected to possess an expertise in a particular area in
addition to an appreciation for all the disciplines of Padre Dam.

K. Management and supervisors provide expectations of work units.

20.14 ROLE OF EMPLOYEES

20.14.1 Introduction

Padre Dam employees carry out the direct work of providing water, sewer and recreational
services to customers. The range of responsibilities includes reviewing developer projects,
replacing an aging infrastructure, ensuring continuous water flows of clean water, recycling
water for landscape use, customer billings/collections and providing a variety of park
services.
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20.14.2 Policy

A. As front-line ambassadors to customers, Padre Dam employees operate in a
professional, timely and courtesy manner. Field Operations crews and customer
service employees must be particularly vigilant by generating a professional
experience with customers on behalf of the District.

B. Employees provide the fundamental services to customers.

C. Employees perform the day-to-day work necessary to provide water, sewer and
recreational services.

D. Employees work effectively and efficiently in performing their duties.
E. Employees continually look at doing jobs in better ways.
F. Employees actively participate with Management through the Employee Involvement

Team (EIT) in dealing with Padre Dam-wide issues.

20.15 INTERNAL CONTROLS

20.15.1 Introduction

Adequate and reasonable internal accounting controls will be implemented to sufficiently
safeguard the assets and resources belonging to Padre Dam. Evaluation of departmental
internal controls will be periodically examined on a rotating basis to determine control
adequacy. The responsibility for performing these reviews will rest with the Finance
Department in consultation with the independent outside auditors.

Internal controls are designed to safeguard both liquid and physical assets belonging to
Padre Dam. This would include controls over cash receipts, cash disbursements and
controls over Padre Dam equipment, infrastructure and supplies. Padre Dam is incorporating
the concepts of an audit standard, SAS #99, in reviewing its internal controls including:

An attitude of Professional Skepticism by accounting staff
Identification of operational areas susceptible to fraud
Review of internal controls for each operational area
Management antifraud programs and controls

20.15.2 Investment Policy and Procedures

Padre Dam Treasuries are invested in accordance with Padre Dam’s Investment Policy which is
updated annually through the Board of Directors. Generally, the Investment Policy is
designed to protect the principal fund balance and avoids aggressive investment risks.
Consistent with state law, investments shall (1) safeguard principal, (2) maintain sufficient
liquidity to meet operational needs, and (3) maximizes a reasonable rate of return given the
first two investment objectives. All investments are reported in monthly financial
statements to management and the Board of Directors which show cost, market value and
yields. Although all money is invested together, separate funds are tracked and reported by
each operating area. Interest income accrues to the specific fund based upon the fund
balances. An outside investment consultant recommends investments in the market place in
compliance with the investment policy.
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Additional details of the Investment Policy can be found in Section 19.4.

20.15.3 Sale and Disposal of Padre Dam Assets

If no other department has any use for the surplus property, the property is to be sold
where possible in accordance with all applicable laws and Padre Dam’s Purchasing Policy,
Sections 18.11 and 18.16. When the staff time to sell the property is more than its value,
then the property may be donated in accordance with all applicable laws to a Board
approved list of non-profits or charities located within Padre Dam’s boundary. This would
include trading in vehicles being replaced. Employees will not be allowed to take or buy any
surplus property except in rare cases where circumstances make such a sale the most
practical method of disposal. All surplus property which has no resale or trade-in value is to be
referred to the Director of Finance prior to disposition.

20.15.4 Park Operations

Santee Lakes is a unique operation to Padre Dam and functions similar to a stand alone
enterprise. Collection of campground and day use fees requires internal controls consistent
with the hospitality industry. Volunteer staff collects entry fees for the day use area. A
limited number of “front desk staff collects camping reservations fees and makes general
store sales. These employees are cross-trained and periodically rotate positions so that one
employee is not always doing the same function. The field staff compares camping sites sold
to master list.

20.16 MEETINGS & CONFERENCES: EMPLOYEE TRAVEL AND EXPENSE GUIDELINES

20.16.1 Introduction

Reimbursement of expenses incurred while attending conferences and meetings shall be
limited to actual and necessary expenses incurred in the performance of official duties for
the benefit of Padre Dam and must be pre-approved by the appropriate Department Head.
Refer to Section 11.7.12 for detailed policies and guidelines.

20.16.2 Meetings & Conferences

A. Employee attendance at conferences outside the contiguous U.S. and California is
prohibited unless otherwise specifically authorized by the General Manager in
advance.

B. Authorization for meetings or conference shall only be allowed for activities,

conferences and/or meetings that directly relate to the business of Padre Dam.

C. General attendance to social or business gatherings such as the Chamber of
Commerce do not qualify for reimbursement unless the meeting is specifically
sponsored by or directly related to Padre Dam. Per Diem and any reasonable business
expenses for meeting attendance are allowed for a Padre Dam Board member who
serves in an official capacity as Padre Dam’s representative on the Chamber’s Board
of Directors.
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20.16.3 Philanthropic & Community Organizations

Involvement in worthy community organizations is encouraged. Payment of per diem or
meeting expenses are not provided for elected Board of Directors. Payment of membership
fees, meeting lunches and other support are not provided for Padre Dam employees or
Board members.

20.17 PADRE DAM CREDIT CARDS

20.17.1 Introduction

Padre Dam credit cards are to be used only for Padre Dam business. No personal expenses
are to be charged to a Padre Dam credit card.

20.17.2 Policy
A. Padre Dam Credit Cards are only to be used for Padre Dam business.
B. Spouse expenses are not to be included on Padre Dam credit card. Make separate

arrangements for this personal expense.

C. Pay only for Padre Dam employees.

20.18 VEHICLE USAGE

20.18.1 Padre Dam Vehicle Commuter Use

Certain employees are authorized to garage and commute to and from work in Padre Dam
owned vehicles in accordance with Section 11.7.13. The General Manager may make
additional temporary assignments based on the best interests of Padre Dam.
Notwithstanding, such users are prohibited from using Padre Dam owned vehicles for
personal use unless it is an incidental personal errand on the way to or from work or during
the course of the work day. Employees with home garaging privileges will receive a related
taxable income addition on their year-end W-2.

20.18.2 After-Hour Duty Personnel and Policy Statement

Padre Dam provides a vehicle to all duty personnel while on duty in accordance with
Section 11.8.16 C.

This vehicle is equipped with tools necessary to respond to duty calls. While standing
duty, workers may use the vehicle in the same way they would use their personal vehicle
as long as the worker complies with all traffic laws, Padre Dam Safety and other Padre
Dam rules regarding personal conduct.

20.18.3 Padre Dam Vehicles and Personal Vehicles for Padre Dam Business

Sections 11.15.2 and 11.15.3 and Articles 29.1 and 29.2 of the 2002-07 Memorandum of
Understanding outlines Padre Dam’s expectations with respect to general use of Padre Dam
vehicles and use of personal vehicles for Padre Dam business and mileage reimbursement.
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. Employees operating either a Padre Dam vehicle or a personal vehicle on Padre
Dam business are responsible for its safe operation.

° Employees must have the correct California Drivers’ License for the vehicle
they are driving.

. Employees are responsible for traffic citations except due to faulty
equipment.

. Employees driving their personal vehicle on Padre Dam business must be able

to show proof of insurance as required by the State of California.

20.18.4 Vehicle Allowance

Employees who have a vehicle allowance, as defined in Section 11.7.14, are to use their
personal vehicle for transportation within San Diego County rather than use a Padre Dam
owned vehicle. The employee’s personal insurance is to cover such business use. The
employee may be transported in a Padre Dam owned vehicle when several other employees
are also attending the same event. Rental of vehicles for out-of-town business meetings
and events is allowed.

20.19 COMPUTER USAGE

20.19.1 Introduction

Use of Padre Dam computers is controlled by Section 11.28, “District Network System” and
included within the “Computer User Agreement” which is signed by every employee. Padre
Dam computers are provided for the efficiency of Padre Dam work and should not be used for
entertainment or as a distraction from any Padre Dam obligations. The public has a right to
access computer records at any time via public records requests. Padre Dam supports and
encourages and expects the development of computer skills needed for current job duties and
future job growth.

20.19.2 Policy
A. Personal computer use may only occur during non-working hours or regularly

scheduled lunch breaks. Note that any internet use or personal information created
and stored on a Padre Dam computer is available for review by a designated Padre
Dam representative.

B. No personal software may be loaded onto Padre Dam computers. All software loaded
on Padre Dam Computers must be approved and installed by Information Systems
designated personnel.

C. Any desired new software must be purchased and installed by Information Systems
designated personnel with the approval of the Department Head.

D. Follow e-mail etiquette of courtesy and professionalism. Do not forward any e-mails
of questionable taste. Internet traffic guidelines are specified in the Computer User
Agreement and as with email set guidelines for traffic that may be deemed
unprofessional or inappropriate.

E. Report any misuse or abuse of Padre Dam computer equipment or software to your
supervisor and Information Systems.
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List of Ordinances Amending Section 20:

2007-01 adopted April 10, 2007, creating Section 20, Code Of Ethics & Ethical
Behavior.

29068.1
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SECTION 21 IDENTITY THEFT PREVENTION PROGRAM

21.1 PURPOSE

The Fair and Accurate Credit Transaction Act of 2003 (“FACTA”), section 114, as implemented
by the Red Flag Rules, 16 C.F.R. § 681.2, issued by the Federal Trade Commission along with
other federal agencies requires creditors of customer accounts to implement an Identity Theft
Prevention Program. Padre Dam Municipal Water District is a creditor because it provides
services to customers prior to receipt of payment through customer accounts, including utility
service accounts, which are maintained primarily for personal, family or household purposes
and involve multiple payments or transactions, and for which there is the risk of identity
theft. Therefore, Padre Dam is required to implement an Identity Theft Prevention Program.

The purpose of this Identify Theft Prevention Program (“Program™) is to detect, prevent and
mitigate identity theft in connection with all customer accounts, taking into consideration
Padre Dam’s scope of services and types of accounts. This Program is created to identify
patterns, practices and specific activities that indicate possible identity theft, hereinafter
referred to as “Red Flags.” The Program sets forth Padre Dam’s procedures for detecting and
responding to Red Flags.

21.2 DEFINITIONS

A.  “Customer account” is a utility service account or other account provided by Padre Dam
that constitutes a “covered account” under the Red Flag Rules. Covered accounts
include utility accounts where Padre Dam provides services to customers before
receiving payment.

B. “Identity theft” means a fraud committed or attempted using the personal identifying
information of another person without his/her authority. (16 C.F.R. § 603.2 (a).)

C. “Personal identifying information” means information that may be used to identify a
specific person, including, but not limited to, a social security number, date of birth,
government issued driver’s license or identification number, government passport
number, unique biometric data such as fingerprints or physical appearance, any unigue
electronic identification number, telephone number or address.

D. “Red Flag” means a pattern, practice or specific activity that indicates the possible
identity theft as defined in the Red Flag Rules, and as specifically enumerated in Section
7.94.050. (16 C.F.R. §681.2.)
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21.3 DESIGNATION OF AUTHORITY

The Board of Directors of Padre Dam designates the authority to develop, implement and
administer the Program to the General Manager or his/her designee.

21.4 RED FLAGS

The Red Flags identified in this Program have been incorporated from sources, which include
supervisory guidance, past incidents of identity theft, and changes in methods of identity

theft risk.

Red Flags are as follows:

A.

Section 21

A consumer report, if requested by Padre Dam, includes a fraud or active duty
alert, a notice of credit freeze and/or a notice of address discrepancy.

Documents, if requested by Padre Dam for identification, appear to have
been altered or forged.

Photograph, physical description and/or other information on identification, if
requested, are inconsistent with the appearance of the presenting person.

Information provided is inconsistent with other readily accessible information
on file with Padre Dam such as property tax records.

Information provided is associated with known fraudulent activity (name,
address and/or phone number on an application is the same as the address
provided on a previous fraudulent application).

Information provided is fictitious or invalid or is the same as that provided by
another customer.

Mail sent to the customer is repeatedly returned as undeliverable even though
transactions on that account continue.

Padre Dam is notified that it has opened a fraudulent account for a person
engaged in identity theft.

A new account is used in a manner commonly associated with known patterns
of fraud, such as a first payment is made, and then no subsequent payments
are made.

Padre Dam is notified by a customer, victim, law enforcement or others of
possible identity theft in connection with a customer account.
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21.5 PROCEDURES FOR IDENTIFYING RED FLAGS

Padre Dam staff may use one or more of the following procedures to detect Red Flags on new
or existing customer accounts:

A.

B.

Monitor transactions.

Independently contact the customer in the case of phone or internet setup of a
new utility account.

When fielding a request to access and/or modify an existing account, such as a
change of billing address, verify identity of customer by requesting specific
personal identifying information such as identification with the new billing
address.

Verify all requests to change banking information used for payment purposes by
contacting the appropriate financial institution to cross-check ownership.

For online or automated phone system access of an account, require the
establishment of security questions during the initial set-up of the account.

21.6 PROCEDURES FOR RESPONDING TO RED FLAGS

In order to prevent and mitigate identity theft, Padre Dam will use one or more of the
following procedures to respond to all Red Flags that are discovered:

A.

B.

Section 21

Reopen an account with a new account number.

Close an existing account.

Not open a new account.

Not sell an account to a debt collector.

Not attempt to collect on an account.

Notify law enforcement.

Determine that no response is warranted given the particular circumstances.
Ask the customer to appear in person with government issued identification.
Require a deposit to be paid before providing service.

Do not provide account information to anyone other than the account holder, or
other individual authorized by the account holder.
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K.  Update all account information.
L. Deactivate payment method, such as a credit card registered for online payment.
M.  Connect or disconnect service.

N. Initiate an investigation.

21.7 STAFFE TRAINING

Padre Dam staff that will be directly involved with opening customer accounts or servicing
customer accounts will be trained to detect Red Flags and appropriately respond. The
General Manager or designee will oversee all staff training to ensure that training is adequate
to ensure effective implementation of the Program.

21.8 USE OF A THIRD PARTY SERVICE PROVIDER

Padre Dam may hire a third-party service provider to implement this Program. The third-
party service provider may provide services such as the implementation and administration of
computer software programs that detect Red Flags. If a third-party service provider is used
the provider is required to immediately notify the General Manager or designee if any Red
Flags are discovered.

21.9 PERIODIC UPDATE OF THE PROGRAM

This Program will be updated periodically to ensure that the identified Red Flags, the
procedures to detect Red Flags, and the responses to the Red Flags when discovered
adequately protect customers from identity theft. The updating of the Program should take
into consideration the following factors:

A. Padre Dam’s recent experiences with identity theft in connection with the
customer accounts.

B. Changes in methods of identifying, detecting, preventing and mitigating identity
theft.

C. Changes in the types of customer accounts offered.

D. Changes in arrangements with any third-party service providers involved in the
implementation of the Program.
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21.10 COMPLIANCE REPORTS

Padre Dam Customer Service staff will prepare annual reports regarding Padre Dam’s
compliance with FACTA and the Red Flag Rules. The reports should address the following:

A.  The effectiveness of Padre Dam policies and procedures to address the risk of
identity theft in connection with new and existing accounts;

B.  Third-party service provider arrangements;

C. Significant incidents of identity theft or Red Flag detection, and Padre Dam’s
responses to those incidents;

D. Recommendations for material changes to the program to ensure that customer
accounts are adequately protected from the risk of identity theft.
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List of Ordinances amending Section 21:

2009-07 adopted 07/28/09

31495.1
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