Agenda Date

1l/ 17 /

Agenda Item

L..\. ~

Lilia M. Corona

District Manager

STAFF REPORT
TO:

Mt. View Sanitary District Board of Directors

FROM:

Lilia M. Corona, District Manager

DATE:

November 17, 2021

SUBJECT:

Policies: Foreword, Introduction, Adoption/Amendment of Policies,
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RECOMMENDATIONS

1. Adopt a motion approving Policies and Procedures:
a. 1000 - Introduction (formerly Foreword, 1000 - Purpose, and 1010 Adoption Amendment)
b. 2000 - Executive Officer
c. 2210-Cell Phone Mobile Device While Driving
2. Adopt a motion deleting redundant Policy and Procedure:
a. 000- Foreword (combined into 1000 - Introduction)
b. 1000 - Purpose (combined into 1000 - Introduction)
c . 1010 - Adoption/Amendment of Policies (combined into 1000 Introduction)

EXECUTIVE SUMMARY

Maintaining and revising District Policies is an annual activity for Strategic Goal 3.2
with the objective to retain and develop institutional knowledge and provide useful
guidance and training for employees. Policy review and revision are intended to
bring the District 's practices in line with industry best practices and Federal and State
law. Additionally, efforts are made to streamline processes to increase efficiency and
effectiveness while making policies user-friendly and easy to understand. The District
Manager is presenting the below-identified policies for approval and deletion, as
applicable.
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BACKGROUND

The policies for approval and deletion were last approved or revised as follows:
• 000 - Foreword (combined into 1000 - Introduction) on 3/23/2018
• 1000- Purpose (combined into 1000 - Introduction) on 12/13/2012
• 1010-Adoption/Amendment of Policies (combined into 1000 - Introduction)
on 12/13/12
• 2000- Executive Officer on 12/13/12
• 2210 - Cell Phone/ Mobile Device While Driving on 8/14/2008

DISCUSSION
1000 - Introduction (formerly Foreword, 1000 - Purpose, and 1010 - Adoption/
Amendment of Policies)

Policies 000 - foreword, 1000 - Purpose, and 1010 - Adoption/ Amendment of
Policies have been combined into Policy and Procedure 1000 - Introduction to
MVSD Policy Manual. There are no substantive changes . The consolidation of these
formerly individual policies is intended to simplify the management of Policy Manual
revisions and make the Manual easier to use.
2000 - Executive Officer

There are no substantive changes. The removal of section numbers is part of moving
toward an Employee Handbook structure that is more user-friendly. The District
Manager's intent is to reserve use of section numbers only for the more complicated
policies to enable referencing the sections being discussed.
2210- Cell Phone/Mobile Device While Driving

The only substantive addition to this policy is that employees under the age of 18
are not permitted to use a phone while driving, even if it is hands-free.
Committee

These policies were not taken to Committee as the proposed changes are
predominantly formatting and non-substantive.

FISCAL IMPACT

None
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Attachments - Policies and Procedures:
1000 - Introduction (formerly Foreword, 1000 - Purpose, 1010 - Adoption
Amendment)
000 - Foreword (combined into 1000 - Introduction)
1000- Purpose (combined into 1000 - Introduction)
1010 - Adoption/Amendment of Policies (combined into 1000 - Introduction)
2000 - Executive Officer
2210 - Cell Phone/Mobile Device While Driving (redlined)
2210 - Cell Phone/Mobile Device While Driving (clean)

Mt. View Sanitary District
Policy and Procedure Manual

POLICY TITLE:
POLICY NUMBER:

Introduction to MVSD Policy Manual
1000

Welcome! As an employee of Mt. View Sanitary District (the "District"), you are an important
member of a team effort. We hope that you will find your position with the District rewarding,
challenging, and productive.
We look to you and the other employees to contribute to the success of the District.
This Policy Manual is intended to explain the terms and conditions of employment at the
District. It uses "employee" and "you" interchangeably to mean any employee of Mt. View
Sanitary District.
The Mt. View Sanitary District was created pursuant to the Sanitary District Act of 1923 as
included in the Health and Safety Code of the State of California, commencing with Sections 6400
through 6830 of said Health and Safety Code. The District is governed by a five-member Board
which exercises all District powers. The Board of Directors are listed on the District website at:
https://www.mvsd.org/board-members
This Policy Manual summarizes the policies and practices in effect at the time of publication.
This Policy Manual supersedes all previously issued handbooks and any policy or benefit
statements or memoranda that are inconsistent with the policies described here. The Policy
Manual serves as a resource for Directors, staff, and members of the public in determining the
manner in which matters of District business are to be conducted .
If any policy or procedure or portion of a policy or procedure contained within the Policy
Manual, conflicts with the Mt. View Sanitary District Code (District Code), said District Code
shall prevail. If any policy or procedure or portion of a policy or procedure contained within the
Policy Manual, conflicts with state or federal laws and regulations, said regulations and laws
shall prevail.
The District Manager, Administrative Services Manager, or your Supervisor are available to
answer any questions you may have.
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Right to Revise

This employee manual contains the employment policies and practices of Mt. View Sanitary
District in effect at the time of publication. All previously issued policy manuals and any
inconsistent policy statements or memoranda are superseded .
The District reserves the right to revise, modify, delete, or add to any and all policies,
procedures, work rules, or benefits stated in this manual at any time, except for the policy of at
will employment.
Any written changes to this manual will be distributed to all employees so that you will be
aware of any new policies or procedures. No oral statements or representations can in any way
alter the provisions of this manual.
Consideration of the adoption of a new policy or procedure or to amend an existing policy or
procedure may be initiated by any Director or the District Manager. The proposed adoption or
amendment shall be initiated by submitting a written draft of the proposed new or amended
policy to the appropriate Committee for consideration, if applicable. The direction provided by
the Committee and the proposed new or amended policy shall be presented in writing as an
agenda item to the Board of Directors for consideration. If approved by the Board of Directors,
the new or amended policy becomes effective immediately and will be distributed to all
employees of the District.
Employment at Will

Employment at Mt. View Sanitary District is on an at-will basis unless otherwise stated in a
written individual employment agreement signed by the Board of Directors or Designee.
This means that either the employee or the District may terminate the employment
relationship at any time, for any reason, with or without notice.
Nothing in this Policy Manual is intended to or creates an employment agreement, express or
implied. Nothing contained in this or any other document provided to the employee is intended
to be, nor should it be, construed as a contract that employment or any benefit will be
continued for any period of time.
This manual contains the entire agreement between you and the District as to the duration of
employment and the circumstances under which employment may be terminated. Nothing in
this employee manual or any other personnel document, including benefit plan descriptions,
creates or is intended to create a promise or representation of continued employment for any
employee.
Nothing in this statement is intended to interfere with your right to communicate or work with
others toward altering the terms and conditions of your employment, such as communications
regarding wages, scheduling, or other terms or conditions of employment.
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MT. VIEW SANITARY DISTRICT
POLICY & PROCEDURE MANUAL

FOREWORD

This Policy Manual has been prepared for use by the Board of Directors, District
Manager, and Employees.
The enclosed policies, duly authorized by the Board of Directors, Mt. View
Sanitary District, are adopted at regular Board Meetings, usually the second
Thursday of each month.
These rules are intended to implement personnel policy, procedures, and
administrative statements used in establishing and maintaining an equitable,
efficient, and uniform personnel program.
The Mt. View Sanitary District was created pursuant to the Sanitary District Act of
1923 as included in the Health and Safety Code of the State of California,
commencing with Sections 6400 through 6830 of said Health and Safety Code.
The District is governed by a five-member Board which exercises all District
powers.
The Board of Directors are as follows:
STANLEY R. CALDWELL
BRIAN A. DANLEY
DAVID P. MAGGI
GREGORY T. PYKA
ELMER J. SCHAAL

All previous revisions, additions, and deletions of the established Policy and
Procedure Statement are hereby incorporated.

REVISED: 4/14/2017

Mt. View Sanitary District
Policy and Procedure Manual

POLICY TITLE:
POLICY NUMBER:

Purpose of District Policies and Procedures Manual
1000

1000.1 It is the intent of the Board of Directors of the Mt. View Sanitary District to maintain a District Policy and
Procedure Manual. Contained therein shall be acomprehensive listing of the District's current policies and
procedures, being the rules and regulations enacted by the Board from time to time to provide guidance in the
conduct of the District's business. The District Policy and Procedure Manual serves as a resource for Directors,
staff, and members of the public in determining the manner in which matters of District business are to be
conducted.
1000.2 If any policy or procedure or portion of a policy or procedure contained within the District Policy
and Procedures Manual is in conflict with the Mt. View Sanitary District Code (District Code), said District
Code shall prevail.
1000.3 If any policy or procedure or portion of a policy or procedure contained within the District Policy and
Procedures Manual is in conflict with rules, regulations or laws having authority over Mt. View Sanitary District,
said rules, regulations or laws shall prevail.

Adopted: 12/13/2012
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Mt. View Sanitary District
Policy and Procedure Manual

POLICY TITLE:
POLICY NUMBER:

Adoption/Amendment of Policies
1010

1010.1 Consideration of the adoption of anew policy or procedure or to amend an existing policy or procedure
may be initiated by any Director or the District Manager. The proposed adoption or amendment shall be initiated
by submitting awritten draft of the proposed new or amended policy to the Board President and the District
Manager and requesting that the item be considered by the Ordinance Committee and/or the Personnel
Committee, as appropriate.
1010.2 The appropriate Committee(s) will consider the draft of the proposed new or amended policy and may,
recommend additional changes as deemed appropriate. The Committee will then direct staff to prepare areport
of the Committee's action and recommendation, and to include the item for consideration on the agenda of the
next regular meeting of the Board of Directors.
1010. 3 Adoption of any new policy or procedure or amendment of an existing policy or procedure shall only be
accomplished at a meeting of the Board of Directors in accordance with District Policies and applicable law.
1010. 4 Copies of any proposed new or amended policy or procedure shall be included in the agenda
information packet for any meeting in which they are to be considered.

Adopted: 12/13/2012
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Mt. View Sanitary District
Policy and Procedure Manual

POLICY TITLE:
Executive Officer
POLICY NUMBER: 2000

The District Manager shall be the Executive Officer of the Mt. View Sanitary District and shall report to and take
direction from the Board of Directors. The terms and conditions of the District Manager's employment shall be
specified in an employment agreement ("agreement") established between the District Manager and the Board of
Directors. The agreement shall be for the period of time as specified therein. In the event the agreement is in con
flict with any District policy, the terms of the agreement shall govern the relationship.

2000- Executive Officer; Revised:
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OLICY TITLE:
OLICY NUMBER:

ell Phone/Mobile evice While Drivin

Deleted:,

210

Deleted:;

Prohibited Use of

Deleted: Service
Deleted: CELL PHONE/MOBILE SERVICE DEVICE USE
WHILE DRIVING
Deleted:

In the interest of the safety of our employees and other drivers and pedestrians on the
road , Mt. View Sanitary District employees are prohibited from using cell phones
(including all smart phones) or other wireless communication devices (including laptops
and tablets) while driving on District business and/or District time. This prohibition
includes any use of a cell phone or other wireless communications device, such as
answering or placing calls, engaging in conversations , texting, Web browsing or using
any smart phone application while driving.
If your job requires that you keep your cell phone or other wireless communication
device turned on while you are driving , you must use a hands-free, voice-operated
device at all times. Except in emergency situations, under no circumstances should
employees place phone calls while operating a motor vehicle while driving on District
business and/or District time, the employee must safely pull off the road before doing so.
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Prohibited Use of Cell Phone/Mobile Service Device While
Drivingll

Deleted:

Writing , sending, or reading text-based communication - including text messaging,
instant messaging, e-mail, web browsing and use of smart phone applications - on a
wireless device or cell phone while driving is also prohibited under this policy. Violating
this policy is a violation of law and a violation of District policy.
You must also safely pull off the road before conducting District business.
Employees Under Age 18
A person under the age of 18 years is prohibited from driving a motor vehicle while using
a wireless telephone, even if equipped with a hands-free device, or while using a mobile
service device. The prohibition would not apply to such a person using a wireless
telephone or a mobile service device for emergency purposes. Violating this policy is a
violation of law and a violation of District policy.

22 10- Cell Phone/Mobile Device While Driving; Revised:

Deleted: Employees of the Mt. View Sanitary District
("District") are prohibited from using cell phones or any type
of mobile service device, including two way radios other than
as allowed by California Vehicle Code 23123(e), pagers,
texting devices, laptops, etc.(collectively referred to herein
as "mobile service devices") while driving on District
business and/or on District time (except in emergency
situations when it is necessary to contact law enforcement,
an emergency health care provider, the fire department,
etc.).11
In the event an employee's job requires that the employee's
cell phone or other mobile service device be kept on while
driving, the employee must safely pull off the road before
using it. Except in emergency situations, under no
circumstances should an employee make phone calls or use
a mobile service device while operating a motor vehicle on
District business and/or on District time.11
California law prohibits a driver of a motor vehicle from using
a wireless telephone unless a hands-free device is used
except in emergency situations (i.e. calling law enforcement,
an emergency health care provider, the fire department,
etc.). Violation of this policy regarding the use of cell
phones or other mobile service devices constitutes a
violation of California law and a violation of District Policy. 11

Mt. View Sanitary District
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POLICY TITLE:
POLICY NUMBER:

Cell Phone/Mobile Device While Driving
2210

In the interest of the safety of our employees and other drivers and pedestrians on the
road, Mt. View Sanitary District employees are prohibited from using cell phones
(including all smartphones) or other wireless communication devices (including laptops
and tablets) while driving on District business and/or District time. This prohibition
includes any use of a cell phone or other wireless communications device, such as
answering or placing calls, engaging in conversations, texting, Web browsing, or using
any smartphone application while driving.
If your job requires that you keep your cell phone or other wireless communication
device turned on while you are driving, you must use a hands-free, voice-operated
device at all times. Except in emergency situations, under no circumstances should
employees place phone calls while operating a motor vehicle while driving on District
business and/or District time . The employee must safely pull off the road before doing
so. Violating this policy is a violation of law and a violation of District policy.
Writing, sending, or reading text-based communication - including text messaging,
instant messaging, e-mail, web browsing, and use of smartphone applications - on a
wireless device or cell phone while driving is also prohibited under this policy. Violating
this policy is a violation of law and a violation of District policy.
You must also safely pull off the road before conducting District business.
Employees Under Age 18
A person under the age of 18 years is prohibited from driving a motor vehicle while using
a wireless telephone, even if equipped with a hands-free device, or while using a mobile
service device. The prohibition would not apply to such a person using a wireless
telephone or a mobile service device for emergency purposes. Violating this policy is a
violation of law and a violation of District policy.
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