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ARTICLE 1 – ADMINISTRATION 
SECTION 1.1 -- PREAMBLE 
A. This Memorandum of Understanding (“MOU”) constitutes an agreement between the Crescenta 

Valley Water District, hereinafter referred to as “District” and the Crescenta Valley Water District 
Employees’ Association, an affiliate of the American Federation of State, County, and Municipal 
Employees, AFL-CIO, hereinafter referred to as “Association”.  

B. The Association is the formally recognized employee organization for all District employees in the 
Non-Management Unit defined in District Resolution No. 580 and includes all regular, part-time, 
probationary, or temporary employees in the job positions shown in Section 2.2 (Salary Range/ 
Cost of Living Adjustments). 

SECTION 1.2 -- AUTHORIZED AGENTS 
A. For purposes of administering the terms and provisions of this MOU the authorized agents of the 

parties and their mailing addresses are as follows: 

 District:   General Manager  
     Crescenta Valley Water District 
     2700 Foothill Boulevard 
     La Crescenta, California 91214 

 Association:    Association President  
     Employees Association of the Crescenta Valley Water District  
     c/o AFSCME Local 1902 
     700 N. Alameda St., Suite 2-219 
     Los Angeles, California 90012 
B. Any notices or other written communication between the parties shall be served personally on the 

authorized agents or by certified mail.   

SECTION 1.3 -- TERM 
A. This MOU shall be effective as of July 1, 2014, subject to approval by the Board of Directors of the 

District, and shall remain in full force and effect to and including June 30, 2016. 

B. The term of this MOU may be extended upon written agreement signed by the parties and approval 
by the District’s Board of Directors. 

SECTION 1.4 -- IMPLEMENTATION 
A. It is agreed that the provisions of this MOU are of no force or effect until ratified by Association and 

duly adopted by the Board of Directors. 

B. Once ratified by Association and then adopted by the Board, each provision of this MOU shall 
become effective on the date set forth in Section 1.3 (Term), unless another implementation date is 
specified for a particular provision within the MOU. 

SECTION 1.5 -- RENEGOTIATIONS 
A. In the event either party elects to renegotiate a successor MOU, then within 120 to 60 days prior to 

the expiration of this MOU, such party shall serve upon the other its written request to commence 
negotiations, specifying the subjects intended to be raised. 

B. Negotiations shall begin no later than thirty (30) days from the date of the first written request.  Each 
party shall submit written proposals no later than the first negotiation session. 
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C. In the event that neither group has served upon the other a written request to commence 
negotiations, the current MOU shall continue in full force and effect for one year from the expiration 
date unless both parties mutually agree to reopen. 

SECTION 1.6 -- FULL UNDERSTANDING 
A. This MOU sets forth the full and entire understanding of the parties regarding the matters set forth 

herein, and any other prior or existing understanding or agreements by the parties, whether formal or 
informal, regarding these matters are hereby superseded or terminated in their entirety.  However, 
except as modified herein, existing District provisions, resolutions, policies, general instructions, 
rules and regulations shall continue in full force and effect. 

B. It is agreed and understood that during the term of this MOU, each party hereto voluntarily and 
unqualifiedly waives its right to negotiate, and agrees that the other shall not be required to 
negotiate, with respect to those matters covered herein or raised and discussed by the parties during 
the negotiation of this MOU. 

C. No agreement, alteration, understanding, variation, waiver, or modification of any of the terms or 
provisions contained herein shall in any manner be binding upon the parties hereto unless made and 
executed in writing by both parties hereto, and if required, approved and implemented by the 
District’s Board of Directors. 

SECTION 1.7 -- PROVISIONS OF LAW 
It is understood and agreed that this Memorandum of Understanding is subject to all current and applicable 
federal and state laws and regulations in addition to District rules and regulations.  The parties agree to abide 
by all such laws, rules, and regulations. 

SECTION 1.8 -- NON-DISCRIMINATION 
There shall be no discrimination on the part of either the District or Association towards any employee on 
any of the bases forbidden by any state or federal law applicable to the District or Association. 

SECTION 1.9 -- WATER CODE 
The parties to this MOU recognize the existence of various sections of the Water Code of the State of 
California, particularly Division 12 relating to County Water Districts, which vest in the District's Board 
of Directors and the General Manager the power to exercise traditional prerogatives relative to 
management of the District's work force and control over performance of the District's work. 

SECTION 1.10 -- GENDER 
Whenever the masculine or feminine form of any word is used in this MOU, it also includes the other 
gender unless the context clearly indicates a contrary intent. 
 

ARTICLE 2 – PAY PRACTICES 
SECTION 2.1 -- SALARY GRADE AND RATE RANGE ASSIGNMENTS 
All positions within the Bargaining Unit are assigned a salary grade and rate range as denoted in Section 
2.2 (Salary Range/Cost of Living Adjustment). 
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SECTION 2.2 -- SALARY RANGE/COST OF LIVING ADJUSTMENTS 
A. Revised Effective July 1, 2014: 

POSITION  MONTHLY SALARY RANGE $$$   
       
ACCOUNTING CLERK 3759 3947 4145 4352 4570 4798 
ADMIN ASSISTANT 3811 4001 4201 4411 4632 4863 
ASSISTANT ENGINEER 5064 5317 5583 5862 6156 6463 
ASSOCIATE ENGINEER 6183 6492 6817 7158 7516 7891 
CREW LEADER 4440 4662 4895 5140 5397 5667 
CUST ACCT SUPERVISOR 4158 4366 4584 4813 5054 5307 
CUST SERV/BACKFLOW IN 4220 4431 4653 4885 5130 5386 
CUST SERVICE CLERK 3197 3357 3525 3701 3887 4081 
ELECTRICAL/TELEMETRY 5969 6268 6581 6910 7256 7619 
INSPECTOR 6093 6397 6717 7053 7406 7776 
IT TECHNICIAN I 4043 4245 4457 4680 4914 5159 
MAINTENANCE WORKER I 3799 3989 4188 4397 4617 4848 
MAINTENANCE WORKER II 4229 4441 4663 4896 5141 5398 
METER READER 3529 3705 3890 4085 4289 4504 
PLANT COORDINATOR 3969 4168 4376 4595 4825 5066 
PLANT MAINTENANCE SPEC 4897 5141 5398 5668 5952 6249 
SENIOR ENG TECHNICIAN 5454 5726 6013 6313 6629 6960 
SUPERVISOR 5154 5412 5683 5967 6265 6579 
SYSTEM OPERATOR 4323 4539 4766 5004 5254 5517 
UTILITY WORKER I 3619 3800 3990 4189 4399 4619 
UTILITY WORKER II 4026 4228 4439 4661 4894 5139 
WATER CONSER. 
SPECIALIST 3811 4001 4201 4411 4632 4863 

B. Effective July 1st of 2014 the monthly salary ranges specified in Paragraph A shall be adjusted 
across-the-board in accordance with the Consumer Price All Items Index for Urban Wage Earners 
and Clerical Workers (CPI-W) for Los Angeles-Riverside-Orange County for February 2014 by a 
factor of 0.36%.  Effective July 1st of 2015 the monthly salary ranges specified in Paragraph A 
shall be adjusted across-the-board by 90% of the Consumer Price All Items Index for Urban Wage 
Earners and Clerical Workers (CPI-W) for Los Angeles-Riverside-Orange County for February of 
that year (published about March 15th) with a floor not to be less than 0% and a ceiling not to 
exceed 5% in each year. 

SECTION 2.3 -- PAY DAYS 
A. Designated pay days are the 1st and 16th of each month.  Pay periods end on the 10th and 25th of 

each month and will include any overtime due during those periods.  Should a designated pay day 
fall on a Saturday, checks will be issued on the prior Friday.  Should a designated pay day fall on a 
Sunday, checks will be issued on the subsequent Monday.  Should a designated pay day fall on a 
recognized bank holiday, checks will be issued on the work day preceding the holiday.  Advance 
of paychecks a maximum of 3 days will only be made upon approval of the General Manager.  
Time shall be recorded and compensated in fifteen (15) minute increments. 
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B. All employees shall be compensated only by the use of direct deposit.  The only exception shall be 
when setting up a new employee into the payroll system, for a period not to exceed three (3) pay 
periods, while an employee changes financial institutions, or final 
(retirement/resignation/terminations) payrolls or payouts of unused accrual balances authorized by 
the General Manager. 

C. In the event of the death of an employee, any unpaid wages shall be paid to the deceased employee’s 
designated beneficiary.  Employees wishing to have their pay checks released to a friend or a spouse may 
fill out a release form which can be obtained from and filed with the Secretary-Treasurer. 

SECTION 2.4 -- OVERTIME 
A. Employees shall be paid at one and one-half times their regular rate of pay for all hours worked at 

the request of the employee’s supervisor in excess of forty (40) hours in a workweek as defined 
under Section 7.2 (Working Hours). Time shall be recorded and compensated in fifteen (15) 
minute increments. 

B. Overtime which is scheduled at least 24 hours in advance will be offered first to employees within 
a specific job classification/family based upon the type of event outlined below: 

 

Any other type of event not specifically covered by the matrix above will be filled at 
Management’s discretion.  Overtime arising from an unexpected extension of a scheduled work 
day shall be performed by employees already on the job, if feasible. 

C. For purposes of determining overtime compensation, regular hourly rate of pay is: 

 (Employee’s monthly base salary) * (12) ÷ (2,080) 

D. Overtime Meals 
The employees of the District are occasionally called from their homes, or held over beyond their regular 
work hours, to perform work for the District.  When an employee is asked to accept such assignments, 

Pipeline/Lateral 
Repairs 

Sewer 
Overflows/Repairs 

Distribution/Operations 
Events 

Engineering 
Outreach Events 

Water 
Conservation/Community 

Outreach Events 
Construction 

Supervisor 
Maintenance 

Supervisor 
Systems Operating 

Supervisor 
Engineer in 

Charge 
Water Conservation 

Specialist 

Utility Worker II Maintenance 
Worker II Systems Operators 

Engineering 
personnel on a 
seniority basis 

Customer Service 
personnel on a seniority 

basis 

Utility Worker I  Maintenance 
Worker I  Standby Rotation List 

Customer 
Service 

personnel on a 
seniority basis 

Engineering personnel on 
a seniority basis 

Standby 
Rotation List 

Standby Rotation 
List 

Other qualified 
personnel on a seniority 

basis 

Standby 
Rotation List Standby Rotation List 

Other qualified 
personnel on a 
seniority basis 

Other qualified 
personnel on a 
seniority basis 

  
Other qualified 
personnel on a 
seniority basis 

Other qualified personnel 
on a seniority basis 
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the District recognizes that inconvenience is caused the employee regarding the normal scheduling of 
meal periods.  Therefore, it shall be the policy of the District to provide for the cost of meals and the time 
to eat such meals, in accordance with the following conditions: 

 1. When called for two (2) hours or more, one (1) meal.  Additional meals will be at intervals of  
  six (6) hours minimum. 
 2. When called and work continues into a regularly scheduled work day, a minimum of two (2)  

  meals. 
 3. Time to eat overtime meals will be at the District’s expense, not to exceed one-half (½) hour per 

  meal. 
 4. It is intended that meals be provided at intervals of no less than six (6) hours, however, during  

  periods of unusual or difficult circumstances, adjustments will be made as appropriate by the  
  supervisor on-duty.  A maximum of three (3) meals will be provided per any continuous 24- 
  hour overtime period. 

5. Receipts shall be furnished to the District for all meals.  Reimbursement shall be made to the 
 employee for actual costs incurred, not to exceed an average of $10 per meal during any 
 overtime period. 

E. Compensatory Time 
Notwithstanding the provisions above, an employee may opt, by written request, to be compensated at the rate of 
one hour of compensating time off (CTO) for each hour of overtime worked plus one-half hour at the regular rate 
for each hour of overtime worked up to a maximum accumulation of forty (40) hours.  The District will permit 
the employee to use the CTO within a reasonable time after the employee’s request.  Upon the employee’s 
request, the District will pay cash at the current rate of pay for CTO that has accrued for at least two pay periods.  
Any accrued CTO at the end of the last pay period in each calendar year will be paid at the employee’s current 
rate of pay.  Upon termination of employment, accrued compensating time off will be paid at the rate provided 
by law.  

SECTION 2.5 -- SHIFT DIFFERENTIAL 
An employee will be paid shift pay premium for all scheduled hours worked between 6:00 p.m. and 6:00 
a.m.  Shift pay premium shall be in the amount of ten percent (10%) of the employee’s normal hourly rate 
for hours worked between 6:00 p.m. and 6:00 a.m. 

SECTION 2.6 -- PERFORMANCE EVALUATION 
A. To provide a fair evaluation of performance and productivity, employees will be appraised at six (6) 

months from date of hire.  Thereafter, performance and productivity will be appraised annually around 
the anniversary date of employment with the District or, if there has been a position change, the 
anniversary date of that position change.  However, the evaluation shall be effective on the anniversary 
date and shall cover the year period prior.  The evaluation shall be made on the appropriate District form 
by the employee’s immediate supervisor, reviewed and approved by the employee’s Group Manager and 
discussed with the employee privately.  Any use of sick leave accompanied by satisfactory 
documentation of an illness or medical/dental appointment will not be considered when evaluating an 
employee’s attendance.  The employee shall have the opportunity to respond to the evaluation and have 
the written response included in his personnel file, but unless the evaluation is reconsidered as provided 
below, it shall become final. 

B. If an employee receives an evaluation rating indicating he is “Unsatisfactory” he shall be notified 
of his right to have an Association representative present during the evaluation discussion and 
reconsideration, and his right to request reconsideration of the evaluation by the General Manager. 
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C. Evaluation Reconsideration 
A request for reconsideration of the evaluation may be made orally or in writing, but must be 
made personally to the General Manager or delivered to his office within five (5) working days 
after the employee receives the evaluation.  The General Manager shall consider any oral and 
written response presented by the employee and shall confirm or modify the evaluation as he 
deems appropriate.  The decision of the General Manager shall be made in writing and delivered 
to the employee.  Such decision shall be final, binding and not subject to grievance. 

SECTION 2.7 -- MERIT INCREASE PROGRAM 
A. Regular Employees shall be eligible for merit increase consideration.  Approved merit increases 

will become effective with the first pay period following approval. 

B. Merit raises, within the established salary ranges, are not automatic, but will be granted based 
upon performance as determined during the employee’s annual productivity appraisal and 
approved by the General Manager. A Merit raise shall be that amount required to bring the 
employee’s salary to the next higher rate step as shown on the range assignment table in Section 
2.2 (Salary Range/ Cost of Living Adjustment). Employees who receive an “Outstanding” or 
“Exceeds Requirements” performance rating shall receive a one (1) step merit increase.  In no 
event shall a merit increase under this section entitle an employee to receive a salary increase 
beyond the top step of the applicable salary range as specified in Section 2.2 (Salary Range/ Cost 
of Living Adjustments). 

SECTION 2.8 -- STANDBY COMPENSATION 
A. To ensure qualified personnel are available in the event of emergency and critical customer 

service/operations, certain employees will serve standby duty during off-duty hours.  Such 
employees shall receive two and one-half (2.50) hours compensation per standby shift on 
weekdays, two and three-quarters (2.75) hours per standby shift on weekends, and three and one-
quarter (3.25) hours per standby shift on a District holiday. 

B. Additionally, standby personnel who perform work remotely from a non-District facility will be 
paid for time actually worked.  If the employee is required to report for duty, he will receive 
callback compensation as provided in Section 2.9 (Callback Compensation). 

C. Such employees shall have the ability to be reached by District cellular phone at all times and be 
able to report to work within thirty (30) minutes if called. 

D. While on standby duty, employees are to refrain from any activities which might impair their 
abilities to perform their duties and shall not use the District cellular phone for personal use. 

E. Standby duty assignment will be offered to those available and willing to take on such duty.  
These Personnel will make up the Standby Rotation List.  Sign-up for participation in the Standby 
Rotation List will occur at the end of each calendar year for the next calendar year.  For purposes 
of administering the rotation list, supervisors will not be included in the list or used to fill standby 
or callback duty unless all other employees on the list reject the assignment.  Where there is a 
shortage of personnel on the Standby Rotation List, the General Manager will include all other 
employees who are required as part of their job description to serve standby duty.  Standby duty 
assignment will be scheduled on an equal basis. 

F. If an employee is unable to perform his assigned standby duty, he shall notify the Group Manager 
in advance and the selection will be made from the Standby Rotation List.  The Standby Rotation 
List will be initially established in rank order of District seniority.  The person on the top of the 
Standby Rotation List will have first choice at accepting the assignment and if accepted, will then 
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move to the bottom of the list.  If he does not accept that assignment, then the next senior person is 
offered the assignment.  In the event that all employees reject the assignment, the person at the top 
of the list will perform the assignment. 

G. Employees who are on restricted duties due to injury or illness will not be allowed to take their 
shift in the rotation.  Upon written receipt of clearance of all restrictions by the treating physician, 
the employee will return to their place in the Standby Rotation List.  

SECTION 2.9 -- CALLBACK COMPENSATION 
A. An employee who is called back to duty on off hours shall receive a minimum of one hour 
callback pay, which includes travel time to and from the District and the employee’s residence.  All call 
back pay shall be at a rate of time and one-half.  Travel time shall be limited to a one-hour maximum per 
callback event. 

B. An attempt to notify by telephone a Supervisor or the Superintendent shall be made by the caller 
for all work requiring callback personnel.  A Supervisor or the Superintendent will always have the option 
to report to duty himself based on his judgment of the emergency situation and the need for supervision or 
assistance to the callback personnel. 

C. If personnel in addition to the standby person are needed, callback will be offered from the 
Standby Rotation List in the order of seniority.  The person on the top of the Standby Rotation List will 
have first choice at accepting the assignment and if accepted, will then move to the bottom of the list.  If 
he does not accept the assignment, then the next senior person is offered the assignment.  If sufficient 
personnel are not available, a Supervisor or the Superintendent may offer callback assignments to any 
other available personnel. 

D. When the callback work requires skilled equipment operators, personnel will be offered callback 
duty from the appropriate Equipment Qualification List in the order of seniority.  The General Manager 
will designate which employees are qualified to operate specific equipment on the Equipment 
Qualification List.  If said personnel are not available, the Supervisor or Superintendent will be notified 
and will make a skilled equipment operator assignment, if appropriate, using his discretion and based on 
availability.  Employees shall only be restricted from an equipment listing for lack of qualifications as 
determined by the General Manager. 

E. The person making the callback attempts should sufficiently document the communications on the 
call back log form and turn in this form with the time sheets. 

SECTION 2.10 -- WORKING OUT OF CLASS 
A. For the purpose of this section, an out-of-class assignment is the full-time performance of a 
majority of the duties in a higher paying position by an individual in another position.  The assignment 
may only be made in writing by the Group Manager. 

B. It is the intent of the District to avoid, whenever possible, working an employee on an out-of-class 
assignment for a prolonged period. 

C. If an employee is assigned to an out-of-class assignment and works out-of-class as defined above 
for more than fifteen (15) consecutive working days, the employee shall receive a 5% base rate increase 
retroactively effective the first day of the assignment. 

D. If, at the time of appointment, the supervisor knows that the employee will be on an out-of-class 
assignment for more than fifteen (15) consecutive working days, then the employee shall receive the 5% 
at the beginning of the assignment. 
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E. The temporary assignment shall not continue beyond six (6) months.  However, if the individual 
vacated his position due to a work related injury, the assignment shall not continue beyond twelve (12) 
months.  If the assignment continues beyond the prescribed time, the employee shall be promoted to the 
new position. 

SECTION 2.11 --- LONGEVITY PAY 
A. In recognition of situations where long-term District employees may reach the top of the 
established salary range for the employee’s current position, such employees will have the opportunity to 
receive additional pay related to their longevity and productivity with the District, provided the employee 
has been employed by the District for at least 10 years, and has been at the top of their salary range in the 
same position for at least one year. 

B. To be eligible, the employee must receive a productivity appraisal of "Outstanding" or “Exceeds 
Requirements” for that year and sufficient justification must be submitted by the employee’s supervisor 
and approved by the General Manager.  The additional Longevity Pay described below must be earned for 
each and every year and is not automatically given after the first year in which an employee qualifies.  In 
such circumstances, the General Manager will increase the employee’s salary five (5) percent above the 
established salary range.  In no event shall the employee’s salary exceed the top step of the salary range as 
defined in Section 2.2 (Salary Range/ Cost of Living Adjustments) plus five (5) percent. 

 

 

C. In recognition of employees who have been employed by the District for 10 years or more, 
additional vacation time and a gift certificate equal to $10/year of service will be given only in and 
for the year it is earned based upon the following formula: 

  10 years  2 additional vacation days  $100 gift certificate 

  15 years  3 additional vacation days  $150 gift certificate 

  20 years  4 additional vacation days  $200 gift certificate 

  25 years  5 additional vacation days  $250 gift certificate 

 
ARTICLE 3 -- LEAVE BENEFITS 
SECTION 3.1 -- HOLIDAYS 
A. Designation 

1. All full-time regular employees and qualified part-time employees, including probationary 
employees, shall observe the following paid holidays.  Regular and part-time employees 
who are scheduled to work at least 1,040 hours per year shall earn a pro-rated amount 
relative to 2,080 hours per year.  To be entitled to pay for a paid holiday, an employee 
must be entitled to full pay for the scheduled working day both before and after said paid 
holiday.  Temporary employees are not entitled to holiday benefits. 

New Year’s Day (January 1) 
President’s Day (third Monday in February) 
Memorial Day (last Monday in May) 
Independence Day (July 4) 
Labor Day (first Monday in September) 
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Veteran’s Day (November 11) 
Thanksgiving Day (fourth Thursday in November) 
The day after Thanksgiving 
Christmas Eve (December 24) 
Christmas Day (December 25) 
New Year’s Eve (December 31) 

Three floating holidays per calendar year to be used at the discretion of the employee upon 
prior approval from the employee’s supervisor and General Manager.  Employees are 
encouraged to use these days as early as possible as they cannot be carried over from one 
calendar year to the next and may not be available to take during the holiday period 
depending upon staffing requirements. 

2. The General Manager may elect to maintain a minimum staff on any holiday.  When a paid 
holiday falls on a scheduled Saturday off, the previous Friday shall be deemed the paid 
holiday.  When a paid holiday falls on a scheduled Sunday off, the following Monday shall 
be deemed the paid holiday.  Christmas Eve and New Year’s Eve shall be observed on the 
scheduled workday proceeding the paid holiday of Christmas Day and New Year’s Day, 
respectively.  When a paid holiday falls on any other scheduled day off, the following 
scheduled workday shall be deemed the paid holiday.  An employee who works a rotating 
shift may opt to move his paid holiday to the workday preceding his next scheduled day 
off or the first workday in his next series of workdays. 

3. The floating holiday benefit shall be prorated down to the nearest full hour for new 
employees starting and employees leaving the District during the calendar year.  In the 
case of an employee leaving the District, the cash equivalent of used floating holiday hours 
exceeding the prorated amount at the day of departure will be deducted from the 
employee’s final paycheck. 

B. Compensation for Holidays Worked 
Any employee who works on a paid holiday shall receive his regular holiday pay plus overtime 
rate of pay for actual hours worked. 

SECTION 3.2 -- VACATION 
A. Definition 

1. Regular employees whose date of hire is prior to July 1, 1999 shall be entitled to vacation 
in accordance with the following schedule: 

 
Length of Service No.  Annual 

Vacation 
Hours 

Length of 
Service 

No. Annual Vacation 
Hours 

1st Year 80 6th Year 120 
2nd Year 88 7th Year 128 
3rd Year 96 8th Year 136 
4th Year 104 9th Year 144 
5th Year 112 10th Year 152 
  11th and 

Succeeding 
Years 

160 
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2. Regular employees whose date of hire is on or after July 1, 1999 shall be entitled to 
vacation in accordance with the following schedule: 

 

Length of Service No. Annual Vacation 
Hours 

1 to 4 years 80 
5 to 15 years 120 
16 years 128 
17 years 136 
18 years 144 
19 years 152 
20 years + 160 

 
3. No employee shall be entitled to use any vacation until successful completion of the 

probationary period.  Temporary employees are not entitled to vacation benefits.  Part-time 
employees working 1,040 hours or more per year shall earn prorated vacation according to 
schedule, in the proportion of the actual number of hours worked in the year preceding the 
employee’s last anniversary date relative to 2,080 hours. 

4. An employee who is on leave of absence without pay in excess of five (5) consecutive full 
working days shall not receive credit for service while on such leave. 

5. An employee who terminates their employment and is subsequently rehired shall receive 
no vacation credit for the prior period of service. 

B. Method of Accrual 
1. Upon the first day following successful completion of the probationary period, every 

eligible employee of the District shall be entitled to forty (40) hours of vacation.  

2. Employees whose date of hire is prior to July 1, 1999 shall thereafter accrue hours based 
upon years of service, including the probationary period, as follows: 

 

Length of 
Service 

Semimonthly 
Accrual 

Length of 
Service 

Semimonthly 
Accrual 

1st Year 3.33 Hours 6th Year 5.00 Hours 
2nd Year 3.67 Hours 7th Year 5.33 Hours 
3rd Year 4.00 Hours 8th Year 5.67 Hours 
4th Year 4.33 Hours 9th Year 6.00 Hours 
5th Year 4.67 Hours 10th Year 6.33 Hours 
  11th and 

Succeeding 
Years 

6.67 Hours 

 
3. Eligible employees whose date of hire is on or after July 1, 1999 shall accrue hours based 

upon years of service, including the probationary period as follows: 

Length of Service Semimonthly Accrual 
1-4  Years 3.33 Hours 
5-15 Years 5.00 Hours 
16 Years 5.33 Hours 
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17 Years 5.67 Hours 
18 Years 6.00 Hours 
19 Years 6.33 Hours 
20 Years 6.67 Hours 

C. Accrual During Absence 
Absence because of injury or sickness which is covered by accumulated sick leave shall not affect 
the accrual of vacation described above.  Vacation accrual will be prorated during any pay period 
an employee is absent without pay for one (1) or more workdays. 

D. Carryover of Accrued Vacation 
1. The maximum vacation hours that may be carried over by any employee at the end of a 

calendar year shall be 160 hours. 
 

2. Employees shall be compensated at their current rate of pay for any unused accrued 
vacation in excess of the maximum allowable carryover as of the end of the last pay period 
in each calendar year unless accumulation of vacation leave in excess of the maximum 
allowed by any employee is approved in writing by the General Manager. 

E. Effect of Holidays 
When an approved holiday falls within a vacation period, an employee on vacation shall be 
entitled to the holiday in addition to his regular vacation. 

F. Scheduling 
The time at which vacations shall be taken is subject to prior approval from the employee’s 
supervisor and confirmation of the General Manager, and should be scheduled so as not to disrupt 
the District’s operations.  In the event that two or more employees request vacation leave 
simultaneously, vacation leave requests shall be considered on a District seniority basis.  Due 
regard for the wishes of the employee shall be considered in approving vacation leave. 

G. Minimum Charge to Vacation 
Minimum charge to the employee’s vacation account shall be one (1) hour, and thereafter in one-
half hour increments. 

H. Payment for Unused Vacation Upon Termination 
Eligible employees terminating employment with the District shall be compensated for unused 
vacation hours at their then-current rate of pay.  When separation is caused by death of an 
employee, payment for unused vacation time shall be made to said employee’s designated 
beneficiary. 

SECTION 3.3 -- SICK LEAVE 
A. Definition 

Sick leave is a benefit provided by the District to promote the health and welfare of its employees.  
It is not an earned right to take time off from work.  Sick leave is defined as the absence from duty 
of an employee because of a bona fide illness, injury, pregnancy, or to attend to the illness or 
injury of a family member as hereinafter defined.  Temporary employees are not entitled to sick 
leave benefits.  Part-time employees working 1040 hours or more per year shall earn sick leave 
prorated to a 2080 hour work year. 
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B. Method 
1. Regular employees of the District shall accrue three and two/thirds (3.67) hours of sick 

leave with pay per pay period.  The General Manager may grant up to three (3) days of 
advance sick leave if the employee does not have enough accrued leave to cover an 
absence due to illness. 

2. An employee shall not accrue sick leave credit during any pay period in which he is absent 
without pay for more than three (3) full working days.  In the event an employee is 
required to work part-time by direction of his physician and the District agrees to return 
him to work on that basis, sick leave credit shall be prorated, except that sick leave shall 
continue to accrue if an employee is absent due to an injury arising out of or in the course 
of his employment and is entitled to Workers’ Compensation benefits. 

C. Permissible Uses 
Sick leave may be applied only to: 

1. Absence due to illness, injury or pregnancy of an employee. 

2. Absence due to medical and dental office appointments of an employee when approved in 
advance by the employee’s supervisor. 

3. Absence not to exceed 44 hours per calendar year, for immediate family care or parental 
leave.  For purposes of this section, immediate family shall mean father, father-in-law, 
mother, mother-in-law, brother, sister, husband, wife, child, grandparent, legal guardian, or 
any family member with whom the employee resides. 

4. Absence due to a job-related injury.  See Section 7.3 (Work-Related Illness or Injury) 

D. General Provisions 
1. To qualify for sick leave pay, the District must be notified at or in advance of the time the 

employee is scheduled to report for duty, except Operations personnel who must notify the 
District at least one-half (½) hour in advance of the time they are scheduled to report for 
duty. 

2. Minimum charge to an employee’s sick leave account shall be one-half (½) hour and 
thereafter in one-half hour increments. 

3. The General Manager is responsible for control of abuse of the sick leave privilege. 
Employees may be required, at any time, to furnish a certificate issued by a licensed health 
care provider, or other satisfactory evidence of incapacity if a pattern of leave abuse is 
established; however, for absences of five (5) working days or more, a request for leave 
and a medical certification, on prescribed forms, stating expected date of return must be 
submitted to the General Manager or Secretary-Treasurer.  Upon return to work after such 
an extended leave, a written doctor’s release must be submitted to the General Manager or 
Secretary-Treasurer. 

E. Redemption of Unused Sick Leave 
An employee may accumulate sick leave up to a maximum of 360 hours.  Any excess over 360 
hours at the end of the last period of each calendar year will be paid in cash at the employee’s then 
current rate of pay. 
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F. Sick Leave upon Separation of Employment 
1. Upon separation from the District, personnel will be paid for unused sick leave based upon 

the following: 50% of unused sick leave shall be paid to employees who resign from the 
District, 75% of unused sick leave shall be paid to employees who retire from the District 
under Article 5, and 100% of unused sick leave will be paid to the employee’s estate if 
separation is by death.  No payment for sick leave will be made if the employee is 
terminated for cause. 

2. Employee may elect to have this payout contributed to their deferred compensation 
account in lieu of a cash payment up to the amount allowable by law.  

G. Leave Donation Program 
1. The Leave Donation Program is designed to provide a mechanism to assist employees who 

have exhausted paid leave due to a serious or catastrophic illness or injury.  This program 
allows employees who accrue leave to donate accrued sick leave hours to a specific 
employee who has exhausted his/her own available leave balances.  To receive leave 
donations an employee: 

 
a. Must have been employed in a regular position for a minimum of six months or in a 

temporary position for a minimum of 12 months and worked more than 1250 hours 
in the previous 12 months. 

b. Must be absent from work due to his/her own illness or injury for more than 20 
consecutive work days (as verified by a physician’s statement) or be absent from 
work for more than 20 consecutive days in order to attend to an ill or injured parent 
(including in-law), grandparent, child, or spouse. 

c. Must have exhausted all applicable leave balances, including sick leave, however, 
the General Manager may approve the solicitation/acceptance of leave donations 
prior to all balances being exhausted when the physician’s statement indicates the 
probable exhaustion of balances within two pay periods. 

2. Donations are voluntary and made from accrued sick leave balances in whole-hour 
increments, but for a minimum of eight (8) hours.  

a. The donor must retain at least 80 hours of sick leave in his/her own sick leave 
account. 

b. The total donations received into an employee’s annual leave balance normally 
shall not exceed 200 hours unless approved by the General Manager.  Such 
donations shall not be eligible for payout above the maximum annual sick leave 
accrual under Paragraph E or payment on separation under Paragraph F. 

c. A request for donations shall be made in writing by the receiving employee (or 
legal representative if the employee is incapacitated) and approved by the General 
Manager.  Upon approval of a request for donations from an employee or his/her 
guardian if employee is incapacitated, the District shall, at the employee’s (or legal 
representative) request, post a notice of the eligible employee’s need for donations 
on District bulletin boards accessible to employees and/or via e-mail.  Confidential 
medical information shall not be included in the notice. 
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SECTION 3.4 -- JURY DUTY 
A. Any Regular Employee called for jury duty shall, on prescribed forms approved by the General 

Manager, be entitled to his regular pay for those hours of absence due to performance of the jury 
duty, up to a maximum of ten (10) working days in any two (2) year calendar period, provided that 
his fees for such service, exclusive of mileage, are remitted to the District. 

B. An employee serving jury duty must submit the Notice to Appear and obtain an attendance slip 
from the court to be submitted to Accounting with his timesheet in order to be eligible for regular 
pay for those hours of absence due to jury duty. 

C. To be entitled to receive regular pay for such jury duty leave, the employee must report for work 
at the District for time not actually retained on jury service of one (1) hour or more prior to and/or 
upon completion of each day’s service, exclusive of travel time. 

SECTION 3.5 -- COURT LEAVE 
A. Any employee, who is required to attend a court proceeding or administrative hearing in which the 

District is an interested party will receive leave with pay for the time he is required to be absent 
from work.  If such attendance occurs on a day off, the employee will receive pay at the overtime 
hourly rate.  Leave with pay will also be provided to any employee required to be absent from 
work by a witness subpoena, excluding defendant, plaintiff, or expert witness appearances. 

B. To be entitled to receive regular pay for any court leave, the employee must report for work at the 
District for time not actually retained on service of one (1) hour or more prior to and/or upon 
completion of each day’s service, exclusive of travel time. 

SECTION 3.6 -- MILITARY LEAVE 
A. A request for military leave shall be made upon prescribed forms approved by the General 

Manager and shall state the date when it is desired to begin the leave of absence and the date of 
anticipated return.  A copy of orders requiring such military service shall be submitted with the 
request. 

B. Provisions of the Military and Veterans Code of the State of California, Sections 395-395.5 shall 
govern military leave, unless the federal Uniformed Service Employment and Reemployment 
Rights Act (“USERRA”) (38 U.S.C. § 4301 et seq.) provides more generous rights.  In general, 
current law provides that an employee having one year or more service with a public entity is 
entitled to military leave with pay not exceeding thirty (30) days per year if the employee is 
engaged in military duty ordered for purposes of active military training or encampment.  An 
employee who is required to attend scheduled service drill periods or perform other inactive duty 
reserve obligations is entitled to military leave without pay, not exceeding seventeen (17) calendar 
days per year although the employee may, at his option, elect to use vacation time to attend the 
scheduled reserve drill periods or to perform other inactive drill period obligations. 

SECTION 3.7 -- BEREAVEMENT LEAVE 
A. Upon request, and with the approval of the General Manager, regular employees, including 

probationary employees, shall receive necessary time off with pay, not to exceed four (4) days in 
any one instance, to arrange for or attend a funeral of a member of their immediate family. 

B. For purposes of this section, immediate family shall mean father, father-in-law, mother, mother-in-
law, brother, brother-in-law, sister, sister-in-law, spouse, child, grandchild, grandparent, or 
spouse’s grandparent. 
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SECTION 3.8 -- LEAVE OF ABSENCE WITHOUT PAY 
A. Medical Leave of Absence 

1. Employees who have been employed by the District for at least 12 months, and who have 
actually worked at least 1250 hours of service during the 12 month period who are unable 
to work because of a serious non-occupational health condition, illness, injury, or disability 
(except for disability on account of pregnancy, childbirth, or related medical conditions, 
which is covered by pregnancy disability leave), are entitled to an unpaid Medical Leave of 
absence of up to twelve (12) weeks during a twelve (12) month period.  A doctor’s medical 
statement confirming the health condition, illness, injury, or disability and stating the 
expected date of return shall be submitted with the request for Medical Leave.  The District 
may require a written doctor’s release upon return to work if the leave of absence is less 
than thirty (30) calendar days provided the District notifies the employee at least five (5) 
working days prior to his expected date of return.  However, if the leave of absence 
extends beyond thirty (30) calendar days, a written doctor’s release must be submitted to 
the General Manager upon return to work.    

2. Employees must utilize all accrued sick leave before unpaid Medical Leave commences. 

3. Employees on Medical Leave shall be entitled to up to twelve (12) weeks of continued 
coverage under the District’s group health insurance, to the same extent as though the 
employee had continued working. 

B. Family Leave of Absence 
1. Employees who have been employed by the District for at least 12 months, and who have 

actually worked at least 1250 hours of service during the 12 month period are entitled to a 
unpaid Family Leave of absence of up to twelve (12) weeks during a twelve (12) month 
period to accommodate the employee’s pregnancy or childbirth, caring for a newborn 
child, for the placement for adoption or foster care and care for the newly placed child, or 
for caring for a family member (including domestic partner), with a serious health 
condition, or because of any qualifying exigency arising out of the fact that the employee’s 
spouse, son, daughter, or parent is a U.S. National Guard or Reserve member on active 
duty (or has been notified of an impending call or order to active duty status) in support of 
a contingency operation.  

2. Employees who have been employed by the District for at least 12 months, and who have 
actually worked at least 1250 hours of service during the 12 month period are entitled to a 
unpaid Family Leave (FMLA leave) to care for a covered servicemember with a serious 
injury or illness if the employee is the spouse, son, daughter, parent, or next of kin of the 
servicemember. 

a. An employee’s entitlement under this section is limited to a total of twenty-six 
(26) workweeks of leave during a single 12-month period to care for a covered 
servicemember with a serious injury or illness.  The “single 12-month period” in 
which the 26-weeks-of-leave-entitlement described in this begins on the first day 
an employee takes leave to care for the covered servicemember. 

b. During the “single 12-month period” described above, an employee’s Family 
leave entitlement is limited to a combined total of twenty-six (26) workweeks of 
Family leave for any qualifying reason. 
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3. The District may require certification, on a periodic basis, of the employee’s or family 
member’s health condition by their physician or confirmation of the legal or administrative 
proceedings relative to adoption or foster care placement. 

4. Sick leave accruals may be applied to absence(s), not to exceed forty-four (44) hours per 
calendar year, for Family Leave.  For purposes of this section, family shall be defined as 
father, father-in-law, mother, mother-in-law, brother, sister, spouse, child, grandparent, 
legal guardian, or any family member with whom the employee resides.  Child is defined 
as biological, adopted, or foster child, stepchild, legal ward, or child of a person standing 
in loco parentis who is under 18 years of age or an adult dependent child. 

5. Employees must utilize all accrued vacation time before unpaid Family Leave commences. 

6. Employees on Family Leave shall be entitled to up to twelve weeks of continued coverage 
under the District’s group health insurance, to the same extent as though the employee had 
continued working.  

7. In instances where both spouses are employed by the District, a combined total of six (6) 
months leave may be used for Family Leave. 

D. Personal Leave of Absence 
Any employee may be granted a Personal Leave of absence to attend to personal matters when the 
General Manager, in his sole discretion, determines that an extended leave of absence is 
appropriate.  Employees must utilize all accrued vacation time before unpaid Personal Leave 
commences. 

E. General Provisions 
1. Where foreseeable, the employee shall request unpaid leave at least thirty (30) days before 

the leave of absence is to commence.  

2. An approved leave of absence may be extended upon request by the employee and 
approval by the General Manager.  Such extension request should be made at least two (2) 
weeks prior to the expiration of the original leave and is subject to the same terms as the 
original leave.   

3. If an employee is involuntarily terminated, or terminated because he did not return to work 
at the end of an approved leave, and then is rehired within one year, the District will bridge 
the service date so that the employee may receive credit for previous service for all 
purposes under this MOU, excluding CalPERS retirement, unless otherwise specified 
herein.  Vesting and reinstatement of benefits will be in accordance with the provisions of 
the District’s retirement plans. 

SECTION 3.9 -- UNSCHEDULED PERSONAL LEAVE 
A. An employee is entitled to sixteen (16) hours of Unscheduled Personal Leave (UPL) per calendar 

year. Such leave may be taken for any non-medical personal reason which actually prevents the 
employee from coming to or remaining at work. 

B. UPL is subject to approval by the employee’s supervisor or, in his/her absence, the next available 
supervising or management representative. Request or notification shall be made on or before the 
same business day as the emergency circumstances requiring the UPL. 

C. As soon as possible, a request for UPL on prescribed forms, approved by the employee’s 
supervisor or other appropriate management representative, must be submitted to the General 
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Manager or Secretary-Treasurer. Approved UPL shall be charged against an employee’s personal 
holiday allowance under Section 3.1 or vacation under Section 3.2. If no such allowance remains 
at the time of the UPL, then the leave shall be without pay. Minimum charge to the employee shall 
be one (1) hour, and thereafter in one-half (1/2) hour increments. 

 

ARTICLE 4 -- INSURANCE BENEFITS 
SECTION 4.1 -- MEDICAL 
A. Coverage for Employees (Date of Hire prior to July 1, 2011) 

Medical/hospitalization insurance is provided for all full-time regular employees upon 
completion of 60 days of employment.  Cost of coverage for the employee and either one 
eligible dependent or spouse is paid by the District.  An employee may opt for any medical 
plan ACWA offers; however, District payment shall not exceed the premium of ACWA’s 
HBA Blue Cross California Care HMO Plan.  Coverage for a higher-cost plan or additional 
eligible dependents may be provided at the employee’s expense.  Employee payment for this 
coverage shall be made through payroll deductions. 
 

B. Coverage for Employees (Date of Hire after to July 1, 2011) 
Medical/hospitalization insurance is provided for all full-time regular employees upon 
completion of 60 days of employment.  Cost of coverage for the employee and either one 
eligible dependent or spouse is paid by the District.  An employee may opt for any medical 
plan ACWA offers; however, District payment shall not exceed the premium of ACWA’s 
Kaiser HMO Plan.  Coverage for a higher-cost plan or additional eligible dependents may be 
provided at the employee’s expense.  Employee payment for this coverage shall be made 
through payroll deductions. 

C. Coverage for Retirees (Date of Hire Prior to July 1, 2008) 
1. The District pays the cost to continue current medical/hospitalization insurance coverage 

for a retired employee and eligible spouse (but not other dependents) whose date of hire is 
prior to July 1, 2008 and whose date of retirement occurs during the period this MOU is in 
effect, at the same level described in Section 4.1(A) above for full-time employees.  
Coverage will be maintained under its group benefit agreement until the retiree elects to 
discontinue coverage. 

2. In order to qualify for the medical/hospitalization retirement coverage herein described, an 
employee must be at least 55 years of age and must have been employed by the District for 
minimum of ten (10) consecutive years at the date of retirement.  Retirees wishing to 
obtain coverage for a higher-cost plan or their eligible dependents shall be required to pay 
the full yearly premium cost to the District, for each year continued coverage is desired, at 
a time specified by the District.   

3. This policy shall conform to all Federal and State laws that may pertain to providing or 
continuing health insurance coverage.  Furthermore, all provisions and definitions 
contained in this policy shall be in accordance with the District’s Group Health Insurance 
Benefit Policy in effect at the time. 

D. Coverage for Retirees (Date of Hire on or after July 1, 2008) 
1. For employees whose date of hire is on or after July 1, 2008, the District will pay the cost 

to continue current medical/hospitalization insurance coverage for a retired employee and 
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eligible spouse at the same level described in Section 4.1(A) or Section 4.1(B) as 
applicable for full-time employees, if the employee has completed twenty (20) years of 
cumulative service with the District.  For such employees retiring with less than twenty 
(20) years of cumulative service, the District will pay only a percentage of the cost to 
continue current medical/hospitalization insurance coverage for the retired employee and 
eligible spouse (but no other dependents) based on the number of years of cumulative 
service with the District, as follows: 

    Cumulative Percentage of Cost 
Years of Service    Paid by District   

10 years 50% 

11 years 55% 

12 years 60% 

13 years 65% 

14 years 70% 

15 years 75% 

16 years 80% 

17 years 85% 

18 years 90% 

19 years 95% 

20 years 100% 

The retired employee or eligible spouse as the case may be, shall be solely responsible for 
payment of the remaining cost to continue the medical/hospitalization insurance coverage.  
Such coverage will be maintained under the District’s group benefit agreement until the 
retiree elects to discontinue coverage or the coverage lapses as provided below. 

2. The District shall provide written notice to the retired employee, or his or her eligible 
spouse, of such person’s share of the cost to continue the current coverage, which sum 
shall be paid to the District within fifteen (15) days of the date of the notice.  If the retired 
employee or eligible spouse fails to pay the specified amount to the District within the time 
required, the District shall advance the funds necessary to continue the coverage for up to 
two (2) months and, every fifteen (15) days during that two (2) month period the District 
shall provide the retired employee or eligible spouse with written notice of the amount(s) 
advanced by the District and owed by them to the District to continue the full coverage. 

3. If the retired employee and/or eligible spouse fails to reimburse the District for all sums 
advanced within the two (2) month period set forth above, the District may allow the 
coverage to lapse and shall give written notice to the retired employee and/or eligible 
spouse of the lapse of coverage, with a copy to AFSCME and the Association at the 
address specified in Section 1.2A of this MOU. 

4. If the medical/hospitalization coverage lapses due to the retired employee’s or eligible 
spouse’s failure to pay their percentage share of the cost to continue the coverage, the 
District shall thereafter pay the amount of money it would otherwise have paid to continue 
such coverage, to be administered as a health savings account (“HSA”) managed and 
administered by the District for the benefit of the retired employee or eligible spouse 
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during their lifetime.  The HSA funds shall be used solely for the payment of medical-
related expenses.  In addition, the District may withhold from such payments the amount 
of money advanced by the District on the retired employee’s or survivor’s behalf, to 
continue the full medical/hospitalization insurance coverage prior to its lapse.  After lapse 
of the coverage, the District’s sole and only obligation owing to or for the benefit of the 
retired employee or eligible spouse under this Section 4.1 shall be to deposit the monthly 
payments into the HSA.   The District shall pay any HSA administrative costs not covered 
by investment growth. 

E. Coverage for Survivors 
Medical coverage shall be provided for the surviving spouse of a retired employee and surviving 
spouse of an active employee who upon death had met the eligibility requirements specified in 
Sections 4.1 B and 4.1 C, above, on the same basis as provided active employees.  In such 
instances, the District shall pay 100% of the premium for the surviving spouse at the time of 
retirement or death, respectively.  

F. Continuation Coverage 
1. Medical, dental, and vision coverage for employees and/or their dependents whose 

coverage would otherwise terminate due to qualifying events as defined by the 
Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) including, but not 
limited to, termination of employment, reduction in working hours, divorce, or overage 
dependent, are eligible to continue their coverage for a specific period of time at their 
expense. 

2. Under the District’s group medical, dental, and vision plan, employees and dependents that 
are enrolled in the group plan sponsored by the District are provided with detailed 
information regarding continuing coverage upon hire.  It is the employee’s responsibility to 
inform the District of an event that qualifies a dependent for continued coverage. 

SECTION 4.2 -- DENTAL AND VISION 
A. The District shall provide its employees with dental insurance equal to or better than ACWA’s 

HBA Delta Dental #399 Core Plan B with Child Orthodonture, two (2) party insurance.  
Additional coverage for dependents shall be by voluntary payroll deduction. 

B. The District shall provide its employees with Vision Service Plan, plan B with $20 - $20 co-pay 
and the family composite provision.  

C. Eligibility 
Regular District employees and part-time employees working 1040 hours or more per year, and 
their eligible dependents, will be covered for dental and vision care benefits upon completion of 
probation. 

SECTION 4.3 -- LIFE 
The District provides all full time employees with basic Life Insurance and Accidental Death & 
Dismemberment Insurance of $50,000, subject to the Group Insurance Certificate terms, conditions, and 
requirements, a copy of which is given to all new employees.  Additional copies are available from the 
Secretary-Treasurer.  If the premium of such insurance exceeds $9.00 per employee per month, then the 
parties agree to meet and select another provider.  If the parties are unable to find another provider with a 
premium less than or equal to $9.00 per employee per month, then the parties agree to purchase the 
highest level of life insurance benefit that same premium will provide.   
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SECTION 4.4 -- DISABILITY 
The District participates in the State Disability Insurance Program.  All employees are covered under said 
plan which provides financial assistance in the event of illness or injury that is not work related.  Cost for 
this insurance, which is administered by the State of California, is paid by each employee through 
required payroll deduction. 

SECTION 4.5 -- LONG TERM DISABILITY 
The District provides all regular employees with Long Term Disability Insurance subject to the Group 
Insurance Certificate terms, conditions, and requirements, a copy of which is given to all new employees.  
Additional copies are available from the Secretary-Treasurer. 

SECTION 4.6 -- UNEMPLOYMENT 
All employees are covered under State Unemployment Insurance at no cost to the employee. 

 

ARTICLE 5 -- RETIREMENT BENEFITS 
SECTION 5.1 -- SOCIAL SECURITY AND MEDICARE 
The District and its employees are required to participate in Social Security and in the Medicare portion 
thereof.   

SECTION 5.2 -- PUBLIC EMPLOYEES RETIREMENT SYSTEM (PERS) 
A. The District is a member Agency of the State of California Public Employees’ Retirement System 

for local miscellaneous employees.  A self-explanatory booklet describing the benefits will be 
given each new employee when hired.  All regular and part-time employees of the District, who 
work a minimum of 1,000 hours per year, are members of the Public Employees’ Retirement 
System (PERS).  There are currently two levels of benefits available to District employees, 
depending on the employee’s date of hire with the District and his or her status as new member or 
classic member, as defined by CalPERS and the Public Employees Retirement Law. 

B. Employees Hired Before January 1, 2013 or Classic Members 
The benefits described in this section 5.2.B. shall be available to all members hired by the District 
before January 1, 2013, and to all members who are not a “New member” as defined by 
Government Code Section 7522.04(f).  The 2% at 55 benefit formula shall be available to all 
employees covered by this section 5.2.B.   As an additional benefit, the District will contribute 7% 
of the required employee contribution, as defined by PERS regulations, on behalf of each 
employee (“EPMC”).  Final compensation for employees covered under this section shall be based 
on the employee’s highest 12 consecutive months of pensionable compensation, as set forth in 
Government Code Section 20042. 

C. Employees Hired On or After January 1, 2013 
The benefits described in this section 5.2.C. shall be available to all members hired by the District 
on or after January 1, 2013 and who are a “New member” as defined by Government Code Section 
7522.04(f).  The 2.0% at 62 benefit formula shall be available to all employees covered by this 
section.   Employees covered under this section 5.2.C. shall contribute 50 percent of the normal 
costs, as established by CalPERS.   The District shall not pay any portion of the required employee 
contribution.  Final compensation for employees covered under this section 5.2.C. shall be based 
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on the employee’s highest 36 consecutive months of pensionable compensation, as set forth in 
Government Code Section 7522.32. 

D. Other retirement benefits provided by the District are explained in this MOU under the appropriate 
section for Medical Insurance and Sick Leave. 

SECTION 5.3 -- DEFERRED COMPENSATION PLAN 
Deferred compensation plans have been adopted and implemented for District employees as a means of 
augmenting the District’s retirement plan and increasing retirement benefits.  Contributions are on a 
voluntary basis.  Provisions of plans available through providers are explained in detail on brochures and 
prospectus’ available from the Secretary-Treasurer. 

ARTICLE 6 – OTHER BENEFITS 
SECTION 6.1 -- CREDIT UNION 
District employees are eligible for membership in the Glendale Area Schools Federal Credit Union. 

SECTION 6.2 -- UNIFORMS, TOOLS 
Where applicable, uniforms, rain gear, and tools are furnished without cost to the employee.  Upon 
termination, such furnished clothing and equipment provided the employee must be returned to the 
District or the cost thereof will be deducted from the employee’s final paycheck or otherwise charged to 
the employee.  In addition, the District shall provide applicable employees steel-toed safety shoes as 
needed at a cost not to exceed $175 per pair, or repair as needed. 

SECTION 6.3 -- EDUCATIONAL ASSISTANCE  
A. Employee Eligibility 

Regular employees may receive reimbursement for eligible education expenses under this Section 
6.3.  Probationary employees may be eligible upon prior written approval by the General Manager. 

B. Provisions 
1. Eligible courses are those taken for credit and related to the work of the employee’s 

position, occupation, or advancement within the District.  This includes courses which are 
prerequisites for work related courses and those that are required to obtain a degree in a 
work related field. 

2. Eligible courses are those taken at an accredited institution.  Correspondence courses from 
reputable institutions will be considered when equivalent courses are not available at local 
accredited schools, or when the employee’s circumstances prevent attendance at courses 
offered locally. 

3. Courses shall be taken on employee’s time, unless special circumstances warrant otherwise 
and prior arrangements have been made with his supervisor and approved by the General 
Manager. 

C. Reimbursement 
1. Eligible expenses are tuition, registration, parking, laboratory/material fees and books.   

2. Reimbursement shall be made to the employee upon completion of the course with 
minimum final grade of "C".  For graduate coursework, a grade acceptable for credit to the 
institution must be earned. 
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3. The District shall provide 100% reimbursement to employees for all eligible expenses for 
courses required by the District or necessary for the employee to meet Department of 
Health requirements for his or her current job assignment.  Otherwise, the District shall 
only reimburse employees for 50% of eligible expenses each calendar year not to exceed 
$2,000 in any calendar year. 

4. No employee will be reimbursed for expenses totaling less than $5 per semester or quarter, 
whichever is applicable. 

5. Funds received from outside sources such as scholarship grants or Veterans Educational 
Benefits must be applied toward the cost of the course before the District’s reimbursement 
is applied. 

6. All funds received by an employee under this program within a six (6) month period prior 
to the date of voluntary termination of employment with the District shall be deducted 
from the employee’s final paycheck. 

D. Procedure 
1. The employee shall fill out an Educational Assistance Request form and submit it to his 

supervisor, and the General Manager for approvals within thirty (30) calendar days after 
the starting date of the course. 

2. Upon satisfactory completion of a course, the employee shall submit his grade report and 
evidence of fees paid to the Secretary-Treasurer for authorization of reimbursement. 

SECTION 6.4 – MILEAGE REIMBURSEMENT 
Employees authorized by the General Manager to use their private automobile in the performance of 
duties shall be reimbursed for such mileage at the standard rate permitted by the IRS at the time.  Mileage 
reimbursement shall automatically be adjusted whenever the IRS adjusts the permitted rate.  Employees 
using their private automobiles in the performance of duties shall be required to provide the District with 
proof of insurance in minimum coverage amounts to be established by the General Manager.   

SECTION 6.5 -- SPECIAL LICENSING COMPENSATION 
A. Any employee who obtains a Water Treatment, Water Distribution, Wastewater Certification, 

Class A/B Commercial Drivers License required by the District, or any other State issued 
licensing or certification including back flow/cross connection recertification every three years, 
shall receive a one-time bonus of $400 for each level of license, certification or recertification. 

B. All State certification and primary fees and renewal fees will be paid by the District. 

SECTION 6.6 -- SEVERANCE PAY 
A. Severance pay will be paid to employees if they have worked full-time for at least a year and are 

terminated because of: 

1. A permanent reduction in force (unless the employee refuses a transfer); 

2. The elimination of the job or position; 

3. Voluntary acceptance of a District-sponsored early retirement program. 

B. When severance pay is granted, eligible employees will receive one week’s regular straight-time 
pay for each full year of continuous service.  Unless otherwise provided, payment will be made in 
a lump sum at the time when final termination pay is rendered. 
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ARTICLE 7 – WORKING CONDITIONS 
SECTION 7.1 -- EMPLOYEE SELECTION AND CLASSIFICATION 
A. Decisions on employment are to be based upon an individual’s qualifications for the position 

being filled as described below.   

B. Job Bidding Procedures 
1. District employees shall be given first consideration for filling all positions as provided in 

this MOU. 

2. Posting is required if: 

a. The position is a classification listed in Section 2.2 (Salary Range/ Cost of Living 
Adjustment); or 

b. It is a new position. 

3. The position will be posted at all District offices for bidding by interested employees.  
Postings include: The title and salary range for the position, a brief description of the 
duties, the minimum requirements, special requirements, the locations and work unit of the 
position, and the deadline for filling the application.  Posting time will normally be ten 
working days.  Posting may be withdrawn only with the approval of the General Manager. 

4. Applications will be available at the District office.  Employees shall complete the 
application stating how they meet the minimum and special requirements for the position 
and forward it to the District. If an interview is scheduled, supervisors will be appraised in 
order to arrange for release time. 

5. If an employee is on leave during the entire period of posting, he may bid on that posting 
after the closing date and until such time that the first interview begins or selection is 
made.  If an employee bids on a job posting and then goes on leave, it shall be the 
responsibility of the employee to stay informed about the bidding process and to be 
available if a test or interview is conducted or waive any right to be considered. 

6. A selection may be made from available qualified candidates after the closing date as 
determined by the General Manager. 

7. When an applicant has been selected to fill a posted position, the District will post a notice 
regarding the name of the successful bidder. 

8. Successful bidders should be assigned to the posted position no later than 45 calendar days 
after acceptance. 

C. Selection of Employees 
1. All persons considered for employment with the District shall be qualified to perform the 

duties of the position for which they are employed.  Before reporting for their first day of 
work, all employees will be required to undergo a medical examination, which confirms 
their ability to perform the essential functions of the job.  All employees shall be required 
to sign an Oath of Allegiance pursuant to State law. 

2. All employees must provide necessary documentation to prove identity and the right to 
work in the United States in accordance with Federal and State Immigration and 
Naturalization laws.  Failure to provide such documentation will result in disqualification 
from selection and/or grounds for immediate termination. 
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3. Persons related to District employees are eligible for employment by the District; however, 
for business reasons of supervision, safety, security or morale, the District may refuse to 
place one spouse or relative under the direct supervision of the other spouse or relative or 
refuse to place both spouses or relatives in the same department, division or facility if the 
work involves potential conflicts of interest or other hazards greater for married couples or 
relatives than for other persons.  If District employees marry, the District shall make 
reasonable efforts to assign job duties so as to minimize problems. 

D. Promotion 
Qualified employees may be promoted (without job bidding) into a position in a higher salary 
range within their job family as defined below and shall receive a salary adjustment of at least one 
rate step in the new salary range above his current salary.  Upon promotion, the employee shall 
maintain eligibility for salary adjustment in accordance with the procedures set forth in this MOU.  
Employees may opt to return to their previous position within 30 days by notifying the General 
Manager in writing. 
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Service 
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E. Authorized Positions 
1. The authorized classifications and positions are as listed in Section 2.2 (Salary Range/ Cost 

of Living Adjustment). 
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2. The General Manager is authorized to establish new positions where required in 
conducting District’s affairs, subject to the approval of the Board of Directors, and after 
meeting and conferring with the Association. 

F. Regular Employees 
Regular employees are those who are scheduled to work at least 30 hours per week, are not 
temporary employees, and who have successfully completed the probationary period.  Regular 
employees are entitled to the appeal procedures set forth in this MOU under Section 9.4 (Appeal 
Procedure). 

G. Part-time Employees 
Employees who have served the required probationary period satisfactorily and are scheduled to 
work less than 30 hours per week in an established position on a year-around basis are part-time 
employees.  

H. Probationary Employees 
1. All District employees will be considered probationary employees from their date of hire 

until the close of business on the last day of the pay period during which they complete one 
thousand five hundred sixty (1,560) hours of straight time hours worked with the District.  
The probationary period is a period of provisional employment during which the 
employee’s supervisors will have the opportunity to observe and appraise the abilities, 
performance, attitude, conduct, and qualifications of the probationary employee for the 
given position. 

2. Because the probationary period is considered an extension of the selection process, a 
probationary employee may be dismissed without right of hearing or appeal, except that 
such dismissal shall not be based on unlawful discrimination. 

3. At or near the midpoint of the probationary period, the employee and the employee’s 
supervisor shall meet to discuss the employee’s performance.  Then at the end of the 
probationary period, there shall be a written report of probationary performance which will 
document whether the probationer is to become a regular employee.   

I. Temporary Employees 
Employees serving in a position in which the requirements of the services are temporary in nature 
are temporary employees.  A temporary employee classification shall not exceed twelve (12) 
months.  This classification includes, but is not limited to, personnel employed for the following: 
seasonal peak workloads, emergency extra workloads, necessary vacation relief, or special 
investigative study workloads.  Temporary employees are not eligible for any employee benefits.  
A temporary employee may take time off without pay with the approval of the General Manager 
and shall take time off for District holidays without pay.  Temporary employees who become 
hired as full-time District employees shall have all time worked as a temporary employee qualify 
toward completion of his probationary period as well as for accrual of all other benefits to which 
the employee may be entitled under this MOU. 

SECTION 7.2 -- WORKING HOURS 
A. Working Hours 

1. The official workweek of the District shall consist of a forty (40) hour workweek within 
the period between midnight Friday and the following Friday midnight.  The General 
Manager or his designee may require any employee temporarily to perform service in 
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excess of the scheduled workday when public necessity or convenience so require for the 
effective conduct of District business.  The General Manager shall be responsible for the 
determination of offices remaining open or closed, or maintaining minimum staff, in any 
unusual circumstances such as disaster situations. 

2. The following are authorized work schedules: 

a. Five-eights (5-8) 

A five-eight work schedule shall consist of five (5) consecutive eight hour days.   

b. Four-ten (4-10) 

A four-ten work schedule shall consist of four (4) consecutive ten hour days.  These 
can either be the same days each week or alternate between Monday-Thursday and 
Tuesday-Friday. 

c. Nine-eighty (9-80) 

The nine-eighty (9-80) work schedules shall consist of four consecutive nine-hour 
days with the fifth consecutive day as an eight-hour day or a regular day off.  The 
eight hour day and the regular day off shall alternate from week to week.  The work 
week for employees on the nine-eighty schedules shall commence at the middle of 
the eight hour day and end at the middle of the regular day off. 

3. During the term of this MOU, the District shall not implement any new work schedule 
without first meeting and conferring with the Association. 

B. Rest Periods 
Employees are allowed one (1) rest period not exceeding fifteen (15) minutes during each four (4) 
consecutive hours of work.  Rest periods shall be scheduled in accordance with the requirements 
of the division, but in no case shall rest periods be scheduled within one (1) hour of the beginning 
or ending of a work shift or lunch period.  Rest periods are considered hours worked and 
employees may be required to remain on District premises or at the work site in the event 
circumstances require the employee to return to work. 

C. Meal Periods 
1. Employees shall be allowed a meal period, either thirty (30) minutes or one (1) hour in 

length, as may be determined by the division.  Normally, meal periods are taken at or near 
the middle to the shift, and are not considered hours worked for pay purposes. 

2. Meal periods shall be duty free with no restrictions. 

D. Makeup Time 
If an employee needs to take time off and desires to make up the time rather than to be docked or 
have the time charged to the appropriate accumulated leave balance, the employee may make up 
the time, with the prior approval of his supervisor, provided he does so within the same pay period 
in which the time off was taken.   

SECTION 7.3 -- WORK RELATED ILLNESS OR INJURY 
A. Whenever an employee sustains an injury or disability arising out of and in the course of District 

employment and requires medical care, the employee shall obtain treatment according to the 
provisions of the California Labor Code, Section 4600 et seq. and shall receive compensation for 
hours not worked while obtaining such medical care.  As soon as practical after a work-related 
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injury, the affected employee shall report the incident to his supervisor or management personnel 
and fill out an appropriate incident report on a form provided by the District’s worker 
compensation insurance carrier. 

B. Whenever an employee is compelled by direction of his physician to be absent from duty on 
account of such injury or disability, such employee shall be placed on Workers’ Compensation 
leave of absence.  The employee shall receive full compensation for the first three (3) calendar 
days following the day of the injury.  The employee may elect to apply accrued sick leave or 
vacation, in that order to such absence to receive compensation therefore in an amount equal to the 
difference between the benefit to which he is entitled under the Workers’ Compensation Act and 
his regular pay, until such accrued leave is exhausted.  An employee who is receiving Workers’ 
Compensation benefits shall continue to accrue sick leave and vacation. 

C. Workers’ Compensation benefits begin with the fourth full consecutive calendar day of missed 
work; however, if the absence continues beyond fourteen (14) days, Workers’ Compensation will 
then pay the applicable benefits for the first three (3) days of missed work.  When this occurs, an 
amount equal to the Workers’ Compensation benefits received for those three (3) days shall be 
deducted from future compensation due to that employee. 

D. An employee who is on a Workers’ Compensation leave of absence more than sixty (60) days and 
who is covered by long-term disability insurance when the work related injury or illness occurred, 
may be eligible for disability benefits.  The total compensation to which an employee is entitled 
from Workers’ Compensation benefits and long-term disability shall not exceed the employee’s 
regular pay. 

E. Supervisors are required to complete prescribed reporting forms whenever an employee is injured 
and/or placed on Workers’ Compensation leave of absence.  Employees may be required to 
provide the District with information regarding the nature and extent of the injury, and the 
anticipated return date. 

F. Return to Work  
Subject to the limitations and obligations imposed by law, the decision to return an employee to 
work or place an employee back on the job with or without modified work shall be made by the 
District.  The District has the right to fill the position due to business necessity.  The District may 
require a written doctor’s release upon return to work if the leave of absence is less than thirty (30) 
calendar days provided the District notifies the employee at least five (5) working days prior to his 
expected date of return.  However, if the leave of absence extends beyond thirty (30) calendar 
days, a written doctor’s release must be submitted to the General Manager upon return to work.   

SECTION 7.4 – LAYOFF 
A. Definitions 

1. Displacement - shall mean the replacement by one employee of another employee. 

2. Layoff - shall mean terminating an employee for non-disciplinary reasons. 

3. Recall - shall mean the notification of an employee who was laid off of potential 
reinstatement. 

4. Reinstatement - shall mean the reemployment of an employee who was laid off. 

5. Surplus - shall mean a position or skill not needed by the District, as determined by 
management. 
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B. Reason for Layoff 
A layoff may be initiated with the approval of the General Manager, when necessary for reasons of 
economy or lack of work. 

C. Order of Layoff 
1. Prior to a layoff, the General Manager will determine the total length of service by last date 

of hire of each employee and their performance evaluation ratings.  A composite listing of all 
employees will be prepared, listing their length of service and evaluation ratings.   

2. The information developed pursuant to Paragraph 1 above will be used to develop a list of 
each employee’s layoff ranking.  The layoff ranking shall be calculated by computing three 
(3) points for each year of service for no more than seven (7) years, three (3) points for each 
evaluation rating of “Outstanding”, and one (1) point for each evaluation rating of 
“Competent”.  The evaluation rating shall be assumed to be “Competent” for each year an 
evaluation has been unrecorded. 

3. In the event two or more employees have the same layoff ranking, the employee with the 
greater length of service shall receive the higher ranking.  If a tie still exists, the employee 
with the earlier birth date shall receive the higher ranking.   

4. The lists will be shared with the Association. 

5. The General Manager will determine the organizational unit and position(s) to be affected by 
a layoff and/or the skill(s) determined to be surplus. 

6. Using the information developed by the General Manager, each organizational unit affected 
by the layoff will develop a ranking list which will show the layoff ranking of employees 
within the organizational unit.  The organizational unit manager will identify and separate 
the names of employees by position and/or skill groups. 

7. In case there are two or more employees in the position from which layoff is to be made, 
such employees shall be laid off on the basis of lowest layoff ranking first, except employees 
with “needs improvement” or “unsatisfactory” rating on record in their personnel folder for 
at least 30 days shall be laid off first regardless of their layoff ranking. 

8. The results of Paragraphs 4 through 7 above shall be sent in writing to the Association. 

D. Notice of Layoff 
The Notice of Layoff shall include: 

1. A statement that the employee’s job is surplus or he is being laid off due to the exercise of 
displacement rights of another employee. 

2. The effective date of the layoff; 

3. The length of service and performance ratings of the employee; 

4. A copy of the employee’s displacement and reinstatement rights. 

5. A copy of the employee’s severance rights, if any. 

E. Displacement 
1. Displacement will be permitted provided the displacing employee has demonstrated, on the 

job within the last five (5) years, that he has the skills required for that position. 
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2. A request for displacement must be made in writing to the General Manager within five (5) 
working days following delivery of the Notice of Layoff. 

3. Employees to be laid off due to the exercise of displacement rights by an employee with a 
higher layoff ranking shall be given a Notice of Layoff.  Employees so notified will have all 
rights to which employees who have received Notice of Layoff are entitled. 

F. Reinstatement 
1. Employees who are laid off and desire to be reinstated at a later date must request 

reinstatement in writing to the General Manager within 2 weeks of the effective date of the 
layoff.  Priority will be given to the reemployment of each laid-off employee. 

2. The General Manager will maintain a list of the names of laid-off employees who have 
requested reinstatement. 

3. Those employees on the reinstatement list shall be recalled only for positions which the 
General Manager determines they have demonstrated, on the job within the last five (5) 
years, that they have the skills required for that position, and that they meet the minimum 
requirements as stated in the job description.  Subject to the qualification criteria listed 
above, recall of employees from the reinstatement list will be made in reverse order of 
layoff. 

4. Each employee on the reinstatement list will be responsible for keeping the District advised 
of his current home address and upon notification of reinstatement will be required to 
respond in person or in writing within six (6) working days following the notification of 
recall.  Recalled employees will be required to report for work within fifteen (15) calendar 
days following the date of notification.  Failure to comply with these requirements will result 
in the employee’s name being removed from the reinstatement list. 

5. The name of a laid off employee will be removed from the reinstatement list eighteen (18) 
months following the effective date of the layoff. 

SECTION 7.5 -- HONORARIA 
It is the policy of the District that honoraria for presentations accomplished on District time by District 
employees shall be paid to and retained by the District. 

SECTION 7.6 -- ROYALTIES 
It is the policy of the District that royalties for publication of work accomplished on District time by 
District employees shall be paid to and retained by the District. 

SECTION 7.7 -- USE OF COMPUTER SOFTWARE 
A. Definition 

The District licenses the use of its computer software from a number of outside companies.  The 
District does not own this software or its related documentation, and unless authorized by the 
software developer ("Owner"), does not have the right to reproduce it.  Pursuant to the Copyright 
Act of the United States and other applicable laws, illegal reproduction of software may be subject 
to civil and criminal penalties, including fines and imprisonment. 

B. Policy 
1. Employees shall not copy or duplicate, or permit anyone else to copy or duplicate, any 

physical or magnetic version of the computer programs, documentation or information 
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furnished by the Owner except for purposes of back-up retention and/or maintenance 
functions as recommended by the Owner.  Employees may copy such material for their 
own use solely in the scope of employment with the District, operation, training and other 
manuals and materials or portions thereof and only after obtaining authorization from the 
General Manager.  Employees shall advise the General Manager of the number of copies 
made and their distribution. 

2. Use of such materials furnished by the Owner to the District, and in turn by the District to 
its employees, shall be subject to the following restrictions: 

a. Only authorized District employees, authorized persons under contract by the 
District, or authorized persons working under the supervision of District employees 
will be permitted to use the materials. 

b. Materials shall only be used internally for duties relating to District matters arising 
within the scope of employment with the District. 

c. Materials shall be used to support only terminals, workstations or stand-alone 
computers operated by the District. 

d. With regard to use on local area networks or on multiple machines, employees shall 
use the software only in accordance with the license agreement. 

3. Employees shall notify the General Manager immediately of unauthorized possession, use 
or knowledge of any District licensed Materials supplied by the Owner, by any person or 
organization not authorized to have such possession, use or knowledge.  Employees shall 
promptly furnish full details of such possession, use, or knowledge to the General 
Manager.  Employees recognize that the District will assist the Owner in preventing the 
recurrence of such possession, use or knowledge, and will cooperate with the Owner in any 
litigation against these parties deemed necessary by the Owner to protect its proprietary 
rights. 

4. Employees violating this policy may be subject to disciplinary action by the District, up to 
and including termination of employment. 

5. The District shall be held harmless by the employee for employee’s unauthorized use, 
possession or knowledge of materials furnished by the Owner to the District if the 
unauthorized use, possession, or knowledge is not done or obtained with the knowledge 
and willful consent of the District with intent to harm the proprietary rights or to breach the 
contract rights of the Owner. 

C. Computers/Electronic Mail/Internet/Phones/Voicemail 
1. Crescenta Valley Water District’s computer system, E-mail system and Phones systems are 

intended to be used for proper business or educational purposes only; use for personal 
reasons is permissible only within reasonable limits. Employees should remember that all 
E-mail messages, voicemail or any other information stored, compiled, or collected on 
computers, computer disks databases, disk drives, networks or otherwise ("Electronic 
Information") are the property of the Districts and the District may use, inspect, destroy, 
delete, publish or otherwise dispose of such Electronic Information as the District 
determines to be in the Districts best interest. As such, the installation of software not 
approved by management is prohibited.   

2. All electronic information should be transmitted only to individuals who have an 
appropriate need to receive it. Additionally, Electronic Information may be subject to 
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disclosure to third parties. Consequently, employees should always be sure that the 
information contained in Electronic Information is accurate, appropriate and lawful. 
Inappropriate or offensive material is prohibited. Abuse of the computer system, E-mail 
system, or Phone System through excessive personal use, or use in violation of law or the 
District policies, will result in disciplinary action up to and including discharge. 

3. The use of unauthorized codes or passwords to gain access to another's Electronic 
Information is prohibited. However, the District retains the right to access any employee's 
Electronic Information and to use any employee’s password or authorized code. While the 
District does not intend to regularly review employee’s Electronic Information, employees 
have no right or expectation of privacy in Electronic Information. The District owns the 
computer system and the E-mail system and permits employees to use them in the 
performance of their duties for the District. 

4. The District reserves the right to review employee Electronic Information and to disclose it 
to others without notification to or permission from the employees creating, saving, 
sending or receiving Electronic Information. As a condition of continued employment, all 
employees consent to the District's review and disclosure of Electronic Information. 

5. The District provides Internet access to employees to be used for educational or business 
purposes only; use for informal or personal reasons is permissible only within reasonable 
limits. All downloaded Internet files are considered District records and are subject to 
review by the District or disclosure to third parties. The District reserves the right to 
review employee Internet usage and to disclose information about an employee's Internet 
usage to others without notification to or permission from the employees sending or 
receiving the files. As a condition of continued employment, all employees consent to the 
District's review and disclosure of Internet usage. Use of District property or equipment to 
access inappropriate or offensive Internet sites is prohibited.  

6. Messages electronic or voice may not contain content that may reasonably be considered 
offensive or disruptive to any employee. Offensive content would include, but would not 
be limited to, sexual comments or images, racial slurs, gender-specific comments or any 
comments that would offend someone on the basis of his or her age, sexual orientation, 
religious or political beliefs, national origin, or disability.  

7. Employees learning of any misuse of the software or electronic-mail system or violations 
of this policy should notify a supervisor immediately.  Abuse of computer or Internet 
privileges, through excessive personal use, or use in violation of law or of the District’s 
policies, may result in disciplinary action up to and including discharge.  

SECTION 7.8 -- NO SOLICITATION BY EMPLOYEES 
Employees shall not solicit customers of the District for any purposes while on duty, during working hours 
or while wearing a District uniform.  Likewise, employees shall not solicit co-workers for any purpose or 
distribute literature to co-workers on District property or at work sites while on duty or during working 
hours.  When an employee is on his rest or meal periods, he shall not be considered to be “on duty” and such 
time shall not be considered to be “during working hours”. 
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SECTION 7.9 -- DISTRICT RIGHTS 
Subject to limitations and obligations imposed by law, and except where specifically limited by this MOU, 
the District retains, exclusively, all of its inherent rights, powers, functions, duties, and responsibilities as an 
employer.  It is expressly recognized that the retained rights of the District include, but are not limited to, the 
exclusive right to: consider the merits, necessity, or organization of any service or activity; determine the 
mission of its constituent departments, commissions, and boards; set standards of service; determine the 
procedures and standards for selection for employment and promotion; direct its employees; take 
disciplinary action involving its employees; relieve its employees from duty because of lack of work or 
other legitimate reasons; maintain the efficiency of District operations; determine the method, means, and 
personnel by which the District operations are to be conducted, including use of outside contractors; 
determine the content of job descriptions, including the updating of job titles for all District employees; take 
all necessary actions to carry out its missions and to deal with emergencies; and exercise complete control 
and discretion over its organization and the technology of performing its work. 

SECTION 7.10 --  CONTRACTING OUT 
The District shall not contract bargaining unit work to an outside contractor without first meeting and 
conferring with the Association if the contracting will adversely affect an existing employee. 

 

ARTICLE 8 – HEALTH AND SAFETY 
SECTION 8.1 -- POLICY REGARDING SMOKING 
To promote a smoke-free workplace, smoking is not allowed in any District facility, District vehicle, or 
where otherwise posted. 

SECTION 8.2 -- HEALTH AND SAFETY COMMITTEE 
The parties agree as soon as possible following the implementation of this MOU to establish a safety 
committee consisting of the Group Managers, an Association appointed representative, an employee 
representing the field, and an employee representing the office.  The purpose of this committee is to meet 
regularly to discuss and resolve health and safety issues.  The parties agree to discuss options for a 
wellness pilot program during the first year of the term of this MOU. 

 

ARTICLE 9 – DISPUTE RESOLUTION 
SECTION 9.1 -- RIGHT TO ASSOCIATION/ UNION REPRESENTATIVE  
A. The Association shall provide the District with a written list of persons who have been selected as 

Association/ Union representatives.  Such list will include at least three (3) District employees. 

B. If an employee reasonably believes that a meeting with his supervisor may result in disciplinary 
action against him, he may request the attendance of an Association/ Union representative in the 
meeting.  If the meeting will result in disciplinary action against him and the Association/ Union 
representative is not available at the time of the meeting, an alternative meeting will be arranged 
as soon as possible, but at least within five (5) working days. 

C. An employee may be assisted in a grievance or disciplinary matter by an Association/ Union 
representative selected by him.   
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D. Release Time 
1. Affected employees and the authorized Association/ Union representative shall receive 

release time to attend a grievance or disciplinary meeting.  No more than three (3) 
grievants shall be authorized release time to attend any single grievance meeting. 

2. An employee or the Association/ Union representative may request reasonable release time 
to discuss an issue and shall first obtain permission from the Group Manager or General 
Manager. 

3. Such release time, if during the employee’s scheduled working hours, will be considered as 
duty time and no penalty shall be assessed. 

SECTION 9.2 -- DISCIPLINARY ACTION 
A. Reasonable Cause 

1. District Management has authority to impose discipline for reasonable cause including the 
right to terminate, demote, reduce in pay, suspend without pay, or reprimand any employee 
of the District. 

2. Reasonable cause for the discipline imposed includes but is not limited to: 

a. Absence without approved leave. 

b. Excessive absence or tardiness. 

c. Actions contrary to District policies, practices, rules, or regulations.  

d. Inefficiency or incompetence. 

e. Willful disobedience, insubordination, or actions contrary to specific directions 
given by a supervisor. 

f. Dishonesty. 

g. Intoxication while on duty.  

h. Reporting for work or, while on duty, being impaired by or under the influence of 
unlawful drugs or other controlled substances. 

i. Unprofessional, disorderly, or illegal conduct while on duty, in a District uniform, 
or using a District vehicle. 

j. Conviction of a felony if it affects his ability to perform job duties. 

k. Neglect of duty. 

l. Possession of dangerous weapons, firearms or explosives while on duty, on District 
property, or in District vehicles. 

m. Failure to follow safe working practices.  

n. Failure to promptly report a work-related injury. 

o. Harassing, threatening, or attacking another employee while on duty. 

p. Falsification of District records. 

q. Moving traffic violations in the use of a District vehicle, the loss of insurability, or 
the loss of a driver’s license if it affects his ability to perform job duties. 

r. Causing damage to, or the theft, misuse, or abuse of District property. 
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C. If an employee receives a “Below Expectations” or “Unsatisfactory” evaluation, a written improvement 
plan will be provided to the employee to sign and another performance evaluation will be prepared in 
three (3) months.  A second “Unsatisfactory” evaluation will be grounds for discipline, up to and 
including termination. 

 

SECTION 9.3 -- PRE-DISCIPLINARY PROCEDURE 
If a non-probationary, permanent employee is to be suspended for forty (40) straight time hours or more, 
reduced in pay, demoted, or discharged, he shall: 

1. Receive written notice of the intended action at least five (5) working days before the date 
it is intended to become effective, stating the facts constituting reasonable cause and upon 
which the action is based and notifying him of the right to respond to the charges to the 
General Manager, or in his absence his designee, either orally or in writing, at least one (1) 
working day before the disciplinary action is intended to become effective; 

2. Receive copies of any known materials, reports or other documents upon which the 
intended action is based; 

3. Waive his right to respond prior to the action, if he does not respond by the designated 
time; and 

4. Be provided the written decision of the General Manager, or his designee, prior to the 
disciplinary action becoming effective. 

SECTION 9.4 – APPEAL PROCEDURE 
A. After disciplinary action has been imposed pursuant to Section 9.3 (Pre-Disciplinary Procedure), 

the employee shall have the right to appeal the action to the Board of Directors, or if the Board so 
chooses, to a hearing officer selected by the Board from a list of hearing officers provided by the 
American Arbitration Association or the State Mediation and Conciliation Service.  If the Board 
elects to have the appeal heard by a hearing officer, the hearing officer’s fees shall be paid by the 
District. 

B. The appeal must be initiated by the employee by delivering a written notice of appeal to the office 
of the General Manager within seven (7) calendar days after the employee receives a copy of the 
General Manager’s decision or the date of mailing of the written decision to the employee by 
certified mail, whichever event is the first to occur. 

C. Appeal Hearing 
The Board of Directors or the selected hearing officer shall conduct a hearing on the appeal of any 
disciplinary action pursuant to this Section upon notice to the employee, the Association, and the 
General Manager.  After the hearing, the Board of Directors, or the selected hearing officer shall 
render a decision that will be final and binding. 

SECTION 9.5 -- SHORT-TERM SUSPENSION, REPRIMANDS, WARNINGS 
A. An employee who receives discipline consisting of suspension without pay of less than forty (40) 

straight time hours, a written or oral reprimand, or any lesser form of discipline, will be orally 
notified of the intended action and the date it is to become effective.  Within ten (10) working days 
of the date the employee is orally notified, the employee shall be notified in writing of the 
suspension, its duration (if applicable), the reason for the suspension or other disciplinary action, 
and provided with a copy of the charges and all materials upon which the suspension or other 
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disciplinary action is based.  The employee will also be notified of his right to request 
reconsideration of the disciplinary action by the General Manager. 

B. The request for reconsideration can be made orally or in writing, but must be made to the General 
Manger personally or delivered in writing to his office within five (5) working days after receipt of 
the written notice of the disciplinary action.  The General Manager, or in his absence his designee, 
shall review any oral or written response to the charges submitted by the employee and shall 
sustain, revoke or modify the action by providing for a lesser penalty.  The decision of the General 
Manager, or his designee, shall be final and binding. 

SECTION 9.6 -- FINALITY OF DISCIPLINARY ACTION 
The right to appeal or to request reconsideration of disciplinary action as provided in this Article shall be 
the sole and exclusive means by which an employee may contest the nature and extent of disciplinary 
action taken against him; provided, however, any failure by the District to follow the steps of the 
disciplinary procedure may be the subject of a grievance under Section 9.7 (Grievance Procedure), but 
such grievance shall be limited to ensuring compliance with the disciplinary procedure and shall not 
include or seek revocation or modification of the nature or extent of the disciplinary action itself. 

SECTION 9.7 -- GRIEVANCE PROCEDURE 
A. Definitions 

1. A grievant is an employee, a group of employees, or Association.  Alleged grievances which 
affect more than one employee in a substantially similar manner normally will be 
consolidated. 

2. A grievance is an alleged misapplication of a specific provision of this MOU or other rules 
or regulations governing personnel practices and other terms and conditions of employment 
within the scope of negotiations which has not otherwise been excluded from the grievance 
procedure under this MOU (see Section 2.5 and 9.6). 

3. A written grievance is a grievance as defined above, which has been reduced to writing on a 
form provided by the District.  The written grievance shall include the employee’s name, 
position,  Group Manager’s name, and representative’s name, if any.  It must also include the 
specific section or provision alleged to have been misapplied, a clear and concise description 
of the alleged grievance with the circumstances supporting the employee’s allegation, and 
the specific remedy requested to resolve the grievance. 

 4. A “day” is any day in which the Headquarters of the District is open for business. 

B. Waivers and Time Limits 
1. Any level of review or any time limits established in this Section may be waived or extended 

by mutual agreement confirmed in writing. 

2. Failure by management to reply to the grievance within the time limits specified in this 
Section automatically grants to the grievant the right to proceed to the next level in the 
grievance process. 

3. If a grievant fails to appeal from one level to the next level within the time limits established 
in this grievance procedure, the grievance shall be considered settled on the basis of the last 
response by management and the grievance shall not be subject to further processing. 
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C. General Provisions 
1. Association agrees to use the District’s standard grievance form when processing formal 

grievances. 

2. The grievant shall be bound by the statement of the grievance as originally defined.  Non-
related issues shall not be considered. 

3. If the grievant is not represented by the Association, the Association shall be notified of a 
proposed settlement between the District and the grievant at any formal level of the 
procedure which settlement is acceptable to both the grievant and the District prior to the 
settlement being finalized.  The purpose of this step is to allow Association to state its 
position for the record.  If Association does not provide a written response within five (5) 
days after notification, such opportunity to respond shall be considered waived, and the 
proposed settlement shall be implemented and the matter closed. 

D. Informal Complaint 
1. Before filing a written grievance, the employee shall attempt to resolve the problem by 

meeting with his Group Manager within fifteen (15) days after the event giving rise to the 
grievance or from the date the grievant could reasonably have been expected to have had 
knowledge of such event. 

2. The Group Manager shall give a written response on the grievance form to the employee 
within three (3) days of the date the issue was raised by the employee. 

E. Formal Grievance 
1. Level I 

a. If the grievant is not satisfied with the written response of the Group Manager, the 
grievant may, within three (3) days from receipt of such response, file a grievance 
with the General Manager on the original grievance form. 

b. Within four (4) days of receipt of the written grievance, the General Manager, or in 
his absence his designee, shall meet with the grievant and if he deems necessary, 
shall investigate the grievance, including meeting with the supervisor, and within 
three (3) days from the meeting with the grievant, give a written response to the 
grievant on the original form.   

2. Level II 

a. If the grievant is not satisfied with the written response of the General Manager or his 
designee, he may, within three (3) days from receipt of such response, file the 
grievance with the Board of Directors on the original grievance form, including the 
written reason why the response is unacceptable, by delivering it to the office of the 
General Manager. 

b. After such filing, the Board of Directors shall investigate the grievance as it may 
deem necessary and, as soon as practical, conduct a grievance meeting with the 
grievant.  After the meeting, the Board shall give its written decision to the grievant 
on the original form.   

c. The decision of the Board of Directors is final and binding. 
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ARTICLE 10 – ASSOCIATION BUSINESS 
SECTION 10.1 -- DISTRICT BULLETIN BOARDS 
A. Space shall be available on District bulletin boards for posting of Association/AFSCME activities 

and policies.  

B. All such materials posted on District bulletin boards shall indicate the name of the organization 
responsible for the material and clearly indicate the author’s identity, preferably by signature by an 
official of the Association/AFSCME.  Unless otherwise agreed by the District, such material shall 
not be considered official or endorsed by the District. 

 C. In no event shall obscene, defamatory or personal material, including personal attacks on any 
District employee be posted on any District bulletin board.  In the event objectionable or 
inappropriate material is posted, the General Manager or any Group Manager may remove the 
material from the bulletin board without notice.  Any person or organization objecting to such 
removal shall direct such objection to the General Manager who shall promptly review the 
circumstances and determine whether removal of such material is appropriate.  The decision by 
the General Manager shall be final. 

D. The Association/AFSCME shall not post, nor authorize its members to post, any materials on 
District property except on District bulletin boards as herein provided.  The District may remove 
or relocate any of its bulletin boards in the event of violations of this section or for reasons such as 
alterations in the physical facilities, etc.   In the event of such relocation or removal, the District 
will inform the Association/AFSCME prior to removal or relocation of such bulletin boards. 

SECTION 10.2 – PAYROLL DEDUCTIONS OF UNION DUES 
A. Union dues will be deducted in equal installments, semi-monthly, and one check covering all 

members’ dues will be sent to AFSCME Local 1902 on the first day of each following month.  
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SIGNATURE PAGE 

 
 
Dated: ___________________, 2014  Crescenta Valley Water District 
 
           By: ______________________________________________ 
      Dennis Erdman, General Manager 

 

 

 

Dated: ___________________, 2014  Employees Association of Crescenta Valley Water District 

 

By: ______________________________________________ 
    Kellen Boyce, President 

 

By: ______________________________________________ 
    Alan Shanahan, Executive President 
    AFSCME Local 1902 
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