
    This Institution is an Equal Opportunity Provider and Employer 

         Agenda March 25, 2026, MTHCD Board Meeting   

 

P. O. Box 95 

San Andreas, CA 95249 

(209) 754-4468 Phone 

(209) 754-2537 Fax 

 
 
 
 

 
                                   Meeting of the Board of Directors 

Mark Twain Health Care District Board Room 
                                      Mark Twain Medical Center 

                                             768 Mountain Ranch Rd, San Andreas, CA 
 

            Wednesday, March 25, 2026  

 

9:00am 
 

 

       Agenda 
 

Zoom – Public Invitation information is at the End of the Agenda 

Mark Twain Health Care District Mission Statement 
“Through community collaboration, we serve as the stewards of a community health system that ensures our 

residents have the dignity of access to care that provides high quality, professional and compassionate 
health care”. 

1. Call to order with Flag Salute: 
 

2. Roll Call: 
 
3. Approval of Agenda: Public Comment – Action 

 
4. Public Comment On Matters Not Listed On The Agenda: 

 

5. Consent Agenda: Public Comment – Action 
 

All Consent items are considered routine and may be approved by the District Board without any 
discussion by a single roll-call vote. Any Board Member or member of the public may remove any 
item from the Consent list. If an item is removed, it will be discussed separately following approval 
of the remainder of the Consent items. 
 

A. Un-Approved Minutes: 
 

• Board of Director Meeting Minutes Jan. 23, 2026 

• Finance Committee Meeting Minutes Feb. 25, 2026     

• Board of Director Meeting Minutes Feb. 25, 2026                  
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    This Institution is an Equal Opportunity Provider and Employer 

         Agenda March 25, 2026, MTHCD Board Meeting   

6. San Andreas Elementary PTC Presentation...………….………………………….Kimberly Simmons 
                              

7. Mark Twain Medical Center:…………………………..……………………………………….…CJ Singh  
 

• Community Health Needs Assessment Overview:  
 

• 75th Anniversary Challenge: 
 

8. MTHCD Reports: 
 

A.  President’s Report:…………………………………………………………………………Ms. Reed 
 

•  Association of California Health Care Districts (ACHD) Mar. Newsletter: 
 

• ACHD Board Member Application: Public Comment – Action         
 

B. Community Board Report:…….……………………………………………………..……Ms. Sellick   
 

C. MTMC Board of Directors:..………………………………………………………………...Ms. Reed  
 

D. Chief Executive Officer’s Report:……..……………………...………………………..Ms. Gillespie  
 

• General Comments:  
 

E. Valley Springs Health & Wellness Center (VSHWC):….….……..…………....………Dr. Smart 

 

• Construction Updates: 
 

F. Valley Springs Health & Wellness Center (VSHWC) Quality Reports:………..Ms. Terradista 
 

• Quality – Feb. 2025:      
   

• Clinect – Feb.    
 

7.  Committee Reports: 
 

A. Ad Hoc AED for Life:…………...………-----..…..Ms. Gillespie / Ms. Vermeltfoort / Mr. Randolph 
 

B. Ad Hoc Community Engagement:.……....……..……..Ms. Gillespie / Ms. Reed  / Mr. Randolph 
 
 

C.  Ad Hoc Community Grants:…………..……..……………..Ms. Gillespie / Ms. Sellick / Ms. Reed 
 

D. Ad Hoc Personnel Committee:…………..………… Ms. Gillespie / Ms. Reed / Ms. Vermeltfoort 
 

• Proposed Changes to Personnel Manual: Public Comment – Action 
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    This Institution is an Equal Opportunity Provider and Employer 

         Agenda March 25, 2026, MTHCD Board Meeting   

E.  Ad Hoc Policy Committee:…..…………...….……… Ms. Gillespie /.Ms. Hack / Ms. Vermeltfoort 
 

• 1.  District Policies Presented for 30-day Review:  
 

o Policy No.   3 Term of Office: 
o Policy No.   4 Officers of the District: 
o Policy No.   9 (New) Exit Interview: 
o Policy No. 13 Appointments to the District Board: 
o Policy No. 14 Conduct Related to Elections:  
o Policy No. 19 Public Records Request:  

 
F. Ad Hoc Real Estate:………………………….…………….….……..Ms. Gillespie / Mr. Randolph 

 
G.  Finance Committee:………………………………………............................Ms. Hack / Mr. Wood 

 

• Restating Jan. Financials: Pending Perspective Payment System (PPS) Reconciliation:  
 

• Financial Statements – February 2026: Pending PPS Reconciliation 
 

8. Board Comment and Request for Future Agenda Items: 
 

• Announcements of Interest to the Board or the Public: 
 

  9.  Next Meeting:  
  

• April 22, 2026 at 8:00am for Finance Committee and 9:00am for BOD:  
 

9. Adjournment: Public Comment – Action: 
 
 
Traci Whittington is inviting you to a scheduled Zoom meeting. 
 
Topic: MTHCD Board of Directors Meeting 
Time: Mar 25, 2026 09:00 AM Pacific Time (US and Canada) 
Join Zoom Meeting 
https://us02web.zoom.us/j/86582828154?pwd=7s8tH7VAzRHFHbzlmKYf3xTeKTTuMn.1 
 
Meeting ID: 865 8282 8154 
Passcode: 278697 
 
 
One tap mobile 
+16694449171,,86582828154#,,,,*278697# US 
+16699006833,,86582828154#,,,,*278697# US (San Jose) 
 
Join instructions 
https://us02web.zoom.us/meetings/86582828154/invitations?signature=DOf8jDtGjyLvx45yLtIjI6g4Bhhn
XHt379_vHPXR8F8 
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    This Institution is an Equal Opportunity Provider and Employer 

         Minutes January 23, 2026, MTHCD Board Meeting   

 
P. O. Box 95 
San Andreas, CA 95249 
(209) 754-4468 Phone 
(209) 754-2537 Fax 

 
 
 
 

 
                                   Meeting of the Board of Directors 

 
Mark Twain Health Care District Board Room 

                                      Mark Twain Medical Center 
                                             768 Mountain Ranch Rd, San Andreas, CA 

 

           Friday January 23, 2026  

 

9:00 am 
 

  Un      Approved Minutes  

 

Zoom – Public Invitation information is at the End of the Agenda 

Mark Twain Health Care District Mission Statement 
“Through community collaboration, we serve as the stewards of a community health system that 

ensures our residents have the dignity of access to care that provides high quality, professional and 
compassionate health care”. 

 
 

1. Call to order with Flag Salute: 
 
 Meeting called to order by Ms. Reed at 9:30am 

 
2. Roll Call: 

 

Member In Person Via Zoom/Phone Absent Time of Arrival 

Linda Reed X    

Debbra Sellick   Excused Absence  

Lori Hack X    

Richard Randolph X    

Johanna Vermeltfoort X    

       Quorum: __yes__ 
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    This Institution is an Equal Opportunity Provider and Employer 

         Minutes January 23, 2026, MTHCD Board Meeting   

3. Approval of Agenda: Public Comment – Action 
 
 

Motion to approve agenda by Ms. Hack 
Second: Mr. Randolph 
Ayes:  4 
Nays:  0 
 

 
4. Public Comment On Matters Not Listed On The Agenda: 
 
Hearing none. 
 
               
5. Chief Executive Officer’s Report:…………………….………..Doug Archer / CEO Gillespie  
 

• Federally Mandated Seismic Tank Placement: Public Comment – Action:  
 
Waste water and Fuel storage tanks need to be installed to be compliant. Project will take roughly  
6-8 months to install. Installation completion target is 2027.  
 
Motion to approve Seismic storage tanks by Mr. Randolph 
Second: Ms. Hack 
Ayes:  4 
Nays:  0  
 

 
6. Board Comment and Request for Future Agenda Items: 
 

A. Announcements of Interest to the Board or the Public: 
 
7. Next Meeting:  

  

• January 28, 2026 starting at 9:00am: 

• Strategic Planning Meeting Feb. 6, 2026. 
 

 

8.  Adjournment: Public Comment – Action: 
 
Motion to adjourn by Ms. Vermeltfoort 
Second: Mr. Randolph 
Ayes:  4 
Nays: 0 
Time: 9:56am 
 
 
 
 
 
 

5



    This Institution is an Equal Opportunity Provider and Employer 

         Minutes January 23, 2026, MTHCD Board Meeting   

Traci Whittington is inviting you to a scheduled Zoom meeting. 
 
Topic: MTHCD Board of Directors Meeting 
Time: Jan 23, 2026 09:30 AM Pacific Time (US and Canada) 
Join Zoom Meeting 
https://us02web.zoom.us/j/87036071458?pwd=P5abAby6xAaWekNTDPsj3oZ03JXsx1.1 
 
Meeting ID: 870 3607 1458 
Passcode: 224567 
 
--- 
 
One tap mobile 
+16694449171,,87036071458#,,,,*224567# US 
+16699006833,,87036071458#,,,,*224567# US (San Jose) 
 
Join instructions 
https://us02web.zoom.us/meetings/87036071458/invitations?signature=BLVsb2-
PS54ix8wk3Ett_ES2hfHcoL5JFp7pPQ_8qnk 
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This Institution is an Equal Opportunity Provider and Employer 
MTHCD Finance Committee Meeting 

Minutes Feb 25, 2026 
 

 

 

 

   Finance Committee Meeting 

Mark Twain Health Care District Board Room 
Mark Twain Medical Center 
768 Mountain Ranch Road 

San Andreas, CA 
 

Wednesday February 25, 2026  
 

8:00am   
 

Participation:  Zoom – Invite information is at the End of the Agenda 
Or Participate in Person 

 

Un     Approved Minutes 

 
Mark Twain Health Care District Mission Statement 

“Through community collaboration, we serve as the stewards of a community health system that 
ensures our residents have the dignity of access to care that provides high quality, professional and 

compassionate health care”. 
 
 
 

1. Call to order with Flag Salute: 
 
 Meeting called to order by Ms. Hack @ 8:01am. 
 

2. Roll Call: 
 

Member In Person Via Zoom/Phone Absent Time of Arrival 

Lori Hack X    

Richard Randolph X    

Patricia Bettinger X    

    Quorum: Yes 

 

 
 

P. O. Box 95 
San Andreas, CA 95249 
(209) 754-4468 Phone 
(209) 754-2537 Fax 
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This Institution is an Equal Opportunity Provider and Employer 
MTHCD Finance Committee Meeting 

Minutes Feb 25, 2026 
 

3. Approval of Agenda: Public Comment- Action 
 

Motion to approve agenda by Ms. Bettinger 

Second: Mr. Randolph 

Ayes: 3 

Nays: 0 

 

4. Public Comment On Matters Not Listed On The Agenda: 
 

Hearing none. 

 

5. Consent Agenda: Public Comment- Action 
 
A. Un-Approved Minutes: 

 

• Finance Committee Meeting – January 28, 2026:   
 

Motion to approve consent agenda by Mr. Randolph.  

Second: Ms. Bettinger 

Ayes: 3 

Nays: 0 

 
6. Chief Executive Officer’s Report: 

 

• General Comments:  
  
 Attended County Behavioral Health groundbreaking.  
 211 Calaveras not much traction but still meeting. 
 Updating our Payroll System. 
 Weekly meetings with MTMC CEO. 

 

• Construction in Progress Updates: 
 
 West Wing project has slowed down due to weather. Projected completion July 2026. 

 

• MTMC Foundation: Covered Walkway Update: 
 
 Has gone out for 90 day bid period. 

 

7. Real Estate Review: 
 
 Reminder that in 2028 MTHCD has the option to purchase the 700 building. 
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This Institution is an Equal Opportunity Provider and Employer 
MTHCD Finance Committee Meeting 

Minutes Feb 25, 2026 
 

 
 

8. Accountant’s Report: 
 

• Financial Statements – January 2026: Public Comment – Action          
 
 No action until the January 2026 Financial reports come back with all Medicare 
 settlement transactions posted accordingly. 
 

Motion to approve January 2026 I&R Report only by Ms. Bettinger 

Second: Mr. Randolph 

Ayes: 3 

Nays: 0 

   

• Reserve Allocations: 
 
 Will report in April 2026 after meeting with staff. 

 
9. Treasurer’s Report: 

 
  No Report. 
 

10.  Comments and Future Agenda Items: 
 
Hearing none. 
 
 

11.  Next Meeting: 
 

Next Finance Committee Meeting – March 25, 2026, at 8:00am. 
 

12.  Adjournment: Public Comment – Action 
 

Motion to adjourn by Ms. Bettinger 

Second: Mr. Randolph 

Ayes: 3 

Nays: 0 

Time: 8:59am 

 

 

 

 

 

 

 

 

9



This Institution is an Equal Opportunity Provider and Employer 
MTHCD Finance Committee Meeting 

Minutes Feb 25, 2026 
 

 
Traci Whittington is inviting you to a scheduled Zoom meeting. 

 

Topic: MTHCD Finance Committee Meeting  

Time: Feb 25, 2026 08:00 AM Pacific Time (US and Canada) 

Join Zoom Meeting 

https://us02web.zoom.us/j/86592484953?pwd=HO4Hw1cffLrxNlw9OsAHVSMVw7QO2
D.1 

 

Meeting ID: 865 9248 4953 

Passcode: 820714 

 

One tap mobile 

+16699006833,,86592484953#,,,,*820714# US (San Jose) 

+16694449171,,86592484953#,,,,*820714# US 

 

Join instructions 

https://us02web.zoom.us/meetings/86592484953/invitations?signature=l-bEWV0XEV-
1nywMVpsaoYg519KGdgGI0jYXB0GnZxk 
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    This Institution is an Equal Opportunity Provider and Employer 

         Minutes February 25, 2026, MTHCD Board Meeting   

 
P. O. Box 95 
San Andreas, CA 95249 
(209) 754-4468 Phone 
(209) 754-2537 Fax 

 
 
 
 

 
                                   Meeting of the Board of Directors 

 
Mark Twain Health Care District Board Room 

                                      Mark Twain Medical Center 
                                             768 Mountain Ranch Rd, San Andreas, CA 

 

            Wed. February 25, 2026  

 

9:00am 
 

 

UN       Approved Minutes 
 

Zoom – Public Invitation information is at the End of the Agenda 

Mark Twain Health Care District Mission Statement 
“Through community collaboration, we serve as the stewards of a community health system that ensures our 

residents have the dignity of access to care that provides high quality, professional and compassionate 
health care”. 

 

 
1. Call to order with Flag Salute: 

 
 Meeting called to order by Ms. Reed at 9:04am. 

 
2. Roll Call: 
 

Member In Person Via Zoom/Phone Absent Time of 
Arrival 

Linda Reed X    

Debbra Sellick X    

Lori Hack X    

Richard Randolph X    

Johanna Vermeltfoort X    

Quorum:  Yes 
 
 
 
 
 

11



    This Institution is an Equal Opportunity Provider and Employer 

         Minutes February 25, 2026, MTHCD Board Meeting   

3. Follow up to Strategic Planning Session: 
 
 This was moved to follow 5.  
 
 

4. Approval of Agenda: Public Comment – Action 
 
 Financials (7.G) requested to be brought forward. 
  
Motion to approve agenda with changes by Mr. Randolph 
Second: Ms. Vermeltfoort 
Ayes: 5 
Nays: 0 

 
5. Public Comment On Matters Not Listed On The Agenda: 

 
 Hearing none. 
 
 Follow up to Strategic Planning Session:  
 Some of the community needs include: 

1. Workforce Recruitment 
2. Behavioral Health Expansion 
3. Calaveras County Office of Education Collaboration 
4. Calaveras County Collaboration 

 
Financial Committee: 
 

• Financial Statements- January 2026 – Public Comment - Action 
 
 Motion to approve I&R Report and hold January 2026 financial report until settlement  
 account has been reconciled by Mr. Randolph 
 Second: Ms. Vermeltfoort 
 Ayes: 5 
 Nays: 0 
 

6. Consent Agenda: Public Comment – Action 
 

 

A. Un-Approved Minutes: 
 

• Finance Committee Meeting Minutes Jan. 28, 2026:   

• Board of Director Meeting Minutes Jan. 28, 2026:        

• Board of Director Strategic Plan Mtg. Feb. 6, 2026        
  

• Correspondence:  
 

o VS Area Business Assoc. (VSABA) - Business Mixer Thank you 1-31-2026:       
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    This Institution is an Equal Opportunity Provider and Employer 

         Minutes February 25, 2026, MTHCD Board Meeting   

Motion to approve Consent Agenda by Ms. Vermeltfoort 
Second: Mr. Randolph 
Ayes: 5 
Nays: 0 
                

B.   MTHCD Reports: 
 

A.  President’s Report: 
 

•  Association of California Health Care Districts (ACHD) Feb. Newsletter: 
 
Staff will add February Newsletter to March meeting packet. 

 
B. Community Board Report:  

 
MTMC missed budget due to low volume. Recruiting for OR Director.  

 
C. MTMC Board of Directors:  

 
Patient satisfaction surveys are good. 

 
D. Chief Executive Officer’s Report 

 

• General Comments: 
 
Attended County Behavioral Health groundbreaking.  
211 Calaveras not much traction but still meeting. 
Updating our Payroll System. 
Weekly meetings with MTMC CEO. 

 

• Mark Twain Medical Center Foundation Walkway Update: 
 
Walkway out to bid (90 day process) 
 
West Wing project has slowed down due to weather. Projected completion July 2026. 
South Parking structure estimated completion July 2026. 

 

• Children’s Advocacy Center - Property Update: 
 

Extermination bids are being looked at - work ordered. 
 

E. Valley Springs Health & Wellness Center (VSHWC) 

 

Tough winter for workforce. Lots of illnesses in the Clinic (RSV, Influenza)  

PA Elder is training our Providers in Dermatology. 

183 appts seen on Tuesday 2/24/26. 

 

• Construction Updates: 
 

South Parking Lot: Grey Tech is our vendor. Still in permit process for solar component. 
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    This Institution is an Equal Opportunity Provider and Employer 

         Minutes February 25, 2026, MTHCD Board Meeting   

 
West Wing: Soil quality in question. 7-8 week delay. 

 
 

• Policies for Jan 2026 Valley Springs Health & Wellness Center: Public Comment – Action     
     
 New Policies  
 California Baby Bonding Leave 
 
 Revised Policies 
 AED 
 Contagious Patient 
 Handwashing 
 Incident Reports 
 
 Bi-Annual Review Policies (no changes to policy content) 
 Active Shooter 
 Ambulatory Blood Pressure Monitoring 
 Animal Bite Reporting 
 Earthquake or Weather Emergency 
 Integrated Behavioral Health Peer Review  
 Late Arriving Unscheduled Patients  
 Mass Casualty Response 
 Registering Patient Complaints 
 Staff Meetings 
 Supply Ordering 
 Toothache Policy 
 Visitors and Relatives 
 Volunteer Deployment 
 Waived Testing CoagCheck XS PT 
 Waived Testing - Fecal Occult Stool 
 Waived Testing Blood Glucose 
 Waived Testing Hemoglobin A1C 
 Waived Testing Hemoglobin 
 Urine Collection-Clean Catch Female 
 Urine Collection-Clean Catch Male 
 

Motion to approve policies as listed by Mr. Randolph 
Second: Ms. Vermeltfoort 
Ayes: 5 
Nays: 0 
 

F. Valley Springs Health & Wellness Center (VSHWC) Quality Reports: 
 

• Quality – Jan. 2026:       
 
2724 visits. Dental fully staffed. No show rate at 10%. Robo-Doc took 23 calls. 

   

• Clinect – Jan.  2026: 
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         Minutes February 25, 2026, MTHCD Board Meeting   

979 surveys requested were sent out in February. 63 responses. Clinect working on how to improve 
participation. 

 
7.  Committee Reports: 

 
A. Ad Hoc AED for Life: 

 
Team to attend Fire Chief’s meeting in Mountain Ranch on March 3. 

 
B. Ad Hoc Community Engagement: 

 
No Meeting in February. 

 
C.  Ad Hoc Community Grants: 

 
No Meeting in February. 

 
D. Ad Hoc Personnel Committee: 

 
Met last week to review personnel manual update recommendation. Next meeting 3/11/26. 

 
E.  Ad Hoc Policy Committee: 

 
Meeting 3/11/26 to discuss potential AI policy needs. 
 

 
F. Ad Hoc Real Estate: 

 
The 700 Mountain Ranch building will be an option to buy in 2028. 

 
G.  Finance Committee: 

 

•  Financial Statements – January 2026: Public Comment – Action     
 
No action until January 2026 Financial reports come back with all Medicare settlement transactions 
posted accordingly. To be restated at the 3/25/26 meeting. 
 
Motion to approve I & R report by Mr. Randolph 
Second: Ms. Vermeltfoort 
Ayes: 5 
Nays: 0 
 

•  Reserve Allocations 
 
Will have recommendation in April 2026. 

 

•  Settlement Revenue Report 
 
All Settlement Revenue documents will be sent to the Accounting team for Balance Sheet 
reconciliation. 
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    This Institution is an Equal Opportunity Provider and Employer 

         Minutes February 25, 2026, MTHCD Board Meeting   

 
 
 

 
8. Board Comment and Request for Future Agenda Items: 

 

• Announcements of Interest to the Board or the Public: 
 
A few of the Board member went to the Galentine’s Breakfast Fund raiser for Resource Connection. 

 
9.  Next Meeting:  

  

• March 25, 2026 at 8:00am for Finance Committee and 9:00am for BOD:  
 

10.  Closed Session: Pending Legal action: 
 
Meeting went into closed session at 11:15am. 

 

• Reconvene to Open Session at 11:25am 
 

• Report & Roll Call Vote if Action Taken in Closed Session:  
 

No action taken in closed session. 
 

11.  Adjournment: Public Comment:  - Action: 
 
Motion to adjourn by Mr. Randolph 
Second: Ms. Vermeltfoort 
Ayes: 5 
Nays: 0  
Time: 11:25am 
 
 
Traci Whittington is inviting you to a scheduled Zoom meeting. 
 
Topic: MTHCD Board Of Directors Meeting 
Time: Feb 25, 2026 09:00 AM Pacific Time (US and Canada) 
Join Zoom Meeting 
https://us02web.zoom.us/j/88281809404?pwd=P2OkeblObEDFsq2vawccibYuneir8S.1 
 
Meeting ID: 882 8180 9404 
Passcode: 391031 
 
One tap mobile 
+16694449171,,88281809404#,,,,*391031# US 
+16699006833,,88281809404#,,,,*391031# US (San Jose) 
 
Join instructions 
https://us02web.zoom.us/meetings/88281809404/invitations?signature=dlDgFDQjJ6BLT-Ove7VTuna-
eUKs-ScnhCE--Tf8IAc 
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MTMC Community Needs 

Assessment & 75th 

Anniversary Celebration 
Charanjit Singh

Director
Marketing, Business Development and Philanthropy
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Why We Conduct a Community Health Needs Assessment (CHNA)

Federal Requirement:
Conducted every 3 years to comply with IRS requirements for nonprofit hospitals

Guides Strategy:
Aligns hospital resources, programs, and investments with community health priorities

Drives Community Benefit:
Ensures funding and initiatives directly address identified local needs

Engages the Community:
Incorporates input from local stakeholders, providers, and underserved populations

Focus on Equity:
Identifies gaps in care and social determinants of health impacting outcomes

Supports Partnerships:
Strengthens collaboration with public health, nonprofits, and community organizations
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CURIOUS ABOUT ACHD 
MEMBER BENEFITS? 

 

 
ACCESS ACHD'S 
WEBINARS ON DEMAND 

 

 

 

 

WHAT'S NEW IN MARCH 
 

CEO MESSAGE 
 

This month, ACHD would like to highlight for all healthcare 
districts an issue that impacts many districts, but which may not 
be on your radar. Last fall, ACHD was made aware that 
many Health Professional Shortage Areas (HPSAs) in the state 
of California are under review by the Department of Health Care 
Access and Information (HCAI). HPSAs are official federal 
designations for places or groups of people in the United States 
that do not have enough primary care, dental, or mental health 
providers to meet local needs. California’s HPSAs are submitted in 
line with federal requirements for approval by Health Resources 
and Services Administration (HRSA). HRSA currently has 
several areas where HPSAs are proposed for 
withdrawal. These HPSAs and the proposed action can be found 
on HRSA’s website, here. 
  
Here is the problem: HCAI does not have discretion over the 
criteria that determine HPSA scores. HPSAs have been used as a 
criterion to access several state and federal programs and 

P #y
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flexibility. If a HPSA is withdrawn, the providers utilizing these 
programs would no longer be able to utilize them as of July 1, 
2026. In addition, “HPSA” has been used as a definition in several 
state statutes. This would call these definitions, in many cases 
defining what is a “rural area”, into question for statutory 
applicability purposes. Furthermore, many healthcare district 
boundaries overlap with HPSA designated areas. Healthcare 
districts of all types fall into HPSAs that are currently being 
reviewed, many of which are proposed for withdrawal. For districts 
taking advantage of a state program or relying on any statutory 
provisions related to HPSA designation, they would no longer be 
eligible. 
  
To address this important issue, ACHD is Co-Sponsoring AB 
1811 (Rogers/Gonzalez) with the Rural County Representatives 
of California (RCRC). RCRC is co-sponsoring this legislation with 
ACHD as a trusted partner. ACHD’s Sarah Bridge has been 
working diligently since last fall on this issue, engaging the 
appropriate stakeholders and lawmakers to craft a solution, at least 
in the near term, so that healthcare districts in California, serving 
the most vulnerable populations with very few providers, do not 
lose access to state funding tied to this federal designation. Please 
reach out directly to Sarah if you have questions about this bill. 
 
In addition, HCAI is hosting its upcoming HSPA Designation 
Workshop March 26-27. While this workshop is being held in San 
Diego, ACHD encourages members from throughout the state to 
attend if they are available. This will be an important informational 
gathering on this process and it is being hosted by HCAI, so you 
will hear from the source about this process. 
 
In closing, the ACHD Board of Directors met for two days last 
week to discuss the next two years of our 2025-28 Strategic Plan. 
I’d like to personally thank the Board for their time commitment, 
energy and contributions to ensuring ACHD is on a promising path, 
well into the future. 
 
As always, please feel to contact us directly if we can be helpful or 
provide assistance on any matter.  

 

With gratitude, 
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LEGISLATIVE UPDATE 

 
ACHD Leg Update 
With the final day to introduce 
legislation in the second year 
of the two-year session, ACHD 
is in the process of 
reviewing well over one 
thousand bills for impacts on 
healthcare districts. Bills must 
be in print for 30-days before they can be heard. Additionally, 
March 2 was the deadline for offices to get substantive language in 
on bills. That means, many bills that were in spot form (place 
holder bills) will now have substantive language. Please be vigilant 
for calls to action on our sponsored legislation. We will be sending 
out requests for support letters as soon as the bills are set in 
Committee. 
 
Bills 
AB 2311 (Schiavo): Health Care District: employment - ACHD 
Sponsor 
Currently, California allows critical access hospitals, federally 
qualified health centers (FQHC), designated public hospitals and 
academic medical centers to directly employ a physician. This 
leaves (as of 3/5/2026) fifteen district hospitals as the only, 
independent, public hospitals unable to utilize this critical tool. AB 
2311 would allow district hospitals, as specified, to directly employ 
a physician. The fact sheet can be accessed here. 
  
AB 1811 (Rogers) Health Professional Shortage Areas - ACHD 
Co-Sponsor 
Would preserve health profession shortage areas (HPSAs) for the 
purposes of state programs and can serve as a vehicle for other 
necessary changes needed to preserve or support the 
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preservation of these designations. A fact sheet can be 
accessed here. 
 
AB 1923 (Soria) Distressed hospital loan program - ACHD 
Support 
Sponsored by the California Hospital Association (CHA), AB 1923 
would modify the existing distressed hospital loan program (DHLP) 
to allow for entire loan forgiveness and re-authorize the fund for an 
additional $300 million. 
 
AB 2096 (Pacheco) Vocational Nursing: respiratory 
care - ACHD Support 
Due to continued regulatory erosion, licensed vocational nurses 
(LVN) have lost the ability to provide most respiratory care tasks in 
specified settings. AB 2096 would authorize a licensed vocational 
nurse to perform respiratory tasks and services consistent with the 
scope of practice of a licensed vocational nurse, as it existed on 
December 31, 2022. 
 
SB 947 (McNereny) Employment: automated decision systems 
(ADS) - ACHD Oppose 
For those who recall SB 7, from last year, Senator McNerney and 
The Labor Federation have re-introduced the bill with some 
modifications. However, while worse in some places and better in 
other, the policy would increase disclosure and notice 
requirements for use of ADS in decisions materially related to an 
employment action. ACHD is currently among a coalition of local 
government associations that will adopt an initial oppose position 
on the matter. 
 
California State Assembly & Senate Informational Hearing 
On March 10, 2026, the Assembly and Senate Health Committees 
will meet for an informational hearing related to H.R. 1 response. 
The title of the hearing is “The Cost of Uncertainty: Health 
Coverage Access and Affordability Amid Federal Instability”. 
ACHD was offered a panelist spot to discuss the impacts of H.R. 
1on healthcare districts. Darren Beatty, Chief Operating 
Officer, will present on behalf of Plumas District Hospital and 
ACHD to share impacts and solutions as we currently understand 
them. These comments and materials have been guided by 
collaboration with the Senate and Assembly Health Committees 
and ACHD’s H.R. 1 Response Working Group. We thank everyone 
for their feedback and participation and look forward to Mr. Beatty’s 
remarks next week. For those interested in the materials or live 
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streaming the hearing, those details can be found here 24-hours 
before the hearing.  
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2/2026 Clinect Survey 

 

Response rate: Total 8%; BH 4%; Dental 6%; General Medical 6%; New Patient 5% 

MEDICAL: 

 

Dental: 

 

Behavioral Health: 
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Census MTD Fiscal YTD Historical

Quality Metricᶦ Jul-25 Aug-25 Sep-25 Oct-25 Nov-25 Dec-25 Jan-26 Feb-26 Mar-26 Apr-26 May-26 Jun-26 Total Fiscal YTD Payor Mix Payor Mix Payor Mix

Patient Visits Total 2704 2427 2719 2882 2379 2630 2724 2934 21399 21399

Medi-Cal 1816 1610 1944 2079 1716 1940 1980 2100 15185 15185 72% 71% 71%

Medicare 378 360 356 325 263 305 338 355 2680 2680 12% 13% 13%

Cash Pay 15 11 8 8 24 13 18 13 110 110 0% 1% 1%

Commercial 495 446 411 470 376 372 388 466 3424 3424 16% 16% 16%

Pediatrics 0-16 yrs 398 343 429 425 402 409 444 527 3377

Behavioral Health 605 560 624 573 461 519 517 561 4420

Dental 484 415 654 765 737 754 744 745 5298

Main 1615 1452 1603 1544 1181 1357 1463 1628 11843

Total Empanelled Patients 6566 6632 6675 6773 6840 6947 7067 7169

Total New Patients SEEN 97 82 135 120 91 98 155 131 909

Total New Pt's REGISTERED 70 110 75 123 82 111 140 116 827

Robo Doc Calls *0 23 36 64 37 26 23 32 241

Incident Reports

Patient Satisfaction

Peer Review/Fallouts

Employee turnover

Wait time for appointments

Patient No-shows 273 219 303 354 238 302 308 275

Monthly % of NO Shows 9% 8% 10% 11% 9% 10% 10% 8%

 

Employee Satisfaction

               

1=All Financial data in Finance Report

* Line # 21-B School out for summer

* LINE 21 G School closed for X-Mas break
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INTRODUCTORY POLICIES 

1000 INTRODUCTION 

DISTRICT is a community healthcare DISTRICT, established in 1946 for the purpose of advancing 

solutions to health disparities. 

 
DISTRICT considers its staff to be a valuable asset. Furthermore, DISTRICT believes that a clear 

understanding of the working arrangement between DISTRICT and its employees is the basis for 

a harmonious and productive environment. This document has been developed to explain what 

DISTRICT offers to and expects of its staff. 

 
Policies are not immutable; conditions and attitudes do change. Suggestions are always welcome. 

It is, furthermore, an underlying assumption of this manual that special and unique situations may 

be resolved through the cooperative efforts of all concerned. However, any changes will be at the 

pleasure of the Board of Directors of the DISTRICT (“the Board”). 

 

1001 INTEGRATION CLAUSE AND THE RIGHT TO REVISE 
 

This personnel manual contains the employment policies and practices of DISTRICT in effect at 

the time of publication. 

 
DISTRICT reserves the right to revise, modify, delete, or add to any and all policies, procedures, 
work rules, or benefits stated in this handbook or in any other document. However, any such 

changes must be in writing and must be approved by the Chief Executive Officer and approved by 

the Board of Directors. 

 
Any written changes to this handbook will be distributed to all employees so that employees will be 

aware of the new policies or procedures. No oral statements or representations can in any way 

change or alter the provisions of this handbook. 

 
Nothing in this handbook, or in any other personnel document, creates or is intended to create a 

promise or representation of continued employment for any employee or to vary the at-will policy. 

 

1002 Employment At Will Status 

DISTRICT employees are employed on an at-will basis. Employment at-will may be terminated 

with or without cause and with or without notice at any time by the employee or DISTRICT. Nothing 

in this handbook shall limit the right to terminate at-will employment. No manager or employee of 

DISTRICT has any authority to enter into an agreement for employment for any specified period of 

time or to make an agreement for employment on other than at-will terms. The “employment at-will” 

relationship can only be changed by an agreement, in writing, specifically modifying this 

relationship, signed by the Chief Executive Officer or President of the Board with approval of the 

full Board. 
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1003 Equal Employment Opportunity 
The DISTRICT is an equal opportunity employer and makes employment decisions on the basis of 
merit. The DISTRICT wants to have the best available individuals in every job. DISTRICT policy 
prohibits unlawful discrimination based on sex (including pregnancy, childbirth, breastfeeding or 
related medical conditions), race, religion (including religious dress and grooming practices), race, 
color, gender (including gender identity and gender expression), national origin (including language 
use restrictions and possession of a driver's license issued under Vehicle Code section 12801.9), 
ancestry, physical or mental disability, medical condition, genetic information, marital status, 
registered domestic partner status, age, sexual orientation, military and veteran status or any other 
basis or any other characteristic (or combination thereof) made unlawful by federal, state or local 
laws. Discriminatory practices also can include a perception of another employee who has any of 
those characteristics or is associated with a person who has or is perceived as having any of those 
characteristics. All such discrimination is unlawful. 

The DISTRICT is committed to compliance with all applicable laws providing equal employment 
opportunities. This commitment applies to all persons involved in DISTRICT operations and prohibits 
unlawful discrimination by any DISTRICT employee, supervisor, or manager. Equal employment 
opportunity will be extended to all persons in all aspects of the employer-employment relationship, 
including recruitment, hiring, training, promotion, transfer, discipline, layoff, recall, and termination. 

 
If you believe you have been subjected to any form of unlawful discrimination, submit a complaint to 
your supervisor or the CEO pursuant to the complaint procedure identified in the Harassment, 
Discrimination, and Retaliation Prevention Policy. Your complaint should be specific and should 
include the names of the individuals involved and the names of any witnesses. While a written 
complaint is preferred, it is not required. The DISTRICT will promptly undertake an effective, 
thorough, and objective investigation and attempt to resolve the situation. 

 
If the DISTRICT determines that unlawful discrimination has occurred, effective remedial action will 
be taken commensurate with the severity of the offense. Appropriate action also will be taken to deter 
any future discrimination. The DISTRICT will not retaliate against you for filing a complaint and will 
not knowingly permit retaliation by management employees or your co-workers. 

 

 

1004 Harassment Discrimination And Retaliation Prevention 

All employees, applicants, volunteers, and independent contractors (“workers”) working for or 
providing service to the DISTRICT are to be treated with respect and dignity. The DISTRICT is 

committed to providing a work environment free of harassment, discrimination, retaliation, and 

disrespectful or other unprofessional conduct based on sex (including pregnancy, childbirth, 

breastfeeding or related medical conditions), race, religion (including religious dress and grooming 

practices), color, gender (including gender identity and gender expression), national origin 

(including language use restrictions and possession of a driver's license issued under Vehicle Code 

section 12801.9), ancestry, physical or mental disability, medical condition, genetic information, 

marital status, registered domestic partner status, age, sexual orientation, military and veteran 

status or any other basis protected by federal, state or local law or ordinance or regulation. It also 

prohibits discrimination, harassment, or retaliation based on the perception that anyone has any of 

those characteristics or is associated with a person who has or is perceived as having any of those 
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characteristics. In addition, the DISTRICT prohibits retaliation against individuals who raise 

complaints of discrimination or harassment or who participate in workplace investigations. 

 

This Policy does not restrict nor inhibit any supervisor from their responsibility or in their ability to 

direct, critique, and discipline workers in a non-discriminatory manner. 

 

Harassment Prevention 
The DISTRICT's policy prohibiting harassment applies to all persons involved in the operation of 

the DISTRICT. The DISTRICT prohibits harassment by any employee of the DISTRICT, including 

supervisors, managers and co-workers. The DISTRICT's anti-harassment policy also prohibits 

harassment by vendors, customers, independent contractors, interns, volunteers, persons 

providing services pursuant to a contract and other persons with whom workers come into contact 

while working. 

 
Prohibited harassment, disrespectful or unprofessional conduct includes, but is not limited to, the 

following behavior: 

• Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted 
sexual advances, invitations, comments, posts or messages; 

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

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

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

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

prohibited by state and/or federal law or by company policy. 

All such conduct violates DISTRICT policy. 

 
Sexual harassment does not need to be motivated by sexual desire to be unlawful or to violate this 

policy. For example, hostile acts toward an employee because of his/her gender can amount to 

sexual harassment, regardless of whether the treatment is motivated by sexual desire. 

Prohibited harassment is not just sexual harassment but harassment based on any protected 

category. 

 

Non-Discrimination 
The DISTRICT is committed to compliance with all applicable laws providing equal employment 

opportunities. This commitment applies to all persons involved in  DISTRICT operations. The 

DISTRICT prohibits unlawful discrimination against any job applicant, employee, intern, or 

volunteer by any employee of the DISTRICT, including supervisors and coworkers. 

 

Anti-Retaliation 
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The DISTRICT will not tolerate any retaliation against you for, in good faith, filing a complaint or 

participating in any workplace investigation and will not tolerate or permit retaliation by 
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management, employees or co-workers. 

 

Working with the Public 
 

Working with the public can be challenging and sometimes contentious. While workers are 
expected to interface with the public as their duties dictate, sometimes in difficult or even volatile 
situations, employees are not expected to endure actual harassment or discrimination by members 
of the public. If a worker feels that he or she is being subjected to harassment or discrimination by a 
member of the public, the employee should report such harassment to his or her supervisor or the 
Chief Executive Officer for investigation and appropriate action. Employees will not be penalized for 
refusing to tolerate harassment from a member of the public. 

Complaint Process 

It is important that workers inform the DISTRICT as soon as possible about any prohibited 
harassment because nothing can be done to remedy the situation if the DISTRICT does not 

know that it exists. If you believe that you have been the subject of harassment, discrimination, 

retaliation or other prohibited conduct, you are required to report it to the Chief Executive 

Officer, or any other supervisor, as soon as possible after the incident. If the Chief Executive 

Officer is not available or if the complaint is regarding the Chief Executive Officer, the reporting 

party should notify Human Resources (HR) Dept who will notify the Board President). If you 

need assistance with your complaint, or if you prefer to make a complaint in person, contact the 

Chief Executive Officer, any supervisor, or the Board President if the complaint concerns the 

CEO. Please provide all known details of the incident or incidents, names of individuals involved 

and names of any witnesses. It would be best to communicate your complaint in writing, but this 

is not mandatory. 

Any individual who is aware or suspects that another person has been harassed in violation of 

this Policy shall report this violation to his or her supervisor, the Chief Executive officer, or any 

supervisor or other District management employee with whom the individual feels comfortable 

speaking. If the matter pertains to the Chief Executive Officer, the individual can report the 

concerns to the Board President. 

Each supervisor has the responsibility of maintaining a work environment free of harassment. 

This responsibility includes being available to discuss this Policy with the workers that they 

supervise and to assure the workers that they are not required to endure any form of prohibited 

harassment. If someone reports a harassment allegation to a supervisor, it is the responsibility 

of the supervisor to take immediate action by documenting the incident(s) and reporting the 

allegation of harassment to the Chief Executive Officer. If the matter pertains to the Chief 

Executive Officer, the individual can report the concerns to the Board President. 

Any supervisor who fails to take appropriate action to report or address harassment, 

discrimination or retaliation issues can and will be disciplined by the District. 

The DISTRICT requires all individuals to report any incidents of harassment, discrimination, 

retaliation or other prohibited conduct forbidden by this policy immediately so that complaints 

can be quickly and fairly resolved. 

 

Investigation Process 
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When the DISTRICT receives allegations of misconduct, it will immediately undertake a fair, 
timely, thorough and objective investigation of the allegations in accordance with all legal 

requirements. The DISTRICT will reach reasonable conclusions based on the evidence 

collected. The DISTRICT will maintain confidentiality to the extent possible. However, the 

DISTRICT cannot promise complete confidentiality. The employer's duty to investigate and take 

corrective action may require the disclosure of information to individuals with a need to know. 

Complaints will be: 

• Responded to in a timely manner 

• Kept confidential to the extent possible 

• Investigated impartially by qualified personnel in a timely manner 

• Documented and tracked for reasonable progress 

• Given appropriate options for remedial action and resolution 

• Closed in a timely manner 

The DISTRICT’s investigation will be designed to maintain, to the extent possible, the privacy 
and confidentiality of all parties involved. The CEO is responsible for directing/overseeing an 

investigation into such allegations and for implementing appropriate remedial action, where 

warranted. When appropriate, an outside investigator may be retained. 

All DISTRICT employees must cooperate fully, and be truthful and forthright, when providing 

information in response to a DISTRICT investigation under this Policy. Again, the DISTRICT will 

maintain confidentiality of all parties involved in the investigation to the greatest extent possible 

and share investigation information only as legally required or on a “need to know” basis. 

After investigation, the DISTRICT will communicate in writing the confidential findings (i.e., 

“sustained” or “not sustained”) to the complainant, the alleged harasser, and members of 

management with a legitimate need to know. 

If the DISTRICT determines that harassment, discrimination, retaliation or other prohibited 

conduct has occurred, appropriate and effective corrective and remedial action will be taken in 

accordance with the circumstances involved. The DISTRICT also will take appropriate action to 

deter future misconduct. 

Any employee determined by the DISTRICT to be responsible for harassment, discrimination, 

retaliation or other prohibited conduct will be subject to appropriate disciplinary action, up to, 

and including termination including for a first offense if warranted. The DISTRICT will take action 

designed to end any harassment and prevent its recurrence. Specific action taken will depend 

upon the specific circumstances. Employees should also know that if they engage in unlawful 

harassment, they can be held personally liable for the misconduct and the DISTRICT is under 

no obligation to defend the employee in a lawsuit or indemnify the employee for an adverse 

judgment. 

 

 

Further Information 

You also should be aware that the Federal Equal Employment Opportunity Commission and the 

California Civil Rights Department investigate and prosecute complaints of prohibited 
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harassment, discrimination and retaliation in employment. If you think you have been harassed 
or discriminated against or that you have been retaliated against for resisting, complaining or 

participating in an investigation, you may file a complaint with the appropriate agency. The 

nearest office can be found by visiting the agency websites at www.crd.ca.gov and 

www.eeoc.gov. 

Employees will be provided with periodic training on preventing harassment, bullying, and 

abusive conduct in the workplace. While the District will provide employees with the training 

program to complete, employees can also access training materials on CRD’s website, found 

at: https://calcivilrights.ca.gov/shpt/ 

Supervisors must refer all complaints involving harassment, discrimination, retaliation or other 

prohibited conduct to the Chief Executive Officer, so the DISTRICT can try to resolve the 

complaint. If the Chief Executive Officer, is not available or if the complaint is regarding the 

Chief Executive Officer, the reporting party should notify the Human Resources (HR) Dept who 

will notify the Board President. 

 

1005 Reasonable Accommodation 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals 

with a disability, the DISTRICT will make reasonable accommodations for the known physical or 

mental limitations of an otherwise qualified individual with a disability who is an applicant or an 

employee unless undue hardship would result. 

 
Any job applicant or employee who requires an accommodation in order to perform the essential 

functions of the job should contact the Chief Executive Officer and discuss the need for an 

accommodation. The DISTRICT will engage in an interactive process with the employee to identify 

possible accommodations, if any, that will help the applicant or employee perform the job. The 

employee may need to provide medical information substantiating the need for accommodation. 

All medical information will be kept in a confidential medical file. The DISTRICT will consider all 

information you provide and retains the ultimate discretion to decide which accommodation, if any, 

to provide. 

 
An applicant, employee or intern who requires an accommodation of a religious belief or practice 

(including religious dress and grooming practices, such as religious clothing or hairstyles) should 

contact Chief Executive Officer and discuss the need for an accommodation. If the accommodation 

is reasonable and will not impose an undue hardship, the DISTRICT will make the accommodation. 

 
The DISTRICT will not retaliate against you for requesting a reasonable accommodation and 

will not knowingly tolerate or permit retaliation by management, employees or co- workers. 
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EMPLOYMENT POLICIES AND PRACTICES 

 
2000 HIRING PROCESS 

 
The Chief Executive Officer is responsible for initiating and completing the hiring process. The 

CEO shall review applicants and their applications / resumes. The review and hiring process 

may be delegated by the CEO to the Center Manager, or reside with the CEO, and does not 

require any participation from the DISTRICT Board or its committees. An appropriate screening 

process, including evaluation criteria, interview process, and reference checks, shall be 

followed. Alls screening devices, application procedures, and evaluation criteria shall be based 

on job-related factors. 

 
In the case of the VSH&W Center manager and medical director and upon completion of the 

application and interview process, with the exception noted in the above paragraph, the 

CEO will make a recommendation regarding the choice(s) for the position(s) to the relevant 

Board Committee (if in existence) and the Board for approval. Applicants not selected for the 

position shall receive a written notice of their status as soon as possible. 

 
When hiring the CEO, the Board shall appoint an ad hoc Personnel Committee composed of 
members of the Board. The Board will make the final hiring decision. 

 
All resumes, application forms, test results, interview notes, and any other documentation of the 

selection process relative to all applicants, will be maintained as required by the DISTRICT’s 

record retention policy. 

 

2001 CATEGORIES OF EMPLOYMENT 

 
DISTRICT has established the following categories of employment set forth below. All 

employees are subject to withholding of FICA, federal and state income taxes, disability, and 

other withholding taxes, and must complete tax forms verifying their tax filing status. 

 

Regular Employees 
Regular employees are those who are hired for a  designated position. All regular employees are 

paid on an hourly or salaried basis depending on their exempt status as defined by California and 

Federal law, as applicable, and accrue leave time and benefits as outlined in this manual. 

 

Regular Full-Time Employees 
Regular full-time employees work a schedule of 20 hours or more per week. 

 

Regular Part-time Employees 
Regular part-time employees work less than 20 hours per week.  
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After 90 days of employment, regular part-time employees may be eligible for partial benefits as 
more fully set forth in this handbook. Pro rata accrual of leave (if applicable) may begin on the 

employee’s hire date, but only if he or she is working 20 hours or more per week. 

 

Temporary Employees 
Temporary employees work for a set hourly wage to handle a specific project or to temporarily 

augment or substitute for regular staff. A temporary employee is not entitled to retirement or health 

insurance benefits or paid time-off (unless otherwise required by law or specifically approved by 

the Board); however, other provisions of this manual shall apply to temporary employees. There is 

no guaranteed number of hours of work for temporary employees. 

 

. 

 

2003 JOB DUTIES 
From the outset of employment, the Manager, HR and/or the Chief Executive Officer will explain to 

the employee job responsibilities and the performance standards expected. Be aware that job 

responsibilities may change at any time during the employee’s employment. From time to time, the 

employee may be asked to work on special projects or to assist with other work necessary or 

important to the operation of DISTRICT. Employees’ cooperation and assistance in performing 

such additional work is expected. 

DISTRICT reserves the right, at any time, with or without notice, to alter or change job 

responsibilities, reassign or transfer job positions, or assign additional job responsibilities. 

 

2004 OFFICE SECURITY 
 

All employees are responsible for due diligence in the protection of the DISTRICT’s premises, 

equipment, files, and supplies. DISTRICT is not responsible for damage or loss of staff’s personal 

property. 

 

2005 TIMEKEEPING AND PAY DATES 

 

Each non-exempt employee will maintain a time sheet. All absences, both authorized and 
unauthorized, shall be recorded. The time sheet must be submitted to the Chief Executive Officer 
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or his/her designee for verification and signature. The signed timesheet will become part of the 
DISTRICT’s payroll records. Failure to provide accurate time sheets will lead to disciplinary action. 

 
Regular employees and temporary employees will submit timesheets bi-weekly. The DISTRICT’S 

paydays are Bi-weekly. 

 

2006 PERSONNEL RECORDS 

A confidential personnel file for each employee will be established at the time the employee is 
hired. The confidential personnel records of each employee are available only to the employee, 
Human Resources, and other members of management with a need to know or as required by law. 
Employees may review their personnel records during normal business hours, at a time mutually 
convenient to DISTRICT and employee. Nothing contained in the personnel file is to be removed 
by the employee while reviewing the file. 

 
Disclosure of personnel information to outside sources, other than the employee’s designated 
representative, will be limited. However, the DISTRICT will cooperate with requests from 
authorized law enforcement or local, state, or federal agencies conducting official investigations 
and as otherwise legally required. 

 
Any requests for references or employment verification must be directed to the CEO. Only the CEO 
is authorized to respond to reference requests for current or former employees. The DISTRICT 
discloses only the dates of employment and the title of the position last held. The DISTRICT will 
also disclose the amount of salary or wage last earned if the employee executes a written 
authorization for release. 

 

 

2007 COMPENSATION 

Rates of Pay 
DISTRICT shall endeavor to ensure that, when resources permit, the rate of pay for any position 
shall be comparable to the prevailing rates of similar positions in the community. Further, DISTRICT 

shall endeavor to ensure that pay relationships among positions within the DISTRICT are equitable, 

and that common criteria, including job performance, are applied uniformly to determine 

compensation levels for individual staff members. 

 

Salary Increases 
Raises, if any, will be based on a formal regular performance review/evaluation of each employee’s 

performance during the past year and are subject to the DISTRICT’s sole discretion. Employees 

are not guaranteed any compensation increase, even with a positive performance review. 

 

Payroll Deductions 
All salary deductions are itemized on a paycheck stub. Any questions regarding the computation 

of these or other deductions should be directed to Human Resources and the Chief Executive 

Officer or his/her designee. Approved salary deductions include (but are not limited to): 
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• Federal and State Income Taxes 

• FICA 

• Medicare 

• State Disability Insurance 

• Health Insurance 

• 401k 

• Other deductions authorized by the employee 

The DISTRICT is committed to pay equity and transparency, as required by applicable law. The 
DISTRICT will respond to requests for information about the employees’ own wages as required by 
law. 

California Rules:  “Non-exempt employees will be paid overtime according to California 
law.  Overtime is paid for any actual hours worked over eight (8) in one day or 40 hours in one 
week.  A workday begins at 12:01am and ends at midnight 24 hours later.  Workweeks begin each 
Sunday at 12:01am.  Compensation for hours in excess of 40 for the workweek, or in excess of 
eight and not more than 12 for the workday, and for the first eight hours on the seventh 
consecutive day of work in one workweek, shall be paid at a rate of 1 ½ times the employee’s 
regular rate of pay.  Compensation for hours in excess of 12 in one workday and in excess of eight 
on the seventh consecutive workday in a workweek shall be paid at double the regular rate of pay.” 
All overtime will ned to be pre-approved.  

 

2008 OVERTIME 

Non-exempt employees will be paid overtime according to applicable law. The DISTRICT work week 
starts on Sunday at 12:01am and ends on Saturday at midnight. The DISTRICT’s workday starts 
each day at 12:01am and concludes at midnight. In general overtime needs to be approved if it 
exceeds two (2) hours per shift. All out of office, weekend or holiday overtime hours are to be 
approved in advance. 

 

2009 PERFORMANCE AND SALARY REVIEWS 
Performance reviews will be conducted at the following times: 

 

• Between 3-6 months after date of hire; 

• At the initiation of the Chief Executive Officer when determined to be appropriate; 

• When requested in writing by an employee and approved by the Chief Executive Officer 

• Annually, around the anniversary of the hire date: 

 
The review process will address appropriate aspects of the employee’s performance, including the 
following: 

 

• Ability to meet all performance criteria including accuracy, timeliness and completeness; 

• Teamwork/Interpersonal Relations; 

• Attendance; 

• Adherence to policies and procedures; 

• Dependability; 
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• Flexibility; 

• Accuracy of work completed in a specific amount of time; 

• Attitude; and 

• Willingness to devote time which may be required to meet established timeframes and/or 
special projects. 

At the end of the evaluation meeting, both parties should sign the evaluation form. The employee 
will be given a copy of the evaluation, with the original being placed in the employee's personnel 
file. The Chief Executive Officer will review all signed evaluations and forward them to Human 
Resources. 

 
An employee has the right to refuse to sign an evaluation form that she or he thinks significantly 
misrepresents job performance. However, the employee must sign a written statement that they 
have read the evaluation. 

 
The performance evaluation shall be considered a confidential report and shall be subject to review 
only by those persons who have supervisory or administrative authority over the employee. 
 
Nothing in this policy or the approach to performance evaluations alters employees’ at-will status.  
Employment remains subject to termination at any time for any reason. 

2010 CONFLICTS OF INTEREST 

Situations of actual or potential conflict of interest are to be avoided by all employees. Personal or 

romantic involvement with a colleague, subordinate, or supervisor, which impairs an employee's 

ability to exercise good judgment on behalf of DISTRICT, creates an actual or potential conflict of 

interest. Supervisor-subordinate romantic or personal relationships also can lead to supervisory 

problems, possible claims of sexual harassment, and morale problems. 

 
An employee involved in any of the types of relationships or situations described in this policy 

should immediately disclose the relevant circumstances to the Manager, Human Resources and 

Chief Executive Officer for a determination as to whether a potential or actual conflict exists. If an 

actual or potential conflict is determined, DISTRICT may take whatever corrective action appears 

appropriate according to the circumstances. Failure to disclose facts shall constitute grounds for 

disciplinary action. 

2011 DISCIPLINARY ACTION 

Disciplinary action can be taken where appropriate, at the discretion of the DISTRICT. Conduct 

such as rule or policy violations; untimeliness: insubordination; misconduct; or any disregard for 

policies, procedures, rules, regulations, or the performance standards for any position, or violation 
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of the standards of conduct identified in policy 3000 may be cause for disciplinary action. 
DISTRICT may impose any disciplinary action that it determines, in its sole and unfettered 

discretion, to be appropriate. The possible forms of discipline include: 

Oral Warning 
An oral warning clearly states the problem, its history, and a timeline for improvement. A follow-up 

memo will be forwarded to Human Resources and added to the employee's personnel file. 

 

Written Warning 
A written warning is a memo describing a specific complaint or problem with a copy placed in the 
employee's personnel file. 

Performance Improvement Plan 
Any employee with performance deficiencies may be placed on a performance improvement plan 
(PIP) for a period of thirty (30) calendar days or longer. During this time, the employee is provided 
an opportunity to bring conduct or performance up to standard. However, if during this improvement 
period, the employee fails to show satisfactory improvement, the employee may be terminated. 
Notice of placement on the PIP shall be given to the employee in writing, at the beginning of the 
period. A copy of this notice shall be placed in the employee’s personnel file. 

 

Termination 
The Manager or Chief Executive Officer may give the employee written notification that he/she is 
being terminated, indicating the effective date. A copy of the notice will be forwarded to Human 
Resources and placed in the employees’ personnel file. 

 

Immediate Administrative Leave 
The Manager or Chief Executive Officer may place employees on administrative leave in order to 
facilitate an investigation into serious allegations of gross misconduct or incompetence. Offenses 
warranting administrative leave include, but are not limited to, threats or acts of violence, theft, 
sexual harassment, falsification of records, and violation of professional ethics. An employee will be 
notified both verbally and in writing of the administrative leave and a copy of the notice will be 
placed in the employee’s personnel file. The employee will not work during this time, and if the 
allegations are supported, the employee may be immediately terminated. 

 

Suspension 
Following an appropriate investigation, the Manager or Chief Executive Officer may suspend an 
employee without pay for an appropriate period of time. (Exempt employees must be suspended 
for full workweeks). Documentation will be forwarded to Human Resources. 

 
The selection of appropriate disciplinary action is vested to the discretion of the DISTRICT. The 
DISTRICT is not obligated to follow progressive discipline in any situation and can decide, based 
on the circumstances, what disciplinary action, if any, to provide in any particular circumstance. 
The DISTRICT can also resort to termination for a first offense. Nothing in this policy changes the 
at-will nature of employment with the District. 
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2012 TERMINATION OF EMPLOYMENT 
 

Termination of employment can be the result of a voluntary resignation, mutually agreed upon 
termination, or dismissal with or without cause. 

 
Voluntary termination results when an employee voluntarily resigns his or her employment, or 
fails to report to work for three (3) consecutively scheduled workdays without notice to, or 
approval by the Manager or Chief Executive Officer. 

 
An employee who plans to resign is expected (but not required) to give appropriate notice 
(preferably at least two weeks in advance), finish any work-related requirements, provide 
assistance in transitioning his/her work, and provide forwarding information. 

 
Upon termination, the employee must return all keys, DISTRICT-provided supplies, or other DISTRICT 
property. 

 
Human Resources will make every effort to conduct an exit interview. 

 

STANDARDS OF CONDUCT  

 

3000 PROHIBITED CONDUCT: 

 

The following conduct is prohibited and will not be tolerated by the DISTRICT. This list of 

prohibited conduct is illustrative only; other types of conduct that threaten security, personal 

safety, employee welfare and our operations also may be prohibited. 

• Falsifying employment records, employment information, or other DISTRICT records; 

• Recording the work time of another employee or allowing any other employee to record 
your work time, or falsifying any timecard, either your own or another employee’s; 

• Theft, deliberate or careless damage or destruction of any DISTRICT property, or the 
property of any employee or client; 

• Removing or borrowing DISTRICT property without prior authorization; 

• Unauthorized use of DISTRICT equipment, time, materials, or facilities; 

• Provoking a fight or fighting during working hours or on DISTRICT property; 

• Carrying firearms or any other dangerous weapons on DISTRICT premises at anytime; 

• Engaging in criminal conduct whether or not related to job performance; 

• Causing, creating, or participating in a disruption of any kind during working hours on 
DISTRICT property; 

• Insubordination, including but not limited to failure or refusal to obey the orders or 
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instructions of a supervisor or member of management, or the use of abusive or 
threatening language toward a supervisor or member of management; 

• Using abusive language at any time on DISTRICT premises; 

• Failing to notify the Manager or Chief Executive Officer when unable to report to work; 

• Unreported absence of three (3) consecutive scheduled workdays; 

• Failing to obtain permission to leave work for any reason during normal working hours; 

• Failing to observe working schedules, including rest and lunch periods; 

• Failing to provide a physician’s certificate when requested or required to do so; 

• Sleeping or malingering on the job; 

• Making or accepting personal telephone calls deemed excessive in duration during 
working hours, except in cases of emergency; 

• Working overtime without authorization; 

• Wearing disturbing, unprofessional or inappropriate styles of dress or hair while 
working; 

• Violating any safety, health, security or DISTRICT policy, rule, or procedure; 

• Committing a fraudulent act or a breach of trust under any circumstances; and 

• Committing of or involvement with any act of unlawful harassment discrimination or 
retaliation of another individual. 

This statement of prohibited conduct does not alter DISTRICT’s policy of at-will 

employment. The employee or the DISTRICT remains free to terminate the employment 

relationship at any time, with or without reason or advance notice. 

 

 

3001 DRUGFREE WORKPLACE POLICY 

 
DISTRICT has a responsibility to maintain a safe and efficient work environment, free of 

illegal drugs, controlled substances, and alcohol abuse. Every employee of the DISTRICT 

has a responsibility to perform duties in accordance with the highest standards of conduct, 

through a high level of productivity, reliability, safety, and judgment. Being under the 

influence of and impaired by illegal drugs, controlled substances, or alcohol while at work 

are incompatible with this responsibility. 

DISTRICT prohibits the unlawful use, distribution, or possession of illegal drugs or 
controlled substances while on its property. Furthermore, an employee may not sell illegal 
drugs, controlled substances, or alcohol to another employee or to a constituent while such 
employee is at work. 

(The list of controlled substances includes, but is not limited to, marijuana, heroin, PCP, 
cocaine, and amphetamines.) 

 
Violation of this policy will be grounds for disciplinary action, up to and including termination. 
Additionally, employees who are involved in off-the-job illegal drug activity might be 
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considered to be in violation of this policy. 
 

 

3002 CONFIDENTIALITIES 

Each employee is responsible for safeguarding confidential information obtained during 
employment. In the course of your work, you may have access to confidential information 
regarding fellow employees, or the DISTRICT. It is your responsibility not to reveal or 
divulge any such information unless it is necessary for you to do so in the performance of 
your duties. Access to confidential information should be on a "need-to-know" basis and 
must be authorized by Human Resources or the Chief Executive Officer. Any breach of this 
policy will not be tolerated and may result in disciplinary action and/or termination. 

 
In accordance with the Health Insurance Portability and Accountability Act (HIPAA) and 
California Privacy laws, it is the policy of the DISTRICT that all physicians and staff 
preserve the integrity and the confidentiality of protected health information (PHI) pertaining 
to our patients. The purpose of this policy is to ensure that the DISTRICT and its physicians 
and staff have the necessary information and PHI to provide the highest quality medical 
care possible. To that end, the DISTRICT and its physicians and staff are required to 

adhere to the standards of the DISTRICT set forth in a separate annual HIPAA Refresher 
Information packet for 2022-2023. All physicians and staff must adhere to this policy and a 
violation of this policy is grounds for corrective action, up to and including termination of 
employment. Violation of the DISTRICT’s privacy practices could also subject employees to 
criminal or professional sanctions by appropriate authorities in accordance with applicable 
law. 

 

3003 MEDIA CONTACTS 

Employees may be approached for interviews or comments by the news media. Only 
DISTRICT employees designated by the Chief Executive Officer may comment on 

DISTRICT policy or events that have an impact on DISTRICT. The Chief Executive Officer 

has been designated by the Board to comment on DISTRICT policy or events that have an 

impact on DISTRICT. Should you receive a media inquiry, you should forward it to the 

Chief Executive Officer for response. 

 

OPERATIONAL CONSIDERATIONS 

4000 MEAL AND REST PERIODS 

 
Rest Breaks 
All nonexempt employees are entitled to rest break periods during their workday. Nonexempt 

employees will be paid for all such break periods, and do not need to record their in/out time for 

their rest breaks on their timecard. 

 
The Employee will be relieved of all duty during employee’s rest break periods. Employee is free 

to come and go as employee pleases and is free to clock out and leave the premises. Employee 
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is expected to return to work promptly at the end of any rest break and clock back in. 
 

 

Number of Rest Breaks 
Employees are authorized and permitted one (1) 10-minute rest break for every four 

(4) hours of work (or major fraction thereof, which is defined as any amount of time over two [2] 

hours). A rest break need not be authorized for employees whose total daily work time is less than 

three and one half (3.5) hours. 

 
Employees working a shift from three and one-half (3.5) to six (6) hours in length are entitled to 

one (1) ten-minute rest break. Employees working more than six (6) hours and up to 10 hours are 

entitled to two (2) ten-minute rest breaks. Employees working more than 10 hours and up to 14 

hours are entitled to three (3) ten-minute rest breaks. 

 

Timing of Rest Breaks 
Employees are authorized and permitted to take a rest break in the middle of each (4) four hour 

work period. Rest breaks are scheduled by an employee’s Manager. 

 

Meal Period 
Nonexempt employees will be provided an uninterrupted unpaid meal period of at least 30 minutes 
if they work more than five (5) hours in a workday. Employees must record the start and end time 

of their meal period. Employees will be permitted a reasonable opportunity to take this meal period 

and will be relieved of all duty. During their meal period, employees are free to come and go as 

they please and are free to leave the premises. Employees are expected to return to work promptly 

at the end of any meal period. 

 

Timing of Meal Period 
The meal period will be provided no later than the end of the fifth hour of work. For example, if work 

begins at 8:00 a.m., the meal period must start by 12:59 p.m. (which is before the end of the fifth 

hour of work). 

Meal periods are scheduled by any employee’s Manager. 

 

Second Meal Period 
Employees working more than 10 hours in a day will be provided a second, unpaid meal period of 
at least 30 minutes. Employees must record the start and end time of their second meal period. 
Employees will be permitted a reasonable opportunity to take this meal period and will be relieved 
of all duty. 

There will be no control over an employee’s activities during their meal period. During the meal 
period, employees are free to leave the premises and are free to come and go. Employees are 
expected to return to work promptly at the end of any meal period. 

 

Timing of Second Meal Period 
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This second meal period will be provided no later than the end of the 10th hour of work. An 
employee’s second meal period will be scheduled by the Manager. 

 

 

Recording Meal Periods 
Employees must record the start and end of the meal period. Employees are not allowed to work 
"off the clock." All work time must be accurately reported on their time record. 

 
If for any reason employees are not provided a meal period in accordance with Company policy, 
or if employees are in any way discouraged or impeded from taking a meal period or from taking 
the full amount of time allotted, please immediately notify Human Resources. 

 
Any time an employee misses a meal period that was provided (or any portion of a provided meal 
period), the employee will be required to report to Human Resources and document the reason for 
the missed meal period or time worked. 

 

4001 PERSONAL USE OF SUPPLIES AND TELEPHONES 

Materials, Supplies, and Equipment 
No employee is permitted to use the DISTRICT’s materials, supplies, or equipment for personal 
reasons. 

 

Telephones 
Employees may only use the DISTRICT’s telephones for local calls that cannot be conducted 
during non-business hours or from a non-DISTRICT telephone. In no case, except as 
authorized by the Chief Executive Officer or his/her designee, shall personal long- distance 
calls be made on DISTRICT telephones. 

 

4002 REIMBURSEMENT OF WORK EXPENSES 

Definition 
Work-related travel includes that is connected with the delivery of the DISTRICT’s services 

and which requires employees to use private automobiles or public transit. This does not 

include commuting to or from work, or parking associated with attendance at work. Work-

related travel should be directed and approved by the Manager or Chief Executive Officer. 

 

Transportation 
Reimbursement Allowances 

Auto expenses IRS rate 

Parking Full cost (receipt required) 

Tolls Full cost (receipt required) 

Other public transit Full cost (receipt required) 

 
Travel 
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Any DISTRICT employee traveling on DISTRICT business greater than 50 miles per event must 
have amounts for reimbursements and travel authorization approved in advance by the Chief 

Executive Officer. Means of Travel: Travel will be conducted in the most economical way 

possible, given due consideration of employee’s time and inconvenience, as well as DISTRICT 

resources. Group travel, where feasible, is encouraged. 

 

Allowances 

Auto Current IRS Rate 

Air Tourist class only (receipt required) 

Rail and other Full cost (receipt required) 

Expenses In-state and out-of-state food and 

lodging, with lodging subject to pre-

approval and meals not to exceed a 

per diem of $75.00 per day (receipts 
required) 

 

 

4003 HEALTH AND SAFETY 

Every employee is responsible for the safety of himself/herself, as well as others in the workplace. 

To achieve our goal of maintaining a safe workplace, everyone must be safety-conscious at all 

times. 

In compliance with Proposition 65, the DISTRICT will inform employees of any known exposure to 

a chemical known to cause cancer or reproductive toxicity. 

 

 

4004 USE OF CELL PHONE WHILE DRIVING ON DISTRICT BUSINESS 

In the interest of the safety of our employees and other drivers, DISTRICT employees are 
prohibited from using cell phones while driving on DISTRICT business and/or DISTRICT time. 

Personal and/or DISTRICT provided cell phones are to be turned off any time you are driving on 

DISTRICT business or DISTRICT time. If your job requires that you keep your cell phone turned 

on while you are driving, you must use a hands-free device and safely pull off the road before 

conducting DISTRICT business. Under no circumstances should employees place phone calls 

while operating a motor vehicle on DISTRICT business and/or DISTRICT time. 

 

4005 USE OF ELECTRONIC MEDIA 

 
The DISTRICT uses various forms of electronic communication including, but not limited to 

computers, e-mail, telephones, personal digital assistant devices, Internet, etc. All electronic 

communications, including all software, databases, hardware and digital files, remain the sole 

property of the DISTRICT and are to be used only for DISTRICT business and not for any personal 

use except as discussed below. These policies apply to use at any DISTRICT rented, owned, or 
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managed facility. 

 
Electronic communication and media may not be used in any manner that would be threatening, 

discriminatory, harassing, offensive, or obscene, or for any other purpose that is illegal, against 

DISTRICT policy or not in the best interest of the DISTRICT. Employees who misuse electronic 

communications and engage in defamation, copyright or trademark infringement, misappropriation 

of trade secrets, discrimination, harassment, or related actions will be subject to discipline and/or 

immediate termination. The DISTRICT requires that all passwords for access to voicemail and to 

any DISTRICT computer or software be provided to the Manager or Chief Executive Officer. 

Employees may not install personal software or modify existing software on DISTRICT computer 

systems. 

All electronic information created by any employee using any means of electronic communication 

is the property of the DISTRICT and remains the property of the DISTRICT. Personal passwords 

may be used for purposes of security, but the use of a personal password does not affect 

DISTRICT’s ownership of the electronic information. 

The DISTRICT will override all personal passwords if necessary for any reason. 

The DISTRICT reserves the right to access and review electronic files, messages, mail, and other 
digital archives, and to monitor the use of electronic communications as necessary to ensure that 

no misuse or violation of DISTRICT policy or any law occurs. Employees should not have any 

expectation of privacy in any information stored on the DISTRICT’s systems. 

Employees are not permitted to access the electronic communications of other employees or third 

parties unless directed to do so by DISTRICT management. 

Employees who use e-mail, cell phones, cordless phones, portable computers, personal digital 

assistant devices and fax communications should not use these methods for communicating 

confidential, classified, or sensitive information or any trade secrets unless directed to do so by 

the Chief Executive Officer. 

 
Employees should not open e-mails ore-mail attachments unless they are familiar with the sender 
because of a potential virus being transmitted. 

Access to the Internet, websites, and other types of DISTRICT-paid computer access are to be 

used for DISTRICT-related business only. DISTRICT e-mail and internet systems may NOT be 

used for personal use at any time. 

Questions about access to electronic communications or issues relating to security should be 

addressed to the Manager or Chief Executive Officer. 

 

4006 USES OF SOCIAL MEDIA 

The following is the DISTRICT’s Use of Social Media policy. The absence or lack of explicit 

reference to a specific site does not limit the extent of the application of this policy. Where no 

specific policy or guideline exists, employees should use their professional judgment, rely on 

common sense, and take the most prudent action possible. 

In general, the DISTRICT views positively employee use of social media, including, among others, 

social networking sites (e.g., Facebook and Instagram), personal Web sites, Weblogs, Wiki forums, 
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and content-sharing sites (e.g., YouTube and Flicker). If an employee chooses to identify as a 
DISTRICT employee on such Internet venues, some readers may view the employee as a 

DISTRICT representative or spokesperson. In light of this possibility, the DISTRICT requires that 

employees observe the following guidelines when referring on the Internet to the DISTRICT, its 

programs or activities, products, services, clients, and/or other DISTRICT employees. 

 

• Be clear and write in first person. Make it obvious in your writing that you are speaking for 
yourself and not on behalf of the DISTRICT. If you choose to comment on DISTRICT matters 
that are public, such as posting reviews of DISTRICT products or services on social media 
sites, you must clearly state that you are an employee of DISTRICT. 

• Even if critical, be transparent, honest, and respectful, regardless of whether your Internet 
postings concern the DISTRICT, other employees, clients, and/or other affiliated entities and 
individuals. 

• Employees may NOT use social media for personal use during work hours. Refer to 
DISTRICT policies regarding Use of Electronic Media. 

• Information published on the Internet should comply with our policies regarding 

confidentiality and disclosure of proprietary information. Thus, employees must not disclose 

confidential and/or proprietary information about customers, clients, employees, or other 

affiliated entities or individuals without the individual’s/entity’s express written consent. Such 

information includes personal health and financial information and related proprietary 

information and documents, such as trade secrets, customer lists, launch and release dates, 

promotional materials, and/or pending reorganizations. 

 

• Employees must not use social media to post or display comments that are vulgar, 
threatening, intimidating, harassing, or a violation of our policies against discrimination or 
harassment, or those that defame the DISTRICT, its employees, customers, clients, or other 
affiliated individuals or entities. See the DISTRICT’s Policy Against Harassment. 

 

 

• Our logos and trademarks and other proprietary information/marks may not be used for any 
commercial purpose without written consent and/or for any other purpose that violates 
this policy. 

 
Nothing about this policy is intended to interfere with employee rights to self- organize, form, join, 

or assist labor organizations, to bargain collectively through representatives of their choosing, or 

to engage in other concerted activities for the purpose of collective bargaining or other mutual aid 

or protection, or to refrain from engaging in such activities. 

 
Employees are strongly encouraged to discuss with the Chief Executive Officer any concerns they 

may have about their use of social media. The DISTRICT may request that employees temporarily 

and/or permanently suspend posted communications if the DISTRICT believes it is necessary or 

advisable to ensure compliance with applicable laws and/or is in the DISTRICT’s best interests. 
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Any employee found to be in violation of any portion of this Use of Social Media Policy will be 
subject to disciplinary action, up to and including termination of employment. 

 

EMPLOYEE BENEFITS 

 
5000 HOLIDAYS 

The DISTRICT observes the following 4 paid holidays; Thanksgiving, the day after 

Thanksgiving, Christmas Day and 4th of July. On those days on which the DISTRICT is 
closed due to a holiday, employees will not need to come to work unless instructed otherwise 
by the Chief Executive Officer. Regular employees (both full-time and part-time) are eligible 
for holidays and will receive the number of hours they were scheduled to work on the 
holiday.  Temporary employees are not eligible for paid holidays.  Non-exempt employees 
will not be paid for any time on holidays other than the 4 listed above. Exempt employees will 
be paid where required to maintain exempt status. 

 

5001 VACATION 

 
Employees regularly scheduled to work 40 hours per week are entitled to accrue vacation 

time based on the length of employment with the DISTRICT as follows: 

 

Tenure Days/Hours Per 
Year 

Accrual Per Pay 
Period 

Cap 

0 to 90 days 0 0 0 

90 days - 1 
year 

5 days (40 hours) 1.54 70 hours 

1+ to 2 years 10 days (2 weeks) 3.08 140 hours 

2+ to 6 years 15 days (3 weeks) 4.63 352 hours 

6+ to 10+ 
years 

20 days (4 weeks) 6.16 400 hours 

Employees working more than 20 and less than 40 hours per week will earn a prorated amount 

of vacation based on percentage of 40-hour week. 

 
Active service commences with an employee's first day of work and continues thereafter unless 

broken by an absence without pay, a leave of absence, or termination of employment. 

 
Employees become eligible to accrue and use accrued vacation after completion of 90 days 

of employment. Vacation schedules must be coordinated and cleared with the Manager or 

Chief Executive Officer. T he needs of the DISTRICT determine permissible vacation periods, 

which employees may need to defer or otherwise adjust accordingly. Vacations shall be 

scheduled to provide adequate coverage of job responsibilities, operational needs, and 

staffing requirements. The Chief Executive Officer will make final determinations and must 

approve employee vacation schedule(s) in advance. 
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An employee whose employment terminates will be paid for accrued unused vacation days. 
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Required Use of Vacation Before Unpaid Leave 

You are required to take accrued and unused vacation before taking unpaid leave or having 

unpaid absences unless the absence is due to pregnancy-related disability or is not considered 

an unpaid leave under the California Family Rights Act. If you are absent for a reason that 

qualifies you for Paid Family Leave (PFL) or because of a disability that qualifies you for State 

Disability Insurance (SDI) benefits, please contact the Chief Executive Officer to discuss 

coordination of your benefits. 

5002 INSURANCE BENEFITS 

Disability Insurance 
Each employee contributes to the State of California to provide disability insurance pursuant to 

the California Unemployment Insurance Code. Contributions are made through a payroll 

deduction. Disability insurance is payable when you cannot work because of illness or injury not 

caused by employment at DISTRICT or when you are entitled to temporary workers' 

compensation at a rate less than the daily disability benefit amount. Specific rules and 

regulations governing disability are available from the EDD’s website at www.edd.ca.gov. 

Unemployment Compensation 
DISTRICT contributes money every year to the California Unemployment Insurance Fund on 
behalf of its employees. 

 

Social Security 
Social Security is an important part of every employee's retirement benefit. The DISTRICT 

participates in social security in accordance with law. 

 
Workers' Compensation 
DISTRICT carries compensation insurance in accordance with the requirements of state law. 
This insurance provides benefit payments to an employee who is injured while working for 
DISTRICT or becomes ill from any occupation-related disease. 

 

5003 SICK LEAVE 

The DISTRICT provides paid sick leave to eligible employees as required by California law.   
Employees cannot be discriminated or retaliated against for requesting or using accrued paid 

sick time. 

If you have any questions about paid sick leave, please contact Human Resources or the Chief 

Executive Officer 

 

Eligible Employees 
All employees who have worked for the DISTRICT for 30 or more days within a year from the 

start of their employment will be entitled to paid sick time. 

 

However, employees are not eligible to take paid sick time until they have worked for 

the DISTRICT for 90 days from their date of hire. 
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Sick Pay Amount (5003 SICK LEAVE Cont.) 

 
Eligible employees will receive sick leave as set forth below. 

There is no cap on the number of accrued paid sick days that an employee may take. 

The DISTRICT will provide eligible employees with five (5) days or 40 hours of paid sick time on 

a lump sum basis starting on their first day of employment with the DISTRICT. Employees will need 

to complete 90 days of employment before taking any leave. 

 

Unused paid sick time will not carry over year.  Employees will be provided with a new bank of 40 
hours of sick leave at the commencement of each calendar year.   

 
The DISTRICT does not pay employees for unused paid sick time. If an employee 
separates from employment and returns less than one year later, any accrued and unused 
sick leave will be reinstated. 

Qualifying Reasons for Paid Sick Leave 

Paid sick time can be used for the following reasons: 

• Diagnosis, care or treatment of an existing health condition for an employee or 
covered family member, as defined below. 

• Preventive care for an employee or an employee's covered family member. 

• For certain, specified purposes when the employee is a victim of domestic violence, 
sexual assault or stalking. 

 
For purposes of paid sick leave, a covered family member includes: 

• A child defined as a biological, foster or adopted child; a stepchild; or a legal ward, 

regardless of the age or dependency status of the child. A "child" also may be someone for 
whom you have accepted the duties and responsibilities of raising, even if he or she is not 
your legal child. 

• A "parent" is defined as a biological, foster or adoptive parent; a stepparent; or a legal 
guardian of an employee or the employee's spouse or registered domestic partner. A parent 
may also be someone who accepted the duties and responsibilities of raising employee 
when employee was a minor child, even if he or she is not your legal parent. 

• A spouse. 

• A registered domestic partner. 

• A grandparent. 

• A grandchild. 

• A sibling. 

• A designated person. For purposes of this policy, a “designated person” is any person 
identified by the employee at the time the employee requests paid sick leave. Employees 
can identify a “designated person” once every 12-month period, measured from the time the 
employee first makes a designation. 
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Use of Paid Sick Leave 
If the need for paid sick leave is foreseeable, employees shall provide advance oral or written 
notification to their supervisor. If the need for paid sick leave is not foreseeable, employees shall 

provide notice to their supervisor as soon as practicable. An employee is allowed to use one-half 

of their accrued paid sick leave to care for a covered family member. 

An employee's use of paid sick time may run concurrently with other leaves under local, state or 

federal law. 

 
The DISTRICT may require that the employee provide a doctor’s note confirming an employee’s 
ability to return to work for leaves which extend beyond 3 consecutive workdays. 

 

Incremental Use 
Paid sick leave can be used in 1-hour increments. 

 
Paid Sick Leave and Workers' Compensation Benefits 
Paid sick leave is a benefit that also covers absences for work-related illness or injury. Employees 
who have a work-related illness or injury are covered by workers' compensation insurance. However, 
workers' compensation benefits usually do not cover absences for medical treatment. When you 
report a work-related illness or injury, you will be sent for medical treatment, if treatment is necessary. 
You will be paid your regular wages for the time you spend seeking initial medical treatment. 

 
Any further medical treatment will be under the direction of the health care provider. Any absences 
from work for follow-up treatment, physical therapy or other prescribed appointments will not be paid 
as time worked. If employee has accrued any unused paid sick leave, the additional absences from 
work will be paid with the use of paid sick leave. 

 
If you do not have accrued paid sick leave, or if you have used all of your sick leave, you may choose 
to substitute vacation for further absences from work, related to your illness or injury. 

 
The DISTRICT reserves the right to modify this policy, due to any changes in applicable law. 

 

5004 BEREAVEMENT LEAVE 

Regular employees shall be granted up to five (5) days of absence per year due to death of a member 
of the employee’s or spouse’s family, such as a spouse, registered domestic partner, parent, 
grandparent, sibling, child. An employee with such a death in the family may take up to (5) days off. 
Three of those days will be with pay, and the remainder of the five days can be taken as unpaid leave 
unless the employee wishes to substitute sick leave or vacation. Leave may be taken on a continuous 
or intermittent basis and must be completed within three (3) months of the death. 

 

5005 JURY DUTY OR WITNESS LEAVE 

Employees summoned for jury duty or required court appearances as a result of a subpoena or 
court order are considered excused from work. Employees should give the Manager or Chief 
Executive Officer as much advance notice as possible, as well as provide them with a copy of 
the jury summons. Employees should also keep the Manager or Chief Executive Officer 
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informed of time requirements involved with these activities so any necessary scheduling 
changes may be made in advance. Non-exempt employees will not be paid for the time off work 
resulting from jury service and may use earned and unused vacation for this time off. 
Exempt employees will be paid in accordance with state and federal law. Any monies paid by 
the court for jury services may be retained by the employee. 

 

5006 UNPAID LEAVE OF ABSENCE (NON-MEDICAL) 

Regular employees may request an unpaid leave of absence for non-medical reasons for a 
specific period of time not to exceed 120 days. Leave must be requested in writing. This leave 
may be granted at the option of the Chief Executive Officer. 

 
Employees on unpaid leave may maintain their benefits by paying the full premiums for such 

benefits during the term of their leave. They will not earn sick or vacation leave credit while on 

unpaid leave. 

Employees needing a medical leave of absence should contact Manager, Human Resources or 

the Chief Executive Officer as soon as possible after such need arises. 

 

5007 WORKERS’ COMPENSATION 

DISTRICT, in accordance with state law, provides insurance coverage for employees in  case 

of work-related injury. To ensure that you receive any workers’ compensation benefits to 

which you may be entitled you will need to: 

 

1. Immediately report any work-related injury to the Manager, Human Resources or Chief 
Executive Officer. Seek medical treatment and follow-up care if required. 

 

2. Complete a written Employee’s Claim Form (DWC Form 1) and return it to the 
Chief Executive Officer 

 

3. Provide DISTRICT with a certification from your health care provider regarding the need 
for workers’ compensation disability leave and your ability to return to work from the 
leave. 

Under most circumstances, upon submission of a medical certification that an employee is able to 

return to work from a workers’ compensation leave, the employee will be reinstated to his/her 

same position held at the time the leave began or to an equivalent position, if available. An 

employee returning from a workers’ compensation leave has no greater right to reinstatement 

than if the employee had been continuously employed rather than on leave. For example, if the 

employee on workers’ compensation leave would have been laid off had he/she not gone on 

leave, or if the employee’s position has been eliminated or filled in order to avoid undermining 

DISTRICT’s ability to operate safely and efficiently during the leave, and there are no equivalent 

or comparable positions available, then the employee would not be entitled to reinstatement. 

 
If, after returning from a workers’ compensation disability leave, an employee is unable to 

perform the essential functions of his/her job because of a physical or mental disability, 

DISTRICT’s obligations to the employee may include reasonable accommodation, as governed 
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by state and federal law. 
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5008 – PREGNANCY DISABILITY LEAVE 

 
Any employee planning to take pregnancy disability leave due to a disability caused by pregnancy, 

childbirth, or related medical condition should advise the Manager, Human Resources or Chief 

Executive Officer as early as possible to discuss the following conditions: 

• Duration of pregnancy disability leave will be determined by the advice of the employee's 

physician, but employees disabled by pregnancy may take up to four months (or 17 1/3 

weeks). Part-time employees are entitled to leave on a pro rata basis. The four months of 

leave includes any period of time for actual disability caused by the employee's pregnancy, 

childbirth, or related medical condition. This includes leave for severe morning sickness and 

for prenatal care. 

• The DISTRICT will also reasonably accommodate medical needs related to pregnancy, 
childbirth, or related conditions or temporarily transfer you to a less strenuous or hazardous 
position (where one is available) or duties if medically needed because of your pregnancy. 

• Employees who need to take pregnancy disability must inform the Manager, Human 

Resources or Chief Executive Officer when a leave is expected to begin and how long it will 

likely last. If the need for a leave, reasonable accommodation, or transfer is foreseeable, 

employees must provide reasonable advance notice at least 30 days before the pregnancy 

disability leave or transfer is to begin. Employees must consult with the Manager or Chief 

Executive Officer regarding the scheduling of any planned medical treatment or supervision 

in order to minimize disruption to the operations of the DISTRICT. Any such scheduling is 

subject to the approval of the employee's health care provider; 

• If 30 days' advance notice is not possible, notice must be given as soon as practical; 

• Failure to give reasonable advance notice may result in delay of leave, reasonable 

accommodation, or transfer; Pregnancy leave usually begins when ordered by the 

employee's physician. The employee must provide the Manager, Human Resources or 

Chief Executive Officer with a written certification from a health care provider for need of 

PDL, reasonable accommodation or transfer. The certification must be returned within 15 

calendar days. Failure to do so may, in some circumstances, delay PDL leave, reasonable 

accommodation or transfer. The certification indicating the need for disability leave should 

contain: 
o A statement that the employee needs to take pregnancy disability leave 

because she is disabled by pregnancy, childbirth or related medical condition. 
 

o The date on which the employee became disabled due to pregnancy. 

o The probable duration of the period or periods of disability. 

o If the employee needs a reasonable accommodation or transfer, a 
medical certification is sufficient if it contains all of the following: a 
description of the requested reasonable accommodation or transfer; 
a statement that describes the medical advisability of the reasonable 
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accommodation or transfer because of pregnancy; and the date on 
which the need for reasonable accommodation or transfer 
became/will become medically advisable and the estimated duration 
of the reasonable accommodation or transfer. 

• Leave returns will be allowed only when the employee's physician sends a release. 
 

• During any unpaid leave, an employee will be required to use accrued sick time (if otherwise 
eligible to take the time) during pregnancy disability leave. An employee will be allowed to 
use accrued vacation (if otherwise eligible to take the time) during a pregnancy disability 
leave; if an employee is receiving SDI benefits, the employee has the choice whether to use 
accrued leave to supplement those benefits to equal her full pay; and 

 

• Leave does not need to be taken in one continuous period of time and may be taken 
intermittently, as needed and supported by medical certification. Leave may be taken in 
increments of one hour. If intermittent leave or leave on a reduced work schedule is medically 
advisable the employee may, in some instances, be required to transfer temporarily to an 
available alternative position that meets the employee's needs. The alternative position need 
not consist of equivalent duties but must have the equivalent rate of pay and benefits. The 
employee must be qualified for the position. The position must better accommodate the 
employee's leave requirements than her regular job. Transferring to an alternative position 
can include altering an existing job to better accommodate the employee's need for 
intermittent leave or a reduced work schedule. 

Upon submission of a medical certification that an employee is able to return to work from 
a pregnancy disability leave, an employee will be reinstated to her same position held at the 
time the leave began or, in certain instances, to a comparable position, if available. There 
are limited exceptions to this policy. An employee returning from a pregnancy disability leave   
has no greater right to reinstatement than if the employee had been continuously employed. 
Employees on pregnancy disability leave will be allowed to continue to participate in group 
health insurance coverage for up to a maximum of four months of disability leave (if such 
insurance was provided before the leave was taken) at the level and under the conditions 
that coverage would have been provided if the employee had continued in employment 
continuously for the duration of the leave. 

 
In some instances, an employer can recover from an employee premium(s) paid to maintain health 

coverage if the employee fails to return following pregnancy disability leave. PDL may impact other 

benefits. Please contact the Manager, Human Resources. or Chief Executive Officer for more 

information. 

 

 

5009 – LACTATION ACCOMMODATION POLICY 

The DISTRICT provides accommodations to lactating employees who need to express breast milk 
during work hours in accordance with applicable law. The DISTRICT will provide the employee 
with the use of a room or other location (not a bathroom) for employees to express breast milk in 
private that is in close proximity to the employee’s work area, shielded from view, and free from 
intrusion. Such space will meet the requirements of the California Labor Code including a surface 

68



34  

to place a breast pump and personal items, a place to sit, access to electricity, a sink with running 
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water, and a refrigerator for storing breast milk. 
 
 

Employees who are nursing have a right to request a lactation accommodation. Such requests 
may be made verbally or in writing and should indicate the need for an accommodation in order to 
express breast milk at work and should be directed to the employee’s supervisor. The DISTRICT 
will promptly respond to such requests and indicate the approval or denial of the break request. 
The DISTRICT reserves the right to deny an employee’s request for a lactation break if the 
additional break time will seriously disrupt business operations. 

 
The requested break time should, if possible, be taken concurrently with other scheduled break 
periods. Nonexempt employees much clock out for any lactation breaks that do not run 
concurrently with normally scheduled rest periods. Any such breaks will be unpaid. 

 
The DISTRICT prohibits any form of discrimination or retaliation against an employee for 
exercising or attempting to exercise any rights provided by this policy. Any such conduct or other 
violations of this policy should be reported to management. Employees have the right to file a 
complaint with the California Labor Commissioner for violation of a lactation accommodation right 
described in this policy. 
 
5010 REPRODUCTIVE LOSS LEAVE 
 
The DISTRICT provides Reproductive Loss Leave to eligible employees.   
 
Reproductive Loss Event   
 
A reproductive loss event is any of the following:  
 

• Miscarriage  

• Stillbirth  

• Failed adoption  

• Failed surrogacy  

• Unsuccessful assisted reproduction  
 
Eligibility 
 
To be eligible for Reproductive Loss Leave, an employee must have worked for the DISTRICT for 
at least 30 days prior to the start of the leave.  An employee can take leave following their own 
reproductive loss event or that of another person – such as a spouse or domestic partner – if the 
employee would have been the parent of the child born or adopted.  Employees are not required 
to submit documentation in support of their leave request. 
 
Timing and duration of leave 
 
An eligible employee may take up to five days’ leave for each reproductive loss event.  
Reproductive Loss Leave does not need to be taken on consecutive days but must be completed 
within three months of the date of the event. This means employees can choose to take all five 
days at once or break up the days over a longer period, as long as their leave is completed within 
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three months. 
 
Reproductive Loss Leave is separate from, and in addition to, other types of leave to which 
employees are entitled (such as leave under the California Family Rights Act (CFRA) or 
California’s Pregnancy Disability Leave law (PDL)).  If an eligible employee is taking leave under 
any other state or federal leave entitlement, prior to or immediately following the reproductive loss, 
then the employee shall complete their Reproductive Loss Leave within three months after the end 
of their other leave.  
 
If an employee experiences more than one reproductive loss event within a 12-month period, 
reproductive loss leave time is limited to a total of 20 days within a 12-month period.  
Pay during Reproductive Loss Leave 
 
Employees can use any available vacation time, sick days, or personal days to cover their 
Reproductive Loss Leave. Otherwise, reproductive loss leave is unpaid.  
 
Confidentiality and No Retaliation 
 
The DISTRICT will maintain the confidentiality of any employee requesting Reproductive Loss 
Leave.  The DISTRICT will not retaliate against an individual for exercising any rights regarding 
Reproductive Loss Leave.   

5010 California CFRA Leave 

The California Family Rights Act (CFRA) provides eligible employees the opportunity to take 
unpaid, job-protected leave for certain specified reasons. The maximum amount of leave is twelve 
(12) weeks within a 12-month period.  
 
Eligible Employees 

 
All employees who have worked at least twelve (12) months in the preceding seven (7) years and 
have worked at least 1,250 hours within the twelve (12) months preceding the date the leave 
commences are eligible for CFRA leave. 

Qualifying Reasons for CFRA Leave 
CFRA leave may be used for the following reasons: 

• To care for or bond with a newborn child. 

• To care for or bond with a child placed with the employee and/or the employee’s registered 
domestic partner for adoption or foster care. 

• To care for an immediate family member (spouse, parent, registered domestic partner, child 
or registered domestic partner’s child, sibling, grandparent, grandchild, or designated 
person) with a serious health condition. For purposes of this policy, “designated person” 
means any individual related by blood or whose association with the employee is the 
equivalent of a family relationship. An employee may identify the designated person at the 
time the employee requests leave. The District limits an employee to one designated person 
per 12-month period for family care and medical leave. 

• For the employee’s serious health condition that makes the employee unable to perform his 
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or her job (except pregnancy, which is covered under PDL and does not run concurrently 
with CFRA). 

72



38  

• For a qualifying military exigency (emergency) related to the covered active duty or call to 
covered active duty of a spouse, domestic partner, child, or parent in the United States 
armed forces. 

Duration of Leave 

Eligible employees may take CFRA leave in a single block of time, intermittently, or by reducing 
the normal work schedule when medically necessary for the serious health condition of the 
employee or immediate family member. 

Employees may choose to use accrued paid sick leave or vacation time with some or all of the 
CFRA leave. 

Procedure 
 

When seeking leave under this policy, employees must provide the following to Human Resources: 
 

1. Thirty (30) days’ notice of the need to take CFRA leave (if foreseeable) or notice as soon as 
practicable in the case of unforeseeable leave. 

2. Medical certification supporting the need for leave within fifteen (15) calendar days of the 
DISTRICT’s request for the certification. Failure to do so may result in delay of the commencement 
of leave or denial of a leave request. 

3. Periodic reports as deemed appropriate during the leave regarding the employee’s status and 
intent to return to work. 

4. A return-to-work release before returning to work if the leave was due to the employee’s serious 
health condition. 

The DISTRICT will maintain health insurance coverage for employees and/or their families when 
CFRA leave is taken on the same terms as if employees had continued to work. In some instances, 
the DISTRICT may recover premiums paid to maintain health coverage or other benefits for 
employees and/or their families. 

Compensation. 

While receiving wage replacement benefits. For any period of time that an employee is eligible for 
and receiving any type of wage replacement benefits (i.e., disability benefits, SDI, PFL, and/or 
workers’ compensation benefits), the employee is not required to use accrued sick leave or 
vacation in connection with his or her Family and Medical Leave. The employee may, however, 
choose to supplement these forms of wage-replacement payments with accrued paid leave on a 
pro rata basis, so long as the employee’s pay does not exceed their normal wage. Should an 
employee desire to supplement SDI benefits with accrued sick and/or vacation leave, the 
DISTRICT will integrate benefits with paid leave. 

While on otherwise unpaid leave. If an employee is on Family and Medical Leave for his or her 
own serious health condition and is not receiving any wage replacement benefits from another 
source, the employee must use any available sick leave and vacation during the leave. (See 
Pregnancy Disability Leave policy for rule applicable to employees disabled by pregnancy). If an 
employee is on Family and Medical Leave to care for a family member or bond with a new baby 
(and is not receiving paid parental leave), the employee must use all available vacation during the 
leave and, at the employee’s choice, may use available sick leave. Once all sick leave and vacation 
is exhausted (or if the employee has the choice and elects not to use it), Family and Medical Leave 
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will continue on an unpaid basis for the remainder (if any) of the available 12 weeks. Any family 
and medical leave, whether paid, unpaid, or a combination thereof, will be counted toward the 12-
week leave entitlement. During any period of unpaid leave, employees will not continue to accrue 
sick leave, vacation, or any other forms of paid time off and will not be paid for holidays that occur 
during the leave. 

Benefits. 

An employee taking Family and Medical Leave will be allowed to continue participating in any 
health and welfare benefit plans in which he/she was enrolled before the first day of the leave (for 
up to a maximum of 12 workweeks) at the level and under the conditions of coverage as if the 
employee had continued in employment for the duration of such leave. The DISTRICT will continue 
to make the same premium contribution as if the employee had continued working, and the 
employee is expected to continue to pay his or her share of the monthly premiums (either by way 
of payroll deduction during any period of paid leave or by way of separate payment to the 
DISTRICT). The continued participation in health benefits begins on the date leave first begins. 
Employees are eligible for a maximum of 12-weeks benefits continuation during any 12-month 
period, unless otherwise required by law. If leave lasts longer than 12 weeks and if the law does 
not otherwise require benefits to be continued, then the employee will be placed on COBRA and 
can opt for continued coverage at his or her own expense. An employee who does not return from 
leave may be required, under certain circumstances provided by the law, to reimburse the 
DISTRICT for any employee contributions paid by the DISTRICT while the employee was on 
unpaid leave. 

Military Qualified Exigency Leave. 

Eligible employees with a spouse, domestic partner, child, or parent on active duty or called to 
active duty in the armed forces of the United States may take up to the normal 12 weeks of leave 
because of any "qualifying exigency." For purposes of this policy, "qualifying exigency" includes: 
(1) short-notice deployment; (2) military events and related activities; (3) childcare and school 
activities; (4) finance and legal arrangements; (5) counseling; (6) rest and recuperation; (7) post-
deployment activities; and (8) additional activities agreed to by the employer and the employee. 

Procedures. 

Please contact the CEO as soon as you become aware of the need for any type of qualified 
exigency Leave. Except in the case of exigency leave for short-notice deployment, the DISTRICT 
requires certification of the need for leave. 

Reinstatement. 

Upon return from a Family and Medical Leave, an employee will be reinstated to his/her original 
position or to an equivalent position with equivalent pay, benefits, and other employment terms 
and conditions. However, an employee has no greater right to reinstatement than if the employee 
had been continuously employed rather than on leave. For example, if an employee on Family and 
Medical Leave would have been laid off had he/she not gone on leave, or if the employee's position 
has been eliminated during the leave, then the employee would not be entitled to reinstatement. 
An employee's use of Family and Medical Leave will not result in the loss of any employment 
benefit that the employee earned or was entitled to before the leave. 

As stated above, when an employee takes leave on account of the employee's own serious health 
condition, the DISTRICT requires certification, prior to reinstatement, by the employee's health 
care provider that the employee is fit to return to the employee’s job. 
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If an employee fails to report to work promptly at the end of the Family and Medical Leave and 
fails to obtain approval for an additional personal leave of absence, the DISTRICT will treat the 
failure to return as a voluntary resignation. 

 

5011 Reporting Time - Pay Policy 
 

Nonexempt employees who report to work at the DISTRICT’s request, but are furnished less 
than half of their usual or scheduled day’s work, will be paid for half the usual or scheduled day’s 
work, but not less than two hours’ pay or more than four hours’ pay at their regular rate, without 
regard to the number of hours they actually worked, unless the reasons for the lack of work are 
beyond the DISTRICT’s control. Reporting time pay will not be paid to an employee on paid 
standby status who is called to perform assigned work at a time other than the employee’s 
scheduled reporting time. Reporting time hours are not counted as “hours worked” for overtime 
purposes beyond the time in which work actually is performed. For example, if an employee who 
is scheduled to work an eight-hour shift is sent home after three hours, the employee will receive 
four hours’ pay for that day, but the fourth hour of reporting time pay will not be treated as time 
worked for overtime purposes. 

 

5012 Crime victims leave 

The DISTRICT provides unpaid time off for a victim of a serious or violent felony to attend judicial 
proceedings related to the crime. 

 

5013 Guard, Reserves, or Naval Militia 

 
Employees who are in the Guard, Reserves, or Naval Militia are entitled to up to 17 days of unpaid 
leave per year for military training, drills, encampment, naval cruises, special exercises, or similar 
activities. 

 

5014 Organ Donation 

 
The DISTRICT provides a leave of absence not exceeding 30 days in any one-year period to an 
employee who is an organ donor for the purpose of donating the employee’s organ to another 
person. The DISTRICT also provides a leave of absence not exceeding five days in any one-year 
period to an employee who is a bone marrow donor for the purpose of donating an employee’s 
bone marrow to another person. 

Leave provided under this policy may be taken in one or more periods. 

 
To receive a leave of absence under this policy, the employee must provide written verification to 
The DISTRICT that an organ or bone marrow donation is a medical necessity. 

 
The period of time during which an employee is required to be absent by reason of being an organ 
or bone marrow donor is not considered a break in an employee’s continuous service for the 
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purpose of salary adjustments, sick leave, vacation, annual leave, or seniority where applicable. 
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During any period that an employee takes leave under this policy, The DISTRICT will maintain and 

pay for coverage under a group health plan for the full duration of the leave, provided that the 

employee, immediately prior to taking such leave, is entitled to participate in such group health 

plan. 

 
For employees entitled to sick or vacation leave, The DISTRICT requires an employee to first take 

up to five days of earned but unused sick or vacation leave for bone marrow donation and up to 

two weeks of earned but unused sick or vacation leave for organ donation before taking leave 

under this policy. 

 
Bone marrow and organ donation leave is not to be taken concurrently with any leave taken under 

the Federal Family and Medical Leave Act or the California Family Rights Act. 

 
If additional leave due to organ donation is needed at the end of the thirty (30) days, another thirty 
(30) days of unpaid leave will be provided. Upon expiration of a leave under this policy, The 

DISTRICT will restore an employee to the position held when the leave began or to a position with 

equivalent seniority status, employee benefits, pay, and other terms and conditions of 

employment. The DISTRICT does reserve the right not to restore an employee to such a position 

for conditions unrelated to the employee’s taking leave under this policy. 

5015 Time off to Vote 

The DISTRICT provides workers with up to two hours off, without a loss of pay, to vote if they do 

not have enough time to do so during their non-work hours. Workers must notify their employers 

two working days before the election if they need to take time off to vote. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

5016 Employee Dress Code  

 
MARK TWAIN HEALTH CARE DISTRICT 
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Dress, grooming and personal cleanliness standards contribute to the morale of all employees and 

affect the business image we present to patients and visitors. During business hours, employees are 

expected to present a professional, business-like appearance and to dress according to the 

requirements of their positions. Employees who appear for work inappropriately dressed will be sent 

home and directed to return to work in proper attire. Under such circumstances, employees will not be 

compensated for their time away from work. Supervisors are responsible for ensuring appearance is 

appropriate. Supervisors will consider the extent of contact with the public, physical requirements of 

each job and hours of work when interpreting this policy. The guidelines established for appearance 

and dress cannot be all inclusive. Consequently, when a decision regarding the appropriateness of 

work attire is needed, management will decide. 

General guidelines for all staff: 

• ID badges will be issued by the District and should always be visible and positioned at

shoulder height, so patients can differentiate between staff and the public. ID badges should

be kept clean, and nothing may cover the name or photo on the ID badge. ID badges can be

worn with a collar clip, breakaway lanyards by exception.

• Clothes should be clean, free from stains, tears and/or excessive wrinkles.

• Hair (including sideburns, mustaches, and beards) should be clean, combed and neatly

trimmed. Long hair should be tied back or restrained when providing direct patient care.

• Make-up, fragrances, and accessories will be worn in moderation.

• Fingernails should be clean and groomed, nail polish without chips, no acrylic nails.

• Fit and length of clothing should look professional and be appropriate for the physical

requirements of the employee’s position.

• Appropriate undergarments will always be worn.

• Shoes will be appropriate for the job, low heeled, closed toe (in patient care areas), in

good condition and clean/polished.

• Exceptions will be made for Holiday shirts to be worn, per Management discretion, or

scheduled “Theme” days

• (i.e.: Cowboy dress for Rodeo Week) which will be decided by Management.
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• Visible body piercings: Jewelry shall not compromise direct patient care activities, infection

control, or the covered personnel’s job duties or safety. Spikes, intradermal piercings, chains and

tongue bars/balls must be removed. If removed, clear or skin-colored spacers may be worn. No lip,

mouth, chin or cheek piercings. Septum piercings are not allowed. One facial piercing is allowable: a

small nose stud (no rings), or a small eyebrow stud or ring. Body piercings must be small, maintain a

professional appearance and be kept clean and disinfected on a regular basis. Earrings may be

worn, no more than 2 per ear. Earrings may not be large, as to cause a safety or infection control

issue when providing direct patient care: i.e.: long dandling earrings that could be pulled out. Jewelry

that is construed to be offensive, racist, political in nature, represent gangs, death, violence or sex,

including nudity are not allowed. Ear gauges may be no larger than 22mm (5/8”). A solid black or skin

colored plug may be worn. Ear gauges also must be kept clean and disinfected on a regular basis.

Tattoos and body art: Tattoos on the arms, hands, exposed (lower) legs and ankles are generally 

acceptable with the following exceptions: All tattoos that are construed as offensive, racist, political in 

nature, represent gangs, death, violence or sex, including nudity are to be covered with makeup, 

bandage or material tattoo covers. No facial or neck tattoos are to be visible. Any questions 

regarding the interpretation of this requirement shall be decided by management. 

Perfume, Aftershave and Deodorant: 

Due to the close contact with patients and customers, perfumes and aftershave are not permitted in 

patient care areas. Bathing, the use of deodorants and other acceptable personal hygiene habits 

should always be observed. 

The expectation is that all Managers and Supervisors will support this policy, leading by example, and 

will be expected to enforce the standards on a daily basis. 

Inappropriate Attire: 

• Shorts, sweats, hoodies, bike style pants, wind suits, Sundresses (spaghetti strap,

laced) and miniskirts, cropped or midriff tops, spaghetti strap tank tops, shirts and

sweatshirts with logos other than VSHWC or District logo, excessively baggy clothing,

or sleeveless shirts with oversized arm holes.

• Beach thong style sandals, athletic sandals, open toe shoes of any kind while providing direct

patient care in a patient care area.

• Unnatural hair colors (i.e., pink, purple, green, etc.).

Medical Providers and Managers: 

• Providers and Managers may wear business or business casual dress.

• Shoes should be comfortable, closed toe in patient care areas and low heeled.

• A solid color lab coat is optional, but not required.

• Providers may wear solid, coordinating scrubs, pants, and shirts. Black scrub pants may be

worn with a solid, coordinating scrub top of another color.
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Cultural Hair Compliance Exemption: 

Members who seek culturally protected hairstyles or other exemption to this policy that are protected 

by law should generally be accommodated (Government Code §12926) 
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Patient Care Nurses, Dental Staff (RDA, Hygienists), Medical Assistants, Lab, Phlebotomist 

and Radiology Staff: 

• Staff may wear solid, coordinating scrubs, pants, and shirts. Black scrub pants may be

worn with a solid, coordinating scrub top of another color.

• A similar solid color sweater, sweatshirt (no hoodies) or jacket (without logos), or VSHWC or

District logo sweatshirt may be worn for warmth.

• Shoes should be comfortable, closed toe and low heeled.

Health Information Services/Medical Billing: 

• HIM/Billing staff may wear business or business casual attire.

• HIM/Billing staff may wear solid, coordinating scrubs, pants, and shirts.

• A similar solid color sweater, sweatshirt (no hoodies) or jacket (without logos), or VSHWC or

District logo sweatshirt may be worn for warmth.

• Shoes should be comfortable, closed toe (if working in patient care areas) and low heeled.

Personnel Manual: BOD Adopted Jan. 24, 2024 

Mark Twain Health Care District Mission Statement 
“Through community collaboration, we serve as the stewards of a community health system that ensures our residents have 

the dignity of access to care that provides high quality, professional and compassionate health care”. 

This Institution is an Equal Opportunity Provider and Employer 
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Personnel Manual 

Confirmation Of Receipt Of Personnel Manual Including At-Will 
Language 

And Harassment, Discrimination And Retaliation Prevention Policy 

I have received my copy of the DISTRICT’S personnel manual. I understand and agree that it is 

my responsibility to read and familiarize myself with the policies and procedures contained in the 

handbook. 

I understand that except for employment at-will status, the DISTRICT can change any and all 

policies or practices at any time. The DISTRICT reserves the right to change my hours, wages, 

and working conditions at any time. I understand and agree that other than the Board of 

Directors of the DISTRICT has authority to enter into any agreement, express or implied, for 

employment for any specific period of time, or to make any agreement for employment other 

than at-will; only the Board has the authority to make any such agreement and then only in 

writing. 

I understand and agree that nothing in this personnel manual creates or is intended to create a 

promise or representation of continued employment and that employment at the DISTRICT is 

employment at-will; employment may be terminated at the will of either the DISTRICT or myself. 

My signature certifies that I understand that the foregoing agreement on at-will status is the sole 

and entire agreement between the DISTRICT and myself concerning the duration of my 

employment and the circumstances under which my employment may be terminated. It 

supersedes all prior agreements, understandings, and representations concerning my 

employment with the DISTRICT. 

I have received my copy of the DISTRICT’S Harassment, Discrimination and Retaliation Prevention 

policy included in this handbook. I understand and agree that it is my responsibility to read and 

familiarize myself with this policy. 

I understand that the DISTRICT is committed to providing a work environment that is free from 
harassment, discrimination, and retaliation. My signature certifies that I understand that I must 

conform to and abide by the rules and requirements described in this policy. 

Date: 

Print Employee’s Name Employee Signature 

Mark Twain Health Care District Board Approved o July 26, 2023 
Updated by BOD & Added Employee Dress Code Policy on Nov. 15, 2023 
Updated Sections 2006, 2008 & 5003 by BOD on Jan. 24, 2024 
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Mark Twain Health Care District Policy No. 3 

Term of Office: 

Each member of the Board of Directors, as elected, shall serve for a term of four (4) years, or until his 

or her successor is elected and has qualified. Each term shall expire when the successor takes office 

pursuant to Section 10554 of the California Elections Code. 

In the event of a vacancy upon the Board of Directors please refer to Policy No. 13: Appointments to 
the District Board. 

MTHCD Board Policy No. 3 – Term of Office 
Board Approved ????? on Resolution 2026 - ??? 

83



MTHCD Board Policy No. 4 – Officers of the District 
       Board Approved Nov. 15, 2023 on   Resolution 2023-09 

Mark Twain Health Care District Policy No. 4 

Officers of the District: 

4.1 OFFICERS. The officers of the Board of Directors shall be a President, Secretary, and a Treasurer. All 
officers who shall be chosen from among and shall hold office at the pleasure of the Board of Directors. The 
Board of Directors may create such other offices as the business of the District may require, and the holder of 
each such office shall hold office for such period, have such authority, and perform such duties as are provided 
by the Local Health Care District Law, these Policies, or as the Board of Directors may, from time to time, 
determine. Such additional offices may include General Counsel and a Chief Executive Officer and shall be 
filled either by members or non-members of the Board of Directors. 

4.2 ELECTION OF OFFICERS. The officers of the Board of Directors shall be elected every two (2) years 
in January, and each officer shall hold office for two (2) years, or until his or her successor shall be elected and 
qualified, or until he or she is otherwise disqualified. In the event all officers are disqualified or removed from 
office, the District Board shall elect the Chief Executive Officer as President pro tempore who shall conduct 
the first Board of Directors meeting until new officers are elected. 

4.3 PRESIDENT. If at any time the President shall be unable to act, the Secretary shall take his or her place 
and perform the duties of the President. If the Secretary shall also be unable to act, the Treasurer shall take his 
or her place and perform the duties of the President. If the Treasurer shall also be unable to act, the District 
Board may appoint some other member of the Board of Directors to do so, and such person shall be vested 
temporarily with all the functions and duties of the office of President. 

The President: 

A. Shall preside over all meetings of the Board of Directors.

B. Shall sign, as President, and with the attestation of the Secretary shall execute in the name of the
District, all contracts and conveyances, and all other instruments in writing which have been authorized by the 
Board of Directors, except as otherwise determined by the Board of Directors. 

4.4 SECRETARY. The Secretary shall keep, or cause to be kept, accurate and complete minutes of all 
meetings of the Board of Directors, to be kept at the principal office of the District, showing the time and place, 
whether regular or special, call meetings on order of the President or any three (3) Directors, attend to all 
correspondence of the Board, attest the signature of the President on contracts and conveyances and all other 
instruments as outlined in Policy No. 11, and to perform such other duties as ordinarily pertain to the office. 

If at any time the President shall be unable to act, the Secretary shall take his or her place and perform the duties 
of such office. 

4.5 TREASURER. The Treasurer shall be responsible for ascertaining that all receipts are deposited and 
disbursements made in accordance with these Policies, the directions of the District Board, and good business 
practice. If, at any time, both the President and Secretary shall be unable to act, the Treasurer shall take the 
place of the President and perform the duties of such office. 
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                                                                     Board Approved Nov. 15, 2023  on  Resolution 2023-09   

 
 

 

The District Board may appoint an Assistant Treasurer, who may or may not be a member of the Board of 
Directors, to maintain the financial records of the District, and render a report to the Board of Directors on the 
financial affairs of the District at least quarterly. 

 
4.6 Board of Directors Representation 

A. Pursuant to the 2018 lease between MTMC and the District, leasing the hospital and clinics 

to MTMC for the next 10 years, the District is required to nominate a District Board member to the 

MTMC fiduciary Board of Directors to serve as one of the five Directors. 

B. The District Board member nominated by the District, whose appointment is contingent on 

Dignity Health approval, whose appointment shall not be unreasonably withheld, will serve for 3 

years, to a maximum of 3 consecutive full 3-year terms on the board. 

C. Subject to the consecutive term restriction above, the President of the District Board shall 

be elected to the MTMC Board of Directors by the District Board. If the President chooses not to 

serve as a Director, then the nominee shall be chosen from among the other members of the 

District Board by a District board vote by a simple majority. If the Directors ceases to be President of 

the District Board, but remains on the District Board, during a term as a member of the Mark Twain 

Medical Center Board of Directors that person shall continue to serve the remainder of their term as 

a MTMC Director. If the MTMC Directors ceases to be a member of the Mark Twain Health Care 

District Board then they are no longer deemed qualified to serve on the MTMC Board. In that case 

another member of the District Board must be nominated under the above guidelines and 

restrictions. 

D. The District member appointed to the MTMC Board of Directors has no requirement to 

report MTMC Board business to the District, unless requested by the MTMC Board. However, the 

District member appointed to the Board of Directors will be responsible for ensuring that the MTMC 

Board of Directors abides by the master lease, and any breaches or potential breaches of the 

master lease will be reported to the District Board. 

E. District members appointed to the MTMC Board of Directors serve at the pleasure of 

the District Board and may be removed at any time with or without cause by a majority vote of 

the District Board. 

4.7 Community Board Representation 

A. The 2018 lease between MTMC and the District, leasing the hospital and clinics to MTMC 

for the next 10 years establishes a Community Board. The nine-member Community Board will be 

responsible for approval of the MTMC Medical Staff Bylaws, Medical Staff privileging and 

credentialing, and quality oversight. The Fiduciary Board of Directors shall also seek the advice of 

the Community Board regarding: i) the MTMC mission, vision, and strategic direction, ii) priorities 

for MTMC’s community benefits, iii) proposals for material changes in clinical services, and 

iv) strategic plans. 

B. One of the Community Board members will be a District Board member, not already 

on the Fiduciary Board of Directors. That member will serve 2 years and can serve for a maximum of 

3 consecutive full 2-year terms on the Community Board. The District Board member will be 

nominated by the District Board by a simple majority and must be approved by the MTMC Fiduciary 

Board of Directors, which shall not be unreasonably withheld. District members appointed to the 
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Community Board serve at the pleasure of the District Board and may be removed at any time with or 

without cause by a majority vote of the District Board. 

C. At Large Calaveras County Residents: Five at-large Calaveras County residents shall serve 

on the Community Board. They will serve 2-year terms and can serve for a maximum of 3 

consecutive 2-year terms. At the initial start of the new lease 1 community board member will serve 

for 1 year and two will be appointed for 2 years. Residents will be nominated by a nominating 

committee comprising the MTMC CEO, MTMC Chief of Staff, District Board member who sits on the 

Community Board, and MTMC Board member who is not also a District Board member and sits on 

the Community Board. Nominees require approval by the MTMC Board of Directors, which shall not 

be unreasonably withheld. 
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Mark Twain Health Care District                           Policy No. 9 

Exit Interview Policy 

1. Purpose 

The purpose of this policy is to outline the process for conducting exit interviews 

with voluntarily departing staff to identify reasons for turnover, gather feedback on 

the working environment, improve employee retention, and support patient care 

quality and safety across all departments of Mark Twain Health Care District. 

2. Scope 

This policy applies to all employees of Mark Twain Health Care District, including 

clinical and non-clinical staff, regardless of employment status (full-time, part-time, 

temporary, or contract). 

3. Policy Statement 

Exit interviews will be conducted by the Human Resources Department for all 

employees leaving the organization. Participation is voluntary and confidential. HR 

will ensure all feedback is used constructively to improve operations, staff 

engagement, and overall quality of service. 

4. Responsibilities 

Human Resources: Schedule, conduct, and document exit interviews. Maintain 
confidentiality and compile trend reports. 
 

Supervisors/Managers: Encourage participation and coordinate off-boarding logistics. 

 

Departing Employee: Provide honest feedback regarding work experience, 

leadership, and patient care conditions. 

5. Procedure 

A. HR is notified of an employee's resignation. 

B. HR contacts the employee to schedule an exit interview (in-person, virtual, or 
electronic form). 

C. The employee completes the Exit Interview Questionnaire. 

D. HR records the feedback and identifies patterns or concerns. 

E. HR provides summary reports quarterly to the CEO and leadership team. 

F. Issues related to patient safety or compliance are referred to the appropriate 
department immediately. 
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MTHCD Board Policy No.  9 Board Approved   Date     2026  on resolution 2026 - 00000 

6. Confidentiality 

All responses will be kept confidential and only aggregated information will be shared. 

Individual responses will not be disclosed without the employee's consent unless there is a 

regulatory or legal requirement. 

7. Review 

This policy will be reviewed every two (2) years or as required by organizational or regulatory 

changes. 
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Policy 13 – Appointments to the District Board                             Board Approved Jan. 24, 2024 on Resolution 2024-01 

Mark Twain Health Care District Policy No. 13 

Appointments to the District Board: 

 
Any vacancy upon the Board of Directors may be filled by appointment by the remaining members 
of the Board of Directors or by special election, for such term and under such conditions as may 
be specified by -         law. (Reference Elections Code Sect. 10554) 
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Policy 14 – Conduct Related to Elections                                       Board Approved Jan. 24, 2024 on Resolution 2024-1 

Mark Twain Health Care District Policy No. 14 

Conduct Related To Elections: 

 
Public elections shall be held to fill all seats on the Board of Directors, except seats becoming vacant prior to 
the expiration of a Director's elected term, or as otherwise provided by law. Elections shall be conducted as 
provided in the Local Health Care District Law and the California Elections Code. 

 
Elections shall be held in even-numbered years and consolidated with general elections, when feasible. The 
person receiving the highest number of votes for each office to be filled shall be elected. The election of the 
Directors shall be staggered in alternatively even-numbered years so that three (3) Directors will be elected in a 
given even-numbered year and the remaining Directors will be elected in the following even-numbered year. 
(Reference Election Code Sect. 10554) 

 
 
 
 
Note: For Further Information Refer to: 
The County Clerk-Recorder 
Calaveras County Elections Office 
891 Mountain Ranch Rd 
San Andreas, CA 95249 
(209) 754-6376 
Fax (209) 754-6733 
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Mark Twain Health Care District Policy No. 19 

Public Record Requests: 

 
 
Requests for public records will be responded to in accordance with the California Public Records Act 
(Government Code Section 6250, et seq.). The Chief Executive Officer is responsible for handling 
public records requests and may consult with legal counsel, as needed. 

 
 

PUBLIC RECORDS REQUESTS: 

When requested, as a courtesy the District may respond to records requests The District may charge 

a reasonable fee for copying records provided to the requesting party.  There is no charge for pdf 

files. The charge shall be at fair market value per page for normal size pages and shall be adjusted 

for odd-sized pages or copies that require special handling. The Chief Executive Officer or designee 

may waive the charge for incidental copies not exceeding 10 pages, that require minimal handling. 

Labor costs may be associated with digital or electronic copies. There shall be no charge for copies 

of documents provided as part of a public meeting. 

If the request is expected to involve a significant amount of copies and effort, District staff may make 

an estimate of the cost, District staff may ask the requesting party to confirm that the proposed 

charge and delivery time are acceptable and to signify acceptance in a reasonable manner (written 

approval, email, etc.). District staff may require a deposit of the estimated cost before making copies. 

Once the requesting party has agreed to the estimated cost and delivery date, District staff will have 

the copies made and will deliver the copies when full payment is received. 

If a person requests to inspect certain documents District staff will provide such an opportunity within 

a reasonable period after the request. The document inspection may, at District staff’s discretion, be 

conducted under the supervision of a District employee. No documents may be tampered with in any 

way. Document(s) shall not be removed or copied without District staff permission. 
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