
WEST VALLEY WATER DISTRICT 
855 W. Base Line Road, Rialto, CA 92376 
PH: (909) 875-1804   FAX: (909) 875-1849 

POLICY REVIEW AND OVERSIGHT COMMITTEE MEETING 
AGENDA 

TUESDAY, APRIL 25, 2023 - 6:00 PM 

NOTICE IS HEREBY GIVEN that West Valley Water District has called a meeting of the Policy 
Review and Oversight Committee to meet in the Administrative Conference Room, 855 W. Base 
Line Road, Rialto, CA 92376. 

BOARD OF DIRECTORS 

President Gregory Young, Chair 
Director Kelvin Moore 

Members of the public may attend the meeting in person at 855 W. Base Line Road, Rialto, 
CA 92376, or you may join the meeting using Zoom by clicking this link: 
https://us02web.zoom.us/j/8402937790. Public comment may be submitted via Zoom, by 
telephone by calling the following number and access code: Dial: (888) 475-4499, Access 
Code: 840-293-7790, or via email to administration@wvwd.org. 

If you require additional assistance, please contact administration@wvwd.org. 

https://us02web.zoom.us/j/8402937790
mailto:administration@wvwd.org
mailto:administration@wvwd.org


I. CALL TO ORDER

II. PUBLIC PARTICIPATION

The public may address the Board on matters within its jurisdiction.  Speakers are requested to keep their comments to 
no more than three (3) minutes.  However, the Board of Directors is prohibited by State Law to take action on items 
not included on the printed agenda. 

III. DISCUSSION ITEMS

1. Updates to the Policy Review and Oversight Committee

2. Personnel Policies and Procedures

IV. ADJOURN

DECLARATION OF POSTING: 

I declare under penalty of perjury, that I am employed by the West Valley Water District and 
posted the foregoing Policy Review and Oversight Committee Agenda at the District 
Offices on April 19, 2023. 

Elvia Dominguez, Board Secretary 



BOARD OF DIRECTORS 
POLICY REVIEW AND OVERSIGHT COMMITTEE 

STAFF REPORT 

DATE: 

TO: 

BACKGROUND: 

The Board of Directors approved and adopted the revised Personnel Policies and Procedures 
manual on July 1, 2021.  The manual contains all the policies and procedures that apply to all 
employees.  Unless the District has agreed to a separate collective bargaining agreement, all 
employees of the District are bound by the policies and procedures.  

DISCUSSION: 

As a result of changes to legislation, current negotiations, and discrepancies that were found, staff 
are currently reviewing and updating the Personnel Policies and Procedures Manual.  A draft of the 
amended manual will be presented to the Policy Committee in early August.   

FISCAL IMPACT:  

No fiscal impact  

STAFF RECOMMENDATION:  

This agenda item is for information only, no action is required. 

Respectfully Submitted, 

FROM: 

SUBJECT: 

April 25, 2023 

Policy Review and Oversight Committee 

Van Jew, Acting General Manager 

PERSONNEL POLICIES AND PROCEDURES 
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Van Jew, Acting General Manager 

 
 
VJ:hms 
 
ATTACHMENT(S): 

1. HR Policies and Practices - Adopted 7.1.2021 
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This document contains the Personnel Policies and Procedures for the 
West Valley Water District. 

These policies and procedures are the rules and processes that govern 
all employment and/or personnel related matters for the District.    

Unless the District has agreed to in a separate collective bargaining 
agreement, all employees of the District are bound by the policies and 
procedures contained in this document  

________________ 

VOTED ON APPROVED BY THE BOARD OF DIRECTORS FOR THE WEST 
VALLEY WATER DISTRICT ON JULY 1, 2021  
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WEST VALLEY WATER DISTRICT  
PERSONNEL POLICIES & PROCEDURES 

Revised on July 1, 2021 
Table of Contents 

 
100 PERSONNEL POLICIES AND PROCEDURES  
101 SEVERABILITY  
102 DELEGATION OF AUTHORITY  
103 EFFECT AND APPLICABILITY OF POLICIES  
104 APPLICABILITY OF POLICIES  
105 EMPLOYEE ACCEPTANCE OF POLICIES AND REVISIONS  
106 MANAGEMENT RIGHTS 
107 CATEGORIES OF EMPLOYEES AND NON-EMPLOYEES 
108  EFFECTIVE DATE  
 
200 EQUAL EMPLOYMENT OPPORTUNITY POLICY  
201 POLICY AGAINST DISCRIMINATION, HARASSMENT AND RETALIATION; 

COMPLAINT PROCEDURE  
 
300 HIRING, APPLICATIONS, SELECTION, PROBATION, NEPOTISM, ETC    
301 JOB ANNOUNCEMENTS   
302 APPLICATIONS  
303 SELECTION PROCESS  
304 PROBATION  
305 ANTI-NEPOTISM POLICY  
306 EMPLOYMENT CLASSIFICATION  
307 IDENTIFICATION CARDS  
308 PERFORMANCE EVALUATIONS  
309 CROSS TRAINING  
310 OPEN DOOR POLICY  
311 EXIT INTERVIEWS  
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400 CLASSIFICATION AND SALARY SCHEDULE 
401  SCHEDULE REVIEW BY THE BOARD 
402  PAYROLL PERIODS  
403 SEPARATION PAY 
404  ADVANCEMENTS   
405  COST-OF-LIVING TYPE SALARY ADJUSTMENTS  
 
500  ATTENDANCE 
501 ADVANCE REQUEST FOR PERMISSION TO DEVIATE FROM REGULAR WORK 

HOURS   
502    NOTIFICATION OF UNFORESEEN LATE ARRIVAL OR ABSENCE   
503    UNAUTHORIZED ABSENCE IS PROHIBITED   
504    EXCESSIVE TARDINESS/ABSENTEEISM AND ABUSE OF LEAVE   
505    ACCURATE TIME REPORTING  
506    NO VOLUNTEERING OF WORK TIME  

  
600 EMPLOYEE APPEARANCE AND DRESS 
601     DRESS CODE  
602    FOOTWEAR 
603    TATTOOS 
604  PIERCING 
 
700  WORK SCHEDULES, WORK WEEK, REST BREAKS, ON CALL, OVERTIME AND 

COMP TIME OFF 
701  WORK SCHEDULES 
702  DIFFERENT SCHEDULES 
703 WORK WEEK 
704 REST BREAKS AND MEAL PERIODS 
705 ON-CALL POLICY 
706  OVERTIME  
707  COMPENSATORY TIME OFF 
 
801 BENEFITS  
802 LOOK-BACK MEASUREMENT AFFORDABLE CARE ACT POLICY  
803 EDUCATIONAL ASSISTANCE LOANS PROGRAM 
804 STIPEND FOR CLASS “A” DRIVERS’ LICENSE  
805 BILINGUAL COMPENSATION  
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806  INCENTIVES FOR CERTIFICATION  
807 COSTS FOR ATTENDING CONFERENCES, SEMINARS, WORK SHOPS 

ATTENDANCE  
808   LONGEVITY PAY  
 
900   DISTRICT HOLIDAYS 
901    FLEX TIME HOLIDAY 
902     FLOATING HOLIDAYS 
903    HOLIDAY WORK  
904    HOLIDAY WHILE ON VACATION 
905    SPECIAL SIGNIFICANCE HOLIDAY 
 
1000  VACATION  
1001   ACCRUAL OF VACATION TIME    
1002   APPROVAL FOR SCHEDULING VACATION TIME  
1003   VACATION CASH OUT 
1004  FLOATER HOURS 
1005  MANAGEMENT ADMINISTRATIVE LEAVE 
 
1100 SICK TIME    
1101   PURPOSES FOR SICK LEAVE 
1102   TERMS OF SICK LEAVE 
1103   SICK LEAVE USE 
1104 PROTECTED SICK LEAVE 
1105 SICK LEAVE REQUEST 
1106   SICK LEAVE ON SEPARATION FROM EMPLOYMENT 
1107 SICK LEAVE CASH OUT 
1108   SICK LEAVE REINSTATEMENT: 
 
1200 PERSONNEL FILES  
1201  PURPOSE 
1202 CONFIDENTIAL DISTRICT FILES 
1203  EMPLOYEE MEDICAL INFORMATION 
1204  EMPLOYEE ACCESS TO PERSONNEL FILE 
 
1300 OUTSIDE EMPLOYMENT 
1301  AUTHORIZATION AND APPEAL PROCESS 
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1302 PROHIBITED OUTSIDE ACTIVITIES 
 
 
1400  FAMILY AND MEDICAL LEAVE 

  1401   CONCURRENT WITH FMLA AND CFRA  
1402  DEFINITIONS 
1403  COVERED ACTIVE DUTY 
1404  REASONS FOR LEAVE  
1405  EMPLOYEES ELIGIBLE FOR LEAVE 
1406 AMOUNT OF LEAVE 
1407  EMPLOYEE BENEFITS WHILE ON LEAVE  
1408  MEDICAL CERTIFICATION/ RECERTIFICATION 
1409 REINSTATEMENT UPON RETURN FROM LEAVE 
 
1500 OTHER LEAVES  
1501  BEREAVEMENT LEAVE 
1502   WORKERS’ COMPENSATION/INDUSTRIAL INJURY LEAVE 
1503   PREGNANCY, CHILDBIRTH, OR RELATED MEDICAL CONDITION LEAVE 
1504  STATE DISABILITY INSURANCE (SDI)/PAID FAMILY LEAVE (PFL) 
1505   MILITARY LEAVE 
1506  JURY DUTY/SUBPOENAED OR COURT-ORDERED WITNESS LEAVE 
1507  REGARDING CRIME VICTIM/ VICTIM FAMILY MEMBER COURT  
           ATTENDANCE LEAVE 
1508   REGARDING CRIME VICTIM/ FAMILY MEMBER VICTIMS’ RIGHTS  
            PROCEEDINGS LEAVE 
1509   LEAVE FOR VICTIMS OF DOMESTIC VIOLENCE, SEXUAL ASSAULT, OR  
            STALKING TO OBTAIN RESTRAINING ORDERS OR INJUNCTIVE RELIEF 
1510   LEAVE FOR VICTIMS OF DOMESTIC VIOLENCE, SEXUAL ASSAULT, OR 
            STALKING TO OBTAIN MEDICAL ATTENTION, COUNSELING OR SAFETY 
            PLANNING 
1511  CIVIL AIR PATROL LEAVE – STATE OF CALIFORNIA 
1512   ORGAN AND BONE MARROW DONATION LEAVE 
1513   SCHOOL ACTIVITIES / APPEARANCE LEAVE / SUSPENSION LEAVE 
1514   CHILD SUSPENSION LEAVE 
1515   CALIFORNIA EMERGENCY RESPONDER LEAVE 
1516   VOTING LEAVE 
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1600   LEAVE OF ABSENCE WITH OR WITHOUT PAY  
1601   PAID ADMINISTRATIVE LEAVE 
 
1700 RESIGNATION, JOB ABANDONMENT, LAYOFF, SEPARATION AND 

EMPLOYMENT REFERENCES   
1701   TYPES OF SEPARATION   
1702  PROBATIONARY RELEASE  
1703 RELEASE OF AT-WILL EMPLOYEES 
1704   RESIGNATION   
1705   RETIREMENT   
1706   JOB ABANDONMENT   
1707   LAYOFF 
1708   NON-DISCIPLINARY SEPARATION   
1709  DISCIPLINARY SEPARATION   
1710  RETURN OF DISTRICT PROPERTY   
1711   JOB REFERENCES/VERIFICATION OF EMPLOYMENT 
 
1800 POLICY AGAINST DRUGS AND ALCOHOL IN THE WORKPLACE 
1801  PROPER APPLICATION OF THE POLICY 
1802   DRUG AND ALCOHOL-FREE AWARENESS PROGRAM 
1803   PROHIBITED CONDUCT 
1804  DRUG AND ALCOHOL TESTING 
1805  ADDITIONAL REQUIREMENTS FOR SAFETY-SENSITIVE EMPLOYEES 
1806 SAFETY-SENSITIVE EMPLOYEE CLASSIFICATIONS FOR DISTRICT  
1807   PROCEDURES FOR RANDOM TESTING  
1808 PROCEDURES - POST ACCIDENT 
1809   PROCEDURES - RETURN-TO-DUTY AND FOLLOW-UP 
 
1900  CAUSES FOR DISCIPLINE AND PROCEDURES 
1901 TYPES OF COUNSELING, REPRIMANDS AND DISCIPLINE 
1902  SKELLY PROCESS  
1903  DISCIPLINE PROCEDURES   
1904  DISCIPLINE APPEAL PROCEDURES   
1905 CONDUCT OF THE HEARING 
1906  PRESENTATION OF THE CASE 
 
2000 POLICY AGAINST VIOLENCE IN THE WORKPLACE 
2001   PROHIBITED BEHAVIOR   
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2002   WORKPLACE VIOLENCE 
2003   INCIDENT REPORTING PROCEDURES  
2004   INVESTIGATION   
2005   PREVENTION   
2006   ANTI-BULLYING POLICY  
 
2100  COMPLAINT RIGHTS OF EMPLOYEES  
2101 STATEMENT OF THE COMPLAINT 
2102  TIMELINES  
 
2200 REPORTING A WORKPLACE INJURY 
2201 PROCEDURE 
2202 MEDICAL TREATMENT  
 
2300 USE OF DISTRICT VEHICLES, EQUIPMENT, AND TOOLS 
2301 DISTRICT EQUIPMENT OR RESOURCES 
2302 NO EXPECTATION OF PRIVACY 
2303 APPROPRIATE USE ONLY – NO MISUSE 
2304 DISTRICT EMAIL ADDRESSES 
2305 USE OF DISTRICT VEHICLES 
2306  PERSONAL USE OF EQUIPMENT AND TOOLS 
2307  CELL PHONE USE WHILE DRIVING 
2308   ELECTRONIC TRACKING TECHNOLOGY 
  
2400 FITNESS FOR DUTY EXAMINATIONS 
2401 APPLICANTS   
2402 ROLE OF HEALTH CARE PROVIDER 
2403  ACCESS TO MEDICAL INFORMATION REGARDING FITNESS FOR DUTY  
 
2500  WHISTLEBLOWER PROTECTION 
2501 POLICY COVERAGE  
2502  COMPLAINT PROCEDURE  
2503  OPEN AND TRANSPARENT   
 
2600  REASONABLE ACCOMMODATION AND INTERACTIVE PROCESS  
2601 WHEN TO INITIATE THE INTERACTIVE PROCESS 
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2602  POTENTIAL ACCOMMODATIONS FOR APPLICANTS OR EMPLOYEES 
WITH DISABILITIES 

2603 POTENTIAL ACCOMMODATIONS FOR EMPLOYEES AFFECTED BY  
PREGNANCY AND RELATED MEDICAL CONDITIONS 

2604  POTENTIAL ACCOMMODATIONS FOR EMPLOYEES REQUESTING TIME FOR 
LACTATION   

2605 POTENTIAL ACCOMMODATIONS FOR EMPLOYEE-VICTIMS OF DOMESTIC  
VIOLENCE, SEXUAL ASSAULT, OR STALKING 

2606 POTENTIAL ACCOMMODATIONS FOR RELIGIOUS CREED, RELIGIOUS DRESS  
PRACTICE, OR RELIGIOUS GROOMING PRACTICE 

2607  DETERMINATION 
 
2700  POLITICAL ACTIVITIES POLICY  
2701 APPLICABILITY  
2702 POLICY  
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