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Introduction  
 

This handbook replaces any previously distributed handbooks. With or without prior notice, 
Fresno Local Agency Formation Commission (the “Commission” or "LAFCo") reserves the right 
to revise, modify, delete, or add to all policies, procedures, work rules, or benefits stated in this 
handbook or in any other related document.   

Any written changes to this handbook will be distributed to all employees so that they 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. 
 
Our Mission 

It is the policy of the State of California to encourage orderly growth and development.  The 
Legislature found that these are essential to the social, fiscal, and economic well-being of the 
state. 

The Legislature recognized that the logical formation and determination of local agency 
boundaries is an important factor in promoting orderly development and in balancing that 
development.  These sometimes compete state interests of discouraging urban sprawl, 
preserving open-space and prime agricultural lands, and efficiently extending government 
services.  

The Legislature found that this policy should be affected by the logical formation and 
modification of the boundaries of local agencies, and created a local agency formation 
commission, or LAFCo, within each county.   

LAFCo coordinates orderly, logical and efficient changes in local agencies’ boundaries, conduct 
service reviews of local agencies, and review ways to streamline the municipal services 
provided by local agencies. 

Consistent with the Legislature’s goals, the LAFCo’s balance growth of cities and special districts 
(collectively called “local agencies”) with the preservation of agricultural and open-space lands.  
LAFCo performs these tasks by several means:   

• LAFCo plans and regulates growth by establishing “spheres of influence” (SOI) around 
local agencies to regulate their growth for the 20 to 25-year planning horizon.  

• LAFCo considers additions to local agencies’ territory, called annexations, when those 
additions are consistent with the SOI, and the agency can demonstrate that it has the 
capacity to provide services to this new territory; and  
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• LAFCo conducts service reviews of each local agency to evaluate the agency’s operation, 
compliance with its principal act, its public transparency and accountability, and the 
efficiency of the services it provides. 
 

The value of the work LAFCo staff performs for the Commission extends beyond our local 
agencies out to the community and the public at large, to other agencies like the County and 
various county departments such as the Auditor-Controller, Elections, and to the dependent 
special districts run by the County.  The Commission supports and informs activities of the 
development community as it makes market-driven decisions to implement general plans, 
supports sound economic development by making sure that services are available, and when 
the general public has questions, assists them to be better informed.   

Three-quarters of the LAFCos in California have no more than four staff members.  Given the 
importance of the work of LAFCos, their relatively small staff means that individual 
performance and teamwork are critical.  The work of each LAFCo employee is important to the 
Commission’s objective. 

Fresno LAFCo’s Vision 

To Encourage the Orderly Formation of Local Governmental Agencies 
 
LAFCos review proposals for the formation of new local governmental agencies and for changes 
in the organization of existing agencies. There are 58 LAFCos working with nearly 3,500 
governmental agencies (400+ cities, and 3,000+ special districts). Agency boundaries are often 
unrelated to one another and sometimes overlap, often leading to higher service costs to the 
taxpayer and general confusion regarding service area boundaries. LAFCo decisions strive to 
balance the competing needs in California for efficient services, affordable housing, economic 
opportunity, and conservation of natural resources. 
 
To Preserve Agricultural Land Resources 
 
LAFCo must consider the effect that any proposal will produce on existing agricultural lands. By 
guiding development toward vacant urban land and away from agricultural preserves, LAFCo 
assists with the preservation of our valuable agricultural resources. 
 
To Discourage Urban Sprawl 
 
Urban sprawl can best be described as irregular and disorganized growth occurring without 
apparent design or plan. This pattern of development is characterized by the inefficient delivery 
of urban services (police, fire, water, and sanitation) and the unnecessary loss of agricultural 
resources and open space lands. By discouraging sprawl, LAFCo limits the misuse of land 
resources and promotes a more efficient system of local governmental agencies. 
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Historical Information 

After World War II, California experienced dramatic growth in population and economic 
development. With this boom came a demand for housing, jobs, and public services. To 
accommodate this demand, the state approved the formation of many new local government 
agencies, often with little forethought as to the ultimate governance structures in a given 
region. The lack of coordination and adequate planning led to a multitude of overlapping, 
inefficient jurisdictional and service boundaries, and the premature conversion/loss of 
California’s agricultural and open-space lands. Recognizing this problem, in 1959, Governor 
Edmund G. Brown, Sr. appointed the Commission on Metropolitan Area Problems. The 
Commission's charge was to study and make recommendations on the "misuse of land 
resources" and the growing complexity of local governmental jurisdictions.  
 
The Commission's recommendations on local governmental reorganization were introduced in 
the Legislature in 1963, resulting in the creation of a Local Agency Formation Commission, or 
"LAFCo," in each county in California. 
 
From 1963-1985, LAFCos administered a complicated series of statutory laws and three 
enabling acts, the Knox-Nisbet Act, the Municipal Organization Act (“MORGA”) and the District 
Reorganization Act. Confusion over the application of these laws led to a reform movement 
that produced the first consolidated LAFCo enabling act:  the Cortese-Knox Local Government 
Reorganization Act of 1985. In 1997, a new call for reform in local government resulted in the 
formation, by the Legislature, of the Commission on Local Governance in the 21st Century. 
After many months canvassing the state, the Commission recommended changes to the laws 
governing LAFCos in its comprehensive report “Growth Within Bounds.”  
 
These recommendations became the foundation for the Cortese-Knox-Hertzberg Local 
Government Reorganization Act of 2000 (CKH Act), an act that mandates greater independence 
for LAFCos and further clarifies their purpose and mission. 
 
In response to both the passage of the CKH Act and to local needs to address certain service 
provision issues, Fresno LAFCo was formed.  
 
The Purpose of the Employee Handbook 

LAFCO is a public agency created by the State Legislature to plan and regulate the boundaries 
and service areas of cities and special districts in order to prevent urban sprawl, encourage 
orderly governmental boundaries and promote efficient public services.  Fresno LAFCo serves a 
vital function implementing the legislature’s growth and service delivery efficiency policies.  
Staff supports the work of the Commission through procedural compliance with the statute, by 
providing useful policy analysis to the Commission, by interpreting Commission policy to the 
public, and by administering the day-to-day functions of the Commission. 
 
The responsiveness, resourcefulness, and capabilities of LAFCo staff are, therefore, of primary 
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interest to the Commission.  In order to develop and maintain valuable staff resources, 
employment benefits and compensation should be sufficiently competitive, and proportionate 
to comparable public agencies.  
 
The Employee Handbook sets forth the employment and benefit policies applicable to all full-
time and part-time employees, except as provided below.  The terms of any individual written 
employment contracts will supersede the policies contained herein to the extent the written 
contract and/or agreement is inconsistent with this handbook. 
 
The Commission asks you to read and familiarize yourself with the policies in the Employee 
Handbook. 
 
This handbook supersedes any inconsistent policy statements or memoranda made in the past.  
With or without prior notice, the Commission 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 related document, except for the policy of at-will employment.  However, any such 
changes must be in writing and must be signed by the Executive Officer and approved by the 
Commission. 
 
Any written changes to this handbook will be distributed to all employees so that they 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. 
 
This handbook sets forth the entire agreement between you and the Commission as to the 
circumstances under which employment may be terminated.  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. 

If you have any questions concerning the contents of this handbook, please consult your 
supervisor or the Executive Officer. 
 
 
 
 



2264069v1 / 15273.0003  5 
 

General Policies and Procedures  
Equal Employment Opportunity 

The Commission is an equal opportunity employer and makes employment decisions on the 
basis of merit, qualifications, potential, and competency.  We want to have the best available 
person in every job.  Commission policy prohibits unlawful discrimination based on race, color, 
creed, sex (including pregnancy), religion, marital status, age, national origin or ancestry, 
physical or mental disability, medical condition (cancer or genetic characteristic), sexual 
orientation, gender identity or expression, veteran or military status, or any other consideration 
made unlawful by federal, state or local laws. Discrimination is also prohibited on the basis of a 
perception that a person has any of the above characteristics or is associated with any person 
who has, or is perceived to have, the above characteristics.  All such discrimination is unlawful 
and prohibited by the Commission. 
 
Reasonable Accommodation  

To comply with applicable laws ensuring equal employment opportunities to qualified 
individuals with a disability, the Commission will make, to the extent required by the Americans 
With Disabilities Act and California law, 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 for the Commission would result. The terms "reasonable 
accommodation" and "qualified individual with a disability" are used herein as defined in 
compliance regulations pertaining to the ADA and the Fair Employment and Housing Act 
(FEHA).  
 
Any applicant or employee who requires an accommodation in order to perform the essential 
functions of the job should contact the Executive Officer and request an accommodation. The 
individual with the disability should specify what accommodation is required to perform the 
essential functions of the job. The Commission will then engage in a good faith interactive 
process to determine what, if any, effective accommodations can be made.  When appropriate, 
the Commission also will conduct an investigation to identify the barriers that make it difficult 
for an applicant or employee to have an equal opportunity to perform his or her job.  The 
Commission will identify possible accommodations, if any, that will help eliminate the 
limitation.  If the accommodation is reasonable and will not impose an undue hardship, the 
Commission will make the accommodation.   
 
Policy Against Unlawful Discrimination 

If you believe that you have been subjected to any form of unlawful discrimination, provide a 
written complaint to either your supervisor or the Executive Officer.  If the complaint involves 
the Executive Officer and you are uncomfortable raising the issues with your supervisor or the 
Executive Officer, your complaint should be directed to the Chair of the Commission. Your 
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complaint should be specific and include the names of the individual(s) involved and any 
witnesses.   
 
The Commission will promptly undertake an effective, thorough and objective investigation and 
attempt to resolve the situation.  Special safeguards designed to protect the privacy of both the 
person making the inquiry and any person accused of unlawful discrimination will be applied in 
handling inquiries, however, certain disclosures are necessary as a part of the investigation 
process.  Documentation of all allegations and investigations will remain confidential. 
 
If the Commission determines that unlawful discrimination has occurred, effective remedial 
action will be taken commensurate with the severity of the offense.  Employees engaging in 
unlawful discrimination may be subject to discipline, including the loss of employment.  
Appropriate action will also be taken to deter any future discrimination.  Action taken to deter 
any future discrimination will be made known to complaining employee.  The Commission will 
take appropriate action to remedy any loss a complaining employee may have suffered as a 
result of unlawful discrimination.  The Commission will not retaliate against an employee for 
filing a good faith complaint and will not knowingly permit retaliation by management 
employees or your co-workers. 

 
Anti-Harassment Policy 

The Commission is committed to providing a work environment free of unlawful harassment 
and strongly condemns any form of unlawful employment related harassment.  Commission 
policy prohibits unlawful discrimination and bias.  The Commission’s anti-harassment policy 
applies to all persons involved in the operation of the Commission and prohibits unlawful 
harassment by and against any employee of the Commission, including top-level management, 
supervisors and co-workers, along with any third party, independent contractor, or vendor.  
 
Workplace harassment can take many forms. Prohibited unlawful harassment includes, but is 
not limited to, the following: any harassment or use by anyone in its employ, or those that 
employees may come into contract through their employment, of any verbally or visually 
derogatory epithet based on race, religious creed, color, age, sex, physical or mental disability, 
national origin, ancestry, medical condition, marital status, sexual orientation, gender identity, 
gender expression, or any other consideration made unlawful by federal, state or local laws; or 
sexual harassment, defined as unwanted sexual advances, or visual, verbal or physical conduct 
of a sexual nature; or sexual harassment including many forms of offensive behavior and 
includes gender-based harassment of a person of the same sex as the harasser; or 

• Visual conduct such as leering, making sexual gestures, displaying sexually suggestive 
objects or pictures, cartoons or posters. 

• Offering employment benefits or a change in employment conditions in exchange for 
sexual favors; 
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• Making or threatening any adverse change in employment conditions after receiving a 
negative response to sexual advances; 

• Unwanted sexual advances; 

• Verbal conduct such as making or using derogatory comments, epithets, slurs and jokes; 

• Verbal sexual advances or propositions; 

• Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s 
body, sexually degrading words used to describe an individual, suggestive or obscene 
letters, notes, or invitations; 

• Physical conduct such as touching, assault, impeding or blocking movements; and  

• Retaliation for having reported or threatened to report harassment. 
 
It is important to note that sexual harassment crosses age and gender barriers and cannot be 
stereotyped. Sexual harassment may also exist on a continuum of behavior. Generally, two 
categories of sexual harassment exist.  The first, "quid pro quo," may be defined as an exchange 
of sexual favors for improvement in your working conditions and/or compensation.  The second 
category, "hostile, intimidating, offensive working environment," can be described as a 
situation in which unwelcome sexual advances, requests for sexual favors, or other verbal or 
physical contact of a sexual nature when such conduct creates an intimidating or offensive 
environment.  Examples of conduct that could create a hostile, intimidating, and offensive 
working environment includes, but is not limited to, displaying pictures, cartoons, symbols, or 
apparatus found to be offensive and which exist in the workspace of an employee.  This 
behavior does not necessarily link improved working conditions in exchange for sexual favors.   
 
The Commission prohibits the use of any electronic media (e.g. computers, e-mail, and voice 
mail) in ways which are discriminatory, harassing, or obscene, or for any other purpose which is 
illegal or against Commission policy.  Misuse of electronic media in violation of this policy is not 
limited to the display or transmission of sexually explicit or otherwise harassing images, jokes, 
messages, cartoons, or any other use that may be construed as harassing, discriminatory, or 
retaliating against another employee on any protected classification.  
 
ALL HARASSING BEHAVIOR IS CONSIDERED MISCONDUCT AND MAY SUBJECT AN EMPLOYEE TO 

DISCIPLINARY ACTION INCLUDING IMMEDIATE TERMINATION. 
 
An employee who believes that this policy is being violated, either with respect to 
himself/herself or as to another employee, should report that belief to the employee’s 
supervisor or the Executive Officer immediately either in writing or personally.  If the employee 
believes that the employee’s supervisor or the Executive Officer is violating this policy or if the 
employee is uncomfortable raising the issues with the supervisor or the Executive Officer, 
report the matter to the Chair of the Commission.  
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Upon notice of an employee’s concern about being harassed, the Commission will act to stop 
any further harassment and to correct any effect of the harassment and will:  

• Fully inform the complainant of his or her rights and of any obligation to secure those 
rights; 

• Fully and effectively investigate the complaint.  The investigation will be immediate, 
thorough, objective and complete.  Persons with information on the matter will be 
interviewed.  A determination will be made, and the results communicated to the 
person making the complaint, to the alleged harasser, and as appropriate, to others 
directly concerned; and 

• Take prompt and effective action to remedy harassment.  First, appropriate action will 
be taken against the harasser and communicated to the complainant.  Second, steps will 
be taken to prevent any further harassment.  Third, appropriate action will be taken to 
remedy the complainant’s loss, if any. 

 
The Commission prohibits retaliation against any employee for using this policy to resolve a 
harassment concern, opposing the practices prohibited by this policy, or filing a complaint with 
or otherwise participating in an investigation or other proceeding conducted by the 
Department of Fair Employment & Housing (DFEH) or Fair Employment & Housing Commission 
(FEHC).  
 
For more information contact the DFEH at 1-800-884-1684.  TDD numbers:  
 
 Los Angeles – (213) 897-2840   Fresno – (559) 445-5373 
 Sacramento – (916) 324-1678 
 
Anti-Bullying Policy 

The Commission is committed to providing a safe and harassment-free workplace for all 
employees.  As part of that commitment, the Commission prohibits any form of intimidation, 
threats or other types of abusive behavior (“bullying”).  This workplace bullying policy is 
intended to supplement, not to supersede, other harassment or workplace violence policies 
already in place at the Commission. Employees found in violation of this policy will be subject to 
discipline, up to and including termination.  

If you feel you have been subject to bullying, notify the Executive Officer. If your complaint 
involves the Executive Officer, notify the California Department of Fair Employment and 
Housing. The Commission will take immediate steps to stop the inappropriate behavior and to 
conduct a thorough, objective investigation and, if appropriate, take corrective action. 

Anti-Retaliation 

It is illegal to retaliate against an employee because he or she complained about harassment, 
bullying or discrimination, even if no harassment, bullying or discrimination ever occurred.  
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Commission policy strictly prohibits any form of retaliation against an employee.   The 
Commission will not retaliate against you for filing a complaint and will not willingly permit 
retaliation by other employees. 
 
Employment At-Will 

Employment at the Commission is employment at-will.  Therefore, employment may be 
terminated at the will of either the Commission or the employee.  Employment may be 
terminated with or without cause and with or without notice at any time by you or the 
Commission.  Terms and conditions of employment with the Commission may be modified at 
the sole discretion of the Commission with or without cause and with or without notice. The 
Commission also retains the right to demote, transfer, change job duties, and change 
compensation of any employee, at any time, with or without notice, and with or without cause, 
in its sole discretion.  
 
Other than the Executive Officer, no one has the authority to make any agreement for 
employment other than for employment at-will or to make any agreement limiting the 
Commission’s discretion to modify terms and conditions of employment.  Only the Executive 
Officer has the authority to make any such agreement and then only in writing.  
 
No implied contract concerning any employment-based decision or terms and conditions of 
employment can be established by any other statement, conduct, policy or practice.  Examples 
of the types of terms and conditions of employment that are within the sole discretion of the 
Commission include, but are not limited to, the following:  
 

Promotion; demotion; transfers; hiring and discharge decisions; compensation; benefits; 
qualifications; discipline; layoff or recall; rules; hours and schedules; work assignments; 
job duties and responsibilities; production standards; subcontracting; reduction, 
cessation or expansion of operations; sale, relocation, merger or consolidation of 
operations; determinations concerning the use of equipment, methods or facilities; or 
any other terms and conditions that the Commission may determine to be necessary for 
the safe, efficient and economic operation of its business.  

 
In deciding to work for the Commission, or continuing to work for the Commission, you must 
understand and accept these terms of employment.  
 
Personal Information 

The Executive Officer should always have a current address and telephone number for each 
employee, as well as information regarding the person to be contacted in case of an 
emergency.  You are responsible for advising the Executive Officer of any changes. 
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Personnel Files 

The Executive Officer will always keep a personnel file for each employee.  The file may contain 
application materials, contracts, educational attainment records and performance evaluations 
and documentation.  
 
As an employee, you have a right to inspect or receive a copy of certain documents in your 
personnel file that are or have been used to determine your qualifications for employment, 
promotion, additional compensation, termination or other disciplinary action, in the presence 
of a Commission representative at a mutually convenient time.  You may not alter, remove, or 
replace any documents, but you may add documents to the file concerning any disputed 
matter. 
 
Any request for information from personnel files must be directed to the Executive Officer. 
Only the Executive Officer is authorized to release information about current or former 
employees.  Disclosure of personnel files to outside sources will be limited to employee's 
request or as permitted by law. 
 
Your personnel records will remain confidential.  Only those individuals in the Commission with 
a bona fide business reason will be given access to your personnel records. 
 
If the Commission is served with a court order or subpoena for an employee's personnel 
records, the Commission will notify the employee of the service, allowing the employee an 
opportunity to object. The Commission must, however, comply with subpoenas and requests 
from agencies conducting official investigations. 
 
The Commission may also divulge personnel information as allowed by law or as required for 
workers’ compensation cases.   
 
In addition, the Commission will keep all medical records confidential. Information regarding an 
employee's medical condition is maintained in separate files from employee’s personnel file.  
Only those management personnel with a bona fide business reason will be given access to 
confidential medical records.  Confidential medical information may also be available to first aid 
or safety personnel in the event of an emergency.  The Commission will not divulge confidential 
medical records except as 1) allowed by law; 2) to the employee’s personal physician upon 
written request or permission from the employee; or 3) as required for workers’ compensation 
cases. 
 
Employment Verification and References 

Routine requests from third parties for employment verification should be directed to the 
Executive Officer.  No other supervisor or employee is authorized to release references for 
current or former employees. Do not, under any circumstances, respond to any requests for 
information regarding another employee unless it is part of your assigned job responsibilities. 
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We do not respond to verbal requests for current employee information or past employee 
references. In response to employment verification and reference requests, the Commission 
will disclose only the dates of employment and the title of the last position held. 
 
Job Duties 

Your Supervisor will provide you with a job description and explain your job responsibilities and 
the performance standards expected of you.  Due to the nature of our organization, your duties 
may change.  You may be asked, with or without notice, to alter or change job responsibilities, 
receive additional job responsibilities, work on special projects, or to assist with other work 
necessary or important to the operation of your unit or the Commission.  Your cooperation and 
assistance in performing such additional work is necessary so we, as an organization, are 
successful.  
 
Reductions in Force or Reorganizing 

Under some circumstances, the Commission may need to reduce or reorganize its workforce.  If 
it becomes necessary to restructure our operations or reduce the number of employees, we 
will attempt to provide advance notice to minimize the impact on those affected.  
 
Employees will be selected for lay off, job elimination, or reclassification based on a 
combination of factors including, but not necessarily limited to, past and current performance 
and productivity, business necessity, position necessity, qualifications, conduct and attendance.  
Employees who are dislocated have no greater rights to re-employment or open positions 
during, or after the time of a layoff, than other candidates.  
 
Job Listings 

The policies and procedures for hiring our staff are designed to attract the best applicants.  The 
Executive Officer will determine how each position will be filled and the process to be used for 
selection.  Jobs are advertised to give current employees the opportunity to show interest in 
open jobs and to advance within the Commission.  In general, the Commission advertises all 
regular, full-time job openings, although the Commission reserves its right to not to advertise or 
list a particular opening.  
 
While we strive to be consistent in the advertising new positions and the hiring process, the 
Executive Officer reserves the right to alter the steps in this process due to business necessity, 
personnel considerations, targeted job searches, or organizational demands.  This includes 
making hiring, promotion, and demotion decisions, reassigning or expanding job duties, rehiring 
dislocated workers, or moving employees laterally without internally posting the position.  As 
with all personnel decisions, management’s ability to explain or discuss these decisions may be 
limited by confidentiality rules. 
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Employee Separation Procedures 

Neither you nor the Commission has entered into a contract regarding the duration of your 
employment.  You are free to terminate your employment with the Commission at any time 
with or without reason.  All Commission-owned property (including written materials, 
computer equipment and files, manuals, cell phones, smart phones, credit cards, security and 
parking passes and keys) must be returned upon request.  
 
Benefits will be terminated as of the last day of the month in which the separation occurred.  
The Executive Officer will send a separation letter to the departing employee with details such 
as continuation of insurance, if applicable, and options with regard to any other benefits.  
Questions on benefit status should be directed to the Executive Officer.  Any accrued, unused 
PTO time (as defined below), personal holiday(s), compensatory time and unpaid expense or 
mileage reimbursement with Commission documentation, will be paid at the time of 
separation.  
 
If an employee is not at the Commission’s office at the time of separation to collect their final 
pay, the check will be mailed to the employee at the employee's last known address on file with 
the Commission within 72 hours.  Personal items, including electronic files, business-related 
contact information and calendars, left in the workplace after the last date of employment, are 
subject to disposal if not claimed at the time of an employee’s separation.  
 
Voluntary Termination 
  
We hope both you and the Commission will mutually benefit from your continued employment, 
however, we realize that it may become necessary for you to leave your job with us.  If you 
anticipate having to quit, we would appreciate receiving notice at least three (3) weeks in 
advance of the date that you must leave and the reason for your resignation.  Although this 
notice is not required, it is requested to allow us time to find and train a replacement.  
Employees who fail to provide such advance notice will be considered ineligible for rehire.  
 
An employee who chooses to terminate his or her employment with the Commission should 
submit a letter of resignation to his/her supervisor stating their last date of employment and 
the reason for leaving.  The supervisor will submit the letter to the Executive Officer.  A letter of 
resignation for regular retirement should be submitted at least three months in advance of the 
retirement date to allow for planning.  
 
The resigning employee may be invited to meet with the Executive Officer for an exit interview 
to assure proper handling of personal and business matters.  Information provided on the exit 
interview questionnaire and during the exit interview may be shared with appropriate 
individuals in order to improve employment conditions at Commission.  
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We may consider you to have voluntarily terminated your employment if you do any of the 
following:  

• Resign from the Commission; 

• Fail to return from an approved leave of absence on the date we specify; 

• Fail to report to work without prior notification and approval or failing to call in for two 
(2) consecutive work days; or 

• Leave work during the middle of the work day without prior notification and approval 
from your Supervisor. 

 
Involuntary Termination 
 
If your performance is unsatisfactory due to lack of ability, insubordinate, negative behavior, if 
you fail to abide by Commission policies, or fail to fulfill the requirements of your position, you 
will be notified of the problem.  If satisfactory change does not occur, you may be dismissed.  
Some incidents may result in immediate dismissal.  You may be terminated for poor 
performance, misconduct, negative behavior, inability to harmoniously work with other staff, 
excessive absences, tardiness, discrimination, harassment, or other violations of Commission 
policies.  Additionally, termination of employment may occur when a person is terminated 
during their six-month introductory period, indefinitely laid-off, or is involuntarily terminated 
pursuant to the disciplinary procedures set for by the guidelines.  Likewise, the Commission has 
the right to terminate or transfer an employee, or eliminate an employee’s position at any time, 
with or without reason, at our discretion, except as otherwise provided by law.  Nothing in this 
policy alters the at-will nature of our employment relationship. 

Employee Conduct  
 
Punctuality & Attendance 

Regular attendance during all scheduled work hours, being punctual to work on a timely basis 
and working through the end of your regularly scheduled work day is expected. Employees are 
also expected to remain at work for their entire work schedule, except for meal periods or 
when required to leave on authorized Commission business.  Any unexcused tardiness or 
absence causes problems for your team, external parties, and your Supervisor.  Not being 
punctual is disruptive, costly, and not fair to the Commission or other employees.  Regular 
attendance and punctuality are considered an “essential function” of each employee’s job and 
is a condition of employment. Thus, while occasional emergencies are to be expected, repeated 
and frequent tardiness cannot be permitted. Late arrival, early departure, or other absences 
from scheduled hours are disruptive and must be avoided.  Absenteeism or tardiness will 
ultimately affect your employment at the Commission. Absenteeism or tardiness can result in 
the loss of employment.  
 



2264069v1 / 15273.0003  14 
 

While we rely on your best judgment, the following should serve as guidelines as to attendance 
issues that may warrant disciplinary action:  

● Continuing patterns of unplanned absences of a full-day or early unexcused and 
unplanned departures on Fridays and Mondays;  

● More than two unexcused tardies in a rolling four-week period; or  

● Three or more unplanned absences, regardless of the duration of the time off, in a 
rolling two-month period, unless the occurrence is related to a pre-approved statutory 
leave of absence or a physical or mental disability. 

 
The disciplinary actions described above for violating the Commission's attendance policy do 
not apply to employee's use of his or her accrued sick leave, as defined below. Further, 
emergency or extraordinary circumstances concerning an absence or tardiness will be 
considered, and the Commission reserves the right to make an exception to this policy if, in its 
sole discretion, an exception is warranted.  Repeated car failures, bad traffic, or oversleeping do 
not constitute an emergency or extraordinary circumstances.  
 
If you will be absent from work or tardy due to unforeseen reasons, you must contact your 
Supervisor at least one hour prior to your scheduled starting time.  If you are not able to reach 
your Supervisor, you are expected to advise the Executive Officer of your absence.  You must 
speak personally to either your Supervisor or the Executive Officer.  Absent extenuating 
circumstances, if you do not personally reach either of them, the absence will be considered 
unexcused.  Do not have a relative or friend call in to report your absence, unless you are 
unable to call yourself due to a medical or other emergency.   
 
If you will unexpectedly be absent for a period of more than three (3) hours, your Supervisor 
may request you take the day as PTO (as defined below).  In all cases of absence or tardiness, 
you are expected to provide your Supervisor with an honest reason or explanation.  Absent 
extenuating circumstances, you must call in on every day you are scheduled to work and will 
not report to work and inform your Supervisor of the expected duration of absence.  
 
If you fail to report for work without any notification to your Supervisor for two (2) successive 
work days, we will consider that you have abandoned your employment, and have resigned 
your position. In addition, nothing in this section changes the at-will nature of employment.  
 
Professional Appearance and Decorum 

The professional image of our staff is vital.  Our employees must demonstrate professionalism 
and good judgment in matters of dress in the workplace.   
 
The Commission observes a business casual dress environment, however, there may be 
situations requiring more formal attire.  If you are conducting or attending meetings, seminars, 
roundtables, etc. where you come in contact with other business professionals, you are 
expected to represent the Commission in a professional manner and dress appropriately for 
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conducting such business.  Know your audience, remember whom you represent and dress 
accordingly.  If you are in doubt as to whether the item of clothing is professional, err on the 
side of being formal.  
 
Personal appearance should be a matter of concern for each employee.  If your Supervisor feels 
your attire and/or grooming is inappropriate, you may be asked to leave the workplace until 
you are properly attired and/or groomed.  This time away will be considered unpaid time off.  
Employees who violate dress code standards may be subject to appropriate disciplinary action. 
 
LAFCo is a public agency visited frequently local agency representatives, applicants, and 
occasionally by members of the public.  Our offices should project a professional and 
competent image.  Work spaces may be busy but should not appear cluttered or unkempt; and 
common office spaces and kitchen should be kept clean and orderly. 
 
An employee who requires an accommodation of a religious belief or practice (including 
religious dress or grooming practices) should contact the Executive Officer and request such an 
accommodation. 
 
Performance Evaluations 

Employees and their Supervisors are strongly encouraged to discuss job performance and goals 
on an informal and ongoing basis.  Ongoing discussions with your Supervisor about your job 
duties, performance, and the work environment will likely increase your satisfaction with the 
Commission and your success here.  
 
To provide you with the necessary feedback about your performance, you will receive annual 
performance assessments.  Employees may receive performance evaluations at other times due 
to length of service, job position, past performance, changes in job duties, or performance 
problems.  The objectives of performance evaluations are to:  

● Ensure that you know how you are performing against established performance 
standards;  

● Determine how the Commission can assist you in meeting, and exceeding, these 
standards;  

● Give you and your Supervisor the opportunity to discuss specific job tasks and 
expectations; and 

● Ensure two-way communication.  
 
Supervisors are accountable for providing employee development action designed to improve 
and enhance employee performance such as:  

● Possible approaches for meeting goals;  

● Recognition of employee strengths; and 
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● Identification and correction of performance deficiencies 
 
Performance evaluations are intended to be a two-way communication between you and your 
Supervisor.  Your input will help you contribute to your professional growth, and the growth 
and improvement of the Commission.  You are expected to:  

● Ask for clarification about your job;  

● Accept additional responsibilities and show initiative; and 

● Ask for assistance in developing a goal-oriented path for advancement within the 
Commission.  

 
Comments to your review should be submitted within five (5) work days and will become part 
of the evaluation.  However, comments submitted will not result in changes to the evaluation.  
 
Positive performance evaluations do not guarantee an increase in salary, promotions, or 
continuance of your position or employment.  Salary increases and promotions are solely within 
the discretion of the Commission and depend upon many factors in addition to performance.  
Having your compensation reviewed does not necessarily mean that you will be given an 
increase.  
 
Performance evaluations, written and/or verbal warnings and summaries of counseling sessions 
are considered documentation.  These documents detail the efforts made by a Supervisor to 
advise an employee of his or her job performance and/or conduct, and when performance 
and/or conduct is unacceptable, to provide direction on how to bring the performance and/or 
conduct into compliance.  
 
Employees are again reminded that there is no specified term or tenure of employment with 
the Commission and that the Commission requires continued quality and performance from 
employees.  Therefore, a satisfactory or superior review or series of reviews will not create a 
contract, express or implied, that termination may occur only for cause.  Both employees and 
the Commission retain the right to sever the relationship at will, with or without cause or 
advance notice.  
 
Corrective Action 

The Commission has high performance expectations because it strongly believes that everyone 
benefits when we all work together and conduct ourselves in a manner that mutually reflects 
the best interests of your co-workers and the Commission.  It is important and in the best 
interest of the Commission to help you always perform to the best of your abilities.  
 
Specific actions are considered performance problems.  These include, but are not limited to:  

● Unsatisfactory performance;  

● Behavior which results in an atmosphere of negativity or hostility; 
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● Personal conflicts with staff and/or management;  

● Unacceptable conduct; or 

● Conduct that is in violation of Commission policy or law.  
 
Periods of good performance and/or behavior will not override those actions we consider 
unacceptable.  Employees will be informed if corrective action is necessary as soon as possible 
after any performance problem has been identified.  Notification of unacceptable conduct will 
be made through the most expedient means, including verbal and/or written notice, counseling 
sessions and performance evaluations.  
 
Although one or more corrective measures may be taken in connection with a particular 
performance, no formal order will be followed.  Corrective action may include a variety of 
actions depending on the circumstances and severity of the particular situation.  The corrective 
action process will not always start with a verbal warning.  Some acts, particularly those that 
are intentional, serious, or prohibited, warrant more severe action.  In cases of totally 
unacceptable performance and/or conduct, the employee may either be suspended without 
pay or terminated.  All suspensions or terminations will be done by the Executive Officer.  
 
Cell Phone Policy 

While working, employees should be completely focused on their job duties and the 
satisfaction of the Executive Officer.  Employees may use personal cell phones during working 
hours for Commission business.  Employees using their personal cell phones for Commission 
purposes will receive a partial reimbursement each month.  

Other than for Commission business, employees are expected to use their personal cell phones 
during designated meal and rest periods.  If an employee’s use of their cell phone interrupts, 
delays, or interferes with the Commission’s business, the employee may be disciplined.  

Employees are prohibited from talking, composing text messages, and reading text messages 
on a cell phone while operating a personal or rented vehicle for Commission business.    

Fitness for Duty 

You are expected to report to work fit to perform the duties of your job in a manner that is 
safe, efficient and effective.  Conduct that interferes with the course of business, discredits the 
Commission, creates a danger to you, fellow employees, or clients, or is offensive, will not be 
tolerated.  Behaviors that constitute a reasonable suspicion that an employee may not be fit for 
duty include, but are not limited to:  

● Inability to perform assigned tasks;  

● Slurred speech;  

● Disorientation;  
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● Inability to walk straight/staggering;  

● Threats to self or others;  

● Physical altercations;  

● Personal injury;  

● Work-related accidents or near accidents;  

● Unusual and extreme changes in emotion with no apparent cause;  

● Nonsensical or confused communication; or 

● Inability to remain awake.  
 
When an employee appears to be unfit for duty, an evaluation will be made by the Executive 
Officer.  This evaluation, using factual work-related information, will determine whether the 
employee will be directed to be evaluated by a licensed professional designated and 
reimbursed by the Commission.  
 
We may also, at our sole discretion, direct the employee not to come to work until further 
notice.  Where an employee’s performance of job duties presents an unacceptable risk to the 
Commission’s interests, an investigatory suspension may be imposed.  At the sole discretion of 
the Commission, an employee may be placed on a leave of absence until the Commission is 
notified by a licensed professional, designated and compensated by the Commission, that the 
employee is fit to resume work.  Throughout the absence, the employee may apply for a leave 
of absence without pay.  
 
Business Conduct Policy 

A key element to our continued success is each employee’s commitment to be guided by 
certain standards and principles in performing his or her job.  It is important that employees be 
guided by the following:  

● Adhering to all applicable federal, state and local laws and regulations; 

● Protecting our reputation and assets; 

● Acting responsibly to avoid situations potentially harmful to the Commission or conflicts 
of interest; and 

● Being ethical and honest. 
 
The Commission considers work rules, guidelines, and work performance important 
responsibilities.  They are essential to the proper management of our business and ensure that 
employees work together effectively.  When these rules and guidelines are not followed, or the 
employee’s work performance is below Commission standards, written disciplinary warnings 
may be issued.  
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Violations of the rules and guidelines, or the employee’s failure to improve work performance 
may result in discipline up to and including termination.  Disciplinary measures may be taken at 
the sole discretion of the Executive Officer and/or the Commission and may include 
verbal/written warnings, reprimands, and suspension, among other things.  The Commission 
reserves the right to terminate employment with or without cause and with or without notice.  
 
Prohibited Conduct   
• Making false statements or omitting pertinent information on Commission applications 

or records of employment.  

• Falsification or omission of pertinent information on Commission records, forms or 
reports.  

• Insubordination or refusal to obey work orders of supervisors, refusal to perform job 
assignments or the use of abusive or threatening language toward a supervisor or 
member of management.  

• Committing any act of violence, threats or intimidation, fighting or using abusive or 
profane language on Commission premises.  

• Theft, unauthorized removal, or willful damage of property belonging to the 
Commission, Commission employees or customers.  

• Possession, drinking, using, selling, or being under the influence of drugs or alcohol 
during working hours.  The Commission has the right to request a chemical analysis or 
other test of beverages, medicines, or drugs that are brought onto the Commission’s 
premises.  

• Refusal to acknowledge receipt of a disciplinary warning.  

• "Horseplay," wrestling, dangerous practical jokes, or throwing objects.  

• Failure to immediately report an on-the-job injury or accident on the job to your 
supervisor.  

• Disregard of safety rules and practices and security regulations.  

• Contributing to unsanitary conditions or poor housekeeping of Commission property, 
equipment, or machinery.  

• Unauthorized operation of machinery and equipment or operation of any machinery or 
equipment that you are not trained and authorized to operate.  

• Unauthorized use of Commission telephones, computers, copy machines, fax machines 
or any other equipment.  Using Commission-owned materials, time, equipment or 
personnel for any unauthorized purpose.  

• Posting or removing any material from Commission bulletin boards without approval.  

• Unauthorized entry or exit from Commission property at any location at any time.  
Leaving the workplace without properly notifying your supervisor.  
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• Substandard or unsatisfactory work performance.  

• Repeated absences or tardiness, including unreported absences.  

• Gambling, in any form, on Commission premises.  

• Distribution of unauthorized written materials during working time; distribution of non-
business or unauthorized literature in working areas; littering; solicitation of or by 
employees during working time in the workplace.  “Working time,” as used in this rule, 
excludes meals and break periods.  

• Sleeping or deliberately loafing during working hours.  

• Sexual or Unlawful Harassment- It is Commission policy to provide a work environment 
free from unwelcome sexual overtones, advances or coercion, racial slurs or any other 
forms of offensive harassment.  

• Using information acquired from or in connection with your employment with the 
Commission for your own personal advantage or financial gain.  

• Smoking is allowed only in designated areas.  

• Working overtime without authorization or refusing to work assigned overtime.  

• Any other conduct that is prohibited by law or Commission policy.  
 
This is not meant to be a total list of all work rules, but rather is illustrative of the type of 
conduct that will not be tolerated by the Commission.  There is no substitute for good judgment 
and common sense.  
 
Media Conduct and Release of Commission Information 

No employee may release information on behalf of the Commission or call a press conference 
without the permission of the Executive Officer or his or her designee.  All inquiries by the press 
to employees must be referred to his/her designee. 
 
Solicitation and Distribution of Literature 

In order to ensure our efficient operation and to prevent annoyance to our staff, it is necessary 
to control solicitations and distribution of literature on Commission property.  We have 
established rules applicable to all employees governing solicitation, distribution of written 
material and entry onto the premises and work areas.  All employees are expected to comply 
strictly with these rules.  
 
Examples of forms of solicitation that will not be permitted by the Commission include:  

● The collection of money, goods or gifts for religious groups;  

● The collection of money, goods or gifts for political groups; or 
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● The solicitation of memberships, fees or dues for Commissions that are exclusionary in 
nature.  

 
The Commission may provide an area for posting or placing of informational material, including 
charitable fundraising displays.  Employees may place such materials only in the area(s) 
designated by the Commission, but only to the extent allowed by the Commission and provided 
the operations of the Commission are not disrupted in any way.  The Commission will not be 
responsible for damage to, loss or theft of any such display, merchandise or funds.  Fundraising 
displays will be limited to non-profit organizations, including schools, community service 
organizations, and events related to the organization’s profession(s).  Any employee who is in 
doubt concerning the application of these rules should consult their Supervisor immediately.  
 
Confidentiality 

Except as required by the California Public Records Act and the Brown Act, employees are 
strictly prohibited from disclosing information relating to Commission internal operating 
policies, projects or the Commission itself without prior approval by the Commission in a 
writing executed by the Chair of the Commission or the Executive Officer.  Violation of this rule 
may result in immediate discipline, suspension or termination of employment.  
 
In the course of the discharge of employee’s duties, the employee may have access to and 
become acquainted with confidential information relating to the Commissions’ activities and 
business.  Such confidential information includes without limitation, information concerning the 
Commission’s financial, personnel, sales, planning and other operations.    Except as required by 
the California Public Records Act and the Brown Act, no employee shall disclose any such 
confidential information to any third parties without prior approval by the Commission in a 
writing executed by the Chair of the Commission or the Executive Officer. This policy is an 
essential term of employment with the Commission and remains in effect even after 
termination.  
 
Conflicts of Interest 

Employees of the Commission must adhere to the Conflict of Interest code and policy adopted 
by the Commission (see Commission Policies and Procedures, Section 525 “Conflict of Interest 
Code”). In addition, the Commission has adopted the terms of two California Code of 
Regulations, section 18730, and the amendments to it adopted by the Fair Political Practices 
Commission, as its Conflict of Interest policy.  
 
You have an obligation to conduct business within guidelines that prohibit actual or potential 
conflicts of interest.  The purpose of these guidelines is to provide general direction so that you 
can seek further clarification on issues related to the subject of acceptable standards of 
operation.  
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A "conflict of interest" generally means a situation where the Commission’s interests and an 
employee’s interest may differ.  A potential conflict of interest may exist where the interests of 
the Commission and the employee may differ, but the employee is presented with a decision or 
other arrangement from which the employee could personally benefit, and the question arises 
whether the employee’s interest could influence the decision.  An actual or potential conflict of 
interest occurs when an employee is in a position to influence a decision that may result in a 
personal gain for that employee or for a relative as a result of the Commission’s business 
dealings.  Employees must take care to avoid not only actual impropriety, but also the 
appearance of impropriety.  Potential conflicts of interest include, but are not limited to:  
 
● Conflicting Outside Business Activities:  Employees must obtain the approval of their 

Supervisor prior to engaging in outside employment that may constitute a conflict of 
interest.   

 
● Romantic Relationships:  Personal or romantic involvement with an external customer, 

co-worker or Commissioner, which impairs an employee’s ability to exercise good 
judgment on behalf of the Commission, creates an actual or potential conflict of 
interest.  We recognize that employees may develop personal relationships in the 
course of their employment.  However, in an effort to prevent favoritism, morale 
problems, disputes, misunderstandings or potential sexual harassment claims, 
supervisors, managers, and board members are not permitted to date or engage in 
sexual relationships with employees that are in their chain of command.  Employees are 
strictly prohibited from engaging in physical contact that would in any way be deemed 
inappropriate in the workplace by a reasonable person while anywhere on company 
premises, whether during working hours or not.  All employees should consider the 
potential conflicts of interest or problems that may arise from a consensual romantic 
relationship at work.  The Commission will take appropriate action if such a relationship 
begins to adversely affect the work environment.   

 
● Off-Duty Conduct:  While the Commission does not seek to interfere with the off-duty 

and personal conduct of its employees, certain types of off-duty conduct may interfere 
with the Commission’s legitimate business interests.  Employees are expected to 
conduct their personal affairs in a manner that does not adversely affect the 
Commission’s or their own integrity, reputation or credibility.  Illegal or inappropriate 
off-duty conduct on the part of an employee that adversely affects the Commission’s 
legitimate business interests will not be tolerated. 

 
• Nepotism:  Persons hired, who are related to the Commission staff, will not work for the 

relative in a subordinate capacity or within the Supervisor’s line of authority.  A relative, 
for the purpose of this Employee Handbook, includes a spouse, domestic partner, child, 
parent, sibling, brother-in-law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, 
father-in-law, aunt, uncle, niece, nephew, step-parent or stepchild. 
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● Acceptance of Gifts:  Employees are prohibited from accepting direct gifts, money, or 
gratuities from persons receiving benefits or services, performing services under 
contract, or who otherwise are in a position to benefit from the employee’s action. 

Employment, Time-Keeping & Payroll Policies & Procedures  
Employment Status 

All employees hired to fill regular, full-time positions, shall serve a six-month introductory 
period.  While an introductory employee, employees will be trained and evaluated.  If, during 
the introductory period, management notes any deficiencies, the employee shall be advised of 
the corrective action needed to bring performance to an acceptable level.  At the conclusion of 
the six-month introductory period, the employee may become a regular, full-time employee, 
may have their introductory period extended, or be released from employment.  Introductory 
employees may be released from employment at any time during the introductory period.  
Introductory employees are not guaranteed employment for the entire six-month introductory 
period; rather, employees remain, at all times during and after the introductory period, at-will 
employees.  The Commission may extend the introductory period at its discretion.  
 
1. Full-time employees are those normally scheduled to work and who do work 40 or 

more hours per week for a minimum of four (4) consecutive weeks.  Full-time 
employees may be Exempt or Non-Exempt. 

 
2. Part-time employees are those who are normally scheduled to work and who do work 

less than 40 hours per week for a minimum of four (4) consecutive weeks.  If you are 
hired or assigned as a part-time employee, you will not be considered a full-time 
employee based on the fact that you may work from time to time forty or more hours 
per week; rather the change from part-time to full-time employee status must be 
documented in writing. Part-time employees who regularly work at least 20 hours per 
week are eligible to participate in some of the employee benefits adopted by the 
Commission.  

 
3. Temporary employees are those employees hired for a particular task.  Irrespective of 

the amount of time necessary to complete that task, such employees shall not by the 
passage of time be converted to full-time employees.  Even if the employee works at the 
Commission longer than the original time period when first hired, the employee will stay 
temporary until they are officially notified in writing that they have been assigned to a 
different category. Temporary employees shall not be entitled to the benefits described 
in the Employee Handbook, shall not be eligible to participate in any insurance plans 
adopted by the Commission nor any other fringe benefit programs, except where 
mandated by applicable law.  

 
4. Exempt employees hold professional, administrative or executive positions at the 

Commission that are not entitled to receive overtime compensation.  An Exempt 
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employee is paid a fixed salary and is expected to work an average of at least 40 hours 
per week.  They do not work in the context of an eight (8) hour day but work the hours 
necessary to accomplish their responsibilities.  

 
5. Non-exempt employees are entitled to receive overtime compensation as required by 

federal and state law.  
 
6. Independent Contractors and Consultants are non-employees who are paid on a fee-

for-service basis to perform certain specified services.  Contractors and consultants are 
not eligible for any benefits listed in the Employee Handbook.  

 
Work Hours 

Unless otherwise scheduled, full-time non-exempt employees shall work an eight (8) hour shift 
during the regular business hours of 7:00 a.m. to 4:00 p.m., Monday through Friday. A work day 
is defined as any consecutive 24-hour period beginning at the same time each calendar day. 
The work week begins at 12:00 a.m. on Monday and ends at 11:59 p.m. on Sunday.  Lunch 
and/or dinner breaks are unpaid and not counted as part of the regular work shift.  If it is not 
possible to be at work at the scheduled time, the employee shall call their supervisor or other 
appropriate person in the department to inform them of the predicted time that they will be at 
their work site.  
 
Part-time office staff and temporary office staff shall work according to the schedule designated 
by their immediate supervisor.  
 
Non-management employees may not work at the office beyond 5:00 p.m. or during a weekend 
without supervision.  If non-management employees need to work outside of their normally 
scheduled office hours, their supervisor must be present or ensure that another supervisor is 
staying with the employee.  
 
Meal and Rest Periods  

The Commission will provide for meal and rest periods as required by the law.  The Commission 
will designate your normal work hours and schedule your meal and rest periods. Employees are 
provided a mid-morning and mid-afternoon rest break.  Lunch breaks should normally be taken 
between 11:00 a.m. and 2:00 p.m.  If your workload prevents you from taking your rest or lunch 
breaks, please advise your Supervisor so that arrangements can be made to allow you to do so.  
Non-exempt employees are required to take scheduled 30 to 60-minute meal periods and 
cannot perform any work during the meal period. Meal periods are unpaid.  Employees are 
required to record the time taken for meal periods for each day. If an employee is unable to 
take their meal period at the time designated by the Commission, the employee should 
immediately notify the Executive Officer. 
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Ten-minute paid rest periods are provided for every four hours of work or major portion 
thereof, generally mid-morning and mid-afternoon.  Meal and rest periods cannot be combined 
nor may these breaks be used to substitute for late arrival or early departure.   

Meal and rest periods are mandatory. Failure to adhere to the policy above will result in 
discipline up to and including termination. 

____________________ 
     Employee Initials 

 

Paid Time Off 

Commission employees are provided with a combined vacation leave and sick leave called Paid 
Time off (PTO).  All personal time off from work will be subtracted from your PTO balance.  PTO 
may be used to conduct personal business during normal work hours, to care for sick family 
members, for a vacation, attendance at family school related functions, religious observance, 
personal injury or illness, medical and dental appointments, or any other purpose you choose.  
Eligible employees will accrue PTO pro-rata based on the number of hours worked each pay 
period. 

Except when taken for unseen occurrences including the sudden onset of an illness, a family 
emergency, etc., PTO is to be taken at a time mutually convenient to you and the Executive 
Officer and requires advance written approval.  We request that it be taken in increments of 
four (4) or more hours.  Except in emergency situations, requests for PTO should be submitted 
to the Executive Officer at least two weeks in advance.  The determination of an “emergency” 
shall be at the sole discretion of the Executive Officer.  

Currently, permanent full-time employees paid directly by the Commission with less than two 
(2) years of continuous service accrue PTO at the rate of 21 working days per year.  Upon the 
completion of two (2) continuous years of service, the employee shall earn one additional day 
of PTO each year of service thereafter, from the completion of the second year until the end of 
the tenth year.  For example, a full-time employee completing their fourth year of service will 
earn 24 working days of PTO; an employee completing their fifth year of service will earn 25 
working days of PTO; and so forth.    

Employees paid directly by the Commission can accrue up to a maximum of three (3) times 
their annual accrual rate.  Once this accrual maximum is reached, you cannot accrue additional 
PTO until you have used up some of your accrued unused PTO.  When some accrued PTO is 
used, PTO begins to accrue again.  There is no retroactive grant of PTO for the period of time 
the accrued PTO days were at the maximum. 

PTO generally can be taken after successful completion of the Introductory Period whenever 
work schedules permit.  PTO schedules should be coordinated and cleared with your supervisor 
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prior to the leave of absence.  It should be recognized that in some cases it may be difficult to 
fit in PTO time and that vacations might have to be deferred. 

If an exempt employee is absent from work for a partial day (minimum four or more hours), the 
employee must substitute four (4) hours of PTO in lieu of salary for the hours worked.   

An employee whose employment terminates will be paid for accrued unused PTO. 

Compensatory Time Off 

Compensatory time off (“CTO”) may be approved by the Executive Officer in lieu of overtime 
pay for irregular or occasional overtime work by employees. CTO is paid at the same rate as 
overtime pay; that is, one and one-half hours of compensatory time for each hour of overtime 
worked. 
 
Holidays  

Each year the Commission will adopt the same holiday schedule as the County of Fresno.  
Whenever an announced holiday falls within the normal work week of Monday through Friday, 
it shall be considered a holiday for all Commission employees.  Full-time employees, and part-
time employees working at least 20-hours per week, are eligible to receive holiday pay based 
on their normally scheduled straight time hours.  Part-time employees working less than 20 
hours per week and persons in temporary assignments do not receive holiday pay but will 
receive the time off on the holiday without pay. 
 
To be eligible for holiday pay, you must have worked, or been available to work, the days 
immediately preceding and immediately following the holiday, unless an absence on either day 
is approved in advance by the Executive Officer.  Furthermore, holiday pay is not considered 
hours worked for purposes of determining overtime pay. Full-time employees receive eight 
hours of base hourly pay for each of the paid holidays listed above during the year.   
 
If your religious beliefs require that you take a special day off, you may substitute holidays, use 
PTO or take time off without pay, provided a prior arrangement has been made with the 
Executive Officer.  
 
Employees are ineligible for holiday pay while on leave of absence.  
 
Overtime Policy 

Only non-exempt employees are eligible for overtime compensation.  Exempt employees are 
not eligible for overtime compensation.  They are paid on a salary basis and are in executive, 
administrative, professional or other exempt positions. Non-exempt employees will be paid 
overtime compensation in accordance with applicable laws.  
As necessary, non-exempt employees may be required to work overtime.  ADVANCE APPROVAL 
BY MANAGEMENT FOR OVERTIME EXCEEDING FOUR (4) HOURS PER WEEK MUST BE OBTAINED 
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FROM THE EMPLOYEE’S SUPERVISOR. If the employee works overtime without permission, the 
employee may be subject to discipline. For purposes of determining which hours constitute 
overtime, only actual hours worked in a given work day or work week will be counted unless 
otherwise required by law.  
 
Overtime Holiday Pay Policy 

Full-time employees will receive holiday pay for designated holidays. Employees who are 
needed to work on a holiday will be paid straight time for the holiday plus the overtime rate as 
required by law.  
 
Make-up Time 

At your Supervisor’s discretion, the use of make-up time may be allowed when a non-exempt 
employee needs to take time off to tend to personal obligations and when the employee does 
not have accrued Paid Time Off available.  By arrangement with the Executive Officer, an 
employee may take time off and then make up that time within the same work week or may 
work extra hours earlier in the work week to make up for time that will be taken off later in that 
same work week.  Provided, however, that in making up his or her missed time, employee does 
not work more than 11 hours in any one work day or more than 40 hours in any one work 
week. Make-up time shall be paid at employee's regular rate of pay, and apart from the 
approved and scheduled make-up time, the regular rules for payment of over-time wages apply 
to any make-up time worked.  
 
To request make-up time, you must submit a signed, written request to the Executive Officer.  
The make-up time request sheet shall be in the form of the example attached to this handbook.  
Requests will be considered for approval based on legitimate business needs at the time that 
the request is submitted.  Your make-up time request must be submitted at least 24 hours 
before you take the requested time off or work the make-up time, whichever is first.  If you 
take time off and are unable to work the scheduled make-up time, the hours missed will 
normally be unpaid.  Your Supervisor may arrange with you another day within the same work 
week to make up the time, based on scheduling and unit needs.  If you work the make-up time 
before you plan to take it off, you must take that time off, even if you no longer need the time 
off.  An employee’s use of make-up time is completely voluntary.  The Commission does not 
encourage, discourage, or solicit the use of make-up time.  
 
School Activities and Suspended Pupil 

Employees are encouraged to participate in the school activities of their child(ren).  The 
absence related to participation in school activities will be approved subject to the following 
provisions:  
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1. Parents, stepparents, foster parents, guardians, or grandparents having custody of one 
or more children in preschool, kindergarten or grades 1 to 12, or college may take time 
off for a school activity.  

 
2. The time off for school activity participation cannot exceed eight (8) hours in any 

calendar month, or a total of 40 hours each school year.  
 
3. Employees must provide as much advance notice as possible to their Supervisor.  
 
4. If both parents are employed by the Commission, the first employee to request such 

leave will receive the time off and the other parent will receive the time off only if leave 
is approved by his or her Supervisor.  

 
5. Employees must use PTO in order to receive compensation for this time off.  
 
6. Employees who do not have paid time off available will take the time off without pay.  
 
7. Employees must provide their Supervisor with documentation from the school that 

indicates that the employee participated in a school activity on the day of the absence 
for that purpose.  

 
If you are a parent or guardian of a pupil, and if you are requested to appear in the school due 
to the pupil's suspension, you may take an unpaid leave of absence or use PTO provided that 
you give the Commission reasonable notice of the request to appear. 
 
Time Sheets 

All hourly employees are required to submit time sheets when due.  The time sheet should 
show all hours worked paid directly by Commission and time off hours as appropriate for 
exempt and non-exempt employees (e.g. Paid Time Off). Employees must clock out during meal 
periods and whenever they leave the building for any reason other than Commission business.  
Any errors on the time sheet should be reported immediately. Corrections must be initialed by 
the Executive Officer.  
 
Completing another employee’s time sheet, allowing another employee to complete your 
timesheet, or altering a time sheet, is considered a falsification of Commission documents and 
is grounds for disciplinary action.  
 
Paydays 

Commission employees are compensated in accordance with all applicable state and federal 
laws. The Commission expects each employee to carefully review each paycheck and to 
promptly notify the Commission of any errors (e.g. your wages have been subject to any 
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improper deductions, your pay does not accurately reflect all hours worked, or you have been 
inadvertently overpaid).  The Executive Officer must review and approve corrections. 
  
State and federal tax deductions and garnishments must be made in accordance with the law. 

Employees will be paid bi-weekly. 

Time Off to Vote   

Normally, employees will have sufficient time to vote either before work or after work. 
However, if your work schedule would prevent you from voting on election day, the 
Commission will give you up to two hours paid time off to vote.  Such time off shall be taken at 
the beginning or the end of the regular working shift, whichever allows for more free time, and 
the time taken off shall be combined with the voting time available outside of working hours.  
Where possible, the employee shall give his or her supervisor at least two days’ notice that time 
off to vote is needed.   
 
Wage Garnishments 

We encourage all employees to meet their financial obligations without involving the 
Commission.  However, we will adhere to legally imposed wage assignments and garnishments 
and will not modify the terms of those legal arrangements unless ordered to by a court.  No 
adverse employment action will be taken against an employee because of a wage assignment 
or garnishment order.  
 

Health, Retirement, and Other Benefits 
 
The Commission has established an employee benefit program for its eligible employees.  
Although this handbook does not restate all the features of these benefit programs, it provides 
brief summaries to acquaint employees with some of the key features of the program.  It is 
important that employees remember that additional terms, conditions, and limitations 
regarding program eligibility and benefit entitlement often exist.  Official plan documents 
should be consulted for further information regarding each benefit program.  In the case of an 
actual or apparent conflict between the benefit summaries set forth in the handbook and the 
terms of the official plan documents, the provisions of the official plan documents, as 
interpreted in the sole and absolute discretion of the plan administrator, shall control. 
 
In addition, while it is the Commission's present intention to continue these benefits, the 
Commission reserves the right, whether in an individual case or more generally, to modify, 
curtail, reduce or eliminate any benefit, in whole or in part, either with or without notice.  
Finally, neither benefit programs nor their descriptions are intended to create any guarantees 
regarding employment or continued employment. As noted elsewhere in the handbook, 
employment relationships are for an indefinite term and are terminable at will, either at the 
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option of the employee or the Commission.   
 
Employee Benefits Eligibility 

Full-time employees will receive Commission-approved benefits.  
 
Part-time employees are eligible for some Commission benefits on a pro-rata basis and for any 
benefits mandated by applicable law.  
 
Temporary employees are not eligible for Commission benefits, except where mandated by 
applicable law.  
 
The details of the Commission’s benefit program are provided separately.  
 
The Commission reserves the right to modify employee benefits at any time.  
 
Health Benefits 

The Commission and Fresno County have a memorandum of understanding to offer 
Commission employees health benefits through the San Joaquin Valley Insurance Authority.  
The insurance carrier is subject to change at the discretion of the Commission.  The Commission 
provides to its employees a contribution toward this benefit similar to that provided by Fresno 
County.  Actual contribution will be reviewed annually and included in the Commission’s annual 
budget.  
 
Permanent, full-time employees are eligible for Commission-approved benefits. For purposes of 
benefit eligibility, a full-time employee is defined as an employee regularly working 40 hours a 
week. 
 
Permanent, part-time employees are eligible for some Commission benefits on a pro-rata basis 
and for any benefits mandated by applicable law.  
 
Temporary employees are not eligible for Commission benefits, except where mandated by 
applicable law.  
 
The details of the Commission’s benefit program are provided separately.  
 
The Commission reserves the right to modify employee benefits at any time. 
 
If you have questions regarding your health insurance benefits, please call Employee Benefits at 
600-1810 or connect to the County health insurance information at:   
http://www.co.fresno.ca.us/DepartmentPage.aspx?id=53531. 
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Deferred Compensation Plan- 457 

The Commission currently participates in the ICMA-RC defined contribution plan. This plan is 
optional and can be changed at any time.  The employee chooses the amount they would like 
to contribute to their retirement out of their salary. ICMA-RC is a non-profit independent 
financial services corporation providing retirement plans and related services for more than a 
million public sector participant accounts. Its mission is to help build retirement security for 
public employees.   
 
Defined Contribution Plan- 401(a) 

All full-time regular employees are eligible for coverage on the first day of employment.  An 
employee will not be entitled to receipt of contribution until the completion of three 
continuous years of service (the vesting period). 
 
Under this plan, employees, once vested, will receive all proceeds resulting from contributions 
from the Commission (including interest and/or other appreciation which is exempt from 
Federal and State taxes until payment is made to the employee) upon retirement or 
termination of employment. 
 
Contributions equal to 10% of an employee’s gross salary will be made by the Commission.   
 
Upon termination of employment other than retirement, amounts distributed under the plan 
may be subject to state and federal penalties if not reinvested according to IRS guidelines.  
Regulations regarding early withdrawals are complex and a tax attorney or accountant should 
be consulted for additional information. 
 
This policy is implemented through a 401(a) Money Purchase Plan administered by ICMA-RC.  A 
401(a) Money Purchase Plan that allows the Commission to contribute to the employee’s tax-
deferred retirement savings. 
 
The Commission will make contributions to an account in the employee’s name for the 
exclusive benefit of the employee and their beneficiaries.  The value of the account is based on 
the contributions made and the investment performance over time. No taxes are due, including 
on earnings, until the employee makes withdrawals. 
 
Employees are encouraged to also participate in the 457 deferred compensation plan offered 
by the Commission as referenced above. 
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Life Insurance 

The Commission provides each full-time employee with a $20,000 life insurance policy through 
the Special District Risk Management Authority or equivalent benefit vendor. 
 

Workers’ Compensation 

Workers’ Compensation provides benefits for employees who are injured from accidents or 
illnesses arising out of, and in the course of, their employment with the Commission.  This is 
provided at no cost to the employee.  The employee is covered from the first day of 
employment.  Additional information about Workers’ Compensation insurance coverage is 
posted on the bulletin boards and the break room and/or available from the Executive Officer.  
 
An employee who is injured on the job, no matter how slightly, or whose injury or illness is 
directly related to the performance of his/her job duties, should:  
 
1. Seek appropriate medical attention or call 911 for emergencies.  
 
2. Immediately report the injury or illness to his/her supervisor, if possible, and the 

Executive Officer.  The Executive Officer will need to obtain information about what 
happened, how the injury or illness occurred, exact time and location, and names of 
witnesses, if any.  

 
The provider of medical care for work-related injuries or illnesses should be instructed by the 
employee to send medical bills to the Commission so they can be filed with the Workers’ 
Compensation claim.  Bills for work-related incidents should not be sent to the employee’s 
health insurance carrier.  
 
If needed, employees must provide the Commission with a certification from their health care 
provider regarding the need for workers' compensation disability leave and the employee's 
ability to return to work from the leave. 
 
Upon submission of a medical certification that you are able to return to work, you will be 
offered the same position held at the time of leaving, unless the job has been filled in order to 
avoid undermining the Commission's ability to operate safely and efficiently, or you are not 
capable of performing the job responsibilities upon return.  If your former position is not 
available, a substantially similar position will be offered unless there is no substantially similar 
position available or filling the available position would substantially undermine the 
Commission's ability to operate safely and efficiently, or you are not capable of performing the 
job responsibilities.  If, after returning from workers' compensation disability leave, you are 
unable to perform the essential functions of the job because of a physical or mental condition, 
the Commission's obligations to you may include reasonable accommodation, as governed by 
the Americans with Disabilities Act. 
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It is important to report injuries as soon as possible and within 48 hours of the injury.  
Additional information about Workers’ Compensation can be obtained from the Executive 
Officer.  
 
Expense Allowances 

Expenses incurred in connection with the Commission’s business may be reimbursed.  Claims 
for reimbursement must be submitted on the Expense Reimbursement form which is available 
from the Executive Officer.  Expense reports must 1) be prepared monthly, 2) contain the 
reimbursable expenses incurred during the prior 30-day period along with supporting 
documentation (e.g. receipts for meals, mileage reports, etc.), 3) be signed by the employee, 4) 
be submitted to the Executive Officer on the first day of the month, and 5) be approved by the 
Executive Officer.  
 
Continuing Education 

This type of leave is generally granted when the kind of education or training undertaken is 
likely to enhance the Commission's capabilities to provide service to the public.  Consequently, 
the training should have as its objective either: an increase in the effectiveness of the employee 
in a current job assignment; or an enhancement of the employee's advancement possibilities 
within the Commission. 
 
COBRA 

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives qualified 
employees and their dependents the opportunity to continue health insurance coverage under 
the Commission’s health plan when a “qualifying event” would normally result in the loss of 
eligibility.  Some common qualifying events are resignation, termination of employment, or 
death of an employee; a reduction in an employee’s hours or a leave of absence; an employee’s 
divorce or legal separation; and a dependent child no longer meeting eligibility requirements.  
Employees are eligible for continuation coverage if terminated from employment for any 
reason other than for gross misconduct or if a reduction in hours results in the loss of coverage 
under our group health plan.  Generally speaking, continuation coverage will be available for 18 
months from the date of termination or reduction in hours for employees, employees’ spouses, 
and dependent children, but continuation coverage may be longer in some circumstances. 
 
Under COBRA, you or your dependents pay the full cost of coverage at our group rates plus an 
administration fee.  We provide each eligible employee with a written notice describing rights 
granted under COBRA when you become eligible for coverage under the Commission’s health 
insurance plan.  The notice contains important information about your rights and obligations.  
Although the employees’ right to elect continuation coverage occurs upon the happening of a 
qualifying event to employees, coverage is not automatic.  Employees and employees’ spouses 
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and dependents must make an affirmative election of coverage before coverage will begin.  An 
election form will be sent with the notice of eligibility.  

Leave of Absence 
 
Family and Medical Leave 

The Commission will grant family and medical leave in accordance with the requirements of the 
federal Family and Medical Leave Act (FMLA) and the California Family Rights Act (CFRA) in effect at 
the time the leave is granted.  No greater or lesser leave benefits will be granted than those set forth 
in applicable laws.   

Please contact the Executive Officer as soon as you become aware of the need for a family or 
medical leave.  The following is a summary of relevant provisions.  At the time of your request, you 
will be provided with more information. 

Employee Eligibility 

To be eligible for family or medical leave benefits, an employee must: 
1. Have worked for the Commission for a total of at least twelve (12) months. 
2. Have worked at least 1,250 hours over the previous twelve (12) months before the date 

the leave is to begin. 
 
Leave Available 

Eligible employees may receive up to a total of twelve (12) workweeks of unpaid leave during a 
twelve (12) month period.  The twelve-month period will be calculated using a backward rolling 
period.  This means the Commission will look at any family or medical leave you took in the last 
12 months to determine how much leave you are eligible for at the time of your request.  The 
12-month period will be determined each time you are eligible to take FMLA or CFRA.  
 
If your spouse or domestic partner is also employed by the Commission, as a couple you may be 
restricted to a combined total of 12 weeks leave within any 12-month period for childbirth, 
adoption or placement of a foster child, or to care for a parent with a serious health condition.  
 
Leave may be used for one or more of the following reasons: 

1. For the birth or placement of a child for adoption of foster care. 

2. To care for an immediate family member (domestic partner, spouse, child of a domestic 
partner, or parent) with a serious health condition. "Child" means a biological, adopted, or 
foster child, a stepchild, a legal ward, or a child of an employee who stands in place of a 
parent (that is, who is charged with a parent's rights, duties, and responsibilities) to that child 
who is either under 18 years of age or is an adult dependent child. An adult dependent child 
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is an individual who is incapable of self-care because of a mental or physical disability within 
the meaning of Government Code section 12926. 

3. To take medical leave when the employee is unable to work because of a serious health 
condition for more than three (3) calendar days. For medical leave purposes, a serious health 
condition includes inpatient care in a hospital, hospice, or residential medical care facility.  It 
also includes continuing treatment by a health care provider.  

4. Any period of incapacity or treatment due to a chronic health condition or due to pregnancy 
or prenatal care (federal law covers pregnancy or prenatal care as FMLA leave, but 
pregnancy disability leave is not covered as CFRA leave; see below for benefits under 
California’s Pregnancy Disability Leave law). 

5. For qualifying exigencies arising out of the fact that the employee’s spouse, son, daughter, or 
parent is on active duty or call to active duty status as a member of the National Guard or 
Reserves in support of a contingency operation (Qualifying Exigency Leave).       

If you sustain a work-related injury, you are eligible for a medical leave for the period of disability in 
accordance with the laws governing occupational disabilities.   

If you require medical leave due to a physical or mental disability as defined by federal and state law, 
medical leave will be provided in accordance with the American Disability Act and the Fair 
Employment & Housing Act.  Employees eligible for medical leave under the ADA and the FEHA are 
not subject to the 365 days or 1,250 hours rules.  Leaves for employees disabled due to pregnancy, 
childbirth or related conditions are also governed by Pregnancy-Related Leave Policy. 

Under some circumstances, employees may take family or medical leave intermittently -- which 
means taking leave in blocks of time, or by reducing their normal weekly or daily work schedule.   

If you are an eligible employee who is a spouse, domestic partner, son, daughter, parent or next of 
kin of a covered service member with a serious injury or illness, the Commission will provide you 
Military Caregiver Leave for a total of up to 26 workweeks during a single 12-month period to care 
for the service member.  A covered service member is a current member of the Armed Forces, 
National Guard or Reserves, who is undergoing medical treatment, recuperation, or therapy, or who 
is otherwise in outpatient status or on the temporary disability retired list, for a serious injury or 
illness that was incurred in the line of duty while on active duty.  A serious injury or illness is one that 
may render the service member medically unfit to perform the duties of his or her office, grade, rank 
or rating.  The 12-month period for leave to care for a covered service member with a serious injury 
or illness begins on the first day the employee takes Military Caregiver Leave, and ends 12 months 
later, regardless of the 12-month period established by the Commission for other types of FMLA 
leave.  An eligible employee is limited to a combined total of 26 workweeks of leave for any FMLA-
qualifying reason during the “single 12-month period.”  (Only 12 of the 26 weeks total may be for an 
FMLA-qualifying reason other than to care for a covered service member.)   
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Time off from work because of the employee's disability due to pregnancy, childbirth or related 
medical condition is not counted as time used for California Family Rights Act (CFRA) but is counted 
as time used for federal Family Medical Leave Act (FMLA).  Pregnant employees may have the right 
to take a pregnancy disability leave in addition to a family-care leave; such employees should contact 
their Supervisor regarding their individual situations.  The Commission reserves the right to have 
multiple leaves counted concurrently if applicable. 

Notice and Certification 

Employees seeking to use family or medical leave may be required to provide: 

1. Thirty (30) day advance notice when the need for the leave is foreseeable. 

2. Medical certification (both prior to the leave and prior to reinstatement). 

3. Periodic re-certification. 

4. Periodic reports during the leave. 

You should request medical leave by sending a written request to your supervisor.  At this time, you 
will be given a copy of the Commission’s current FMLA/CFRA policy and a copy of the Commission’s 
Pregnancy Disability Leave policy, if applicable.  If a situation related to a request for a medical leave 
of absence under FMLA and/or CFRA is foreseeable, you should request the leave in writing at least 
30 days prior to the date desired.  Failure to provide such notice may result in delay or denial of your 
leave request.  In the case of an unforeseeable event, you must notify the Commission as soon as 
possible. 

When the leave is needed to care for an immediate family member or the employee's own serious 
health condition, and if for planned medical treatment, the employee should try to schedule 
treatment so as not to unduly disrupt the Commission's operation.  

Compensation During Leave 

Family and medical leaves are unpaid.  Unless the employee specifically requests to preserve his or 
her PTO, PTO will be charged for any period of family leave. If you are granted leave covered under 
the Family Temporary Disability Insurance Program, administered by the state, the Commission will 
require you to use up to two (2) weeks’ paid PTO at the start of your leave.  All paid time off will 
count toward your 12-week maximum leave total.  

Benefits During Leave 

For those employees receiving group health benefits, the Commission will maintain group health 
insurance coverage for an employee on family or medical leave for up to a maximum of twelve (12) 
workweeks if such insurance was provided before the leave was taken and on the same terms as if 
the employee had continued to work.  This means if the employee is paying any portion of the 
insurance premiums, the employee would have to continue to pay those premiums while out on 
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leave.  In some instances, The Commission may recover premiums it paid to maintain health 
coverage for an employee who fails to return to work following a family or medical leave.   

Employees on family or medical leave who are not eligible for continued paid coverage may continue 
their group health insurance coverage through the Commission in conjunction with federal COBRA 
guidelines by making monthly payments to the Commission for the amount of the applicable 
monthly premium.  You should contact the Executive Officer for further information. 

Employee benefits, such as annual leave, will not accrue during any unpaid portion of your medical 
leave.  When you return from leave, benefits will start accruing again.  

Employment During Leave   

An employee on FMLA and/or CFRA leave may not accept employment with any other employer 
without the Commission’s written permission.  An employee who accepts such employment will be 
deemed to have resigned from employment with the Commission. 

Job Reinstatement 

We require that you give us at least two weeks advance notice before you plan to return to work. 
Employees returning from a family or medical leave will be reinstated to their previous position or to 
an equivalent position with equivalent benefits, pay and terms and conditions of employment.  If the 
leave was for the employee’s own serious health condition, a medical certification that they can 
return to work is required prior to the actual return date. However, an employee has no greater right 
to reinstatement than if the employee had been continuously employed rather than on leave.  For 
example, if employees on leave would have been laid off had they not gone on leave, or if their jobs 
were eliminated while they were on leave, then the employees would not be entitled to 
reinstatement.   To prevent substantial and grievous economic injury to the Commission, the 
Commission will notify you of its intent to refuse reinstatement. Unless an alternative return date 
has been previously approved by the Executive Officer, if an employee does not return to work 
within three working days of the end of a medical leave, the Commission will assume that you have 
resigned.  

If an employee returning from medical leave is unable to perform the essential functions of the job 
because of a physical or mental condition, the Commission’s obligations to that employee may be 
governed by the Americans with Disabilities Act and/or the FEHA.   

Coordination with Pregnancy Disability Leave   

During your leave you may take any accrued and unused paid time off hours. During this period 
of leave, all paid time off and leave benefits will cease to accrue. 
 
If your pregnancy disability leave also qualifies for leave under the FMLA, the Commission will 
maintain group health insurance coverage for up to a maximum of length of your pregnancy 
disability leave (if such insurance was provided before the leave was taken) on the same terms 
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as if you had continued to work.  In some instances, the Commission may recover premiums it 
paid to maintain health coverage for you if you fail to return to work following pregnancy 
disability leave.  If you are on pregnancy disability leave and are not eligible for continued paid 
coverage, or if paid coverage ceases after your maximum leave is taken, you may continue your 
group health insurance coverage through the Commission in conjunction with federal 
guidelines by making monthly payments to the Commission for the amount of the relevant 
premium.  Contact the Executive Officer for further information.  
 
Coordination with California Paid Family Leave   

You may be eligible for Family Temporary Disability Insurance (FTDI) benefits, otherwise known 
as Paid Family Leave (“PFL”).  PFL provides eligible employees with partial wage replacement 
for up to six (6) weeks of benefits in a twelve (12) month period to (a) provide care for a family 
member (child, parent, spouse or domestic partner) with a serious health condition; or (b) to 
bond with a minor child within the first year of the child’s birth or placement in connection with 
foster care or adoption.  PFL is funded through contributions made by you, through payroll 
deductions, to the State of California.  Deductions commenced on January 1, 2004.  Claims for 
benefits are administered by the Employment Development Department, not the Commission. 
 
Employees may be eligible for PFL even if they do not meet the eligibility requirements for 
family or medical leave under the FMLA/CFRA.  Where possible, the Commission will make an 
effort to accommodate non-FMLA/CFRA eligible employees with a leave of absence for PFL 
reasons.  When leave is granted, the Commission will allow you to use paid time off leave.  
Depending on operational needs, the Commission may not be able to hold your position open 
during periods of PFL; however, you normally would be eligible to apply for reemployment at a 
future date.  Non-FMLA/CFRA eligible employees will not be eligible for continued health 
insurance benefits, except through COBRA, or any other benefits.  
 
Unlawful Acts 

Commission policy and federal and state law prohibits any interference with, restraint, or denial of 
the exercise of any right provided by state and federal law.   

Pregnancy Disability Leave 

Under the California Fair Employment and Housing Act (FEHA), if you are disabled by 
pregnancy, childbirth or related medical conditions, you are eligible to take a pregnancy 
disability leave (PDL).  If you are affected by pregnancy or a related medical condition, you are 
also eligible to transfer to a less strenuous or hazardous position or to less strenuous or 
hazardous duties if this transfer is medically advisable. The Commission will also provide 
reasonable accommodations for an employee for conditions related to pregnancy, childbirth, or 
related medical conditions, if she so requests, with the advice of her health care provider.  
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● The PDL is for any period(s) of actual disability caused by your pregnancy, childbirth or 
related medical conditions, up to four months (or 88 work days for a full-time 
employee) per pregnancy.  

● The PDL need not be taken in one continuous period of time but can be taken on an as-
needed basis.  

● Time off needed for prenatal care, severe morning sickness, doctor-ordered bed rest, 
childbirth, and recovery from childbirth would all be covered by your PDL.  

● Generally, we are required to treat your pregnancy disability the same as we treat other 
disabilities of similarly situated employees.  This affects whether your leave will be paid 
or unpaid.  

● You may be required to obtain a certification from your health care provider of your 
pregnancy disability or the medical advisability for a transfer.  The certification should 
include:  

 • The date on which you became disabled due to pregnancy or the date of the 
medical advisability for the transfer; 

 • The probable duration of the period(s) of disability or the period(s) for the 
advisability of the transfer; and 

 • A statement that, due to the disability, you are unable to work at all or to perform 
any one or more of the essential functions of your position without undue risk to 
yourself or to other persons, the successful completion of your pregnancy, or a 
statement that, due to your pregnancy, the transfer is medically advisable. 

● At your option, you can use any accrued PTO or other accrued time off as part of your 
pregnancy disability leave before taking the remainder of your leave as an unpaid leave.  
You may also be eligible for state disability insurance for the unpaid portion of your 
leave.  Employees may use any accrued, available PTO during the leave. If the employee 
is taking pregnancy disability leave, unless the employee specifically requests to 
preserve his or her Paid Time Off, it will be charged for any period of pregnancy 
disability leave.  

● Taking a pregnancy disability leave may impact certain of your benefits and your 
seniority date. The Commission will maintain group health insurance coverage for up to 
a maximum of four months (if such insurance was provided before the leave was taken) 
on the same terms as if you had continued to work. In some instances, the Commission 
may recover premiums it paid to maintain health coverage for the employee if the 
employee fails to return to work following pregnancy disability leave. If the employee is 
on pregnancy disability leave and is not eligible for continued paid coverage, the 
employee may continue her group health insurance coverage through the Commission 
in conjunction with federal guidelines by making monthly payments to the Commission 
for the amount of the relevant premium.  

 
If you want more information regarding your eligibility for a leave, the impact of the leave on 
your seniority and benefits, and our policy for other disabilities, please contact the Executive 
Officer.  
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If you are eligible for FMLA/CFRA leave, your PFL period will run concurrently with any 
FMLA/CFRA leave, and the Commission will continue your health and other benefits and 
provide reinstatement to the extent required by the FMLA/CFRA. 
 
Personal Leave 

A personal leave of absence without pay may be granted at the discretion of the Executive 
Officer.  Requests for personal leave should be limited to unusual circumstances requiring an 
absence of no longer than two weeks.  Approved personal absences of shorter duration are not 
normally treated as leaves, but rather as excused absences without pay.  During this period of 
leave, all paid leave benefits will cease to accrue.  
 
Bereavement Leave 
In the event of the death of your current spouse or domestic partner, your child, parent, legal 
guardian, brother, sister, grandparent, grandchild, or mother-in-law, father-in-law, son-in-law 
or daughter-in-law, you may take up to three consecutive scheduled work days off with pay 
with the approval of the Executive Officer.  In addition, if you have no PTO available, you may 
take up to two additional work days off with pay upon the approval of the Executive Officer.  
The Executive Officer may approve additional unpaid time off.  
 
Jury Duty or Witness Leave 

The Commission encourages employees to serve on jury selection or jury duty when called.  You 
should notify your supervisor of the need for time off for jury duty as soon as a notice or 
summons from the court is received.  You may be requested to provide written verification 
from the court clerk of having served.  If work time remains after any day of jury selection or 
jury duty, you will be expected to return to work for the remainder of your work schedule.  
 
If the employee is selected for jury duty during a peak work period and jury service would be a 
hardship for the Commission, the employee and the Executive Officer will attempt to obtain a 
deferment of jury service.  
 
Full-time employees shall be entitled to receive full salary or wages less any fees received for 
jury or witness duty for up to thirty (30) days of performing jury or witness service. In 
extraordinary circumstances, the Commission retains the rights to extend the paid time off for 
jury service in its sole discretion and on a case-by-case basis. 
 
Domestic Violence, Sexual Assault and Stalking Leave 

The Commission also permits an employee who is the victim of a crime to appear in court in 
compliance with a subpoena or court order to appear as a witness in court or in any judicial 
proceeding.  The Commission will allow employees who are the victim of a sexual assault, 
domestic violence, or stalking to take off from work to obtain or attempt to obtain a restraining 
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order or other injunctive relieve to help insure the health, safety or welfare of the employee or 
the employee’s child.  You should give your supervisor reasonable advance notice of your 
intention to take time off when feasible.  If it is not feasible to give advance notice, then you 
should notify your supervisor within a reasonable time after the absence that the absence as to 
the reason for the absence.  You may be required to provide certification of the absence, such 
as a police report, court order or other evidence that the absence was related to a court 
appearance or documentation from a medical professional, domestic violence advocate, or 
sexual assault advocate, health care provider or counselor. Any certification provided under this 
section will be maintained in a confidential manner and will be disclosed only as allowed by law.  
 
Military Leave 

The Commission will grant an unpaid military leave of absence if you are a regular full-time 
employee and absent from work because you are serving in the U.S. uniformed services in 
accordance with the Uniformed Services Employments and Reemployment Rights Act (USERRA) 
and state law.  If you have any questions about military leaves of absence, please contact the 
Executive Officer. 
 
In addition, the Commission will provide any employee who works 20 or more hours per week 
with up to 10 days of unpaid leave when their spouse is on leave from military duty.  The 
Commission will not retaliate against a qualified employee for requesting or taking this leave.   
 
A member of the National Guard or Reserves is entitled to a temporary leave of absence 
without pay, not to exceed 17 days annually, for required training or similar duty.  
 
An employee will be paid for military leave for the first thirty days of military leave, upon proof 
of military orders.  Thereafter, an employee may use any available accrued PTO to coordinate 
with your military pay.  
 
Continuation of health insurance benefits is available as required by USERRA based on length of 
the leave and subject of the terms, conditions and limitations of the applicable plans for which 
the employee is otherwise eligible.  
 
An employee’s benefits, such as PTO, will not accrue during any unpaid military leave.  When 
you return from leave, benefits will start accruing again.  
 
An employee who needs to be absent from the Commission to fulfill military service shall 
provide advance written or verbal notice to their Supervisor or the Executive Officer, unless the 
giving of such notice is precluded by military necessity or is otherwise impossible or 
unreasonable.  Employees who wish to take family military leave must provide the Commission 
with (1) notice of intention to take family military leave within two business days of receiving 
official notice that the employee's military spouse will be on leave from deployment, and (2) 
documentation certifying that the employee's military spouse will be on leave from deployment 
during the time that the employee requests leave.  
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As a general rule, you are entitled to reinstatement upon completion of military service, 
provided your application for reinstatement is made within 90 days of your discharge. 
 
Sick Leave  

Certain California employees are entitled to state-mandated paid sick leave (“PSL”).  PSL is 
different from, and in addition to, the Commission's Paid Time Off and Holiday Policy.  An 
employee is eligible for PSL if the employee works in California for thirty (30) or more days 
within a year from the commencement of employment.   
 
At the commencement of employment, an eligible employee will be provided with a lump sum 
of twenty-four (24) hours or three (3) days of PSL, whichever is greater, and shall receive a lump 
sum amount of twenty-four (24) hours or three (3) days of PSL annually thereafter.  Employees 
who are eligible to receive PSL are permitted to carry over any unused PSL to the following 
year.  However, PSL is capped at forty-eight (48) hours or six (6) days.  No PSL will accrue once 
the maximum amount of forty-eight (48) hours or six (6) days is reached.     
 
An employee may use PSL beginning on the ninetieth (90th) day of employment.  Upon an oral 
or written request, an employee may use PSL for the diagnosis, care or treatment of an existing 
condition, or preventive care, for the employee or for a family member.  PSL can also be taken 
by the employee if the employee is a victim of domestic violence, sexual assault, or stalking.  
The employee should provide notice of the need for leave as soon as practicable, and in 
advance if foreseeable.  Family members include a child (biological, adopted, foster, step), legal 
ward, child to whom the employee stands in loco parentis; parent (biological, adoptive, step), 
legal guardian of the employee or employee’s spouse or registered domestic partner, person 
who stood in loco parentis when employee was a minor; spouse; registered domestic partner; 
grandparent; grandchild; and sibling.  Employee must use PSL in at least two-hour increments.  
 
PSL will be paid at the employee's hourly rate of pay.  A poster describing PSL rights is located in 
the Commission offices.  The Commission will maintain records documenting hours worked and 
PSL provided in lump sum and used. Commission will make them available to Employee within 
twenty-one (21) days upon request. 
 
Commission will not lend PSL to Employee in advance.  Unused PSL will not be paid to Employee 
at the separation of employment.  However, if Employee is rehired by Commission within one 
(1) year of the date of separation, previously unused PSL, if any, may be reinstated at the time 
of rehire.  If the reinstated employee returns within one year of his or her original 
commencement of employment, the employee will be provided with any PSL that was unused 
before he or she left his or her original employment with the Company.  For example, if an 
employee is hired in January 1, 2019 and terminates his or her employment in June, after only 
using sixteen (16) hours of his PSL and becomes re-employed with the Company in September 
of the same year, the employee will be provided with eight (8) hours of PSL upon his return.  
Similarly, if the reinstated employee returns subsequent to the expiration of his or her original 
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commencement of employment, but within the year of termination, the employee will be 
provided with twenty-four (24) hours or three (3) days of paid sick leave upon his or her return. 
 
Volunteer Firefighters 

No employee shall receive discipline for taking time off to perform emergency duty as a 
volunteer firefighter.  If you are participating as a volunteer firefighter, please alert your 
supervisor so that he or she may be aware of the fact that you may have to take time off for 
emergency duty. 
 
Leave to Seek Office 

An employee, who in a manner prescribed by law declares himself as a candidate for elective 
office may be granted a leave of absence without pay.  The procedure and length of time shall 
be as provided in the County Ordinance Code, Section 3.08.120. 
 
Organ Bone Marrow Donation  

After completing 90 days of employment with the Commission, an employee undergoing an 
organ donation procedure of treatment shall be entitled to 30-days of paid leave.  An employee 
undergoing bone marrow procedures shall receive 5 days of paid leave. 
 

Injury and Illness Prevention Program 
 
The health and safety of employees and others on Commission property are of utmost concern.  
The Commission strives to maintain the highest level of safety in all operations and activities for 
all employees and others in the workplace.  The Commission will make every effort to provide 
working conditions that are as healthy and safe as possible.  
 
Employees are expected to be conscientious about workplace safety such as proper work 
methods and reporting potential safety hazards.  Any unsafe conditions in the work area, or 
that might result in an accident, should be immediately reported to a supervisor or the 
Executive Officer.  
 
To promote the concept of a safe work place, the Commission maintains a safety program 
contained in its Injury & Illness Prevention Plan.  
 
Injury Reporting Procedure 

Employees are required to immediately report any work-related injury or illness, no matter how 
small, to the Executive Officer. The Commission will provide the employee with any required 
paperwork.  The employee is expected to cooperate in the reporting process.  
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Employee General Safety Training 

Although it is unlikely that a position at the Commission will warrant special safety protocol, 
new employees are provided with general safety training and training required for specific 
assignments as needed.  All employees must comply with the Commission’s safety procedures, 
to the extent that any are required.  
 
Supervisors (or a designated representative) will show the new employee where First Aid 
stations and fire extinguishers nearest their location are located.  
 
Employees are expected and encouraged to report any unsafe acts and/or unsafe conditions to 
their supervisor.  
 
Poor safety performance can result in disciplinary action up to and including termination.  
 
Emergency Procedures 

Dial 911 to report a:  
 

1. Medical life-threatening emergency such as chest pain, shortness of breath, seizure, 
fainting, injury. 

2. Fire, smoke, explosion. 

3. Crime. 

4. Give location of emergency (building and room number) and phone number where you 
can be reached. 

 
Fire Drills 

The California Building Code requires the Commission's building to conduct fire drills quarterly.  
Employees will be notified of dates and times of drills and are asked to cooperate with the drills 
and follow the drill procedures.  
 
Operating Equipment 

Employees should never use any equipment that they have not been taught to operate 
properly.  
 
Operating any machine or tool requires the supervisor’s permission.  Employees may not 
operate machinery unless there are at least two people in the building who are aware that the 
machinery is being used.  
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DO NOT ATTEMPT REPAIR WORK ON MECHANICAL OR ELECTRICAL EQUIPMENT UNLESS YOU 
ARE TRAINED AND AUTHORIZED BY YOUR SUPERVISOR TO DO SUCH WORK.  
 
Workplace Violence Policy 

The Commission has a zero-tolerance policy for workplace violence, verbal and non-verbal 
threats and related actions.  
 
The Commission is committed to preventing workplace violence and to maintaining a safe work 
environment. Given the increasing violence in society in general, the Commission has adopted 
the following guidelines to deal with intimidation, harassment, or other threats of (or actual) 
violence that may occur during business hours or on its premises. 
 
All employees, including supervisors and temporary employees, should always be treated with 
courtesy and respect.  Employees are expected to refrain from fighting, "horseplay," or other 
conduct that may be dangerous to others. 
 
Conduct that threatens, intimidates, or coerces another employee, a customer, or a member of 
the public at any time, including off-duty periods, will not be tolerated. This prohibition includes 
all acts of harassment, including harassment that is based on an individual's sex, race, age, or 
any characteristic protected by federal, state, or local law. 
 
All threats of (or actual) violence, both direct and indirect, should be reported as soon as 
possible to your immediate supervisor or any other member of management.  This includes 
threats by employees, as well as threats by customers, vendors, solicitors, or other members of 
the public. When reporting a threat of violence, you should be as specific and detailed as 
possible. 
 
All suspicious individuals or activities should also be reported as soon as possible to a 
supervisor.  Do not place yourself in peril.  If you see or hear a commotion or disturbance near 
your workstation, do not try to intercede or see what is happening. 
 
The Commission will promptly and thoroughly investigate all reports of threats of (or actual) 
violence and of suspicious individuals or activities. The identity of the individual making a report 
will be protected as much as is practical. 
 
Anyone determined to be responsible for threats of (or actual) violence or other conduct that is 
in violation of these guidelines will be subject to prompt disciplinary action. 
 
Employees should immediately report to their immediate supervisor such incidents or threats.  
We encourage employees to promptly report such incidents and to suggest ways to reduce or 
eliminate risks.  The Commission will not retaliate against any employee for reporting such an 
incident, in good faith, and will not knowingly permit any retaliation by management or non-
management employees.  
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Security  

In simplest terms, security is for the purpose of protecting people, Commission property and 
information.  
 
The security of our facility as well as the welfare of our employees requires that every individual 
be constantly aware of potential security risks.  You should immediately notify your supervisor 
when unknown persons are acting in a suspicious manner, in or around the facility, or when 
keys or similar items are lost or misplaced.  
 
Employees entrusted with keys to the office or other Commission facilities are responsible for 
the safekeeping of the keys, the security and protection of Commission property, as well as any 
activity taking place while the employee is present, and the office is closed.  
 
Employees Required to Drive 

Employees who are required to drive must always maintain a current valid license and effective 
insurance.   The employee must possess automobile insurance with limits of not less than 
$100,000/$300,000 public liability, and $25,000 property damage, or a combined single limit of 
$300,000 public liability, and $25,000 property damage, or a combined single limit of $300,000.  
Any accidents or traffic violations should be reported to the Executive Officer immediately if the 
incident occurs during your duties.  Employees will use their own automobiles and will be 
reimbursed for mileage incurred at the IRS specified rate. 

Drug and Alcohol Policy 
 
Illegal Drugs, Controlled Substances, Alcohol, and Marijuana Policy 

The past success and future growth of the Commission is a direct result of our most important 
asset:  Our people.  Consequently, the Commission is concerned about the use of alcohol, illegal 
drugs or controlled substances as it affects the work place.  Use of these substances whether on 
or off the job can adversely affect an employee’s work performance, efficiency, safety and 
health and, therefore, seriously impair the employee’s value to the Commission.  
 
In addition, the use or possession of these substances on the job constitutes a potential danger 
to the welfare and safety of other employees and exposes the Commission to the risks of 
property loss or damage, or injury to other persons.  The Commission has a vital interest in 
maintaining sage and efficient working conditions for its employees and ensuring that all 
Commission vehicles are properly maintained and operated in a safe manner.  
 
Furthermore, the use of prescription drugs and/or over-the-counter drugs may affect an 
employee’s job performance and seriously impair the employee’s value to the Commission.  
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Any employee who is using prescription and/or over-the counter drugs that may impair the 
employee’s ability to safely perform the job, or affect the safety or well-being of others, should 
not report for work during the time the employee is using the medication.  The employee 
should use any accrued Paid Time Off during this time period.  If the employee does not have 
accrued PTO, the employee should request a personal leave of absence.  
 
Proper use of prescriptive drugs directly prescribed to the employee is exempt from these 
restrictions so long as the employee is complying with physician orders.  The following rules and 
standards of conduct apply to all employees either on Commission property or during the work 
day (including meals and rest periods).  The following are strictly prohibited by the Commission:  

1. Possession or use of alcohol or being under the influence of alcohol while on the job.  

2. Distribution, sale or purchase of an illegal or controlled substance, including marijuana, 
while on the job.  

3. Possession or use of an illegal or controlled substance, including marijuana, or being 
under the influence of an illegal or controlled substance while on the job.  

4. Being under influence of a controlled or prescription drug, including medicinal 
marijuana, while at work if it in any way negatively affects the employee’s ability to 
perform his or her job in a safe and efficient manner.  

 
Violation of the above rules and standards of conduct will not be tolerated.  The Commission 
may also bring the matter to the attention of appropriate law enforcement authorities.  
 
If you appear to be under the influence of intoxicating beverages or illegal drugs, you may be 
asked to submit to an impartial medical examination.  Whenever there is a work-related injury 
requiring medical treatment, and the Commission has reasonable suspicion that an employee 
involved in the work-related injury is under the influence, the Commission reserves the right to 
require a drug screen test to determine if the injury was caused by intoxication or being under 
the influence of drugs.  
 
An employee’s conviction on a charge of illegal sale or possession of any controlled substance 
while off Commission property will not be tolerated because such conduct, even though off 
duty, adversely reflects on the Commission.  In addition, the Commission must keep people 
who sell or possess controlled substances off Commission premises in order to keep the 
controlled substances themselves off the premises.  
 
 
 
Drug or Alcohol Rehabilitation 

The Commission will reasonably accommodate any employee who volunteers to enter an 
alcohol or drug rehabilitation program, provided the reasonable accommodation does not 
impose an undue hardship on the Commission.  We will encourage and reasonably 
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accommodate employees with chemical dependencies (alcohol or drug) to seek treatment 
and/or rehabilitation.  Reasonable accommodation would include, among other actions, time 
off with or without pay, and adjustment of working hours.  Employees may apply accrued, 
unused Paid Time Off in lieu of unpaid time off for these purposes.  If no accrued Paid Time Off 
is available, the time off will be considered unpaid. 
 
Employees desiring such assistance should request a treatment or rehabilitation leave from 
their Supervisor.  We are not obligated however to continue to employ any person whose 
performance of essential job duties is impaired because of drug or alcohol use, nor is the 
Commission obligated to re-employ any person who has participated in treatment and/or 
rehabilitation if that person is unable to perform his or her job duties, or cannot perform his or 
her job duties in a manner that would not endanger the health or safety of the employee, as a 
result of current chemical dependency.  
 
Work Area.  Employee Container Search Policy 

The Commission reserves the right to inspect any employee’s work area, locker, desk or any 
other enclosed container kept by the employee on the work premises or in a Commission 
vehicle.  Such inspection may be done with or without notice and with or without cause.  

Equipment, Computer Usage, E-mail Policy  
 
Use for Business Purposes/Commission Access, Review Deletion and 
Disclosure 

The Commission’s equipment, including but not limited to telephones, FAX machines, 
computers, and cellular telephones (collectively, “Equipment”), and other services and 
computer software, such as Internet connection and e-mail and voicemail systems (collectively, 
"Services"), are provided to employees at the Commission’s expense to assist you in carrying 
out Commission business.  The Commission’s Equipment and Services are to be used for 
business related purposes only and not for commercial, recreational, or excessive social 
activities.  While employees are allowed use of the Commission’s Equipment and Services for 
limited personal business during business hours provided that such use does not interfere with 
the work of the employee or other employees, the Commission prohibits abuse of this policy 
and requires that all employees use good judgment.  Examples of “limited use” would include 
short personal telephone lasting a minute or two or briefly viewing a news site on the internet.  
Any “limited use” should be conducted during rest breaks and meal periods.  Any other use of 
Commission equipment for limited personal use must be approved in advance by the 
employee’s supervisor.  
 
Use of the Equipment and Services outside the scope of this policy is not authorized.  The 
Commission is liable or responsible for acts of its employees outside the course and scope of 
their employment.  Accordingly, the Commission will not be liable for damages suffered due to 
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any employee’s use of the Commission’s Equipment or Services that is inconsistent with this 
policy.  
 
Other than noted above, access to the internet, web sites and other types of Commission-paid 
computer access are to be used for Commission-related business.  Any information about the 
Commission, our products or services, or other types of information that will appear in the 
electronic media about the Commission must be approved by your supervisor before the 
information is placed on an electronic information source.    Under no circumstances is an 
employee to access subject matters dealing with illegal activities, gambling, drugs, satanic 
rituals or cults, religious or racial intolerance, sexual acts, or nudity.  
 
Email is not to be used for the purposes of solicitation for commercial ventures or religious 
causes, outside Commissions or other non-business matters.  Additionally, the following forms 
of e-mail transmittal are prohibited:  

● Transmitting, retrieving, or storing messages or images that are offensive, derogatory, 
off-color, sexual in content or otherwise inappropriate in a business environment;  

● Making threatening or harassing statements about, or to another employee, customer 
or outside party;  

● Sending or receiving confidential or copyrighted materials without prior authorization; 
or 

● Sharing with another employee, vendor, customer or outside party, confidential 
information received by you via e-mail, whether intentionally or unintentionally directed 
to you.  

 
The Commission treats all electronic mail messages sent, received or stored in the e-mail 
system as business messages.  The Commission prohibits access through the Internet to 
inappropriate or illegal material.  The Commission has the capability to access, review, copy and 
delete any messages sent, received or stored on the e-mail or voicemail system and can review 
the history of the Internet usage.  The Commission reserves the right to access, review, and/or 
copy the history of the employee’s Internet usage and all such email and voicemail messages 
for any purpose and to disclose them to any party (inside or outside the Commission) it deems 
appropriate.  The Commission may exercise such rights if it feels the Internet, computer, or e-
mail policies have been violated.  
 
Should employees make incidental use of the e-mail system to transmit personal messages; 
such messages will be treated no differently from other messages.  Employees should not use 
the computer, the e-mail system, or other Commission Equipment or Services to send, receive 
or story any message that they wish to keep private.  Users should treat the Commission’s 
Equipment and Services (including the computer and e-mail system) like a shared file system – 
with the expectation that content, or information sent, received or stored in the system 
(including individual hard disks) will be available for review by the Commission for any purpose.  
 



2264069v1 / 15273.0003  50 
 

Email Security and Computer Security 

The security on the Commission e-mail system and other computer programs is as good as 
password security can be.  If an employee’s network and e-mail passwords are easy to discover, 
an employee’s email may easily be accessed by anyone with that intention.  It is strongly 
advised that employees not use their first or last name, the Commission name or other such 
passwords.  It is also advisable that employees change their passwords periodically.  Employees 
are required to provide the Executive Officer with all passwords.    
 
Viewing and Protecting E-Mail 

In order to guard against dissemination of confidential information, users should not access 
their e-mail message for the first time in the presence of others.  Email passwords (as well as 
other computer passwords) should be routinely changed when prompted by County ITSD.  
 
Copyrighted Information 

Use of the email system to copy and/or transmit any documents, software, or other 
information protected by copyright laws is prohibited.  
 
Email Usage 

Essentially, Commission email messages should be treated in the same way as other 
Commission, confidential printed material.  There are three common circumstances where 
confidentiality can be breached:  

● An employee leaves the email program running on his or her screen or leaves an e-mail 
message on his or her screen.  In either case, this allows others to view email messages 
should they sit at the employee’s computer.  

● A confidential message is printed on a printer in an employee’s office or perhaps on a 
shared printer down the hall.  Anyone with access to that printer can view this 
document.  

● An email message is inadvertently sent to someone who was not intended to receive it.  
Caution should be exercised regarding any confidential message before it is sent.  

● Caution should be used when using the Internet.  The Internet is a convenient, cheap 
way to send business communications that are not security risks or time sensitive.  
Employees should not rely on the Internet for critical communications due to the 
possibility of compromise.  

 
Users must exercise a greater degree of caution in transmitting Commission information on the 
e-mail system than they take with other means of communicating information (e.g., written 
memoranda, letters or phone calls) because of the reduced human effort required to 
redistribute such information.  Confidential information should never be transmitted or 
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forwarded to outside individuals or companies not expressly authorized to receive that 
information and should not even be sent or forwarded to other users inside the Commission 
who do not need to know the information.  Always use care in addressing e-mail messages to 
make sure that messages are not inadvertently sent to outsiders or the wrong person inside the 
Commission.  In particular, exercise care when using distribution lists to make sure that all 
addressees are appropriate recipients of the information.  Lists are not always kept current and 
individuals using lists should take measures to ensure that the lists are current.  Refrain from 
routinely forwarding messages containing confidential information to multiple parties unless 
there is a clear business need to do so.  
 
Please bear in mind that your e-mail messages may be read by someone other than the 
addressee you sent them to and may even someday have to be disclosed to outside parties or a 
court in connection with litigation.  Accordingly, please take care to ensure that your messages 
are courteous, professional and businesslike.  
 
Other Prohibited Uses 

 
The Commission prohibits use of the e-mail system or the Commission computer system to 
engage in any communications that are in violation of Commission policies, including but not 
limited to transmission of defamatory, obscene, offensive or harassing messages, or messages 
that disclose personal information about other individuals without authorization.  
 
Internet Access 
The Internet offers a vast amount of easily accessible information to those who access it.  The 
Commission is linked to the Internet to allow employees access to information and resources 
for Commission purposes and in order to enable employees to perform their job duties more 
efficiently.  Other than the “limited use” noted above any employee access to the Internet for 
non-Commission purposes must be authorized in advance and in writing.  Any "downloading" 
from the Internet by employees for their personal use must be authorized in advance and in 
writing.  Accessing pornographic, offensive or other inappropriate information in violation of 
Commission policy is expressly prohibited.  Employees are urged to use their common sense 
and judgment.  
 
 
Open Communication Policy 

In the spirit of working together as a team, we encourage you to discuss any issue you may 
have with a co-worker directly with that person.  We hope that, as professionals, a resolution 
can be reached at this stage.  Since it is counterproductive to a harmonious workplace for 
employees to create or repeat office rumors or office gossip, we encourage you to first consult 
your Supervisor immediately with any questions, seek out all the facts, share only what you 
know firsthand, be truthful about what happened, and avoid faultfinding.  However, if a 
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resolution is not reached, please arrange a meeting with your Supervisor or the Executive 
Officer to discuss any concern, problem, or issue that arises during the course of your 
employment.  Any information discussed an informal Open Communication meeting is 
considered confidential, unless claims of harassment or discrimination, or threats of violence or 
insubordination are made.  Retaliation against any employee for appropriate usage of Open 
Communication channels is unacceptable and will not be tolerated.  
 
 
Document Adoption and Revision Dates:  
Adopted: November 7, 2012 
 
Revised: May 6, 2015 
September 9, 2015 
June 14, 2017 
October 29, 2018 
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Employee Acknowledgment  
 
I hereby acknowledge receipt of the Fresno Local Agency Formation Commission Employee 
Handbook, that I have read its provisions, and agree to its contents and the procedures 
contained therein.  I understand that except for the employment at-will, any and all policies or 
practices can be changed at any time by the Commission. 
 
In consideration of my employment, I agree to conform to the rules and regulations of the 
Commission and agree that my employment and compensation can be terminated, with or 
without cause, and with or without notice, at any time, at the option of either the Commission 
or me.  I understand that no supervisor or representative of the Commission other than the 
Executive Officer has any authority to enter into any agreement for employment for any 
specified period of time, or to make any agreement contrary to the foregoing, and that such 
changes must be in writing.  
 
My signature below certifies that I understand that the foregoing agreement on employment 
at-will status is the sole and entire agreement between the Commission and me concerning the 
duration of my employment and the circumstances under which my employment may be 
terminated.  This acknowledgment supersedes all prior agreements, understandings and 
representations concerning my employment, unless an offer letter or written agreement 
showing a change is signed by the Executive Officer of the Commission and the employee.  
 
 
 
DATED:        _______   
      Employee Signature 
 
 
 
Fresno Local Agency Formation Commission:  
 
WITNESSED BY: _____________________________________ 
 
TITLE:   _____________________________________ 
 
DATE:   _____________________________________ 
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