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ARTICLE 1 
INTRODUCTION

Section 1.1.   Personnel Manual.  This Manual is intended to help employees get acquainted with the Bear Valley Water District (District).  It describes, in general terms, some of our employment guidelines.  It is not intended to be an official policy and procedures manual.  Also, employees should understand that the manual is not intended to be a contract (express or implied), nor is it intended to otherwise create any legally enforceable obligations on the part of the District or its employees.

This Manual supersedes and replaces all previous personnel policies, practices, and guidelines, except where a specific written contract of employment is in place.  The District reserves full discretion to add to, modify, or delete provisions of this Manual, or the policies and procedures on which they may be based, at any time, without advance notice.  For this reason, employees are urged to check with their supervisors to obtain current information regarding the status of any particular policy, procedure, or practice.

Section 1.2.   Bear Valley Water District.  The District is a water district, organized under the California Water Code.  It serves the residents of Bear Valley, and is an independent special district.  It is, in fact, a local government, and has the powers specified by law.  It is governed by a Board of Directors (Board), consisting of five elected members.  
Section 1.3.   Equal Employment Opportunity.  It is the District’s policy to provide equal employment opportunity for applicants and employees.  The District does not unlawfully discriminate on the basis of race, color, religion, sex (including pregnancy, childbirth, or related medical conditions), national origin, ancestry, age, physical disability, mental disability, medical condition, family care status, veteran status, marital status, or sexual orientation.  The District also makes reasonable accommodations for disabled employees.  Finally, the District prohibits the harassment of any individual on any of the bases listed above.  For information about the types of conduct that constitute impermissible harassment and the District internal procedures for addressing complaints of harassment, the legal remedies available through and complaint procedures of the appropriate state and federal agencies and directors on how to contact these agencies, please refer to the District’s Policy Against Harassment located at Section 1.5 of this Manual.  This policy applies to all areas of employment including recruitment, hiring, training, promotion, compensation, benefits, transfer, and social and recreational programs.  It is the responsibility of every manager and employee to conscientiously follow this policy.  Any employee having questions regarding this policy should discuss them with his or her immediate supervisor, or the General Manager.

Section 1.4.   Employment at Will.  All employment at the District is “at will.”  This means that both employees and the District have the right to terminate employment at any time, with or without cause, and with or without advance notice.  The District does not guarantee continued or permanent employment.  Employees also may be demoted or disciplined and the terms of their employment may be altered at any time, with or without cause, at the discretion of the District.  No one other than the Board has the authority to alter this arrangement, to enter into an agreement for employment for a specified period of time, or to make any agreement contrary to this policy, and any such agreement must be in writing and must be signed by the President of the Board and by the affected employee.

Section 1.5.   Policy Against Harassment.  The District is committed to providing a workplace free of sexual harassment (which includes harassment based on gender, pregnancy, childbirth, or related medical conditions), as well as harassment  based on such factors as race, color, religion, national origin, ancestry, age physical disability, mental disability, medical condition, marital status, sexual orientation, family care leave status, or veteran status.  The District strongly disapproves of and will not tolerate harassment of employees by managers, supervisors, or co-workers.  Similarly, the District will not tolerate harassment by its employees of non-employees with whom the District employees have a business, service, or professional relationship.

Harassment includes verbal, physical, and visual conduct that creates an intimidating, offensive, or hostile working environment or that interferes with work performance and is based on one or more of the factors noted above.  Such conduct constitutes harassment when (1) submission to the conduct is made either an explicit or implicit condition of employment; (2) submission to or rejection of the conduct is used as the basis for an employment decision; or (3) the harassment interferes with an employee’s work performance or creates an intimidating, hostile, or offensive work environment.

Harassing conduct can take many forms and includes, but is not limited to, slurs, jokes, statements, gestures, pictures, or cartoons regarding an employee’s sex, race, color, national origin, religion, age, physical disability, mental disability, medical condition, ancestry, marital status, sexual orientation, family care leave status, or veteran status.

Sexually harassing conduct in particular includes all these prohibited actions as well as other unwelcome conduct such as requests for sexual favors, conversation containing sexual comments, and unwelcome sexual advances.

Any incident of harassment, including work-related harassment by any District personnel or any other person, should be reported promptly to the employee’s supervisor or to the General Manager.  Supervisors who receive complaints or who observe harassing conduct should inform the General Manager immediately.  The District emphasizes that an employee is not required to complaint first to his or her supervisor if that supervisor is the individual who is harassing the employee.  If it is desired to make a complaint about the General Manager, the employee may report directly to the President of the Board.

Every reported complaint of harassment will be investigated thoroughly, promptly, and in a confidential manner.  In addition, the District will not tolerate retaliation against any employee for cooperating in an investigation or for making a complaint.

In the case of District employees, if harassment is established, the District will discipline the offender.  Disciplinary action for a violation of this policy can range from verbal or written warnings up to and including immediate termination, depending upon the circumstances.

Sexual Harassment and retaliation for opposing sexual harassment or participating in investigations of sexual harassment are illegal.  In addition to notifying the company about harassment or retaliation complaints, affected employees may also direct their complaints to the California Department of Fair Employment and Housing (“DFEH”), which has the authority to conduct investigations of the facts.  The deadline for filing complaints with the DFEH is one year from the date of the alleged unlawful conduct.  If the DFEH believes that a complaint is valid and settlement efforts fail, the DFEH may seek an administrative hearing before the California Fair Employment and Housing Commission (“FEHC”) or file a lawsuit in court.  Both the FEHC and the courts have the authority to award monetary and non-monetary relief in meritorious cases.  You can contact the nearest DFEH office or the FEHC at the locations listed in the District’s DFEH poster or by checking the state government listings in the local telephone directory.

Section 1.6.   Applicability.  This Personnel Manual applies to all employees of District, except where inconsistent with a written contract of employment.

ARTICLE 2 
EMPLOYMENT STATUS

Section 2.1.   Employee Classifications.  Employee classifications are as follows:

A.   Regular Full-Time Employees.  An employee who is regularly scheduled to work not less than thirty (30) hours per week for a period of indefinite duration is referred to as a regular full-time employee.  A regular full-time employee is eligible for the benefits described in this Manual and as approved from time to time by the District’s Board of Directors.

B.   Regular Part-Time Employees.  An employee who is regularly scheduled to work less than thirty (30) hours per week for a period of indefinite duration is referred to as a regular part-time employee.  Regular part-time employees who work at least 1040 hours a year are eligible for benefits only as specifically described in this Manual and as approved from time to time by the District’s Board of Directors.

C.   Temporary Employees.  Temporary employees are persons hired to work on special assignment with the understanding that such work will be completed within a specified period of time.  When the need arises, the District will hire employees for a temporary period or contact out, using a temporary contract service or agency independent of the District.  Temporary employees do not become regular employees as a result of the passage of time.  Temporary employees are not eligible for the benefits described in this Manual.

D.   Exempt/Non-Exempt Employees.  Exempt employees are those employees who are exempt from earning overtime compensation; non-exempt employees are those employees eligible for overtime compensation in accordance with the provisions of applicable wage and hour laws.  Overtime compensation requirements are set forth in the section of this Manual entitled “Hours of Work and Overtime”.  The General Manager, as that position has been established by the Board, is an exempt positions.  Other positions may or may not be exempt, and the status of the employee in that position will be established at the time of hiring, depending on the duties and responsibilities of the position.

E.   Hiring Powers.  The General Manager, the attorneys for the District, and engineers and consultants, are hired by and serve at the pleasure of, the Board; all other employees of the District are hired by, and serve at the pleasure of, the General Manager, subject to this Manual, and Board approval.
ARTICLE 3 
HOLIDAYS, VACATION, LEAVES OF ABSENCE

Section 3.1.   Holidays.  The District observes the following standard holidays and provides all full-time employees time off with pay at their normal base rate unless otherwise provides in this Manual.  Part-time employees receive holiday time off, with pay pro-rated according to the number of weekly hours they are scheduled to work.

New Year’s Day

Martin Luther King, Jr. Day

President’s Birthday

Memorial Day

Independence Day

Labor Day
Thanksgiving Day

Friday Following Thanksgiving

Christmas Eve (1/2 day)
Christmas Day

New Year’s Eve (1/2 day)

Holidays are to be taken on the day they occur.  Holidays which fall on Saturday will be observed the preceding Friday, and those which fall on Sunday will be observed the following Monday.  
A.   Time Off in Lieu of Pay.  The District may, in its discretion, require an employee to work on scheduled holidays and provide another day off, at the convenience of the District and the employee.

Section 3.2.   Vacation Policy.  The District provides vacation benefits to eligible employees to enable them to take paid time off for rest and recreation.  The District believes this time is valuable for employees in order to enhance their productivity and to make their work experience with the District personally satisfying.

A.   Vacation Accrual.  All regular full-time employees who are eligible to take vacation benefits based on their continuous length of service, measured from the date of hire.  All regular part-time employees are eligible to accrue, and take, vacation time off, except that vacation accrual is pro-rated, according to the number of weekly hours they are scheduled to work.  “Continuous length of service” is defined as service that is uninterrupted by termination of employment and subsequent rehire by the District or a break in service that has been bridged.  No vacation may be taken during the first year of service, unless otherwise permitted by the General Manager.

Vacation accrues according to the following schedule:

	Years of Continuous Service
	Vacation Accrual



	Date of hire through the first year


	No accrual

	Second year through fifth year


	8 hours per 160 hours worked, maximum of 80 hours per year

	Sixth year through tenth year


	10 hours per 160 hours worked, maximum of 120 hours per year

	Tenth year and thereafter


	12 hours per 160 hours worked, maximum of 144 hours per year


B.   Temporary Employees.  Temporary employees do not accrue vacation benefits.

C.   Maximum Accrual.  Vacation accruals may not exceed the following:

	Years of Continuous Service
	Vacation Accrual



	Date of hire through the first year


	No accrual

	Second year through fifth year


	A maximum of 80 hours.

	Sixth year through tenth year


	A maximum of 120 hours.

	Tenth year and thereafter


	A maximum of 144 hours.


Once this maximum is reached, all further accruals of vacation will cease.  Vacation accruals will recommence after the employee has taken vacation and his or her accrued hours have dropped below the maximum accrual allowed.

D.   Pay in Lieu of Vacation.  Absent approval by the Board of Directors, no employee will receive pay in lieu of vacation except on the termination of his or her employment, as described in Paragraph F, below, unless the employee has deferred his or her vacation at the District’s request.

E.   Vacation Accrual During Periods of Leaves of Absence.  No vacation accrues during an unpaid leave of absence; vacation accrual continues during paid leaves of absence or while on disability salary continuation.  Vacation accruals recommence when the employee returns to work.

F.   Vacation Pay on Termination.  On termination of employment, the employee is paid all accrued but unused vacation at the employee’s base rate of pay at the time of his or her termination.

G.   Vacation Approval.  All vacations must be approved in advance by the employee’s immediate supervisor.

H.   Vacation Scheduling.  Scheduling of vacations is to be done in a manner consistent with the District’s operational requirements.  Vacation requests should be submitted by employees to their immediate supervisor for approval at least four (4) weeks prior to the commencement of a vacation period.  Vacation requests may be disapproved or rescheduled to accommodate the District’s operational requirements.

I.   Vacation Advances.  An employee is not permitted to borrow on future accrual of vacation benefits.  If an employee has used any vacation days before they have been accrued and then leaves the employment of the District, the amount of pay for any vacation time taken but which has not accrued at the time of termination will be deducted from the employee’s final paycheck.

Section 3.3.   Sick Leave.  In order to help prevent loss of earnings that may be caused by accident or illness, the District has established paid sick leave.

A.   Eligibility.  All regular full-time employees are eligible for 8 hours of sick leave per 160 hours worked. Temporary employees are ineligible to earn or receive sick leave benefits
B.   Use.
(1)   Sick leave may be taken for personal illness, emergency, or disability, or for the illness of a spouse, domestic partner, parent or child (including step-parent, step-children, and in-laws) or a grandparent or grandchild.

(2)   Hours absent for medical and dental appointments will be treated as sick leave.

(3)   Sick leave may be accumulated up to a total of eighty (80) hours.  Upon reaching the accrual limit, no more sick leave shall be accrued, until sick leave has been taken to reduce the accrued amount to below the accrual limits.

(4)   The District retains the right to request a verification form from a licensed health care provider for all absences due to illness or disability.  Sick pay may be withheld if a satisfactory verification is not received.

(5)   Sick leave will not accrue during any leave of absence.

(6)   Accrued, but unused sick leave will not be paid on termination.
C.   Coordination of Sick Leave Benefits with Workers’ Compensation and Non-Occupational Disability or Medical Leaves of Absence.  The District will pay sick leave benefits to an eligible employee during the normal three-day waiting period before the employee is paid workers’ compensation benefits pursuant to the applicable state or federal law governing the industrial injury or illness.

Similarly, the District will pay sick leave benefits during the normal seven-day waiting period before the eligible employee is paid benefits from either state unemployment disability or other insured unemployment disability plan.



Following the three-day and seven-day waiting periods specified above, an employee will continue to receive accrued sick pay, less the disability benefits actually received.



D.  Misuse of Sick Leave Benefits.  Use of sick leave benefits in violation of this policy shall be grounds for discipline up to and including termination, as well as a possible violation of California Penal Code Section 424.
Section 3.4.   Other Leaves of Absence.
A.   Family Care and Medical Leave.
(1)   Purpose.  This section outlines the procedures applicable under the federal Family and Medical Leave Act, (29 U.S.C. Sections 2601-2654) and the California Family Rights Act, (Government Code Section 12945.2), both of which require the District to permit each eligible employee to take up to 12 work weeks of Family and Medical Leave Act leave (“FMLA leave”) in a 12-month period.

(2)   Employee Eligibility Criteria.  To be eligible for FMLSA leave, employees must have been employed by the District for at least 12 months and must have worked at least 1,250 hours during the 12 month period immediately preceding commencement of FMLA leave.

(3)   Events Which May Entitled an Employee to FMLA Leave.  The 12 –week FMLA allowance includes time taken (with or without pay) for any of the following reasons.

a.   The birth of a child of the employee or the placement of a child with the employee for adoption or foster care.  Leaves for this purpose must conclude 12 months after the birth, adoption, or placement.  If both parents are employed by the District, they will be granted a combined total of 12 weeks of leave for this purpose.

b.   Because of the employee’s own serious health condition (including a serious health condition resulting from an on-the-job illness or injury) that makes the employee unable to perform his job at all or unable to perform any one or more of the essential functions of his job (please note that a disability caused by pregnancy, childbirth, or related medical conditions may also be covered by the District’s separate pregnancy disability policy).

c.   To care for a spouse, child, or parent with a serious health condition.

A “serious health condition” is one that requires either (a) inpatient care (i.e. an overnight stay) in a hospital, hospice, or residential medical care facility, including any period of incapacity or any subsequent treatment in connection with such inpatient care; or (b) continuing treatment or supervision by a health care provider.




d. For qualified exigency, as defined by the Family Medical Leave Act and related regulations, arising when an employee’s spouse, child or parent is on active duty or is notified of an impending order to active duty (“Military FMLA leave”).  Examples of a “qualified exigency” may include attending counseling sessions and attending military cerimonies.





e.  For an employee to care for a spouse, child, parent or nearest blood relative who is a service member recovering from a serious illness or injury incurred while on active duty (“Military FMLA leave”).
(4)   Length of FMLA Leave.

a.   FMLA leave can be taken in one or more periods, but may not exceed 12 work weeks total for any purpose in any 12-month period, as described below, for any one, or combination, of the above-described situations.  “Twelve work weeks” means the equivalent of 12 of the employee’s normally scheduled work weeks.  For a full-time employee who works five eight-hour days per week, “12 work weeks” means 60 working and/or paid eight-hour days.

b.   The “12-month period” in which 12 weeks of FMLA leave may be taken is the 12-month period immediately preceding the commencement of any FMLA Leave.





c.  Military FMLA leave can be taken in one or more periods, but may not exceed a total of twenty-six (26) work weeks for any purpose in any 12-month period.





d.  The maximum combined amount of leave available under FMLA shall not exceed 26 weeks.
(5)   Pay During FMLA Leave.
a.   Except as otherwise provided in this Section, FMLA leave is unpaid.

b.   An employee on an FMLA leave because of his own serious health condition must use all accrued paid sick leave and may use vacation time and/or holiday leave at the beginning of any otherwise unpaid FMLA leave period.

c.   An employee on an FMLA leave for any reason other than his own serious health condition may use any or all accrued paid sick leave at the beginning of any otherwise unpaid FMLA leave and may use vacation or holiday leave.

d.   The receipt of vacation pay, sick pay, or State Disability Insurance benefits will not extend the length of the FMLA leave.

e.   Employees will continue to accrue vacation, sick leave, and holidays only during any period of FMLA leave which is paid leave, but not during any portion which is unpaid leave.

(6)   Seniority.  An employee on FMLA leave remains an employee and the leave will not constitute a break in service for purposes of seniority benefits.  An employee who returns from FMLA leave will return with the same seniority he had when the leave commenced.

(7)   Medical Certifications.
a.   An employee requesting FMLA leave because of his/her own or a relative’s serious health condition must provide medical certification from the appropriate health care provider.  Failure to provide the required certification in a timely manner (within 15 days of the leave request) may result in denial of the leave request until such certification is provided.

b.   If the District has reason to doubt the medical certification supporting a leave because of the employee’s own serious health condition, the District may request a second opinion by a health care provider of its choice (paid for by the District).  If the second opinion differs from the first one, the District will pay for a third, mutually agreeable, health care provider to provide a final and binding opinion.

c.   Recertifications are required if leave is sought after expiration of the time estimated by the health care provider.  Failure to submit required recertifications could result in termination of the leave.

(8)   How FMLA Leave is Requested and Scheduled.
a.   An employee should request FMLA leave by completing a Request for Leave form and submitting it to their supervisor.

b.   Employees should provide not less than thirty (30) days’ notice, or such shorter notice as is practicable, for foreseeable childbirth, placement, or any planned medical treatment for the employee or the employee’s spouse, child, or parent.  Failure to provide such notice is grounds for denial of a leave request, except if the need for FMLA leave was an emergency or was otherwise unforeseeable.

c.   When possible, employees must make a reasonable effort to schedule foreseeable planned medical treatments so as not to unduly disrupt the District’s operations.

d.   If FMLA leave is taken because of the employee’s own serious health condition or the serious health condition of the employee’s spouse, child, or parent, the leave may be taken intermittently or on a reduced leave schedule when medically necessary, as determined by the health care provider of the person with the serious health condition.

e.   If FMLA leave is taken because of the birth of the employee’s child or the placement of a child with the employee for adoption or foster care, the minimum duration of leave is two (2) weeks, except that the District will grant a request for FMLA leave for this purpose of at least one day but less than two (2) weeks duration on any two occasions.

f.   If an employee needs intermittent leave or leave on a reduced leave schedule that is foreseeable based on planned medical treatment for the employee or the employee’s spouse, child or parent, or to care for a newborn child or child placed with the employee for adoption or foster care, the employee may be transferred temporarily to an available alternative position for which he is qualified that has equivalent pay and benefits that better accommodates recurring periods of leave than the employee’s regular position.

g.   In most cases, District will respond to a FMLA leave request within two (2) days of acquiring knowledge that the leave is being taken for an FMLA qualifying reason and, in any event, the District will notify the employee in writing that the leave will be counted against the employee’s FMLA leave entitlement.  This notice will explain the employee’s obligations and the consequences of failing to meet those expectations.

(9)   Return to Work.
a.   On timely return at the expiration of the FMLA leave period, an employee (other than a “key” employee whose reinstatement would cause serious and grievous economic injury to the District’s operation) is entitled to the same or a comparable position with the same or similar duties and virtually identical pay, benefits, and other terms and conditions of employment unless the same position and any comparable position(s) have ceased to exist because of legitimate business reasons unrelated to the employee’s FMLA leave.

b.   When a request for FMLA leave is granted to an employee, the District will give the employee a written guarantee of reinstatement at the termination of the leave (with the limitations explained above).

c.   Before an employee will be permitted to return from an FMLA leave taken because of his own serious health condition, the employee must obtain a certification from his heath care provider that he is able to resume work.

d.   If an employee can return to work with limitations, the District will evaluate those limitations and, if possible, will accommodate the employee as required by law.  If accommodation cannot be made, the employee will be medically separated from the District.

(10)   Limitations on Reinstatement.
a.   The District may refuse to reinstate a “key” employee if the refusal is necessary to prevent substantial and grievous economic injury to the District’s operations.  A “key” employee is an exempt salaried employee who is among the highest paid ten percent (10%) of the District’s employees within seventy-five (75) miles of the employee’s work site.

b.   A “key” employee will be advised in writing at the time of a request for, or if earlier, at the time of commencement of, FMLA leave, that he qualifies as a “key“ employee and the potential consequences with respect to reinstatement and maintenance of health benefits if the District determines that substantial and grievous economic injury to the District’s operations will result if the employee is reinstated from FMLA leave.  At the time it determines that refusal is necessary, the District will notify the “key” employee in writing (by certified mail) of its intent to refuse reinstatement and will explain the basis for finding that the employee’s reinstatement would cause the District to suffer substantial and grievous economic injury.  If the District realizes after the leave has commenced that refusal of reinstatement is necessary, it will give the employee at least ten (10) days to return to work following the notice of its intent to refuse reinstatement.  If the employee does not return to work in response to the notification, the employee continues to be entitled to maintenance of health benefits for the remainder of the leave period and the District may not recover its share of the employee’s health benefit premiums.  If such a “key” employee then requests reinstatement at the end of the leave period, the District will again determine if his reinstatement will cause substantial and grievous injury and, if so, will so notify the employee in writing (via certified mail) of the denial of reinstatement.

(11)   Employment During Leave.  An employee on FMLA leave may not accept employment with any other employer or self employment without the District’s written permission.  An employee who accepts such employment will be deemed to have resigned from employment at the District.

B.   Pregnancy Disability Leave.
(1)   Purpose.  This policy explains procedures applicable under the California Pregnancy Disability Act, (Government Code Section 12945), which requires the District to give each female employee a reasonable leave of absence of up to four months, as needed, for the period(s) of time a woman is actually disabled by pregnancy, childbirth, or related medical conditions.

(2)   Employee Eligibility Criteria.  To be eligible for Pregnancy Disability Leave (PDL), the employee must be disabled by pregnancy, childbirth, or related medical conditions.

(3)   Events Which May Entitle an Employee to PDL Leave.  The four-month PDL allowance includes any time taken (with or without pay) for any of the following reasons:

a.   The employee is unable to work at all or is unable to perform any more or more of the essential functions of her job or is unable to perform any one or more of the essential functions of her job without undue risk to herself, the successful completion of her pregnancy, or to other persons because of pregnancy or childbirth or because of any medical recognized physical or mental condition that is related to pregnancy or childbirth (including severe morning sickness);

b.   The employee needs to take time off for prenatal care.

(4)   How Much Pregnancy Disability Leave May be Taken.  PDL may be taken in one or more periods, but may not exceed four months total.  “Four Months” means the number of days the employee would normally work within four months.  For a full-time employee who works five eight-hour days per week, “four months” means 88 working and/or paid eight-hour days of leave entitlement, based on an average of 22 working days per month for four months.  PDL does not count against the leave available under the District’s policy on Family Care and Medical Leave.

(5)   Pay During Pregnancy Disability Leave.
a.   An employee on PDL may use all accrued paid sick leave, vacation time and holiday leave at the beginning of any otherwise unpaid leave period.

b.   All other time off on PDL is unpaid. 

c.   The receive of vacation pay, sick pay, or State Disability Insurance benefits will not extend the length of the PDL.

d.   Employees will continue to accrue vacation, sick leave, and holidays only during that period of unpaid PDL which is paid, and will not continue such accrual during the unpaid portion of PDL. 

(6)   Seniority.  An employee on PDL remains an employee of the District and the leave will not constitute a break in service.  When the employee returns from PDL, she will return with the same seniority she had when the leave commenced.

(7)   Medical Certifications.
a.   An employee requesting a PDL must provide medical certification from her heath care provider.  Failure to provide the required certification in a timely manner (within 15 days of the leave request) may result in denial of the leave request until such certification is provided.

b.   Recertifications are required if leave is sought after expiration of the time estimated by the health care provider.  Failure to submit required recertifications could result in termination of the leave.

(8)   How Pregnancy Disability Leave is Requested and Scheduled.
a.   An employee should request PDL by completing a Request for Leave form and submitting it to her supervisor. 

b.   Employees should provide not less than thirty (30) days’ notice, or such shorter notice as is practicable, if the need for the leave is foreseeable.  Failure to provide such notice is grounds for denial of a leave request, except if the need for PDL was an emergency or was otherwise unforeseeable.

c.   When possible, employees must make a reasonable effort to schedule foreseeable planned medical treatments so as not to unduly disrupt the District’s operations.

d.   PDL may be taken intermittently or on a reduced leave schedule when medically advisable, as determined by the employee’s health care provider.

e.   If an employee needs intermittent leave or leave on a reduced leave schedule that is foreseeable based on planned medical treatment, the employee may be transferred temporarily to an available alternative position for which she is qualified that has equivalent pay and benefits that better accommodates recurring periods of leave than the employee’s regular position.

f.   In most cases, the District will respond to a PDL request within two (2) days of acquiring knowledge that the leave qualifies as PDL and, in any event, within ten (10) days of receiving the request.  If a PDL request is granted, the District will notify the employee in writing that the leave will be counted against the employee’s PDL entitlement.  This notice will explain the employee’s obligations and the consequences of failing to meet them.

(9)   Return to Work.
a.   On timely return at the expiration of the PDL period, an employee is entitled to the same position unless the employee would not otherwise have been employed in the same position at the time reinstatement is requested for legitimate business reasons unrelated to the employee’s PDL or each means of preserving the job for the employee (such as leaving it unfilled or filling it with a temporary employee) would have substantially undermined the District’s ability to operate the business safely and efficiently.  If the employee is not reinstated to the same position, she will be reinstated to a comparable position unless there is no comparable position available or a comparable position is available, but filling that position with the returning employee would substantially undermine the District’s ability to operate the business safely and efficiently.  A “comparable” position is a position that involves the same or similar duties and responsibilities and is virtually identical to the employee’s original position in terms of pay, benefits, and working conditions.

b.   When a request for PDL is granted to an employee, the District will give the employee a written guarantee of reinstatement at the end of the leave (with the limitations explained above).

c.   Before an employee will be permitted to return from a PDL of three days or more, the employee must obtain a certificate from her health care provider that she is able to resume work.

d.   If the employee takes FMLA leave for reason of the birth of her child at the expiration of her PDL, her right to reinstatement is governed by the Family Care and Medical Leave policy, not by this policy.

e.   If the employee can return to work with limitations, the District will evaluate those limitations and, if possible, will accommodate the employee as required by law.  If accommodation cannot be made, the employee will be medically separated from the District.

(10)   Employment During Leave.  An employee on PDL may not accept employment with any other employer or self-employment without the District’s written permission.  An employee who accepts such employment will be deemed to have resigned from the employment at the District.

C.   Other Disability Leaves.  In addition to pregnancy-related disability leave, and Family Medical Leave, employees may take a temporary disability leave of absence if necessary to reasonably accommodate a work place injury or a disability, as defined under the Americans with Disabilities Act or the California Fair Employment and Housing Laws.  Such leaves will be unpaid, except that an employee must use any available sick leave, and may, at the employee’s option, use any accrued vacation time.

D.   Legally Required Leaves of Absence.  Employees will be granted a leave of absence as required by law for the purpose of fulfilling any required legal or military obligation (e.g., jury duty, appearance as a witness in a legal proceeding, in which the employee is not a party, military duty, appearance at school by a parent when requested pursuant to the Education Code, or performance of emergency duty by a volunteer fire fighter).  Employees are required to provide reasonable advance notice of any need for such leave and are expected to return to work each day or portion of the day that they are not selected for jury duty or called as a witness.  Any employee who is summoned for attendance to any court for jury duty on a normal work day shall be deemed to be on duty and there shall be no loss of pay, provided that any jury or witness fees (excluding payment for mileage) received by the employee should be paid to District.

Employees who do not have sufficient time outside of their regular working hours to vote in a statewide election may request time off to vote.  If possible, employees should make their request at least two days in advance of the election.  Up to two hours of paid time off will be provided, at the beginning or end of the employee’s regular shift, whichever will allow the most free time for voting and the least time off work.

E.   Bereavement Leave.  All employees who suffer a death in their immediate family may be allowed to be absent with pay for three scheduled work days for each family member who dies.  Employees must take this leave within a seven consecutive day period and will be paid only for days and hours they were scheduled to work.  Immediate family includes the spouse, child, parent and sibling, grandparent, or grandchild of the employee, or child, sibling, parent, or grandchild of the employee’s spouse.


G.  Military Spouse Leave


(1)  Eligibility.  To be eligible for Military Spouse Leave, the employee must:





a.  Work an average of twenty (20) or more hours per week;





b.  Have a spouse that is a member of a) the Armed Forces of the United States and has been deployed during a period of military conflict to an area designated as a combat theater or combat zone by the President of the United States, b) the National Guard who has been deployed during a military conflict, or c) Reserves who has been deployed during a military conflict.





c.  Provide the District written notice of their intention to take military spouse leave within two (2) business days of receiving official notice that their spouse will be on leave from deployment; and





d.  Provide the District written documentation certifying that his or her spouse will be on leave from deployment during the time that they will be using military spouse leave




(2)  Procedure for Requesting Military Spouse Leave.  Employees should notify the District of their request for Military Spouse Leave within two (2) business days of receiving official notice that their spouse will be on leave from deployment.  In addition, employees shall provide the District with written documentation certifying that his or her spouse will be on leave from deployment during the time that they will be using Military Spouse Leave.




(3)  Amount of leave.   The District provides up to Ten (10) days of unpaid leave when an employee’s spouse is on leave from military deployment.
ARTICLE 4 
HOURS OF WORK, OVERTIME, AND PAY DAY
Section 4.1.   Hours of Work.  The District’s office hours are generally from 8:00 a.m. to 4:30 p.m., Monday through Friday, with one half hour unpaid for lunch.  However, employees will be assigned specific hours, shifts, and days of work, dependent upon the need of the department, by the General Manager or by the employee’s supervisor.  Due to the nature of District operations, employees may be required to work shifts, or hours, outside office hours.  The General Manager or the employee’s Supervisor may reschedule an employee’s hours, shifts, and days whenever necessary, based upon the needs of the District.  Non-exempt employees receive two ten-minute paid break periods for each full work day, one in mid-morning and one in mid-afternoon.

Section 4.2.   Pay Days.  Complete and accurate time cards are to be kept by all employees noting hours worked as well as vacation and sick leave taken.  Pay days are twice per month, on the 1st and the 15th day of the month.

Section 4.3.   Overtime Pay.
A.   Overtime Definition and Rates of Pay.  All nonexempt employees who work more than forty (40) hours in one workweek will receive overtime pay computed as follows:

Overtime at the rate of 1 ½ times the employee’s

Regular rate of pay will be provided for all hours 

worked in excess of forty (40) in any one workweek.



Overtime will be computed on actual minutes worked, adjusted to the nearest increment of 15 minutes.  Only those hours actually worked are added together to determine an employee’s overtime pay.  Compensated holidays, for example, are not hours worked and are therefore not counted in making overtime calculations.

B.   Workweek and Workday.  Unless otherwise provided:  The workweek on which weekly overtime calculations will be based begins each Friday at midnight; and each workday on which daily overtime calculations will be based begins at midnight.

Section 4.4.   Other Types of Pay.
A.   Callback Pay.  Any non-exempt employee who is called back to work for a second work period in any one workday and is furnished with less than two hours’ work is paid a minimum of two hours pay at the regular straight-time rate for the second work period, without regard to the number of hours actually worked, unless the reasons for lack of work are beyond the District’s control.

B.   Holiday Pay.  Non-exempt employees are paid their regular straight-time wages for holidays as set forth under Article 3 of this manual.  To receive holiday pay, the employee must work the regularly scheduled workdays preceding and following the holiday, or receive prior approval from his or her Supervisor to take the time off.

C.   Pay Advances.  There will be no pay advances.

D.   Payment on Resignation or Termination.  If an employee resigns, his or her paycheck will be available on the final day of work, provided the employee has given at least 72 hours’ prior notice.  If an employee resigns without giving 72 hours’ notice or fails to return to work, his or her paycheck will be mailed by regular mail to his or her last known address not later than 72 hours after the date when an employee is considered to have terminated.  If an employee is terminated involuntarily, his or her paycheck will be available at the time of discharge.  The employee’s final paycheck will include payment for all wages due and not previously paid and for accrued but unused vacation time, minus authorized deductions.

ARTICLE 5 
RULES OF CONDUCT
Section 5.1.   Open Door.  The District has an Open Door Policy that encourages employee participation in decisions affecting them and their daily professional responsibilities.  Employees who have job-related concerns or complaints are encouraged to talk them over with their Supervisor or any other management representative with whom they feel comfortable.  The District believes that employee concerns are best addressed through this type of informal and open communication.
Section 5.2.   Termination, Discipline, and Rules of Conduct.
A.   Termination.
(1)   Voluntary Termination.  The District will consider an employee to have voluntarily terminated his or her employment if an employee does any of the following:

a.   Elects to resign from the District;

b.   Fails to return from an approved leave of absence on the date specified by the District; or

c.   Fails to report for work without notice to the District for three consecutive days.

(2)   Involuntary Termination.  An employee may be terminated involuntarily for reasons that may, but are not limited to, include poor performance, misconduct, or other violations of the District’s rules of conduct as set forth below.  Notwithstanding this list of rules, the District reserves the right to discharge with or without cause and with or without prior notice.

B.   Discipline and Rules of Conduct.
(1)   This policy also establishes the steps the District may take for inappropriate use of the Internet and e-mail.  All employees must read and adhere to the guidelines and policies established herein.  Failure to follow this policy may lead to discipline, up to and including immediate termination or opportunity to correct the deficiency.  If, however, the employee fails to make the correction, he or she will be subject to discipline including termination.

The rules set forth below are intended to provide employees with fair notice of what is expected of them.  Necessarily, however, such rules cannot identify every type of unacceptable conduct and performance.  Therefore, employees should be aware that conduct not specifically listed below but which adversely affects or is otherwise detrimental to the interests of the District, other employees, or customers, may also result in disciplinary action.  The listing of these rules does not in any way abrogate or modify the at-will policy set forth in Section 1.4 of this manual.

(2)   Job Performance.  Employees may be disciplined for poor job performance, including but not limited, to the following:

a.   Unsatisfactory work quality or quantity;

b.   Poor attitude (for example, rudeness or lack of cooperation);

c.   Excessive absenteeism, tardiness, or abuse of break and lunch privileges;

d.   Failure to follow instructions or District procedures; or

e.   Failure to follow established safety regulations.

(3)   Misconduct.  Employees may be disciplined for misconduct, including, but not limited to, the following:

a.   Insubordination;

b.   Dishonesty;

c.   Theft;

d.   Discourtesy;

e.   Misusing or destroying District property or the property of another on District property.

f.   Violating conflict of interest rules;

g.   Disclosing or using confidential or proprietary information without authorization;

h.   Falsifying or altering District records, including the application for employment;

i.   Interfering with the work performance of others;

j.   Altercations;

k.   Harassing, including sexually harassing, employees or customers, clients, or patients;

l.   Being under the influence of, manufacturing, dispensing, distributing, using, or possessing alcohol or illegal or controlled substances on District property or while conducting District business;

m.   Gambling on District premises or while conducting District business;

n.   Sleeping on the job or leaving the job without authorization;

o.   Possessing a firearm or other dangerous weapon on District property or while conducting District business.

p.   Being convicted of a crime that indicates unfitness for the job or raises a threat to the safety or well-being of the District, its employees, customers, or property;

q.   Failing to report to the District, within five days, any conviction under any criminal drug statute for a violation occurring in the work place; or

r.   Use of foul or abusive language.

s.   Smoking in non-designated areas.

(4)   Attendance.  In addition to the general rules state above, employees may be disciplined for failing to observe the following specific requirements relating to attendance:

a.   Reporting to work on time, observing the time limits for rest and lunch periods, and obtaining approval to leave work early; and

b.   Notifying the supervisor in advance of anticipated tardiness or absence.

ARTICLE 6 
WORK REGULATIONS

Section 6.1.   Personnel Records.  The information in the employee’s personnel file is permanent and confidential, and must be kept up-to-date.  The employee should inform his or her Supervisor immediately whenever there are changes in personal data such as address, telephone number, marital status, number of dependents, and person(s) to notify in case of emergency.

The employee has the right to inspect his or her personnel file at reasonable times, and on reasonable notice.  In addition, employees have the right to request copies of all employment-related documents that they have signed.  An employee may inspect only his or her own personnel file and only in the presence of a supervisor or the General Manager, or his or her designee.

Personnel files are the property of the District and may not be removed from the District’s premises without written authorization from the General Manager.

Section 6.2.   Personal Telephone Calls.  Personal telephone calls are to be limited to essential matters and kept as brief as possible.  Continued excessive use of phones for personal matters is subject to disciplinary action.

Section 6.3.   Smoking.  The District prohibits smoking in the workplace.  Smoking is prohibited within the confines of any office or vehicle.  Smoking will be permitted out of doors only.  All cigarettes are to be extinguished and disposed of prior to entering any office or vehicle.  Employees violating this policy will be subject to disciplinary action.

Section 6.4.   Dress and Grooming Standards.  The District considers the presentation of the District image to its clients, suppliers, and the public at large to be extremely important.  Accordingly, it is expected that all employees dress in a manner consistent with good hygiene, safety, and good taste.  Employees whose jobs require them to come in contact with clients, customers, suppliers, or the public are expected to wear apparel the District considers appropriate for dealing with the public.

Each employee is expected to be neat and clean in appearance, with clean clothing or clean uniform and good personal hygiene.  Clothing should be appropriate for the particular work area and type of work performed.

Section 6.5.   Employment of Relatives.  The District will not employ relatives of present employees, except with the previous written consent of the General Manager.  This policy will not apply to employees of the District who are employees of this effective date of this manual, but such employees may in the discretion of the General Manager, be assigned to positions where (1) individuals concerned will not work in a direct supervisory relationship, (2) the individuals concerned do not work in the same work unit or area or under the same direct Supervisor, and (3) the employment will not pose difficulties for supervision, security, safety, or morale.  “Relatives” are defined as spouses, children, sisters, brothers, mothers, or fathers, and persons related by marriage.  Present employees who marry, or become related by marriage, will be permitted to continue employment with the District only if they do not work in a direct supervisory relationship with one another, or otherwise pose difficulties; for supervision, security, safety, or morale.  If employees who marry, or become related by marriage, do work in a direct supervisory relationship with one another, the District will attempt to reassign one of the employees to another position for which he or she is qualified, if such a position is available.  If no such position is available, then one of the employees will be required to leave the District’s employment.  The decision as to which employee will leave is left solely to the spouse-employees.

Section 6.6.   Conflicts of Interest.  Employees are expected to devote their best efforts and attention to the full-time performance of their jobs.  They are expected to use good judgment, to adhere to high ethical standards, and to avoid situations that create an actual or potential conflict between the employee’s personal interest and the interest of the District.  A conflict of interest exists where the employee’s loyalties or actions are divided between the District’s interest and those of another, such as a competitor, supplier, or customer.  Both the fact and the appearance of a conflict of interest should be avoided.  Employees unsure as to whether a certain transaction, activity, or relationship constitutes a conflict of interest should discuss it with their immediate supervisor or the General Manager for clarification.  Any expectations to this guideline must be approved in writing by the General Manager.

Where it is not feasible to describe all possible conflicts of interest that could develop, some of the more common conflicts, from which employees should refrain, include the following.

A.   Accepting personal gifts or entertainment from competitors, customers, suppliers, or potential suppliers;

B.   Working for a supplier or customer;

C.   Using proprietary or confidential District information for personal gain or to the District’s detriment;

D.   Having a direct or indirect financial interest in or relationship with a customer or supplier;

E.   Using District assets or labor for personal use;

F.   Acquiring any interest in property or assets of any kind for the purpose of selling or leasing it to the District.

G.   Committing the District to give financial or other support to any outside activity or organization.

H.   Developing a personal relationship with a subordinate employee of the District that might interfere with the exercise of impartial judgment in decisions affecting the District or any employees of the District.

If an employee or someone with whom an employee has a close relationship (a family member or close companion) has a financial or employment relationship with a supplier, or potential supplier, the employee must disclose this fact in writing to the General Manager.  Employees should be aware that if they enter into a personal relationship with a subordinate employee or with an employee of a competitor, supplier, or customer, a conflict of interest may exist which requires full disclosure to the District.

Part-time employees may engage in outside employment, provided that they disclose such employment and get written approval from their immediate supervisor.

Failure to adhere to this guideline, including failure to disclose any conflicts or to seek an exception, will result in discipline, up to and including termination of employment.

Section 6.7.
Use of District Equipment.  Use of District equipment and vehicles for non-District purpose, including personal, is strictly prohibited.
ARTICLE 7 
DRUG AND ALCOHOL ABUSES

Section 7.1.   General.  The District maintains policies to prevent prohibited drug use and alcohol misuse.  While those policies are considered part of this Manual, they are set forth in separate documents.  A copy of each will be provided to you.

ARTICLE 8 
TECHNOLOGY

Section 8.1.   Internet, E-mail and Electronics Communications Ethics, Usage and Security
A.   The District believes that employee access to and use of the Internet, e-mail, and other electronic communications resources benefits the District and makes it a more productive and successful local public agency.  However, the misuses of these resources have the potential to harm the District’s short and long-term accomplishments.
B.   The District has established this ethics, usage, and security policy to ensure that all District employees use the computer resources, which the District has provided its employees, such as the Internet and e-mail, in an ethical, legal, and appropriate manner.  This policy defines acceptable and unacceptable use of the Internet, e-mail, and other electronic communications.
C.   This policy also establishes the steps the District may take for inappropriate use of the Internet and e-mail.  All employees must read and adhere to the guidelines and policies established herein.  Failure to follow this policy may lead to discipline, up to and including immediate termination of employment.
(1)   Employees shall not use the Internet or e-mail in an inappropriate manner.  Inappropriate use of the internet and e-mail includes, but is not limited to:

a.   Accessing internet sites that contain pornography, exploit children, or sites that would generally be regarded in the community as offensive, or for which there is no official business purpose to access, such as playing computer games, making personal hotel or event reservations or purchasing of items that are not work related.

b.   Participating in any profane, defamatory, harassing, illegal, discriminatory, or offensive activity or any activity that is inconsistent in any way with the District’s policies (i.e. policy on sexual harassment).

c.   Exploiting security weaknesses of the District’s computing resources and/or other networks or computers outside the District.

d.   Internet access is to be used for District business purposes only.  Employees who have completed all job tasks should seek additional work assignments.  Use of the Internet should not interfere with the timely and efficient performance of job duties.  Access to the Internet and e-mail is not a benefit of employment with the District.  (Personal use of the Internet, e-mail, and other electronic communications is strictly prohibited.)





(2)
Employees do not have any right to privacy on or in any District computer resources, including e-mail messages produced, sent, or received by District computers or transmitted via the District’s servers and network.  Employee access to the Internet and e-mail is controlled by use of a password.  The existence of a password does not mean that employees should have any expectation of privacy.  Employees must disclose their passwords to the District upon request, and the District will maintain a file of all passwords currently in use.  The District may monitor the contents of all e-mail messages to promote the administration of the District, its business, and policies.





(3)
Employees access to and use of the Internet, e-mail, and other electronic communications will be monitored frequently.  Failure to follow this policy may lead to discipline, up to and including immediate termination.  Disciplinary action may include the removal of Internet and e-mail access from their computer or termination of employment with the District.





(4)
The Internet and e-mail provide means by which employees of the District may communicate with its customers (general public).  Messages to or from customers through the District’s e-mail system may be considered part of the District’s business records and should be treated as such.





(5)
Deleting an e-mail message does not necessarily mean the message cannot be retrieved from the District’s computer system.  For a specific period of time, the District retains backup copies of all documents, including e-mail messages, produced, sent, and received on the District’s computer system.





(6)
E-mail and any attachments are subject to the same ethical and legal concerns and standards of good conduct as memos, letters, and other paper-based documents.  E-mails can be forwarded to others, printed on paper, and are subject to possible discovery during lawsuits in which the District may be involved.





(7)
Currently all District e-mails being sent are not encrypted.  Unencrypted electronic mail is not a secure way of exchanging information or files.  Due to the way Internet data is routed, all messages are subject to “eavesdropping.”  Messages may be “stolen” as they temporarily reside on host machines waiting to be routed to their destination, or they may be purposefully intercepted from the Internet during transfer to the recipient.  It is possible for someone other than the intended recipient to capture, store, read, alter and/or re-distribute your message.  Do not transmit information in an electronic mail message that should not be written in a letter, memorandum, or document available to the public.





(8)
E-mail, once transmitted, can be printed, forwarded, and disclosed by the receiving party without the consent of the sender.  Use caution in addressing messages to ensure that messages are not inadvertently sent to the wrong person.




(9)
Use of electronic mail or the Internet to distribute copyrighted 
materials is prohibited.




(10)
Each user should take the necessary steps to prevent unauthorized disclosure of confidential or privileged information.  (This is especially important for law firms and accounting firms that the District does business with.)




(11)
Use of electronic mail or the Internet to send offensive messages of 
any kind is prohibited.





(12)
Use of electronic mail or the Internet for inappropriate or unauthorized advertising and promotion of the District is prohibited.





(13)
When District employees communicate using electronic mail or other features of the Internet, the employee must be extremely mindful of the image being portrayed of the District.





(14)
Computer viruses can become attached to executable files and program files.  Receiving and/or downloading executable files and programs via electronic mail or the Internet without express permission of the Systems Administrator is prohibited.  This includes, but is not limited to, software programs and software upgrades.  All downloaded files must be scanned for viruses.





(15)
Use of another user’s name/account, without express permission of the Systems Administrator, to access the Internet is strictly prohibited.





(16)
Personal use of the District’s computer resources for personal commercial activity or any type of illegal activity is strictly prohibited.





(17)
It is advisable for all employees of the District to remind customers/clients/contractors of these security issues when sending confidential electronic mail and/or documents to the District via electronic mail.  If applicable, our customer/clients/contracts should be reminded to implement a security policy and make sure their employees understand the ramifications of sending privileged information via electronic mail.  (This is especially important for law firms and accounting firms that have strict professional ethical obligations and duties toward their clients.)





(18)
The District will not be responsible for maintaining or payment of personal Internet accounts or related software.  





(19)
District users shall not access such personal e-mail account using the District’s network system, telephone system, modem pool, or communication server.





(20)
Employees will only access the Internet through the District’s network.  Internet access through other methods (i.e. modems) will not be allowed, unless specifically authorized by the Director of Information Technology.





(21)
Employees will only access the Internet using the approved Internet browser (Internet Explorer).  Any other browser being used on a workstation will be promptly removed.





(22)
Employees will respect all copyright and license agreements regarding software or publication they access or download from the Internet.  The District will not condone violations of copyright laws and licenses and the employee will be personally liable for any fines or sanctions caused by the license or copyright infringement.  Any software or publication, which is downloaded onto District computer resources, becomes the sole property of the District.





(23)
Employees will only download information and/or publications for official business purposes.





(24)
Employees are to scan all downloaded materials before using or opening them on their computers to prevent the introduction of computer viruses.





(25)
All list subscriptions should be for business purposes only.  The employee will make sure List Servers are notified when the employee leaves the District.

D.   Employee Acceptance.  By signing this agreement, I hereby represent that I have read, understand, and agree to the District’s Internet, e-mail, and electronic communications ethics, usage, and security policy.

Date

Signature






Print name here
EMPLOYEE ACKNOWLEDGMENT

I acknowledge that I have received a copy of the District 's Personnel Manual. I understand that I am responsible for reading the Manual and for knowing and complying with the policies set forth in the Manual during my employment with the District. 

I further understand, however, that the policies contained in the Manual are guidelines only and are not intended to create any contractual rights or obligations, express or implied, and shall not be construed to create any type of right to a ''fair procedure'' prior to termination or other disciplinary action. I also understand that the District has the right to amend, interpret, modify, or withdraw any of the provisions of the Manual at any time in its sole discretion, with or without notice.  Furthermore, I understand that, because the District cannot anticipate every issue that may arise during my employment, if I have any questions regarding any of the District 's policies or procedures, I should consult the District 's General Manager.

I understand and agree that my relationship with the District is ''at-will,'' which means that my employment is for no definite period and may be terminated by me or by the District at any time and for any reason, with or without cause or advance notice.  I also understand that the District may demote or discipline me or otherwise alter the terms of my employment at any time at its discretion, with or without cause or advance notice. 

I understand and agree that the terms of this Acknowledgment may not be modified or superseded except by a written agreement signed by me and the President of the Board of Directors of the District, that no other employee or representative of the District has the authority to enter into any such agreement, and that any agreement to employ me for any specified period of time or that is otherwise inconsistent with the terms of this Acknowledgment will be unenforceable unless in writing and signed by me and the President of the Board of Directors of the District.  I further understand and agree that if the terms of this Acknowledgment are inconsistent with any policy or practice of the District now or in the future, the terms of this Acknowledgment shall control.

Finally, I understand and agree that this Acknowledgment contains a full and complete statement of the agreements and understandings that it recites, that no one has made any promises or commitments to me contrary to the foregoing, and that this Acknowledgment supersedes all previous agreements, whether written or oral, express or implied, relating to the subjects covered in this Acknowledgment. 


Date: _________________







___________________________________ 







Employee’s Signature







___________________________________ 







Employee’s Name (Please Print)
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