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POLICY COMMITTEE MEETING  
OF THE BOARD OF TRUSTEES 

LOCATION: TELECONFERENCE – SEE BELOW 
April 30, 2020  

3:30 PM 
AGENDA 

 

The Policy Committee is not a decision-making body and can only make recommendations to the Board. All decisions 

are made by the full Board at the monthly meeting of the Board of Trustees. 

IMPORANT NOTICE REGARDING COVID-19 AND TELECONFERENCED MEETINGS: 

Based on the mandates by the Governor in Executive Order 33-20 and the County Public Health Officer to shelter in 

place and the guidance from the CDC, to minimize the spread of the coronavirus, please note the following changes 

to the District’s ordinary meeting procedures:  

- The District offices are not open to the public at this time. (See District’s Promulgation of Rules and Orders) 

- The meeting will be conducted via teleconference using Zoom. (See Executive Order 29-20) 

- All members of the public seeking to observe and/or to address the local legislative body may participate in the 

meeting telephonically or otherwise electronically in the manner described below.  

 

HOW TO OBSERVE THE MEETING:  

Telephone: Listen to the meeting live by calling Zoom at (408) 636-0968 or (669) 900-6833.  

Enter the Meeting ID# 650-344-8592 followed by the pound (#) key.  More phone numbers can be found on Zoom’s 

website at https://zoom.us/u/abb4GNs5xM if the line is busy.  

Computer: Watch the live streaming of the meeting from a computer by navigating to https://zoom.us/j/6503448592 

using a computer with internet access that meets Zoom’s system requirements (see https://support.zoom.us/hc/en-

us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux)  

Mobile: Log in through the Zoom mobile app on a smartphone and enter Meeting ID# 650-344-8592. 

NOTE: This is a public meeting that can be seen and heard live by any member of the public. It will be recorded to 

facilitate meeting minutes. 

 

 

 

 
 

 

https://zoom.us/u/abb4GNs5xM
https://zoom.us/j/6503448592
https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux
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HOW TO SUBMIT PUBLIC COMMENTS: 

Before the Meeting: Please email your comments to comments@smcmvcd.org, write “Public Comment” in the 

subject line. In the body of the email, include the agenda item number and title, as well as your comments.  If you 

would like your comment to be read aloud at the meeting (not to exceed three minutes at staff’s cadence), prominently 

write “Read Aloud at Meeting” at the top of the email.  All comments received before 12:00 PM the day of the meeting 

will be included as an agenda supplement on the District’s website under the relevant meeting date and provided to 

the Trustees at the meeting.  Comments received after this time will be treated as contemporaneous comments.  

 

Contemporaneous Comments: During the meeting, the Board President or designee will announce the opportunity 

to make public comments and identify the cut off time for submission.  A short recess (generally less than 10 minutes) 

will take place during the time public comment is open to allow the comments to be collected.  Please email your 

comments to comments@smcmvcd.org, write “Public Comment” in the subject line. In the body of the email, include 

the agenda item number and title, as well as your comments.  Once the public comment period is closed, all comments 

timely received will be read aloud at the meeting (not to exceed three minutes at staff’s cadence).  Comments received 

after the close of the public comment period will be added to the record after the meeting.  

 

ACCESSIBILITY INFORMATION: 

Policy Meetings are accessible to people with disabilities and others who need assistance.  Individuals who need 

special assistance or a disability-related modification or accommodation (including auxiliary aids or services) to 

observe and/or participate in this meeting and access meeting-related materials should contact Dr. Chindi Peavey, 

District Manager, at least 48 hours before the meeting at (650) 344-8592 or cpeavey@smcmvcd.org.  Advanced 

notification will enable the District to swiftly resolve such requests to ensure accessibility. 

 

PUBLIC RECORDS: 

Public records that relate to any item on the open session agenda for a meeting are available for public inspection.  

Those records that are distributed after the agenda posting deadline for the meeting are available for public inspection 

at the same time they are distributed to all or a majority of the members of the Board.  The Board has designated the 

District’s website located at https://www.smcmvcd.org/board-meetings as the place for making those public records 

available for inspection.  The documents may also be obtained by calling the District Manager.  

 

 

 

 

mailto:comments@smcmvcd.org
mailto:comments@smcmvcd.org
mailto:cpeavey@smcmvcd.org
https://www.smcmvcd.org/board-meetings
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AGENDA 

 

1. CALL TO ORDER 

2. ROLL CALL 

Robert Riechel, City of San Bruno, Chair   ____________ 

Kati Martin, Town of Half Moon Bay 

Ed Degliantoni, City of San Mateo    ____________ 

Donna Rutherford, City of East Palo Alto   ____________ 

Carolyn Parker, City of Brisbane    ____________ 

Kat Lion, City of Redwood City    ____________ 

Claudia Mazzetti, County at Large       

3. REGULAR AGENDA 

 
A. Consider whether to recommend that the Board approve a new Policy 6130 

allowing the use of Digital Signatures for Board meeting minutes, resolutions and 
similar internal documents. 

ACTION: Motion to recommend approving new District Policy 6130 Use of 
Digital Signatures  

B. Consider whether to change the time of regularly scheduled Board meetings by 
making a change to District Policy 5010 Board Meetings 

POSSIBLE ACTION: Motion to recommend changes to District Policy 
5010 Board Meetings changing the time of regularly scheduled board 
meetings. 

C. Consider changes to District Policy 5060 Minutes of Board Meetings related to 
recordings of meetings in light of practice of recording Zoom meetings to 
facilitate minute taking. 

ACTION: Motion to recommend changing District Policy 5060 Minutes of 
Board Meetings  
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D. Consider changes to District Policy 2180 Illness and Injury Prevention Plan 
formally designating the District Manager as Director of Emergency Services 
under the Emergency Services Act to to ensure District operations continue 
during emnergencies and to improve staff and public safety. 

ACTION:  Motion to recommend changes to District Policy 2180  
 

 
4. ADJOURNMENT  

Other potential policies to review 

A. Review of the District’s reserve funds and possible changes to scope and/or target 
level of of the Public Health Emergency and Natural Disaster reserve funds 

B. Temporary Increase to District Manager spending authority during the public 
health emergency 

C. Consider changes to District Policy 2100 Job Descriptions to have job 
descriptions reviewed every 3 years rather than annually and remove list of 
positions 
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         Agenda Item # 5A 

 
 

SUBJECT: Use of Digital Signatures for Board meeting minutes, 
resolutions and similar internal documents 

 

 

 

RECOMMENDATION 

 
Staff recommends the Policy Committee recommend the Board approve new District Policy 6130 Use of 

Digital Signatures. 
 

BACKGROUND AND STATUS 

 
The current Shelter in Place Order from the Governor of California makes it extremely difficult to get 

wet signatures for routine, internal documents such as Board Meeting Minutes or Resolutions. Many 

public agencies in California have moved to using digital signatures for this purpose.1  This report 

provides background on the laws that would allow such a change and the proposed limitations the staff 

recommend for implementing it.  

California Government Code section 16.5 states a digital signature shall have the same force and effect 

as a manual signature, if and only if: (1) it is unique to the person using it, (2) it is capable of 

verification, (3) it is under the sole control of the person using it, (4) it is linked to data in such a manner 

that if the data are changed, the digital signature is invalidated, and (5) it conforms to regulations 

adopted by the Secretary of State.  

The Secretary of State’s regulations define the types of technologies that are acceptable for creating 

digital signatures for use by public agencies. There are only five (5) approved digital signature 

certification authorities. DocuSign is the most well-known and popular software for this purpose that has 

been certified.  It is one of only a few companies that are used for real estate transactions and contract 

approval by many private businesses. DocuSign has strong security measures and best practice. The 

other public agencies using this software have recommended it and found it to be user friendly even for 

those who are not computer savvy. The District Manager proposes using DocuSign if this policy is 

approved.  

 
1 “Digital signature” is a term of art meaning an electronic signature that is accompanied by a unique cryptographic  

certificate verifying the identity of the person affixing the signature. 
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Even without the current Order, given that the District is a county-wide agency and trustees are coming 

from 20 different cities and the county-at-large, the use of digital signatures could save time, money and 

effort on the part of staff and trustees for acquiring signatures on routine, internal documents such as 

Board meeting minutes, resolutions and employee forms other forms designated by the District Manager 

as having a low risk of being the subject of misuse.  

RECOMMENDATION 

Staff has surveyed other public agencies to determine whether they use digital signatures and, if so, what 

for. There is a clear trend of public agencies adopting policies to allow the use of digital signatures. 

Some agencies allow everything from contracts to financial documents to internal documents to be 

signed digitally. Staff recommends taking an incremental approach, allowing digital signatures to be 

used on internal documents only at this time. If this process is successful, expansion of the use of digital 

signatures on other documents, such as two-party agreements, could be considered at a later date. Staff 

does not recommend using electronic signatures on financial records at this time and all checks issued 

by the District must have wet signatures from the District manager and a Board Officer.  

Attached is a draft of a new District Policy 6130 – Use of Digital Signatures. The policy identifies some 

findings to clarify the intent of the drafters. It specifies that the District Manager would be able to 

determine acceptable technologies and vendors based on industry best practices and the approved list. It 

limits the use of digital signatures to those routine, internal documents the District Manager designates 

in writing. And it makes clear that even if a digital signature could be used, a wet signature will still 

suffice.  

 

Staff has checked with the company that conducts the annual audit of the District’s Financial documents 

and they have approved the use of eSignatures for the limited purposes described in the proposed Policy 

6130.   

  

  
REFERENCE MATERIALS ATTACHED 

 

1. Draft District Policy 6130 – Use of Electronic Signatures 
 
  



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 

TITLE:  Use of Digital Signatures 
 

NUMBER:  6130 
 

6130.10 Purpose 
6130.11 The purposes of this policy are to establish the use of digital signatures in 

compliance with all applicable laws.   
 

6130.20 Findings and Declarations 

 6130.21 State and federal authorities have adopted laws and regulations governing 
digital signatures making them have the same force and effect as the use of a manual signature 
under specified conditions.   

6130.22 Adopting the use of digital signatures is meant to provide cost benefits, 
workflow efficiency, and a legally binding equivalent to a handwritten signature. 

6130.30 Use of Digital Signatures 
 

6130.31 The District Manager, in consultation with the District Counsel, shall 
determine acceptable technologies and vendors under this section consistent with industry best 
practices to ensure the security and integrity of the data and the signature. Digital signature 
certification authorities shall be selected from list of “Certification Authorities” approved and 
maintained by the California Secretary of State. 

6130.32 Digital signatures may be used for internal, routine documents designated 
by the District Manager in writing as “low risk” in consultation with the District Counsel, 
including, but not limited to, Board meeting minutes, resolutions, and employee forms.  

6130.33 Even where a digital signature may be authorized, nothing in this policy 
will preclude the use of a manual signature.  

     
 



  6130.40 Requirements for electronic signatures 
 

 
The use of digital signatures shall comply with all applicable federal and state laws, including but 
not limited to 15 U.S.C. §§ 7001, et seq. [U.S. Federal Electronic Signatures in Global and National 
Commerce Act]; California Government Code §16.5; California Civil Code §§ 1633.1, et seq. 

 
         6130.50 Retention of Signatures  
6130.51 Retention of all signatures will be in accordance with applicable law and district 
policy 1040. 
  
Reviewed by Policy Committee: April 30, 2020  
Issued:      
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         Agenda Item # 5B 

 
 

SUBJECT: Changing the Time of Board Meetings 
 

 
 
RECOMMENDATION 
 
Staff recommends the Policy Committee recommend the Board make no changes to District Policy 5010 
Board Meetings  
 
BACKGROUND AND STATUS 
 
The Board’s regular meetings begin at 6:00 PM on the second Wednesday of the month. At the April 8, 
2020 Board meeting, there was a request from members of the Board to have the the Board discuss 
changing the Time of Regularly Scheduled Board Meetings so they would occur earlier in the day.  
 
The time at which Board meetings begin is set by District Policy 5010 Board Meetings.  Under section 
1020.30 of District Policy 1020 Adoption/Amendment of Policies, changes to District policies require 
approval by 2/3’s of the Board at a publicly noticed Board meeting. 

  
Arguments for changing the time of Board Meetings: The Coronavirus pandemic has altered the way 
California citizens live their lives and conduct business. Under these new challenging circumstances and 
considering Board meetings are held by teleconference to comply with state law, a more mutually 
agreeable meeting time may exist. Because of the size of the Board and the need to have roll call votes 
in a teleconferenced meeting, the intent of moving the meetings earlier was to prevent the meetings from 
going too late in the evening.    
  
Arguments Against:  Although residents of the county are required to shelter in place, many people 
may be working from home and/or have other obligations which make it difficult to participate in 
meetings during the traditional work day / commute period. In addition, at some time in the future, the 
shelter in place order will be lifted and trustees will return to their places of employment or other 
obligations. If the time of the Board meeting is changed, it will need to be changed back again to 
accommodate those needs.  
 
RECOMMENDATION 
 
Staff recommends that the time of Board Meetings remain as is. This time is designed to accommodate 
participation by the public who the Board serves and maintains the status quo, which the public may 
have come to rely on. Staff recognizes the desire to reduce the duration of meetings and is taking 
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measures to streamline meetings. We believe over time - as teleconferenced meetings become more 
routine - the meetings will become more efficient as well.   
  
REFERENCE MATERIALS ATTACHED 
 

1. District Policy 5010 Board Meetings 
 

 
  

 



 

 

 

 

POLICIES AND PROCEDURES 
 

TITLE:  Board Meetings 

 

NUMBER:  5010 

 

 5010.10 Except as indicated herein, regular meetings of the Board of Trustees shall 
be held on the 2nd Wednesday of each calendar month at 6:00 p.m. in the Board Room of the San 
Mateo County Mosquito and Vector Control District, 1351 Rollins Road, Burlingame, California.  
Unless specifically needed, no regular Board meeting will be held in August.  The December Board 
meeting shall be designated as a Trustee Field Day.  Notice of meetings and posting of the agenda 
for public viewing will be provided in accordance with the provisions of the Ralph M. Brown Act 
(California Government Code §54950 through §54960) (“Brown Act”).  Meetings shall be 
conducted in compliance with District Policies and legal requirements.   

 5010.20 Special meetings of the Board of Trustees may be called at any time by the 
District Manager, the Board President or by a majority of the Board in accordance with the Brown 
Act. 

  5010.21 All Trustees, District Manager, requested District Counsel, and 
requested staff shall be notified of a special Board meeting and the purpose or purposes for which 
it is called.  Said notification shall be in writing, delivered to the Trustees, District Counsel, and 
staff at least twenty-four (24) hours prior to the meeting. 

  5010.22 In accordance with the provisions of the Brown Act, newspapers of 
general circulation in the District, radio stations and television stations, organizations, and others 
who have requested notice of meetings shall be notified by a mailing.  If the special meeting is 
called less than one week in advance, notice will be given by telephone during business hours as 
soon after the meeting is scheduled as practicable. 

  5010.23 An agenda shall be prepared as specified for regular Board meetings 
in Policy # 5020 and shall be delivered with the notice of the special meeting to those specified 
above. 

Commented [BW1]: Under consideration 

Commented [JFS2]: Temporarily changed to teleconference 
location during the pandemic by Board President and ratified by the 
Board.  



  5010.24 Only those items of business listed in the published agenda for the 
special meeting shall be discussed and/or acted upon by the Board at the special meeting. 

 5010.30 Emergency Meetings.  In the event of an emergency situation involving 
matters upon which prompt action is necessary due to the disruption or threatened disruption of 
public facilities, the Board of Trustees may hold an emergency special meeting without the twenty-
four (24) hour notice required in Policy 5010.21 as long as all Trustees, District Manager, District 
Counsel, are notified by email or telephone.   

  5010.31 For purposes of this policy, an emergency situation means a work 
stoppage, crippling or eminent disaster, or other activity that severely impairs or threatens public 
health, safety, or both, as determined by the District Manager, Board President, or Vice President 
in the President’s absence. 

  5010.32 In accordance with the Brown Act (California Government Code 
§54950 through §54960), newspapers of general circulation in the District, radio stations and 
television stations, which have requested notice of special meetings, shall be notified by at least 
one (1) hour prior to the emergency special meeting.  In the event that telephone services are not 
functioning, the notice requirement of one hour is waived, but the District Manager, or designee, 
shall notify such newspapers, radio stations, or television stations of the fact of the holding of the 
emergency special meeting, and of any action taken by the Board, as soon after the meeting as 
possible. 

  5010.33 A closed session may not be held during an emergency special 
meeting, and all aspects of the Brown Act governing special meetings shall be complied with.  The 
District shall post the following for a minimum of ten (10) days in the District office and at a 
location where the public can view these documents, or as soon after the meeting as possible: the 
minutes of the emergency special meeting, a list of persons the District Manager or designee 
notified or attempted to notify, a copy of the roll call vote(s), and all actions taken at such meeting. 

 5010.40 Adjourned Meetings.  A regular or special meeting can be adjourned and 
reconvened to a time and place specified in the order of adjournment.  If no time is stated, the 
meeting is continued to the hour for the next regular Board of Trustees meeting.  In the absence of 
a quorum, a vote of a majority of the Trustees present may adjourn the meeting.  If no Trustees of 
the Board are present, the District Manager may adjourn the meeting.  If a meeting is adjourned 
for less than five calendar days, a new agenda need not be posted so long as a new item of business, 
not on the prior agenda, is not introduced.  A copy of the order of adjournment must be posted 
within 24 hours after the adjournment, at or near the door of the place where the meeting was held 
and at a location from which the public on City of Burlingame public property can read it. 

 5010.50 The Board of Trustees shall hold an election at its regular meeting in 
January every other year.   The Board’s policies for its internal election of Board officers are set 
forth in Policy 4150  



 5010.60 The Board President will chair the Board meeting, and shall determine the 
order in which the Board shall consider agenda items for discussion and/or action. 

 5010.70 The Board President and the District Manager shall insure that appropriate 
information is available from the Board Secretary for the audience at meetings of the Board of 
Trustees, and that physical facilities for Board meetings are functional and appropriate. 

 

 

Issued:    October 9, 2002 
Revised:    March 27, 2012 
Legal Counsel Review:    March 21, 2012 
Review by policy committee  April 30, 2020July 2015 with recommended changes 
Board Approval   July 8, 2015 



San Mateo County MVCD 

Policy Committee Meeting 

April 30, 2020 

 

         Agenda Item # 5C 

 
 

SUBJECT: Policy 5060 Minutes of Board Meetings 
 

 
 
RECOMMENDATION 
 
Staff recommends the Policy Committee recommend the Board make changes to District Policy 5060.22 
Minutes of Board Meetings. 
 
BACKGROUND AND STATUS 
 
Policy 5060.22 requires electronic recordings of an open and public meeting be stored for a minimum of 
60 days and available for inspection pursuant to the California Public Records Act. Such recordings are 
unofficial copies of the meeting minutes necessary only for reference. The suggested policy edits are 
meant to clarify that electronic recordings made to facilitate the official meeting minutes are unofficial 
copies and should be disposed of after their intended use. In other words, this policy would allow the 
District to delete video recordings of the District’s teleconferenced meetings after the minutes have been 
prepared and approved by the Board. Approval of this policy amendment will also prevent the large 
video files being created during Zoom meetings from being stored in costly cloud servers offsite. 
 
 
 
 
 
 
 
 
REFERENCE MATERIALS ATTACHED 
 

1. District Policy 5060 Minutes of Board Meetings in Track Changes 
 

 
 



 

 

 

 

POLICIES AND PROCEDURES 

 

 

TITLE:  Minutes of Board Meetings 

 

NUMBER:  5060 

 

 

 5060.10 The Board President is responsible for directing the Board Secretary to 

keep minutes of all regular and special meetings of the Board. 

  5060.11 Copies of minutes shall be made for distribution to Trustees with 

the agenda for the next regular Board meeting. 

  5060.12 The official minutes of the regular and special meetings of the 

Board shall be kept in a secure location. 

 5060.20 All open and public meetings of the Board of Trustees are recorded.  

  5060.21 At the beginning of the meeting, the President will announce that 

an electronic recording is being made.  The electronic recording device shall be placed in plain 

view. 

  5060.22 The electronic recordings of an open and publicmeetings are made 

solely to facilitate the preparation of the official, written meeting minutes. Such recordings are 

unofficial copies of the meeting minutes necessary only for reference. Under the District’s record 

retention policy, such electronic recordings are duplicative and a non-record. These electronic 

recordings may be erased or destroyed at any time after the official minutes have been approved 

by the Board or applicable subsidiary body. for whatever purpose by or at the direction of the 

District, shall be subject to inspection pursuant to the California Public Records Act, but may be 

erased or destroyed 60 days after the taping or recording.   

  

  5060.23 Any person attending an open and public meeting of the District 

shall have the right to record the proceedings with an audio or video tape recorder or a still or 

motion picture camera unless the noise, illumination, or obstruction of view would constitute a 

persistent disruption of the proceedings. 

Commented [BW1]: District equipment prevents this  



  5060.24 The District shall not prohibit or restrict the broadcast of its open 

and public meetings unless the noise, illumination, or obstruction of view would constitute a 

persistent disruption of the proceedings.  

 5060.30 Motions, resolutions or ordinances shall be recorded as having passed or 

failed and individual votes will be recorded unless the action was unanimous. 

  5060.31 All resolutions and ordinances adopted by the Board shall be 

numbered consecutively starting new at the beginning of each fiscal year. 

 5060.40 The minutes of Board meetings shall be organized as follows: 

  5060.41 Procedure. 

    Type of meeting, date, and location. 

    Call to Order by Board President and time. 

    Trustees present by name. 

    Trustees absent by name. 

    Staff present by name. 

    Speakers present by name. 

    Pledge of Allegiance. 

    Public input on non-agendized items. 

    Time of Adjournment of the meeting. 

    Time of arrival of Tardy Trustees and time of pre-adjournment 

departure of Trustees will be recorded by name, or if absence takes place when any agenda items 

are acted upon. 

    Record of written notice of special meetings. 

    Record of items to be considered at special meetings. 

 5060.42 Board Actions. 

    Approval or amended approval of the minutes of preceding 

meetings. 

    Approval of the Financial Statement and expenditures for the 

General Fund of the previous month. Commented [BW2]: Actually from two months previous  



    Approval of the Financial Statement and expenditures for the 

Capital Project Fund of the previous month. 

    Complete information as to each subject of the Board’s 

deliberation. 

    Complete information as to each subject including the roll call 

record of the vote on a motion if not unanimous. 

    All Board resolutions and ordinances in complete context, 

numbered serially for each fiscal year. 

    A record of all contracts entered into. 

    All employments and resignations or terminations of employment 

within the District. 

    A record of all bid procedures, including calls for bids authorized, 

bids received, and other actions taken. 

    A record of all-important correspondence from Mosquito and 

Vector Control Association of California (MVCAC), American Mosquito Control Association, 

Entomological Society of America, and other agencies. 

    A record of the District Manager’s report to the Board. 

    Approval of all policies and Board-adopted regulations. 

 

 

Issued:    October 9, 2002 

Revised:    May 29, 2012 

Review by policy committee  July 2015April, 30 2020 with recommended changes 

Board Approval   July 8, 2015 

Commented [BW3]: Same as above 
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         Agenda Item # 5D 

 
 

SUBJECT: District Policy 2180 Illness and Injury Prevention Program  
 

 
 
RECOMMENDATION 
 
Staff recommends the Policy Committee recommend the Board approve changes to District Policy 2180 
Illness and Injury Prevention Program to formally, to ensure District operations continue during 
emergencies, and to improve staff and public safety. 
 
BACKGROUND AND STATUS 
 
The Illness and Injury Prevention Program or IIPP is intended to ensure the occupational safety and 
health of all District employees regardless of position and job tasks. To that end, the District IIPP 
describes how to identify and correct workplace hazards within the scope of District business, while 
addressing the legal requirement to have a written IIPP. Section 2180.100 Emergency Action Plan 
Requirements describes worksite emergencies specific to the district and how employees will respond.   
 
The Manager has primary authority and responsibility for implementation of the IIPP, but that authority 
isn’t labeled in accordance with the Emergency Services Act. The edits proposed formally designate the 
District Manager as Director of Emergency Services, update old terminology (“Emergency Action Plan 
Requirements” to be “Emergency Action Plan”) and establishes a management hierarchy in compliance 
with the Emergency Services Act. Remaining suggestions include formalizing the SMCMVCD COVID-
19 Plan under Epidemic Response, updating emergency phone numbers and changing minor 
responsibilities.  
  
REFERENCE MATERIALS ATTACHED 

 
1. Proposed edits to policy 2180 in Track Changes 



 

 
 
 
                    

 

POLICIES AND PROCEDURES 
 

TITLE:  ILLNESS AND INJURY PREVENTION PROGRAM 
 

NUMBER:  2180 
 

 
2180.10 Establishment of Program 

 
This Injury and Illness Prevention Program (“IIPP”) is established in accordance with the 
requirements of the California Labor Code Section 6401.7 and the Injury and Illness 
Prevention Standard, California Code of Regulations, Title 8, Section 3203.  This program 
is intended to ensure the occupational safety and health of all District employees regardless 
of position and job tasks.  Only the District Manager and the Board may amend this IIPP.  
This IIPP does not supercedesupersede any law, legal requirement, regulation, or District 
policy. 

 
2180.20 Program Responsibility 
 

a. The District accepts responsibility for leadership of the safety and health program, and 
for providing the safeguards required to ensure safe conditions. 

 
b. The District Manager and District Safety Officer are designated to develop and 

maintain an effective Injury and Illness Prevention Program. The District Manager and 
District Safety Officer will develop and implement specific safety procedures, 
guidelines, and policy statements applicable to all District staff. 

 
c. The District Manager and District Safety Officer are responsible for developing proper 

attitudes toward safety and health in themselves and in those they supervise, and for 
ensuring that all operations are performed with the utmost regard for the safety and 
health of all personnel involved, including themselves. 

 
d. Employees will follow all safety policies and procedures, including the requirements 

of the District IIPP and adhering to any safety Policies instituted for employee’s 
specific job tasks and operations. 

  



2180.30 Program Compliance Requirements 
 
Compliance with all applicable policies and regulations will be assured by: 

 
a. Implementation of a program of reinforcement and acknowledgment for employees 

displaying positive and highly active safety awareness. 
 

b. A system of progressive discipline shall apply to all employees who violate safety 
policies and regulations.  Disciplinary action is conducted in accordance with 
applicable District personnel policies and procedures. 

 
c. Managers and Supervisors will provide positive acknowledgment of safe behaviors, 

and enforce safety policies and procedures fairly and uniformly. 
 

d. Employees who fail to follow safe work practices and/or procedures or who violate any 
District safety policies or directives will be subject to disciplinary action including 
termination.  Disciplinary measures may be progressive depending upon the severity 
and/or frequency of the infraction(s). 

 
2180.40 Communication 

 
The District provides several methods to encourage open, two-way communication between 
management and staff on health and safety issues.  These methods may include but are not 
limited to: 
 
a. Time may be scheduled at general, employee/staff meetings to discuss safety and health 

issues. 
 

b. The District will establish a safety committee. 
 

c. Safety topics and issues should be openly discussed; suggestions for improvement and 
recommendations should be encouraged.  

 
d. Distribution of safety bulletins, updates, hazard alerts, notifications, or similar safety 

announcements. 
 

e. Employees are to be encouraged to make safety suggestions and to report any suspected 
safety hazards.  Suggestions and hazard reports should be followed up and a timely 
reply made to the reporting employee.  Communication shall be encouraged.  

 
f. Understandable communication shall be maintained with all affected employees on 

matters relating to occupational safety and health, including provisions designed to 
encourage employees to inform the District of hazards at the work site without fear of 
reprisal.  Communications with employees shall include meetings, training programs, 
and posted written information. 

 



 
g. The Injury and Illness Prevention Program (IIPP) shall be posted at a conspicuous 

location in the District’s office, and shall be provided to the District Manager who shall 
keep it readily available. 

 
h. The District Manager and/or Safety Officer shall conduct “toolbox” or “tailgate” safety 

meetings, or equivalent, with the crew(s) at least quarterly to emphasize safety.  
Documentation including attendance at these meetings shall be maintained.   District 
Manager, Safety Officer or their designee will develop the necessary form to document 
the meetings that will go into each employee’s personnel file for a minimum of three 
(3) years. 

 
i. Mandatory general employee meetings shall be conducted (at least every 6 months) at 

which time employees may freely and openly discuss safety. Such meetings should be 
regularly scheduled and announced to all employees so that maximum employee 
attendance can be achieved. Documentation including attendance at these meetings 
shall be maintained. Copies of the attendance form and what was covered will go into 
each employee’s personnel file.  Discussions at these meetings should concentrate on: 

 
1. Occupational accident and injury history within the District. 

 
2. Employee experiences. 

 
3. Guest speakers from the District's Workers' Compensation insurance carrier or 

other agencies concerned with safety. 
 

4. Audio-visual materials that relate to the District operation safety. 
 

5. Training programs and safe operations shall be conducted in the use of new 
equipment, machinery, or tools.  Documentation including attendance of training 
programs shall be maintained with a copy going into each employee’s file. 

 
6. New employees shall be trained in the safe operation of the equipment, machinery 

and tools with which they will be working prior to being allowed to work 
independently. Documentation of each new employee training shall be maintained 
with a copy going into each employee’s personnel file. 

 
7. Posters and bulletins relating to and encouraging safe and healthy practices shall be 

posted on a rotational basis at conspicuous locations in the District's office. 
 

8. News articles and publications devoted to safety shall be posted in the District 
Office. 

 
9. A safety suggestion box shall be maintained where employees, anonymously, if 

desired, can communicate their concerns to the District Manager. 
 



2180.50 Identification of Workplace Hazards 
 
Periodic safety inspections shall be conducted to identify existing hazards in the work 
place, or conditions, equipment, and procedures that could be potentially hazardous.  The 
District Manager shall conduct the inspections.  District management shall develop 
methods for all inspections.  Employees shall be encouraged to report suspected unsafe 
conditions.  Management shall take appropriate action(s).  Hazard identification may 
include but is not limited to the following: 

 
a. Written procedure(s) to assist in the identification of new hazards in a work area. 

 
b. Safety evaluation(s) of any new substance, equipment, procedure, or operation 

introduced to a work area. 
 

c. Timely and effective investigation of each occurrence of an occupational injury or 
occupational illness, or near miss accident, and methods to prevent recurrence. 

 
d. Methods of evaluation and procedures to address identification of a new hazard. 

 
e. Safety inspections by the District Manager or District Safety Officer. 

 
f. Inspections by Cal-OSHA or other regulatory agency.  All regulatory inspections shall 

be reported immediately to the District Manager. 
 

g. Supervisors are responsible for promptly reporting to the District Manager whenever a 
new substance, new work procedure or operation, and/or new equipment are introduced 
into a work area.  Each report must include an evaluation of the potential hazard(s), as 
well as the training or other steps that will be taken to abate or reduce risk factors 
associated with the identified hazard(s). 

 
 

 
2180.60 Evaluation and Abatement of Hazards 
 

a. Evaluation of Identified Hazards 
The District Manager and/or District Safety Officer reviews inspection reports, hazard 
assessment reports, vehicle accident reports, accident and incident reports, and Workers’ 
Compensation claims reported.  While not relieving the District of responsibility for employee 
safety, the District Manager and/or District Safety Officer may consult with department 
management to determine if effective corrective action/investigation has been initiated to 
correct or improve identified exposures, work methods, operational procedures, or equipment, 
which may present a safety hazard or exposure. 

 
b. Abatement of Hazards 



The District will correct identified safety hazards in a timely manner.  Regulatory requirements 
demand a serious hazard1 must be abated immediately and employees are to be kept clear of 
the hazard.  A non-serious hazard may be abated within a reasonable period. 

 
When corrective action for a non-serious hazard will involve multiple steps, or cannot be 
completed promptly, an action plan must be developed and reviewed with the District Manager 
and/or District Safety Officer. This action plan will outline the steps to be taken, the order in which 
each step will be taken, and when each step will be carried out. 

 
The action plan will also describe the methods that will be used to protect employees from the 
hazard until the proper corrective actions are completed.  Employees are not to enter an imminent 
hazard area without specific approval of the District Manager and/or the District Safety Officer.  
Employees assigned to perform work necessary to correct the imminent hazard will be properly 
trained, equipped, supervised, and provided necessary safeguards including personal protective 
equipment. 

 
2180.70 Accident Investigation 

  
a. The District shall investigate all work-related accidents in a timely manner.  Reported 

minor accidents and near misses shall be investigated as well as serious incidents.  A 
near miss is an incident, which, although not serious in it self, could have resulted in a 
serious injury or significant property damage.  Investigation of these instances may 
avoid serious accidents in the future.  (See Report of Unsafe Condition or Hazard and 
Occupational Accident, Injury, and Illness Investigation Report.) 

 
b. The Supervisor or person designated by the District Manager shall be responsible for 

accident investigation. 
 

c. Each investigation shall be done promptly and involve, but not be limited to: 
 

1. Identify all parties involved; 
 

2. A thorough gathering of all relevant facts and evidence; 
 
3. Identification of the cause of the accident; 
 
4. Identification of the procedure to prevent reoccurrence of such an 
 accident; 

 
5. Implementation of such procedure; and 
 
6. If the investigation is done by the Supervisor or person designated by the District 

Manager, a written report is to be submitted to the District Manager regarding items 
(1) through (5) above.  The District Manager may, at his or her discretion, submit 

 
1 A serious hazard is a working condition where there is a probability “that death or a serious physical injury or 
illness could result from exposure to the hazard.”  8CCR, Section 334(c). 



any such report or any report he or she prepares to the Board of Trustees, for its 
consideration and action. 

 
2180.80 Safety Committee  

  
a. It shall be the charge of the Safety Committee to develop and maintain for the District 

a responsible, pro-active approach to meet the safety needs of the District.  This 
committee will act as a direct liaison for the District employees in identifying potential 
hazards in the workplace without acting in a punitive manner. 

 
b. The Safety Committee will consist of the following representatives: 

 
1. District Manager; 
 
2. Supervisor or person designated by the District Manager; and 
 
3. At least two employees, selected at large. 

 
 d. Members of the Safety Committee shall perform the following: 
 

1. Meet quarterly, on the day of a regularly scheduled staff meeting; 
 
2. Discuss various aspects of safety (i.e., accidents and/or prevention, developing 

programs, documenting files); 
 

3. Inspect office facilities on a regular basis to ensure safe operation; 
 

4. Review and update the District Safety Manual; 
 

5. Inspect fire extinguishers on a monthly basis to ensure they are properly charged 
and order recharging as required; 

 
6. Coordinate training sessions to keep employees up to date on current policies and 

procedures; 
 

7. Review investigations of alleged hazardous conditions brought to the attention of 
any District employee.  When determined necessary by the committee, the 
committee may conduct an inspection and investigation to assist in any remedial 
solutions. 

  



2180.90 Training Requirements 
 

a. Safety and Health Training 
 

Awareness of potential health and safety hazards, as well as knowledge of how to control such 
hazards, is essential to maintaining a safe and healthful work environment.  In order to achieve 
this goal, the District will provide safety information and appropriate training to each employee 
with regard to general safety practices and to any hazards or safety procedures specific to the 
employee’s work tasks.  The District will document content and attendance of any safety 
training.  Examples of training include: 

 
1. District orientation of new employees upon hiring and prior to first job assignment. 

 
2. Whenever new substances, processes, procedures or equipment are introduced into 

the work place; affected employees shall be trained and will demonstrate 
proficiency. 

 
3. Whenever the District is made aware of new or previously unrecognized hazards. 

 
4. Whenever safety training is required by an applicable code, regulation, or other 

legal requirement. 
 

5. Whenever the District Manager or District Safety Officer believes that additional 
or specific training is necessary. 

 
 

2180.100   Emergency Action Plan Requirements 
 
In compliance with the California Code of Regulations, Title 8, Section 3220, the District shall 
develop and maintain an Emergency Action Plan (EAP) adopted by the Board and implemented 
as a means of ensuring employee and public safety during an emergency incident.  As used in this 
section, “emergency” shall mean the actual or threatened existence of conditions of disaster or of 
extreme peril to the safety of persons and property within the District caused by such conditions 
as air pollution, fire, flood, storm, epidemic, riot or earthquake, or other conditions resulting from 
war or imminent threat of war, but other than conditions resulting from a labor controversy, which 
conditions are or are likely to be beyond the control of the services, personnel, equipment, and 
facilities of this District, requiring the combined forces of other political subdivisions to combat. 
District offices or operations in outlying facilities must develop site-specific emergency action 
plans appropriate to the complexity and operations of each work location.  All employees with 
special responsibilities under any District emergency plan must receive appropriate training in the 
assigned responsibilities.  Only the Board may amend this EAP. This EAP does not supersede any 
law, legal requirement, or regulation.Refer to the latest revision of the San Mateo County Mosquito 
Abatement District’s Communications Plan, which contains confidential information. 
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2180.101  Emergency Services Council established; membership 
 
a. There is hereby created an Emergency Services Council. The members of the Emergency 
Services Council shall be as follows:  
 
 1. The Board President, or President’s designee, who shall be chairperson; 
 
 2. The District Manager, or Manager’s designee, who shall be vice-chairperson; 
 
 3. The Assistant District Manager; and  
 
 4. The Operations Supervisor and at least one member of the safety staff committee, as may 

be pointed by the Director of Emergency Services. 
 

2180.102  Powers and Duties of Emergency Services Council 
 
a. It shall be the duty of the District Emergency Services Council, and it is hereby empowered to 

develop and recommend for adoption by the District Board, emergency and mutual aid plans, 
agreements, such ordinances and resolutions, rules and regulations as are necessary to 
implement such plans and agreements. Such plans and agreements shall provide for the 
effective mobilization of all of the resources of this District to meet any condition constituting 
an emergency as defined herein. The Emergency Services Council shall meet up on call of the 
chairperson, or, in his/her absence from the District or inability to call such meeting, up on the 
call of the vice-chairperson.  

 
2180.102  Office of Director and Assistant Director of Emergency Services established 
 
a. There is hereby created the position of Director of Emergency Services. The District Manager 
shall be the Director of Emergency Services. 
 
b. There is hereby created the position of Assistant Director of Emergency Services, who shall 
be appointed by the Director in writing. 

 
2180.102  Powers and duties of Director and Assistant Director of the Action Plan 
Council 
 
a. The Director is hereby empowered to: 
 
b. Request the President of the District Board of Trustees proclaim the existence or threatened 
existence of a “local emergency” if the Board of Trustees is not in session. Whenever a local 
emergency is proclaimed by the Director, the Board of Trustees shall take action to ratify the 
proclamation within thirty days thereafter or the proclamation shall have no further force or effect. 
 
c.  Control and direct the effort of the employees of this District for the accomplishment of the 
purposes of this chapter. 
 



d.  Direct cooperation between the coordination of services and staff of the emergency organization 
of San Mateo County and resolve questions of authority and responsibility that may arise between 
them. 
 
e. Represent this District in all dealings with public or private agencies on matters pertaining to 
emergencies as defined herein. 
 
f.  In the event of the proclamation of a “local emergency” as herein provided or as proclaimed by 
another political subdivision within the District’s orjurisdiction or , the proclamation of a “state of 
emergency” by the Governor or the Director of the state Office of Emergency Services, or the 
existence of a “state of war emergency,” the Director is hereby empowered: 
1a. To make and issue rules and regulations on matters reasonably related to the protection of life 
of District employees and property of the District as affected by such emergency; provided, 
however, such rules and regulations must be confirmed at the earliest practicable time by the Board 
of Trustees;  

2. To obtain vital supplies, equipment and such other properties found lacking and needed for 
the protection of life and property; and to bind the District for the fair value thereof;  

3. TO requisition necessary personnel or material of the District to address the emergency; 
and 

4. To execute all of his or her ordinary powers as a District Manager; all of the special powers 
conferred upon him or her by this section or by resolution or emergency plan; and all 
powers conferred upon him or her by any statute, by any agreement approved by the Board, 
and by any other lawful authority.  

h. The Director of Emergency Services shall designate the order of succession to that office to 
take effect in the event the Director is unavailable to attend meetings and otherwise perform 
his duties during an emergency. Such order of successions shall be approved by the Board.  

h.i. The Assistant Director shall, under the supervision of the Director, develop emergency plans 
and manage the emergency programs of this District and shall have such other powers and 
duties as may be assigned by the Director.  

 
2180.110 Record Keeping Procedures 

 
The District should retain certain records to demonstrate a good faith effort to achieve an effective 
IIPP safety program. These records should be kept on file and include the following: 

 
a. Records of inspections and investigations including date(s), person(s) who conducted 

the inspection(s) or investigation(s), unsafe work practice or condition identified, and 
the corrective action(s) taken and date(s) of correction. 

 
b. Documentation of training provided employees, including new hire instruction and 

follow-up training required by changes in operations or the identification of a 
previously unknown hazard. 

 
c. These records should be maintained by the District. 

 
2180.120   Regulatory Inspections – Procedures, Compliance, and Reporting 



 
Whenever the District is inspected by a regulatory agency, i.e., Cal-OSHA, Fire Department, or 
Health Department, the District shall report the inspection to the District Manager and/or District 
Safety Officer.  The District shall verify the credentials of the inspector and follow applicable 
regulations to comply with site inspection(s) conducted by the inspector and his or her agency.  All 
inspection documentation will be reviewed with the District Manager and/or District Safety 
Officer. 
 

2180.130 Safety Rules 
 
 a. Vehicular Safety 
 

1. Drive with caution while entering parking areas, and be alert to the presence of 
pedestrians. 

 
2. The use of seat belts by drivers and passengers is required when driving vehicles 

on district business. 
 

3. Watch for vehicles entering or leaving the parking area when walking to your 
vehicle.  Always use regular entrances and walkways when going to and from 
your place of work. 

 
4. When using cellular phones, please refer to Policy and Procedures 2040 

Employee Cell Phone Usage. 
 

b. Lifting and Carrying 
 

1. If your work involves the handling of equipment, boxes, bundles, books, ledgers, 
portable filing cases, or other items of office equipment, limit lifting to items you 
are able to handle without difficulty.  Lift by leg power with the back erect and do 
not lift with your back in a bent position. 

 

2. Use only approved stepladders.  Stools, chairs, boxes, and drawers shall not be 
used in place of stepladders. 

 
c. Work Area Safety 

 
1. Pointed objects should not be carried in pockets or with the points  

exposed, nor should they be placed in vehicles, on desks, or on worktables with 
the points toward the user. 
 

2. Be sure to keep fingers in the clear when closing safe, bookcases, drawers, and 
doors.  Always grasp the handle or door knob and keep fingers away from the 
edge of drawers or doors. 

 



3. Chemicals or chemical products should be handled only when the proper 
protective equipment is being worn. 

 
4. You should not walk through work areas with sharp objects in hand with points 

exposed, or with chemicals or chemical products. 
 

5. Adjust your chair or seat to obtain proper height and posture, both in vehicles and 
in the office. 

 
6. Do not lean back on the rear legs of a straight chair.  The chair may slip or break, 

causing a fall. 
 

7. File cabinet drawers should be closed when not in use. 
 

8. Heavy material should be placed in the lower drawers with lighter materials filed 
in upper drawers.  The lower drawers should always be filled first. 

  
d. General Housekeeping 

 
1. Broken glass should be deposited directly into the outside refuse bin, and should 

not be placed in wastepaper baskets. 
 
2 Workstation shelves and stands should be inspected periodically to ensure they 

are in good working order. 
 

3. Personnel shall not throw materials or engage in horseplay. 
 

4. Stay clear of areas where overhead work is in progress.  
 

5. Good “housekeeping” throughout the workplace is of paramount importance.  A 
clean and orderly office makes a safe and desirable place in which to work. 

 
6. Aisle ways and doorways should be kept clear of stumbling hazards such as 

cartons, bottles, lunch boxes, umbrellas, etc. 
 

7. Lunch papers and other refuse should be deposited in a trash container after use. 
 

8. Use storage space provided for the storing of materials.  Do not use the tops of file 
cabinets, tables, or equipment for this purpose. 

 
9. Slip or trip hazards such as torn or loose floor coverings, water or other materials 

should be brought to the attention of your supervisor.  Never ignore the obvious 
hazards.  Correct or highlight hazards and report them as soon as observed.    

 
 e. Miscellaneous Safety 
 



1. When using stairs, take one step at a time, keep to the right, and hold onto the 
handrail.  When carrying packages, keep your vision unobstructed.  Running or 
crowding on stairways, aisles, and in corridors is a dangerous practice that should 
be avoided. 

 
2. Do not walk while reading.  Be observant of your surroundings and watch your 

step. 
 

3. Extra care should be practiced if wearing shoes with poor soles or work boots, 
particularly on stairways. 

 
4. Doors should be kept either wide open or completely closed.  Do not leave doors 

partly open.  Care should be exercised when opening doors to avoid striking others.  
If exterior doors are left open, they must be properly secured. 

 
5. Smoking and the inhalation of secondhand smoke is known to be responsible for, 

or contribute to, a large number of medical problems.  The District prohibits the use 
of any tobacco product by all persons anywhere within the office or work area 

 
 f. Office Machines, Equipment, and Supplies 
 

1. Only authorized persons are permitted to operate or repair office machines, vehicles 
or equipment.  Authorizations will be granted only to those persons who have 
completed the appropriate training.  Training on equipment which is relatively 
simple to operate, and which presents minimal hazards may be accomplished with 
written instructions or on-the-job training, rather than a more formal training 
program. 

 
2. Machines, equipment and parts should be placed securely on a desk, table or stand 

provided for that purpose.  They should not be placed in a side leaf or allowed to 
project over the edge of the desk, table or stand. 

 
3. Special caution should be exercised when wearing loose clothing or dangling 

jewelry near machines or equipment. 
 

4. Machines, equipment and vehicles must not be cleaned or adjusted while in motion. 
 

5. If a machine or piece of equipment jams, disconnect the power cord until the 
problem is corrected.  Fix the problem only if you have been trained and are 
authorized to do so.  If not, advise your supervisor or the authorized equipment 
operator. 

 
6. Electrical equipment should be turned off when not in use. 

 
7. Never operate any equipment until you have made sure that no one is in a position 

to be injured by its operation. 



 
8. Report to your supervisor any equipment in need of repair or adjustment. 

 
9. Guards should always be in place except when oiling or cleaning the equipment.  

The power source should be disconnected before beginning these operations. 
 

10. Fire equipment must not be used for any purpose other than fighting fires.  Never 
tamper with, remove, or obstruct access to, any fire fighting equipment. 

 
11. After using a fire extinguisher to suppress a fire, notify your supervisor so that the 

extinguisher can be refilled and serviced.   
 

12. Furniture, boxes or other obstacles should never obstruct corridors, hallways, and 
fire exits. 

 
13. Adequate ventilation should be provided for those operations involving flammable 

or toxic chemicals, vapors or fumes. 
 
 g. Maintenance 
 

1. Every precaution should be taken to guard against slippery floors, stairs, and 
thresholds.  If these surfaces are highly polished or become extremely slippery, 
notify your supervisor so that necessary arrangements can be made with the 
janitorial contractor. 

 
2. The use of floor mats at the building entrances can help to reduce the risk of slipping 

during wet conditions. 
 
10. Office furniture should be kept in good condition at all times.  The tension of the 

springs of swivel chairs should be checked and maintained taut in order to avoid 
imbalance, which can cause the occupied chair to overturn. 

 
11. Wooden furniture is likely to develop sharp or splintered corners.  Equipment of 

steel construction should be examined for sharp burrs before being placed into 
service and the beading around the tops of steel desks may constitute a hazard if 
loose.  Such defects should be reported for repairs. 

 
12. The rollers and guides on cabinet drawers should be kept operating freely and in 

good working order.  The safety locks or stops on each drawer should be checked 
periodically to guard against the possibility of pulling a drawer beyond the stop and 
having it fall. 

 
13. Clocks, pictures, and framed calendars are to be securely fastened or anchored to 

walls. 
 

 



 2180.140 Illness and Injury 
   

i. Any illness or injury occurring at work, no matter how slight, must be reported to your 
supervisor. Your direct supervisor will The Finance AdministratorOperations 
Supervisor will provide you with a “Report of Occupational Injury Injured Worker” 
form, and you are required to acknowledge receipt of the form in writing.  

 
ii. All employees will provide, and keep current, an emergency contact phone number to 

be used in case of emergency. (Nearest relative to contact). The District Manager, 
Finance Administrator or immediate Supervisor will keep this list will keep these 
numbers in each employee’s personnel file.  The Finance Department has a list of these 
numbers. 

 
2180.150 Emergency Safety Procedures 

 
The referenced Communications Plan is to be referred to in the event of any emergency.   
 
 

 
a. Important Numbers 
 

1. Fire Department   911 
 
2. Police      911 

 
3. Ambulance/Paramedics  911 

 
4. Local Hospitals 

- Mills/Peninsula Hospital  (650) 696-5400 
 
 5. Poison Control Center                    211            
     
 
                  6.   Phone number information can be obtained by dialing 411  
                        on your cell phone 
 
  
 b. Serious Injury or Illness 
 

1. Notify the local Fire Department and Paramedics - dial 911.  Inform them that you 
need an ambulance or immediate medical care.  Stay on the line until the person on 
the other end tells you to hang up.   

 
2. Stay with the person.  Designate a person to meet the responding authority.  
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3. Notify the District Manager or designee of the situation 
 

4. Keep first aid equipment on the premises for minor injuries. All employees are 
trained on the exact locations of First Aid equipment 

 
c.  Office Security 

 
1. All employees should be alert to unknown persons on the property.  Notify your 

immediate supervisor or District Manager of anyone or anything suspicious. 
 
2. Lock all doors after business hours. 

 
3. Keep all valuables locked when possible.  Valuables should not be stored near an 

exit and should be kept out of sight. 
 

4. Engrave serial numbers on valuable office items and equipment and keep a record 
of these numbers. 

 
5. All keys will be collected prior to an employee leaving employment with the 

District. 
 

6. Document all security incidents.  The District will report all incidents to local 
authorities. 

 
 d.   Civil Disorder 
 

1. In the event of an emergency, local authorities shall be called immediately. 
 
2. Do not attempt to remove demonstrators.  The District should use the local 

authorities for such removal. 
 

3. If there is a crowd in the street or parking area: 
 

a) Lock all exterior doors; 
 
b) Warn all employees to stay away from windows; 

 
c) Document events by the use of written notes, dictation equipment, and 

photography. 
 e. Evacuation Procedures 
 

 

1. The District shall designate specific personnel to be responsible for monitoring an
 evacuation. 

 



2. All employees shall be informed of the following: 
 

a) The location of exits; 
 
b) The location of fire extinguishers; 

 
c) The location of first aid kits; and 

 
d) Emergency telephone numbers and contacts. 

 
3. Check for handicapped persons or visitors unfamiliar with the layout of the office. 

 
f. Fire Procedures 

 
1. If you discover a fire of any size, immediately call the Fire Department - 911. 
 
2. Immediately notify the District Manager, designee, or your Supervisor. 

 
3. If possible, use fire extinguishers to extinguish small controllable fires.  Fire 

extinguishers are available and maintained.  It is important that all employees know 
the location of all fire extinguishers, and how to operate them.  

 
4. Do not return to your office for any reason until the fire has been controlled and 

you have been advised to return by the fire officials. 
 

5. The District Manager, Supervisor, or designee shall take a head count of those in 
the office.  Check for the following: 
 
a) Injured or handicapped person; 
 
b) Persons refusing to evacuate; and 

 
c) Visitors or contractors. 

 
6. Notify neighboring tenants of the situation. 

 g. Earthquake 
 

1. In the event of an earthquake, remain calm and stay where you are – either outside 
the building or inside the building.   

 
2. If you are inside of the building during an earthquake: 

 
a) Do not evacuate; 
  
b) Take cover under desk, table, or bench; 
 



c) Sit or stand against an inside wall; 
 
d) Sit or stand in an inside doorway; and 
 
e) Avoid glass and outside doors. 

 
3. If you are outside of the building during an earthquake: 
 

a) Do not enter the building; 
  
b) Stay away from overhead electric wires; 
 
c) Stay away from poles, trees, or buildings; and 
 
d) If driving an automobile, stop as soon as it is safely possible and remain in car.  

Do not stop under or on an overpass. 
 

4. After the shaking: 
  

a) The District Manager, Supervisor or designee shall account for those in the 
office;  

 
b) Everyone should be located in the one designated area; 

 
c) Remain calm; and 

 
d) Be prepared to report injuries and property damage. 

 
  
h.  Bomb Threats 
   

1. Remain calm and attempt to keep the caller on the telephone to gather as much 
information as possible regarding the location of the bomb.  Listen for background 
noise or for other clues that may indicate who is calling and the location of the 
caller. 

 
2. After receiving a bomb threat, immediately call 911. 
 
3. Immediately notify the District Manager or designee of the bomb threat. 

 
4. Safely evacuate the building. 

 
5. Take notes of anything out of the ordinary in the office such as items that are out 

of place. 
 



6. If a suspicious object is discovered, under no circumstances should it be handled or 
disturbed.  Immediately advise authorities of any such object.   

 
 
i.  Epidemics 
 

1. If an epidemic is declared by health or government officials  
 

a. District management will act in the best interest of community and 
employee health  

b. District management will ensure protection measures and legal orders will 
be understood and implemented. 
  

2. If stay at home orders are declared 
a. Staff will work at home as much as feasible. 
b. When staff are present, management may stagger start times, reduce 

building entry, provide personal protection equipment (PPE) and strictly 
enforce best practices as recommended by local or state health officials. 

c. Board, director, and staff meetings will be conducted by telephone or video 
conferencing whenever possible. 

d. Sanitize frequently used surfaces such as light switches, door handles, 
application equipment, steering wheels, equipment and tabletops using 
CDC recommended disinfectants. 
 

3. To compliment these measures, each department will have protocols unique to 
their job duties  

a. Department heads should work with their staff to identify unique obstacles  
b. Staff feedback should occur frequently throughout the epidemic 

 
 
 
 
Issued:     April 11, 2007 
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