
 

POLICY COMMITTEE MEETING OF THE BOARD OF TRUSTEES 
August 24, 2016 

6:00 PM 
AGENDA 

 
 
 
Policy Committee Meetings are accessible to people with disabilities.  Individuals who need special assistance or 
a disability-related modification or accommodation (including auxiliary aids or services) to participate in this 
meeting; or who have a disability and wish to request an alternative format for the agenda, meeting notice, 
agenda packet or other writings that may be distributed at the meeting, should contact District Manager Chindi 
Peavey at least five working days before the meeting at (650) 344-8592.  Notification in advance of the meeting 
will enable the District to make reasonable arrangements to ensure accessibility to this meeting and the materials 
related to it. 
 
Public records that relate to any item on the open session agenda for a Policy Committee meeting are available 
for public inspection.  Those records that are distributed less than 72 hours prior to the meeting are available for 
public inspection at the same time they are distributed to all Policy Committee members.  The Policy Committee 
of the Board has designated the office of the San Mateo County Mosquito and Vector Control District, located at 
1351 Rollins Road, Burlingame, for the purpose of making those public records available for inspection.   
 
 

 
1.     CALL TO ORDER.  

 
2. PLEDGE OF ALLEGIANCE. 

 
3. ROLL CALL. 
 

• Chairperson Kati Martin will take roll call.   ____________ 
 

• Ray Williams, Town of Portola Valley   ____________ 
 

• Robert Riechel, City of San Bruno    ____________ 
 

• Ed Degliantoni, City of San Mateo    ____________ 
 

• Donna Rutherford, City of East Palo Alto   ____________ 
 

• Kat Lion, City of Redwood City    ____________ 
 
 

4. PUBLIC COMMENTS AND ANNOUNCEMENTS. 
 



 

• This time is reserved for members of the public to address the Finance Committee 
of the Board relative to matters of the Committee not on the agenda.  No action 
may be taken on non-agenda items unless authorized by law.  Comments will be 
limited to five minutes per person and twenty minutes in total. 

 
4. REGULAR AGENDA 

The Policy Committee is not a decision-making body and only makes recommendations to 
the Board.  

 
A. Discussion regarding current format of District Policy Manual. Establishment of 

either a Board/Governance Manual or segregation of Board Trustees policies and 
functions in the current manual. 

B. District Policy Manual - Policy 1020 Adoption-Amendment of Policies.  
Discussion of whether to change the number of votes needed to pass policy changes 
from 2/3rds to a simple majority 

C. District Policy Manual Policy 2100 Job Descriptions– Consider removal of 
Appendix 2100: Job Descriptions from the Policy Manual 

D. Employee Manual Update - planning the next steps 

  

6.   ADJOURNMENT 
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         Agenda Item # 5.A 

 
SUBJECT:  Establishing a Governance Manual  

 
 

 
Background: 
 
Policies related to the Board of Trustees and Governance are contained in District Policy Series 4000 
and 5000.  
 
 
Recommendation:   
Have the Policy Committee discuss whether to move policies related to Board Governance into a 
Governance Manual, and how that manual should be structured.   
 
 
 
 
 
Attachments: 

1. District Policies in the 4000 series 
2. District Policies in the 5000 series 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Code of Ethics 
 

NUMBER:  4010 
 
 
 4010.10 The Board of Trustees is committed to providing excellence in leadership 
that result in the highest quality of services to its constituents.  In order to assist in the 
governance of the behavior between and among members of the Board of Trustees, the following 
policies shall be observed. 
 
  4010.101 The dignity, style, values and opinions of each Trustee shall be 
respected. 
 
  4010.102 Responsiveness and attentive listening in communication is 
encouraged. 
 
  4010.103 The needs of the District constituents are the priority of the Board 
of Trustees. 
 
  4010.104 The primary responsibility of the Board of Trustees is the 
formulation and evaluation of policy.  Routine matters concerning the operational aspects of the 
District are to be delegated to the District Manager who will direct the professional staff 
members of the District. 
 
  4010.105 Trustees commit themselves to emphasizing the positive. 
 
  4010.106 Trustees shall commit themselves to focusing on issues and not 
personalities.  The presentation of the opinions of others shall be encouraged.  
 
  4010.107 Differing viewpoints are healthy in the decision-making process.  
Individuals have the right to disagree with ideas and opinions.  Once the Board of Trustees takes 
action, Trustees shall commit to supporting the action and not create barriers to the 
implementation. 
 
  4010.108 Trustees shall practice the following procedures. 
 



   4010.1081 In seeking clarification on informational items, Trustees 
must direct their requests to the District Manager for information needed to supplement, upgrade, 
or enhance their knowledge.  The District Manager may then request the information from 
specific staff members.  The Trustees will not request information directly from staff. 
 
   4010.1082 Complaints from residents and property owners of the 
District will be referred directly to the District Manager. 
 
   4010.1083 Concerns for safety or hazards are to be reported to the 
District Manager or to the District Office.  Emergency situations shall be dealt with immediately 
by seeking appropriate assistance. 
 
   4010.1084 If approached by District personnel concerning specific 
District policy, Trustees will direct inquiries to the District Manager.  The chain of command 
must be followed. 
 
   4010.1085 When responding to constituent requests and concerns, 
Trustees should be courteous and if necessary, route their questions to the District  Manager. 
 
   4010.1086 Trustees should develop a positive working relationship 
with the District Manager so that current issues, concerns and District projects can be discussed 
comfortably and openly. 
 
   4010.1087 Trustees should function as a part of the whole.  Issues 
should be brought to the attention of the Board as a whole, rather than individual Trustees 
selectively. 
 
 4010.20 Trustees are responsible for monitoring the District’s progress in attaining 
its goals and objectives. 
 
 4010.30 All trustees are required to receive two hours of ethics training, every 
other year, in accordance with Assembly Bill 1234 signed into State law on January 1, 2006.   
 

4010.301 New trustees must comply within one year of their appointment. 
 

  4010.302 Comprehensive ethics curriculum will cover ethics principles and 
state laws related to: personal financial gain by public servants, conflict of interest, bribery and 
nepotism, gifts, travel, honoraria, financial interest disclosure and competitive bidding, 
prohibitions on the use of public resources for personal or political purposes, the Brown Act, and 
Public Records Act. as required under California law (Assembly Bill 1234). 
 
  4010.303 Trustees will provide a certificate of completion as proof of 
compliance to the District Office. 
 



  4010.304 Designated staff members are also required to complete ethics 
training and meet all the requirements of state laws and provide certificates of completion to the 
District office as proof of compliance. 
 
 
Issued:  November 13, 2002 
Revised:  April 16, 2009 
Revised:  February 2016 
Approved by Board: April 2016 
 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Meeting Attendance  
 

NUMBER:  4020 
 
 
 4020.10 Members of the Board of Trustees shall attend all regular and special 
meetings of the Board unless there is good cause for absence.  An excused absence will be 
recorded in the Board minutes if the Trustee notifies either the Board Secretary or the President 
of the Board of Trustees prior to being absent from a regular or special meeting.  Acceptable 
methods of notification include electronic transmission (email), telephone communication and 
letters.    
 
 4020.20 A vacancy may occur if any member ceases to discharge the duty of their 
office (including unexcused Board of Trustee meeting absences) for the period of three (3) 
consecutive months except as authorized by the Board of Trustees.  The Board Secretary will 
note in the meeting minutes those trustees who have excused or Board authorized meeting 
absences. 
 
 4020.30 The District Manager may request specific staff to attend regular meetings 
of the Board of Trustees to present reports concerning their respective areas of responsibility 
within the District or on special projects in which they are involved on behalf of the District.  
Such reports shall include, but not be limited to:  ongoing entomological programs from the field 
and laboratory settings, operational updates on mosquito control programs, and financial and 
administrative data. 
 
 4020.40 Trustee attendance is encouraged at meetings and conferences directly 
related to the functions and interests of the District. 
 
 4020.50 All Trustees are encouraged to attend the Annual Meeting of the Mosquito 
and Vector Control Association of California (MVCAC). 
 
  4020.501 Upon returning from the MVCAC meeting, trustees and staff are 
required to prepare a written report for distribution to the Board or make a verbal report during a 
subsequent meeting of the Board.  Such reports shall detail what was learned at the session(s) 
that may be of benefit to the District.  Materials from the session(s) may be delivered to the 
District office to be included in the Trustee Board meeting pre-packet and filed in the District 
library for the future use of other Trustees and staff. 



 
4020.60 Trustees are encouraged to attend the Annual Meeting of the California 

Special District Association (CSDA). 
 
 4020.601   Trustee attendance at the CSDA Annual Meeting is restricted to 

the Board President, or another Board Officer, or a representative (appointed by the Board 
President per Policy 4040.80) and up to three (3) Trustees of the Board with preferences to 
Board Trustees who have never attended a CSDA Annual Meeting, followed by those who 
have not attended for the last three (3) years. 

 
 4020.602 Board Trustees who have attended within the last two (2) years 

will not be eligible to attend. 
 
 4020.603 Trustee declining the invitation to attend the CSDA Annual 

Meeting will automatically drop to the bottom of the attendance preference list and the next 
eligible Board Trustee will be selected. 

 
 4020.604 Once a Board Trustee attends the CSDA Annual Meeting that 

Trustee will be placed at the bottom of the attendance preference list. 
 
 4020.605 Upon returning from the CSDA Annual Meeting, trustees and staff 

are required to prepare a written report for distribution to the Board or make a verbal report 
during a subsequent meeting of the Board.  This report shall detail what was learned at the 
session(s) that may be of benefit to the District.  Materials from the session(s) may be 
delivered to the District office to be included in the Trustee Board meeting pre-packet and 
filed in the District library for the future use of other Trustees and staff. 

 
 4020.606 District Manager regulates staff attendance at the CSDA Annual 

Meeting, giving consideration to training opportunities. 
 

4020.70 The District Manager will represent the District at the Quarterly and 
Annual Meeting of the Vector Control Joint Powers Agency (VCJPA).  If a District Trustee 
becomes a member of the VCJPA Board of Directors they will also attend the Quarterly and 
Annual VCJPA meetings.   

 
 4020.701 Reports of the VCJPA Annual Meeting will be provided at a 

subsequent District Board of Trustee meeting, detailing what was learned at the session(s) that 
may be of benefit to the District.  Materials from the session(s) may be delivered to the District 
office to be included in the Trustee Board meeting pre-packet and filed in the District library for 
the future use of other Trustees and staff. 

 



4020.80 District Board of Trustees President is required to attend meetings of 
theSpecial District Selection Committee (SDSC) at which a Special District representative is 
elected to serve on the Local Agency Formation Commission (LAFCo).  These meetings are 
called by the LAFCo Executive Officer to fill a vacancy of the special district representative to 
LAFCo whenever a vacancy occurs.  .  The President of the District’s Board of Trustees is the 
District’s only member authorized to vote at the SDSC meetings for the election of a special 
district representative to LAFCo.  If the District Board President is unable to attend, the District 
Board of Trustees must appoint another Trustee by Board Resolution or Minute Order to be the 
authorized voting member at the SDSC.  All District Board Officers are encouraged to attend the 
local CSDA meetings. 

 
 4020.801 Upon returning from the CSDA meeting, the Board President and 

attending trustees are required to prepare a written report for distribution to the Board or make a 
verbal report during a subsequent meeting of the Board.  This report shall detail what was 
learned at the meeting that may be of benefit to the District.  Materials from the meeting may be 
delivered to the District office to be included in the Trustee Board meeting pre-packet and filed 
in the District library for the future use of other Trustees and staff. 

 
4020.90 Trustees are encouraged to attend the Annual County Legislative 

Breakfast.  
 
 4020.901 Upon returning from the Annual County Legislative Breakfast, 

trustees are required to prepare a written report for distribution to the Board or make a verbal 
report during a subsequent meeting of the Board.  This report shall detail what was learned at the 
meeting that may be of benefit to the District.  Materials from the meeting may be delivered to 
the District office to be included in the Trustee Board meeting pre-packet and filed in the District 
library for the future use of other Trustees and staff. 
 
 4020.100 Trustee attendance is also encouraged at the National Conference of the 
American Mosquito Control Association (AMCA).   
 

4020.1001 Trustees attendance is restricted to the Board President, or another 
Board Officer, or a representative appointed by the Board President according to Policy 4040.80 
and up to two (2) members of the Board on a rotational basis.   

 
4020.1002 Any trustee declining the invitation will automatically drop to the 

bottom of the list and the next eligible member will be selected.  Once a trustee attends a 
conference, they will then be placed on the bottom of the list. 

 
4020.1003 Trustee attendance is encouraged at the American Mosquito 

Control Association (AMCA) Annual Legislative Conference in Washington D.C.  The Board of 
Trustees President and District Manager select one District Trustee to represent our District and 
visit our Federal Legislators.   

 
4020.1004 District Manager determines staff attendance at the AMCA Annual 

Meeting, giving consideration to training opportunities. 



 
  4020.1005 Upon returning from the AMCA meeting, Trustees and staff are 
required to prepare a written report for distribution to the Board or make a verbal report during  a 
subsequent regular meeting of the Board.  This report shall detail what was learned at the 
session(s) that will be of benefit to the District.  Materials from the session(s) may be delivered 
to the District office to be included in the Trustee board packet and filed in the District library for 
the future use of other Trustees and staff. 

 
 4020.110 The District Manager coordinates and authorizes all staff attendance at 
annual meetings and conference, educational courses, and state and federal training events, 
consistent with the functions and interests of the District. 
 
 4020.120 Expenses for attendance at such meetings and conferences by Trustees and 
staff shall be paid in accordance with the established reimbursement schedule of the District as 
outlined in District Policy 1120. 
 

4020.130 All Trustees and designated staff members are required to attend Ethics 
Training every two years as outlined in District Policy 4010.30.  

 
4020.140 All Trustees and supervisory staff members are required to attend Sexual 

Harassment Prevention Training every two years as mandated by state law. 
 
 
Issued:  November 13, 2002 
Revised:  May 29, 2012 
Legal Review: May 29, 2012 
Reviewed by Policy Committee January 2016 
Board Approval March 9, 2016 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Remuneration and Reimbursement 
 

NUMBER:  4030 
 
 
 4030.10 Members of the Board of Trustees may receive their actual and necessary 
traveling and incidental expenses incurred while on official business pursuant to Policy 1120. 
 
 4030.20 In accordance with Health and Safety Code §2030, the Board of Trustees 
shall serve without compensation.  In lieu of paying for actual expenses, the Board of Trustees 
may, by resolution, provide for the allowance and payment to each Trustee a sum not to exceed 
one hundred dollars ($100.00) per month for expenses incurred while on official business. 
 
  4030.201 On March 8, 2006, the Board of Trustees approved paying one 
hundred dollars ($100.00) per month, in lieu of actual expenses, for expenses incurred while on 
official business.  The official business must constitute one of the following: 
 
   4030.2011 A meeting of the District Board within the meaning of 
Government Code §54952.2(a). 
 
   4030.2012 A meeting of a District Committee within the meaning of 
Government Code §54952(b). 
 
   4030.2013 An advisory body meeting within the meaning of 
Government Code §54952(b). 
 
   4030.2014 A conference within the meaning of Government Code 
§54952.2(c)(2) of the following organizations: 
 
    4030.20141  California Special District Association 
    4030.20142 Mosquito and Vector Control Association of 
California 
    4030.20143 American Mosquito Control Association 
 
   4030.2015 A meeting of any multi-jurisdictional governmental body on 
which the District Board of Trustee President or District Board of Trustees Officers serves as the 
District’s designated representative. 



 
   4030.2016 Any meeting attended or service provided on a given day at 
the formal request of the District Board of Trustees and for which the District Board of Trustees 
approves payment of “in lieu of allowance” stipend, not to exceed one hundred dollars ($100) per 
month. 
 
   4030.2017 A Trustee may elect not to receive a portion or any of the 
authorized compensation.  A written acknowledgement of this election will be provided to the 
Board Secretary and the District Finance Director. 
 
 4030.30 The Board Secretary, in accordance with the Health and Safety Code 
§2030(c), may be compensated in an amount determined by the Board of Trustees for completing 
board meeting administration.  The Board Secretary is responsible for completing the 
administration requirements of setting up, recording and completing the administrative 
requirements for all regular and special board meetings.  Compensation is negotiated between the 
Board Secretary and Board of Trustees.  
 
  4030.301 As of January 14, 2015 The Board of Trustees has approved one 
hundred dollars ($100) per month for compensation to the Board Secretary for completing Board 
meeting administration. 
 
  4030.302 As of January 14 2015, the Board of Trustees has also approved one 
hundred dollars ($100) per month for compensation to the Assistant Board Secretary for 
completing Board meeting administration if the Board Secretary is unable to complete the duties 
for a given month. 
  
Issued:  November 13, 2002 
Revised:  March 29, 2012 
Counsel Review:   March 21, 2012 
Board Review and Resolution confirming policy January 14, 2015 
Board Review & Approval April 2016 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Board President 
 

NUMBER:  4040 
 
 
 4040.10 The President of the Board of Trustees shall serve as chairperson at all 
Board meetings.  He/she shall have the same rights as the other members of the Board in voting; 
introducing motions, resolutions and ordinances, and any discussion of questions that follow 
these actions. 
 
 4040.20 The President shall appoint and publicly announce the chairs and members 
of the standing committees for the ensuing year at the January Board of Trustees meeting 
following the election of officers.  The President shall participate, as necessary, at committee 
meetings as an ex-officio voting member. 
 
 4040.30 The President has authorization to sign checks approved by the Board for 
expenses incurred by the District in accordance with District Policy 6040, Signing of District 
Warrants. 
 
 4040.40 The President must be a trustee appointed by a city council or the Board of 
Supervisors to be a member of the Board and shall be a voter in that city or county and a resident 
of that portion of the city or county that is within the District.   
 
 4040.50 The President and the District Manager shall prepare an agenda for each 
regular and special meeting of the Board of Trustees. 
 
 4040.60 The President shall serve as the Chairperson and participate as a voting 
member at the meetings of the Executive Committee.  The Executive Committee includes all 
Board Officers. 
 

4040.70 The term of office for the President is two consecutive years.  The 
President may stand for re-election. 
 
4040.80 The President shall represent the District at the annual American Mosquito 
Control Association (AMCA), California Special District Association (CSDA), Mosquito and 
Vector Control Association of California (MVCAC), Local Agency Formation Commission 



(LAFCO), and any other local meetings whenever possible, or appoint another Board Officer or 
representative to attend and represent the District. 
 
 
Issued:   November 13, 2002 
Revised:   April 10, 2013 
Reviewed and updated: January 2016 
Board Approval  April 2016 
 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Board Vice President 
 

NUMBER:  4050 
 
 4050.10 In the absence of the President, the Vice President of the Board of 
Trustees shall serve as chairperson over all meetings of the Board.  He/she shall have the same 
rights as the other members of the Board in voting; introducing motions, resolutions and 
ordinances, and any discussion of questions that follow these actions. 
 
 4050.20 The Vice President has authorization to sign checks approved by the 
Board for expenses incurred by the District as authorized by District Policy 6040, Signing of 
District Warrants. 
 
 4050.30 The Vice President must be a trustee appointed by a city council or the 
Board of Supervisors to be a member of the Board and shall be a voter in that city or county and 
a resident of that portion of the city or county that is within the District.   
 
 4050.40 The Vice President shall participate as a voting member at the meetings of 
the Executive Committee.  The Executive Committee includes the Board Officers. 
 

4050.50 The term of office for the Vice President is two consecutive years.  The 
Vice President may stand for re-election. 

 
4050.60 In the absence of the President, the Vice President shall represent the 

District whenever possible at the annual conferences for the American Mosquito Control 
Association (AMCA), California Special District Association (CSDA), Mosquito and Vector 
Control Association of California (MVCAC), and any other local meetings as directed. 
 
Issued:   November 13, 2002 
Revised:   April 10, 2013 
Reviewed and Updated: January 2016 
Board Approval  April 2016 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Board Secretary 
 

NUMBER:  4060 
 
 
 4060.10 In the absence of the President and the Vice President, the Secretary of the 
Board of Trustees shall serve as chairperson over all meetings of the Board.  He/she shall have 
the same rights as the other members of the Board in voting; introducing motions, resolutions 
and ordinances, and any discussion of questions that follow these actions. 
 
 4060.20 The Secretary has authorization to sign checks approved by the Board for 
expenses incurred by the District in accordance with District Policy 6040, Signing of District 
Warrants. 
 
 4060.30 The Secretary must be a trustee appointed by a city council or the Board of 
Supervisors to be a member of the Board and shall be a voter in that city or county and a resident 
of that portion of the city or county that is within the District.   
 
 4060.40 The Secretary will as appropriate be responsible for personally performing 
or overseeing the District staff in the administration of the following duties. 
 
  4060.401 Supervising the Board of Trustees Officers nominations and 
election process as outlined in District Policy # 4150. 
 
  4060.402 Overseeing all Board of Trustees meeting administrative 
requirements including but not limited to the preparation of the Board’s pre-packet, public 
noticing of changes to the public meetings date and time, verifying that copies of documents are 
available at meetings, mailing of Board documents to Trustees or members of the public, and 
verifying all approved documents are posted on the District’s web site.     
 

4060.403 Personally recording the Board of Trustees meetings minutes.  As 
of January 2015, the Board of Trustees has approved $100 for compensation to the Board 
Secretary for completing board meeting administration. 
 
  4060.404 Instructing the Assistant Secretary to share in the aforementioned 
duties as necessary. 
 



 4060.50 The Secretary shall participate as a voting member at the meetings of the 
Executive Committee.  The Executive Committee includes the Board Officers. 
 

4060.60 The term of office for the Secretary is two consecutive years.  The 
Secretary may stand for re-election. 
 
 4060.70 In the absence of the President and the Vice President the Secretary shall 
represent the District whenever possible as the annual American Mosquito Control Association 
(AMCA), California Special District Association (CSDA), Mosquito and Vector Control 
Association of California (MVCAC), and any other local meetings as directed. 
 
 
Issued: November 13, 2002 
Revised: April 10, 2013 
Review by Policy Committee July 2015 and January 2016 
Board Approval: April 2016 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Board Assistant Secretary 
 

NUMBER:  4070 
 
 
 4070.10 In the absence of the President, Vice President and the Secretary, the 
Assistant Secretary of the Board of Trustees shall serve as chairperson over all meetings of the 
Board.  He/she shall have the same rights as the other members of the Board in voting; 
introducing motions, resolutions and ordinances, and any discussion of questions that follow 
these actions. 
 
 4070.20 The Assistant Secretary has authorization to sign checks approved by the 
Board for expenses incurred by the District in accordance with District Policy 6040, Signing of 
District Warrants. 
 
 4070.30 The Assistant Secretary must be a trustee appointed by a city council or 
the Board of Supervisors to be a member of the Board and shall be a voter in that city or county 
and a resident of that portion of the city or county that is within the District.   
 

4070.40 In the absence of the Secretary, the Assistant Secretary shall perform all 
the duties of the Secretary as listed in Policy # 4060.40. 

 
 4070.41 As of January 2015, the Board of Trustees has approved $100 for 

compensation to the Assistant Board Secretary for completing board meeting administration if 
the Board Secretary is unable to complete the duties for a given month. 

 
4070.50 The Assistant Secretary shall share in the duties of the Secretary as 

directed by the Secretary.   
 
4070.60 The Assistant Secretary will serve as a voting member at the meetings of 

the Executive Committee.  The Executive Committee includes the Board Officers. 
  

4070.70 The term of office for the Assistant Secretary is two consecutive years.  
The Assistant Secretary may stand for re-election. 

 
4070.80 In the absence of the President, Vice President, and the Secretary the 

Assistant Secretary shall represent the District whenever possible at the annual American 



Mosquito Control Association (AMCA), California Special District Association (CSDA), 
Mosquito and Vector Control Association (MVCAC), and any other local meetings as directed. 

 
 
Issued:    November 13, 2002 
Revised:    April 10, 2013 
Reviewed:    June 16, 2015 
Reviewed by Policy Committee:  July 2015 
Board Approval:    April 2016 
 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
TITLE:  Members of the Board of Trustees 
 

NUMBER:  4080 
 
 
 4080.10 Each person appointed by a City or Town Council to be a member of the 
District’s Board of Trustees must be a registered voter in that city or Town and a resident of that 
portion of the city or Town that is within the District. 
 
 4080.20 Each person appointed by the Board of Supervisors to be a member of the 
District’s Board of Trustees must be a registered voter in that county and a resident of that 
portion of the county.   
 
 4080.30 Notwithstanding, any other provision of law including the common law 
doctrine that precludes the simultaneous holding of incompatible offices, a member of a city 
council may be appointed and may serve as a member of the District’s Board of Trustees if that 
person also meets the other applicable qualifications of the Health and Safety Code §2022. 
 
  4080.40 It is the intent of the State Legislature that persons appointed to the 
District’s Board of Trustee have experience, training, and education in fields that will assist in 
the governance of the District. 
 
 4080.50 All trustees shall exercise their independent judgment on behalf of the 
interests of the residents, property owners, and the public as a whole in furthering the purposes 
and intent of the Health and Safety Code §2022.  The Trustees shall represent the interests of the 
public as a whole and not solely the interests of the Board of Supervisors or the City Council that 
appointed them. 
 
 4080.60 The term of office for a member of the Board of Trustee shall be for a 
term of two or four years, at the discretion of the appointing authority.  Terms of office 
commence at noon on the first Monday in January. 
 
 4080.70 Any vacancy in the office of a member appointed to the District’s Board 
of Trustees shall be filled pursuant to Section 1779 of the Government Code.  Any person 
appointed to fill a vacant office shall be appointed to fill the balance of the unexpired term. 
 



 4080.80 Trustees shall thoroughly prepare themselves to discuss agenda items at 
meetings of the Board of Trustees.  Information may be requested from the District Manager or 
exchanged between Trustees before meetings.   
 
   
 
Issued:  January 8, 2003 
Revised:    March 18, 2009 
Reviewed  January 2016 – no changes 
Board Approval April 2016 

 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 
 
TITLE:  Committees of the Board of Trustees 
 

NUMBER:  4090 
 
 
 4090.10 The President has formed the following standing board committees: 
 
  Finance  
 
  Environmental and Public Outreach 
 
  Policy 
 
  Strategic Planning 
 
  Legislative 
 

Manager's Evaluation 
 

 4090.20 The President of the Board of Trustees shall appoint Board members as 
the chairs and members of the standing committees for the ensuing year and announce them at 
the January Board meeting. 
 
 4090.30 The Board’s standing committees shall be established and maintained for 
the purpose of serving the needs of the District.  The President of the Board of Trustees may 
make assignments for standing committees, or by a majority vote of the Board of Trustees, 
assignments may be made for standing committees or on their own initiative standing 
committees may approve their own assignments.  All recommendations for action by committees 
shall be presented to the Board of Trustees for approval. 
 
 4090.40 The Finance Committee considers and makes recommendations regarding 
the financial management of the District.  This may include overseeing the preparation of the 
annual budget, coordinating salary and benefit negotiations with District employees, analyzing 
investment strategies, reviewing the County Treasurer’s monthly reports, and reviewing monthly 
financial statements and expenditures.  This committee shall also make recommendations for the 
selection of an auditor by the Board of Trustees and verify the completion of an annual audit. 
  



4090.50 The Environmental and Public Outreach Committee governs the District 
environmental and public outreach programs.  This committee oversees environmental 
assessments, cleanup operation protocols for pesticide spills, and review of pesticide use permits.  
This committee also oversees District sponsored media releases, website, program brochures and 
handouts, media communications and educational programs.  Additionally, the committee shall 
recommend to the Board of Trustees strategies for enhancing public perception of the District. 
 
 4090.60 The Policy Committee drafts, analyzes, and makes recommendations 
concerning District policies for Board of Trustee approval. 
 
 4090.70 The Strategic Planning Committee shall be concerned with the strategy 
and direction of the District.  This committee will develop a Strategic Plan for consideration and 
approval by the Board of Trustees each fiscal year. 
 
 4090.80 The Manager's Evaluation Committee shall be concerned with conducting 
a performance evaluation of the District Manager every 12 months.  The committee will solicit 
input from all Trustees, which will be considered by the Committee in its evaluation. The 
performance evaluation results will be provided to the Board of Trustees and the Board President 
will review the performance evaluation with the District Manager.  The committee will make 
recommendations concerning the District Manager’s salary and benefits for the Board of 
Trustees approval, and shall have input concerning contract negotiations with the District 
Manager.  The Board's representative for negotiation of new contract, salary, and benefits with 
the District Manager shall be the Board President or his/her designee.   
 
 4090.90 The Legislative Committee works with our legislators to educate them on 
the needs of the District. 
 

4090.100 The President shall appoint such Ad Hoc committees as may be deemed 
necessary or advisable.  The duties of the Ad Hoc committees shall be outlined at the time of 
appointment, and the committee shall be considered dissolved when its final report has been 
made.  When an Ad Hoc committee is appointed, the President of the Board of Trustees shall 
indicate an estimate of the date by which the committee should present its final report to the 
Board of Trustees. 
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POLICIES AND PROCEDURES 
 
 
TITLE:  Membership in Associations 
 

NUMBER:  4110 
 
 
 4110.10 The Board of Trustees shall authorize the District to hold membership in 
and attend meetings of such national, state, and local associations as may exist which have 
applicability to the functions of the District, and shall look upon such memberships as an 
opportunity for in-service training. 
 

4110.20 The District may maintain membership in the following organizations: 
 

Vector Control Joint Powers Agency 
 

  Mosquito and Vector Control Association of California 
 
  American Mosquito Control Association 
 
  Entomological Society of America 
 
  California Special Districts Association 
 
  Society of Vector Ecologist 
 
  CSDA San Mateo Chapter 
 
  Local Agency Formation Commission 
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POLICIES AND PROCEDURES 
 
 
TITLE:  Membership in Associations 
 

NUMBER:  4110 
 
 
 4110.10 The Board of Trustees shall authorize the District to hold membership in 
and attend meetings of such national, state, and local associations as may exist which have 
applicability to the functions of the District, and shall look upon such memberships as an 
opportunity for in-service training. 
 

4110.20 The District may maintain membership in the following organizations: 
 

Vector Control Joint Powers Agency 
 

  Mosquito and Vector Control Association of California 
 
  American Mosquito Control Association 
 
  Entomological Society of America 
 
  California Special Districts Association 
 
  Society of Vector Ecologist 
 
  CSDA San Mateo Chapter 
 
  Local Agency Formation Commission 
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POLICIES AND PROCEDURES 
 
 
TITLE:  Training, Education and Conferences 
 

NUMBER:  4120 
 
 
 4120.10 Trustees are encouraged to attend educational conferences and 
professional meetings when the purposes of such activities are to improve their governance of 
the District. 
 
 4120.20 It is the policy of the District to encourage Board of Trustee development 
and excellence of performance by reimbursing expenses incurred for tuition, travel, lodging and 
meals as a result of training, educational courses, participation with professional organizations, 
and attendance at local, state and national conferences associated with the interests of the 
District. 
 

4120.30 The Finance Director will coordinate the travel arrangements for Trustees 
for conferences and training courses.   

 
 4120.40 The President of the Board of Trustees approves all travel by Trustees to 
seminars, workshops, courses, professional organization meetings, and conferences. 
 
 4120.50 Expenses to the District for Trustees’ training, education and conferences 
should be kept to a minimum by utilizing recommendations for transportation and housing 
accommodations put forth by the District. 

   
  4120.501 Trustees shall travel together whenever feasible and economically 
beneficial. 
   
 4120.60 A Trustee is not eligible to attend a conference or training event for which 
there is an expense to the District if it occurs after they have announced their pending 
resignation, or if it occurs after an appointment by their city council or Board of Supervisors, in 
which it has been determined that they will not retain their seat on the Board.  A Trustee shall not 
attend a conference or training event when it is apparent that there is no significant benefit to the 
District. 
 
 4120.70 Upon returning from seminars, workshops, conferences, etc., where 
expenses are reimbursed by the District, Trustees will either prepare a written report for 



distribution to the Board, or make a verbal report during a subsequent regular meeting of the 
Board.  This report shall detail the information provided at the session(s) that will be of benefit to 
the District.  Materials from the session(s) may be delivered to the District office to be included 
in the District library for the future use of other Trustees and staff. 
 
 4120.80 District Manager regulates and authorizes all staff travel to seminars, 
workshops, conferences, etc., where expenses are reimbursed by the District. 
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POLICIES AND PROCEDURES 
 
 
TITLE:  Trustee Reference Manual 
 

NUMBER:  4130 
 
 
 4130.10 The Trustee Reference Manual developed by Mosquito and Vector 
Control Association of California provides information for each trustee to assist in making 
decisions for the communities they serve. 
 
 4130.20 Each trustee is provided a copy.  The manual may be provided as a hard 
copy or electronically as an email attachment or a link to the District website. 
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POLICIES AND PROCEDURES 
 
TITLE:  Bylaws Governing Board of Trustees 
 

NUMBER:  4140 
 
 4140.10 Meeting Time 
 
  4140.11 Regular Meetings of the Board of Trustees shall be held at 6:00 
p.m. on the 2nd Wednesday of each month.  The August regular Board meeting of the Board of 
Trustees may be cancelled.  The December regular Board meeting of the Board of Trustees may 
be replaced with a Trustee Field Day.  
 

4140.12 The time or date for holding regular meetings may be altered only 
by a simple majority vote at the preceding regular meeting, with appropriate notices given. 
 
  4140.13 Information for regular, special, and emergency Board meetings is 
outlined in District Policy 5010, Board Meetings.  
 

4140.20 Meeting Place 
 

4140.21 Regular meetings of the Board shall be held in the conference room of the District 
office, 1351 Rollins Rd, Burlingame, CA 94010, except as set forth in Section 4140.22, 
below. 
 
4140.22 Meetings of the Board may be held at other locations as designated by the 
President, or in his/her absence by the Vice-President, or by a majority vote of the Board, 
providing due notice is given in accordance with State law.   

 
4140.30 Meetings Rules 

 
4140.31 Verbal verification of the date of the next regular Board meeting 

shall be made by the presiding officer prior to the adjournment of each regular meeting.  Board 
members will be mailed notices of regular meeting date, time and place, a copy of the agenda, 
and the documents in the agenda packet at least 72 hours before a regular Board meeting, in 
accordance with District Policy 5010.  An electronic copy of the agenda and packet for each 
Board Meeting will also be sent via e-mail to each board member.  A hard copy of the agenda 
shall be posted for public viewing at least 72 hours before a regular Board meeting in the display 
case outside the District office at 1351 Rollins Rd. Burlingame.  An electronic copy of the 



agenda and board packet will also be posted on the District’s website 72 hours before each 
meeting, 
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POLICIES AND PROCEDURES 
 

TITLE:  Board Officer’s Nomination and Election Process 
 
NUMBER:  4150 
 

4150.10 Background 
 

4150.11   The Officers of the District Board of Trustees is comprised of the 
President, Vice President, Secretary, and Assistant Secretary.   All officers are elected by the 
membership at large.  A Trustee must serve at least one year in order to be eligible to hold office.  
The term of office is for two consecutive years.  Each officer may stand for re-election. 

 
4150.20 Overview 
 

4150.21   Nominations for the officers will be accepted by the Board 
Secretary from the floor at the November Board meeting, or in writing prior to the November 
meeting. 

   
4150.22   The Board Secretary will include the election notice and election 

ballots in the Pre-packet for the January Board Meeting. 
   
4150.23   The election ballots will be tallied and the results announced at the 

January Board meeting. 
   
4150.24   The new Board Officers will take office at the following February 

Board meeting.  
  

4150.30 Criteria 
 

4150.31   Participating on the Board of Trustees as a Board officer requires a 
substantial amount of time and financial commitment.  Officers Duty Policies #4040-4070 and 
the Nominations and Election Policy #4150 will be included in the November pre-packet that is 
sent to all Trustees. 

 
4150.40 Process 
 

4150.41   Nominations for the Board officers commence at the November 
Board meeting as directed: 

 



4150.411 Nominations will be accepted from the floor (orally) or in 
writing to the Board Secretary prior to the November meeting. 

  
4150.412 Trustees who are present must immediately accept or 

decline if nominated.  Nominated Trustees who are absent must accept or decline in writing to 
the Board Secretary prior to the mailing of the January pre-packets.  Failure to respond on time 
will be counted as if the Trustee declined the nomination. 

 
4150.413 After the closing of nominations, each candidate may make 

a brief acceptance statement. 
 

4150.414 The Board Secretary will announce a Board Officer 
Election Slate (Appendix # 4150-1) which will be confirmed at the November meeting by a 
majority vote of the Board votes cast and included in the record. Requests by nominees to have 
their names removed from the ballot must be in writing and received by the Board Secretary 
prior to the mailing of the January pre-packets. 

 
           4150.42          Election of the Board Officers commences at the January meeting as 

directed: 
                                            
                        4150.421          The Board Secretary will provide a Board Officer Election 

ballot (Appendix #4150-2) for inclusion in the pre-packet for the January Board meeting. 
 

4150.422          The Board Officer Election Ballot will have each Trustee 
listed only once and for only one position.  The Board Officer Election Ballot will include all 
nominations for trustees agreeing to stand for election. 

 
4150.423 The trustees are requested to complete their Board Officer 

Election Ballot prior to January Board meeting.  Trustee must be present in order to cast their 
vote. 

 
4150.424 No Board Officer Election Ballots will be accepted after 

the January Board meeting. 
 
4150.425 A candidate must receive a majority of the votes cast in 

order to be elected. 
 

4150.426          If no candidate receives a majority of the votes cast, then a 
runoff election will be held between the two candidates with the highest number of votes. 

 
4150.427          In the event of a three way or more ties for the highest 

number of votes in the election, a drawing of straws will be used in order to eliminate all but two 
of the candidates.  The remaining two candidates will participate in a runoff election. 

 
4150.428          In the event of a tie in a runoff election, a coin flip will 

determine the winner. 



 
                                    4150.429         The election ballot votes will be tallied at the January 
Board meeting by the Board Secretary. 

 
4150.430         The election tally sheet and ballots will be included in the 

Board meeting record. 
 
4150.431          The Board Secretary will announce the elected Board 

Officers at the January Board meeting. 
    
4150.432          The elected Board officers will be confirmed at the 

January Board meeting by a majority of the Trustee votes cast. 
 
4150.435       If any office becomes vacant during the two year term, 

both nominations and a special election to fill the remaining term will be held at the next 
appropriate Board of Trustees meeting.  Time must be allowed to include the nominations and 
election announcement and documents in the pre-packet for the Board meeting agenda.  
Otherwise the same nominations and election process (Policy #4150) will be applied to the 
special election. Any qualified Trustee or qualified current Officer may be nominated to run for 
election.  The election of a current Officer to the vacant position will create another vacancy and 
require an additional nomination and election to be held at the same meeting.  
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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. 



  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. 
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POLICIES AND PROCEDURES 
 

TITLE:  Board Meeting Agenda 

 

NUMBER:  5020 
 

 

 5020.10 The District Manager, in cooperation with the Board President, shall 
prepare an agenda for each regular and special meeting of the Board of Trustees.  A Trustee may 
contact the District Manager no later than 4:30 p.m. on the Tuesday one week prior to the 
meeting date and request any item be placed on the agenda.  The District Manager and the Board 
President shall determine if the requested item is appropriate to be placed on the agenda.  If three 
or more Trustees request that an item be placed on a future agenda, the item shall be placed on a 
future agenda, unless the District Manager and Board President determine that there is good 
reason not to include such agenda item and provide an explanation to the requesting Trustees in 
writing for not placing the item on the agenda the item. 

 5020.20 Any member of the public may request that an issue directly related to 
District business be placed on the agenda of a regularly scheduled meeting of the Board of 
Trustees, subject to the following conditions. 

  5020.21 The request must be in writing and be submitted to the District 
Manager together with supporting documents and information, if any, at least seven (7) business 
days prior to the date of the meeting. 

 

  5020.22 The District Manager and Board President together shall determine 
whether the public request is or is not a “matter directly related to District business” and have 
sole discretion to refuse to place the item on the agenda on these grounds. 

  5020.23 The District Manager and Board President, with advice from 
counsel, shall retain the right to require that any matter requested to be placed on the agenda 



under this policy, that is legally a proper subject for consideration by the Board in closed session, 
be so agendized under this policy. 

  5020.24 The Board of Trustees may place limitations on the total time to be 
devoted to a public request issue at any meeting, and may limit the time allowed for each public 
comment, so long as the limitation is applied fairly to all persons wishing to speak. 

 5020.30 The Board Meeting agenda policy does not prevent the Board from taking 
testimony from a member of the public at regular and special meetings of the Board of Trustees 
on matters that are not on the agenda.  The Board shall not discuss or take action on such non-
agenda matters at that meeting. 

 5020.40 At least seventy-two (72) hours prior to the time of all regular meetings, 
an agenda shall be placed on the District website and also posted conspicuously for public 
review, outside of the District office, in such a manner that the public can read it from public 
property.  

  5020.41 The agenda for all special meetings shall be posted at least twenty-
four (24) hours before the meeting in the same locations as specified in section 5020.40. 

 5020.50 The District Manager shall mail a copy of the agenda or copies of all the 
documents in the agenda packet to any person who has filed a written request for such materials.  
Requested copies of the agenda or agenda packets, shall be mailed at the time the agenda is 
posted.  Documents related to closed session items shall be maintained as confidential and not 
disseminated as part of the publicly available agenda packet. 

  5020.51 A request for notice of Trustee meeting agendas and meeting 
documents is valid for one calendar year and renewal requests must be filed by January 1 of each 
year.  The Board of Trustees may establish a fee to recover the cost of providing this service.   

  5020.52 Failure of the requesting person to receive the agenda does not 
constitute grounds for invalidation of actions taken at the meeting. 

 5020.60 When the Board of Trustees intends to convene in closed session, the 
agenda must include the section of the Brown Act authorizing the closed session and identifying 
the topic in accordance with applicable law.   

  5020.61 After any closed session, the Board of Trustees shall reconvene 
into open session prior to adjournment and shall make any disclosures required by Government 
Code Section 54957.1 of reportable action taken in the closed session. 
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POLICIES AND PROCEDURES 
 

TITLE:  Board Meeting Conduct 

 

NUMBER:  5030 
 

 

 5030.10 Meetings of the Board of Trustees shall be conducted by the President in a 
manner consistent with the policies of the District.  The latest edition of Robert’s Rules of Order, 
Revised shall also be used as a general guideline for meeting protocol.  District policies shall 
prevail whenever they are in conflict with Robert’s Rules of Order, Revised. 

 5030.20 All Board meetings shall commence at the time stated on the agenda. 

 5030.30 The conduct of meetings shall, to the fullest possible extent, enable 
Trustees to set the direction for the District, establish and support the structure of the District, 
hold the District accountable on behalf of the community, and serve as community leaders.  To 
be effective, the Trustees must be able to: 

  5030.31 Consider problems to be solved, weigh evidence related thereto, 
and make decisions intended to solve the problems. 

  5030.32 Receive, consider and take any needed action with respect to 
reports of accomplishment of District operations. 

 5030.40 The Board of Trustees exists as an organizational entity, with its own 
unique organizational culture, norms, values and operating style.  The District’s Board of 
Trustees operates in an organizational environment of trust, honesty, and openness with the 
proper conduct as directed by the Board President.   
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POLICIES AND PROCEDURES 
 
 
TITLE:  Board Actions and Decisions 
 

NUMBER:  5040 
 
 
 5040.10 Actions by the Board of Trustees include, but are not limited to, the 
following: 

Adoption or rejection of regulations or policies. 

Adoption or rejection of a resolution. 

Adoption or rejection of an ordinance. 

Approval or rejection of any contract or expenditure. 

 Approval or rejection of any proposal, which commits District funds or facilities. 

Approval or disapproval of matters which require or may require the District or its 
employees to take action and/or provide service. 

 5040.20 A majority of the Board of Trustees shall constitute a quorum for the 
transaction of business.  Except to the extent governing law specifically provides otherwise, 
action can be taken by affirmative vote of a majority of those trustees present.  Certain actions 
require a majority or super-majority vote of the total membership of the Board, as set forth in the 
Mosquito Abatement and Vector Control Districts Law (see, e.g., Health & Safety. Code 
§§ 2029, 2043 and 2071.)  These actions include changing the name of the District and 
transferring funds from a Restricted Reserve 

  5040.21 A Trustee abstaining in a vote is considered as absent for that vote. 

 5040.30 The Board may give directions which are not formal action.  Such 
directions include the Board’s directives and instructions to the District Manager and do not 
require formal procedural process. 

  5040.31 The President shall determine by consensus a Board directive and 
shall state it for clarification.  Should any two Trustees challenge the statement of the President, 
a voice vote or roll call may be requested. 



  5040.32 A formal motion may be made to place a disputed directive on a 
future agenda for Board consideration, or to take some other action. 
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POLICIES AND PROCEDURES 
 
 
TITLE:  Review of Administrative Decisions 
 

NUMBER:  5050 
 
 
 5050.10 The provisions of §1094.6 of the Code of Civil Procedure of the State of 
California shall be applicable to judicial review of all administrative decisions of the Board of 
Trustees subject to the provisions of §1094.5 of this code.  The provisions of §1094.6 shall 
prevail over any conflicting provision and any otherwise applicable law, rule, policy or 
regulation of the District, affecting the subject matter of an appeal. 

  5050.11 This policy affects those administrative decisions rendered by the 
Board of Trustees governing acts of the District, in the conduct of the District’s operations and 
those affecting personnel operating policies. 

  5050.12 The purpose of this policy is to insure efficient administration of 
the District, and the expeditious review of decisions rendered by the Board of Trustees. 
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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 public meeting made 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. 

  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. 

    Adjournment of the meeting. 

    Tardy Trustees and pre-adjournment departure of Trustees 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. 

    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. 
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POLICIES AND PROCEDURES 
 

TITLE:  Rules of Order for Board and Committee Meetings 

 

NUMBER:  5070 

 

 5070.10 General. 

  5070.11 Action items shall be brought before and considered by the Board 
by motion in accordance with this policy.  These rules of order are intended to be informal and 
applied flexibly.  The Board prefers a flexible form of meeting and, therefore, does not conduct 
its regular meetings under regimented formalized rules. 

   5070.111 If a Trustee believes order is not being maintained or 
procedures are not adequate, then he/she should raise a point of order to the President and this 
point of order does not require a second.  If the ruling of the President is not satisfactory to the 
Trustee, then it may be appealed to the Board.  A majority of the Board will govern and 
determine the point of order. 

 5070.20 Obtaining the Floor. 

  5070.21 Any Trustee desiring to speak should address the President and, 
upon recognition by the President, may address the subject under discussion. 

 5070.30 Motions. 

  5070.31 Any Trustee, including the President, may make or second a 
motion.  A motion shall be brought and considered as follows. 

   5070.311 A Trustee makes a motion; another Trustee seconds the 
motion; and the President states the motion. 

  5070.32 Once the motion has been stated by the President, it is open to 
discussion and debate.  After the matter has been fully debated, and after the public in attendance 
has had an opportunity to comment, the President will call for the vote. 



   5070.321 If the public in attendance has had an opportunity to 
comment on the proposed action, any Trustee may move to immediately bring the question being 
debated to a vote, suspending any further debate.  The motion must be made, seconded, and 
approved by a majority vote of the Board. 

 5070.40 Secondary Motions.  Ordinarily, only one motion can be considered at a 
time and a motion must be disposed of before any other motions or business are considered.  
There are a few exceptions to this general rule, where a secondary motion concerning the main 
motion may be made and considered before voting on the main motion. 

  5070.41 Motion to Amend.  A main motion may be amended before it is 
voted on, either by the consent of the Trustees who moved and seconded, or by a new motion 
and second. 

  5070.42 Motion to Table.  A main motion may be indefinitely tabled 
before it is voted on by motion made to table, which is then seconded and approved by a 
majority vote of the Board. 

  5070.43 Motion to Postpone.  A main motion may be postponed to a 
certain time by a motion to postpone, which is then seconded and approved by a majority vote of 
the Board. 

  5070.44 Motion to Refer to Committee.  A main motion may be referred 
to a Board Committee for further study and recommendation by a motion to refer to committee, 
which is then seconded and approved by a majority vote of the Board. 

  5070.45 Motion to Close Debate and Vote Immediately.  As provided 
above, any Trustee may move to close debate, which is then seconded and immediately vote on a 
main motion.   

  5070.46 Motion to Adjourn.  A meeting may be adjourned by motion 
made, seconded, and approved by a majority vote of the Board before voting on a main motion. 

 5070.50 Decorum. 

  5070.51 The President shall take whatever actions are necessary and 
appropriate to preserve order and decorum during Board meetings, including public hearings.  
The President may eject any person or persons making slanderous remarks, refusing to abide by 
a request from the President, or otherwise disrupting the meeting or hearing. 

  5070.52 The President may also declare a short recess during any meeting. 

 

 



5070.60 Amendment of Rules or Order. 

  5070.61 By motion made, seconded and approved by a majority vote, the 
Board may, at its discretion and at any meeting: a) temporarily suspend these rules in whole or in 
part; b) amend these rules in whole or in part; or, c) both. 
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         Agenda Item # 5.B 

 
SUBJECT:  Policy 1020 – Adoption/Amendment of Policies 

 
 

 
BACKGROUND: 
 Under current policy 1020 changes to District Policies require a two thirds majority vote of the 

entire Board.  Under this policy it has sometimes taken a number of months to pass changes to 
policies because although there was a quorum present at the Board meeting, there were not 
enough members present to vote on policies.    

 
Alternatives:   

1. Leave the policy as is and continue to require a two thirds majority affirmative vote to make 

changes to District Policies 

2. Change the policy to allow policies can be amended on a simple majority affirmative vote of 

the board 

3. Change the policy to allow policies to be changed by a simple majority vote but require 

changes in policies to come before the board two times before being passed. 

Recommendation:   

Have the committee discuss the alternatives and make a recommendation to the board.   

 

Attachments: 
 Policy 1020 – Adoption/Amendment of Policies 



 

 
 
 
                    

 

POLICIES AND PROCEDURES 
 

TITLE:  Adoption/Amendment of Policies 
 
NUMBER:  1020 
 
 
 1020.10 Consideration by the Board of Trustees of a proposal to adopt a new 
Board or employee policy or to amend an existing policy may be initiated by any Trustee, or by 
the Manager.  The proposed adoption or amendment may be initiated by submitting a request for 
policy adoption or revision with a description to the Manager, or by submitting a written draft of 
the proposed adopted or amended to the Policy Committee.   
 

1020.20 Copies of the revised draft or new policy shall be included in the agenda 
information packet for any Board meeting at which it is to be considered.  To the greatest extent 
possible, proposed new or revised policies shall be made available to each Trustee for review at 
least three (3) days prior to any Board meeting at which they are to be considered.  Trustees shall 
have the opportunity to review the proposed adoption or amendment at the regular scheduled 
Board of Trustees meeting.   

 
1020.30 Adoption of a new policy or amendment of an existing policy shall take 

place at a regular meeting of the Board of Trustees and shall require a 2/3 affirmative vote of the 
entire Board of Trustees. 
 
   
Issued:  July 10, 2002 
Revised:  May 29, 2012 
Legal Review: May 29, 2012 
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         Agenda Item # 5.C 

 
SUBJECT:  Policy 2100 and Appendix 2100– Job Descriptions 

 
 

 
BACKGROUND: 
 In the current District Policy Manual, job titles are listed in Policy 2100 and job descriptions are 

specified in Appendix 2100.   Under this structure, adjustments to job descriptions or updates to 
the duties therein must be approved by the policy committee and then passed by a two thirds 
affirmative vote of the full Board.  At many public agencies, job descriptions themselves are not 
policies and can be updated by management. 

 
Alternatives:   

1. Leave the policy as is and continue to require a two thirds majority affirmative vote to make 

changes or updates to job descriptions. 

2. Remove the descriptions themselves from the policy manual and specify that the District 

Manager can update job descriptions, subject to meet and confer requirements under the 

Milias Meyers Brown Act and the current MOU with the Peninsula Vector Workers 

Association 

Recommendation:   

Have the committee discuss the alternatives and make a recommendation to the board.   

 

Attachments: 
 Policy 2100 – Job Descriptions 

 Appendix 2100 – Job Descriptions 



 

 
 
 
                    
 
 

POLICIES AND PROCEDURES 
 

TITLE:  Job Descriptions 
 

NUMBER:  2100 
 

2100.10 Job descriptions are reviewed annually for all regular staff members. 
2100.20 The following job descriptions are included in Appendix 2100 of the Employee 
Manual. 

2100.21 District Manager 
2100.22 Assistant Manager 
2100.23 Laboratory Director 
2100.24 Finance Director 
2100.25 Field Operations Supervisor 
2100.26 Vector Ecologist 
2100.27 Vector Control Technician 
2100.28 Accountant 
2100.29 Office Administrator 
2100.30 Seasonal Hire – Operations 
2100.31 Seasonal Hire – Lab 
2100.32 Public Health Education and Outreach Officer 
2100.33 Facilities Maintenance Technician 

 

 
 
Issued:  March 12, 2003 
Revised:  September 14, 2012 
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         Agenda Item # 5.D 

 
SUBJECT:  Employee Manual 

 
 

 
BACKGROUND: 
 The Employee Manual has been reviewed by RGS with a number of updates suggested to comply 

with current labor law.  The suggested edits have been sent to the attorney for the District.  
Changes will then need to be sent to the Employee Association for review.   

 
Recommendation:   

Have the committee discuss next steps in completing updates to the Employee Manual. 

Should the Manual be part of the District Policy Manual? 

Should the Employee Manual be adopted as a single document or in chapters? 

  Establish a schedule for reviewing the Employee manual 

 

Attachments: 
 Employee Manual with RGS Suggested edits 



 San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 

POLICIES AND PROCEDURES EMPLOYEE MANUAL 

This Manual has been developed to outline the rules, procedures and policies under which 

employees of the District work, as well as to provide information regarding employee 

benefits and privileges.  Appropriate modifications, additions or deletions may be made 

to the manual as conditions or benefits change. 

The Board of Trustees is the policymaking and governing body under which this District 

functions.  Therefore, this manual is intended as a guide, and its contents shall neither 

supplant nor modify any Board policy or resolution.  The Board adopted this Employee 

Manual per Resolution M-70-90. 

This manual is designed to answer questions, which may arise during the course of 

employment.  It is a useful reference guide to acquaint both employee and family with 

various aspects of district employment. 

Reviewed by Policy Committee 2010 

Updates suggested 2016 

Please Note: This is for reference use ONLY.  The committee will be going through each chapter in the 
coming months.  

Chindi
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL  
 

TABLE OF CONTENTS 
 
 
POLICY #  POLICY TITLE 
 

 
SERIES 1000 - GENERAL PROVISIONS 

 
1000  Authority 
1010  Purpose 
1020  Change in Manual 
1030  Exceptions 
  

SERIES 2000 - EMPLOYMENT POLICIES 
 
2000  Equal Employment Opportunities 
2010  Outside Employment 
2020  Nepotism 
2030  Political Activity 
2040  Hours and Days of Operation 
2050  Break Periods 
2060  Promotion 
2070  Personnel Records 
2080  Dress Standards 
2090  Smoking Policy 
2100  On the Job Injuries 
2110  Health and Safety Program 
2120  Performance Review 
2130  Medical Examination 
2140  Driver Standards and Vehicle Use Requirements 
2150  Continuing Education 
2160  Separation from District Employment 
2170  Uniforms and Protective Clothing 
2180  Housekeeping 
2190  Tuition Reimbursement 
2200  Open-Door Policy 
2210  Conflicts of Interest 
2220  Drug and Alcohol Abuse 
2230  Customer Relations 



      

SERIES 2000 - EMPLOYMENT POLICIES – Cont’d 
 
 

2240  Employer and Employee Property 
2250  Use of Electronic Media 
2260  Off-Duty Use of Facilities 
2270  Solicitation and Distribution of Literature 
2280  Company Bulletin Boards 
 

 
SERIES 3000 – SALARY 

 
3000  Salary Schedule 
3010  Pay Period 
3020  Overtime Policy 
3030  Longevity Pay Schedule 
3040  Payroll Deductions 
 

 
SERIES 4000 – EMPLOYMENT STATUS 

 
4000  Probationary Status 
4010  Regular Full-Time Employees 
4020  Regular Part-Time Employees 
4030  Temporary Employees 
4040  Nonexempt Employees 
4050  Exempt Employees 
 

 
SERIES 5000 – BENEFITS 

 
5000  Benefit Eligibility 
5010  Group Health 
5020  Group Dental 
5030  Workers’ Compensation 
5040  Medical Leave of Absence 
5050  District Disability Leave Plan 
5060  State Disability Insurance (SDI) 
5070  Group Long Term Disability 
5080  State Unemployment 
5090  Vacation 
5100  Sick or Accident Leave 
5110  Sick Leave Conversion 
5120  Holidays 



      

SERIES 5000 – BENEFITS – Cont’d 
 

 
5130  Jury Duty 
5140  Absence without Pay 
5150  Military Leave 
5160  Retirement 
5170  Credit Union 
5180  Deferred Compensation 
5190  Personal Leave Days 
5200  Vision Insurance 
5201  Commute Cost Reimbursement 
 

 
SERIES 6000 – RETIRED EMPLOYEE HEALTH BENEFITS 

 
6000  Retired Employee Benefits 
6010  Retired Employee Health Benefits 
6020  Retired Employees Prescription Drug Coverage 
 

 
SERIES 7000 – DISCIPLINE 

 
7000  Progressive Discipline 
7010  Disciplinary Action Defined 
7020  Causes for Disciplinary Action 
7030  Written Notice of Intended Disciplinary Action 
7040  Employee Response 
7050  Right of Appeal – Form 
7060  Hearing 
7070  Notice of Witnesses – Cost 
7080  Failure of Employee to Appear at Hearing 
7090  Decisions 
7100  Service by Mail 
 

 
SERIES 8000 – ANTI-HARASSMENT 

 
8000  Harassment of Employees 
 



      

SERIES 9000 - GRIEVANCE PROCEDURES 
 
9000  Statement of Purpose 
9010  Grievance Scope 
9020  Submission of Grievance 
9030  Informal Grievance Procedure 
9040  Formal Grievance Procedure 
9050  Basic Rules for Grievances 
 

APPENDICES 
 
2040 Hours and Days of Operations 

2040-1  Timesheet 
  
2120  Performance Review 
   2120-1  Performance Evaluation Form 
 
5030  Worker’s Compensation 
   5030-1  State of California Form DWC-1 Employee Report 
of Injury 
 
5090  Vacation 
   5090-1  Blue Leave Slip 
 
5100 Sick or Accident Leave 

5100-1  Blue Leave Slip 
 
5110  Sick Leave Conversion 
   5110-1  Sick Leave Conversion Authorization Form 
 
5150  Military Leave 
   5150-1  Annual Training Military Orders 
   5150-2  Repot to Active Duty Orders 
 
5190  Personal Leave 
   5190-1  Blue Leave Slip 
 
5201 Commute Cost Reimbursement 
  5201-1  Commute Cost Reconciliation Form 
 
9040 Formal Grievance Procedure 

9040-1  Grievance Form 



      

San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
                 
 

   
POLICIES AND PROCUEDURES 

EMPLOYEE MANUAL 
 

TITLE:  AUTHORITY 
 
NUMBER:  1000 
 
 
 1000.10 This Employee Manual is adopted pursuant to California Health 
and Safety Code Section 2046. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:      Nov 13, 1990 
Revised:   June 13, 2007 
Reviewed: April 20, 2010

Commented [J1]: Explore this code section further.  It appears 
only to point to policies and procedures related to the purchase of 
goods and services. 
 
 http://codes.findlaw.com/ca/health-and-safety-code/hsc-sect-
2046.html 

Commented [C2]: she is correct, this code applies to purchasing 

http://codes.findlaw.com/ca/health-and-safety-code/hsc-sect-2046.html
http://codes.findlaw.com/ca/health-and-safety-code/hsc-sect-2046.html
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  PURPOSE 
 
NUMBER:  1010 
 
 
 1010.10 The objectives of this Employee Manual are to facilitate efficient 
and economical services to the public and to provide an equitable system of personnel 
management.  These rules set forth procedures to iensure similar treatment for those who 
compete for original employment and promotion, and define many of the obligations, 
rights, privileges and prohibitions which are placed on all employees in the service of the 
District. 

 
1010.20 The Board of Trustees and District Management consider the 

quality of their employees as the key to success.  New employees are selected with great 
care and in turn the District expects employees to contribute to the success of the District. 

 
1010.30 This manual is designed to familiarize you with our major policies.  

Your supervisor or the District Manager will be happy to answer any questions you may 
have. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:      Nov 13, 1990 
Revised:   June 13, 2007 
Reviewed: April 20, 2010

Commented [DM3]: Insure, assure, and ensure are sometimes 
used interchangeably, however, the most common uses are: Insure - 
to obtain insurance to indemnify something.   Assure: to make a 
promise, convince, or remove doubt.   Ensure - all instances, 
especially "to make certain."   

Commented [DM4]: What does the term "original" mean in 
this context?    
Is it the first time someone applies for and is appointed to a position 
for the county or the first appointment in a particular class series 
within the Distrtict? What about similar treatment in promotion, 
transfer, etc. ...



      

San Mateo County 
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1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  CHANGE IN MANUAL 
 
NUMBER:  1020 
 
 
 1020.10 The District reserves the right to modify, revise, rescind, or add to 
these Management and Personnel Policies from time to time, subject only to any 
requirement under the Meyers-Milias-Brown Act, applicable law, policy, or ordinance.  
Employees will be given written notice of such changes.  All previously issued manuals 
and any inconsistent policy or benefit statements or memoranda are superseded.  These 
policies are not contracts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:     November 13, 1990 
Revised:   June 13, 2007 
Reviewed: April 20, 2010

Commented [DM5]: Suggest clarify superseded by: by this 
currently adopted version of this manual, by the MNBA, by 
something else?   



      

San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  EXCEPTIONS 
 
NUMBER:  1030 
 
 
 1030.10 Notwithstanding the provisions explicitly set forth in this manual, 
the Board in a resolution, approved Memorandum of Understanding, or other action 
establishing rates of pay and benefits for District employees, may designate positions, 
classes of positions, or employee groups for which the calculation, rates of pay, and 
benefits are different from that provided in this Employee Manual.  Such resolution, 
Memorandum of Understanding or action shall supersede any conflicting provisions of 
this Manual.  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:     November 13, 1990 
Revised:   June 13, 2007 
Reviewed: April 30, 2010



      

 

San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  EQUAL EMPLOYMENT OPPORTUNITIES 
 
NUMBER:  2000 
 
 
 2000.10 This District is an equal opportunity employer and makes 
employment decisions on the basis of merit.  The District wants to have the best qualified 
person in every job.  District policy prohibits unlawful discrimination based on race, 
color, creed, sex, religion, marital status, age, national origin or ancestry, physical or 
mental disability, medical condition, sexual orientation, or any other consideration made 
unlawful by federal, state or local laws.  All such discrimination is unlawful. 
 
 2000.20 The District is committed to complying with all applicable laws 
providing equal employment opportunities.  This commitment applies to all persons 
involved in the operations of the District and prohibits unlawful discrimination by any 
employee of the District, including supervisors and co-workers. 
 
 2000.30 To comply with applicable laws ensuring equal employment 
opportunities to qualified individuals with a disability, the District will make reasonable 
accommodations for the known physical or mental limitations of an otherwise qualified 
individual with a disability who is an applicant or an employee unless undue hardship 
would result. 
 
 2000.40 Any applicant or employee who requires an accommodation in 
order to perform the essential functions of the job should contact a District representative 
with day-to-day personnel responsibilities and request such an accommodation.  The 
individual with the disability should specify what accommodation he or she needs to 
perform the job.  The District then will conduct an investigation to identify the barriers 
that make it difficult for the applicant or employee to have an equal opportunity to 
perform his or her job.  The District will identify possible accommodations, if any that 
will help eliminate the limitation.  If the accommodation is reasonable and will not 
impose an undue hardship to the District, the District will make every effort to honor the 
accommodation. 
 



      

 
 
 2000.50 If you believe you have been subjected to any form of unlawful 
discrimination, provide a written complaint to your supervisor or the individual with day-
to-day personnel responsibilities.  Your complaint should be specific and should include 
the names of the individuals involved and the names of any witnesses.  The District will 
immediately undertake an effective, thorough and objective investigation and attempt to 
resolve the situation. 
 
 2000.60 If the District determines that unlawful discrimination has 
occurred, effective remedial action will be taken commensurate with the severity of the 
offense.  Appropriate action also will be taken to deter any future discrimination.  The 
District will not retaliate against you for filing a complaint and will not knowingly permit 
retaliation by management employees or your co-workers. 
 

2000.70 Employment Risk Management Authority:  The Employee 
Protection Line® is a compliment to the District’s policies to prevent harassment of 
employees (Policy sections 8000).  The goal is to have outlets for employees to report 
allegations of workplace wrongdoings. 
 

2000.71 Many times employees fail to report allegations of wrongdoings for 
fear of retaliation or lack of confidentiality. 
 

2000.72 Through use of the Employee Protection Line®, an employee can 
make an anonymous report of wrongdoing 24 hours a day by simply dialing a toll-free 
telephone number and by following the directions on the recorded message.  That 
message is then transcribed and sent to legal counsel to respond to the allegation and 
manage the risk associated therewith. 

 
2000.721 Employee Protection Line ® - (800) 576-5262 
  Organization Code # 10181 

 
 
 
 
 
 
 
 
 
 
 
 
Issued:     November 13, 1990 
Revised:   April 20, 2010 
 
 



      

San Mateo County 
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Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  OUTSIDE EMPLOYMENT 
 
NUMBER:  2010 
 
 
 2010.10 While the District does not seek to interfere with the off-duty and 
personal conduct of its employees, certain types of off-duty conduct may interfere with 
the District’s legitimate business interests.  For this reason, employees should be aware of 
the following policies: 
 
  2010.11 Employees are expected to conduct their personal affairs in 
a manner that does not adversely affect the District’s or their own integrity, reputation or 
credibility.  Illegal off-duty conduct on the part of an employee that adversely affects the 
District’s legitimate business interests or the employee’s ability to perform his or her job 
will not be tolerated. 
 
  2010.12 While employed by the District, employees are expected to 
devote their energies to their job with the District.  The following types of outside 
employment are prohibited. 
 
   2010.121 Employment that conflicts with an employee’s work 
schedule, duties and responsibilities. 
 
   2010.122 Employment that creates a conflict of interest or is 
incompatible with the employee’s employment with the employer. 
 
   2010.123 Employment that impairs or has a detrimental effect 
on the employee’s work performance with the District. 
 
   2010.124 Employment that requires the employee to conduct 
work or related activities on the District’s property during the employer’s working hours 
or using the employer’s facilities and/or equipment. 



      

 
  2010.13 Employees who wish to engage in outside employment that 
may create a real or apparent conflict of interest must submit a written request to the 
District explaining the details of the outside employment.  If the outside employment is 
authorized, the District assumes no responsibility for the outside employment.  The 
District shall not provide workers’ compensation coverage or any other benefit for 
injuries occurring from or arising out of outside employment.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:     November 13, 1990 
Revised:   June 13, 2007 
Reviewed: April 20, 2010



      

San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  NEPOTISM 
 
NUMBER:  2020 
 
 
 2020.10 The District may hire no person if he/she is a relative of a member 
of the Board of Trustees (hereinafter referred to as “Board”). 
 
 2020.20 Employees will not be placed under the supervision of relatives. 
 
 2020.30 For purposes of this section the term “relative” includes a parent, 
child, spouse, brother, sister, cousin, aunt or uncle, or a stepparent, stepchild, stepbrother 
or stepsister.  The term “relative” also includes a parent, child, brother or sister of a Board 
member or employee’s spouse. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:     November 13, 1990 
Revised:   June 13, 2007 
Reviewed: April 30, 2010



      

San Mateo County 
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1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  POLITICAL ACTIVITY 
 
NUMBER:  2030 
 
 
 2030.10 District employees will not take an active part in any political 
activity or campaign during working hours or use their title or position in connection with 
any political activity at any time.  This provision does not in any way deny an employee 
the right and privilege to express his/her personal opinion, seek a public office, 
participate in the activities of a political organization or vote in elections.   
 

2030.20 In accordance with California Elections Code Section 140001,  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:     November 13, 1990 
Revised:  June 13, 2007 
Reviewed: April 20, 2010

Commented [DM6]: Add to adhere with NLRA of 1935 and 
recent decisions related to solicitations, distribution, and posting of 
materials.  

Formatted: Indent: Left:  0.5"

Commented [DM7]: Add some language around paid time off 
to vote, suggest no more than 2 hours, at beginning or end of regular 
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supervisor.  
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POLICIES AND PROCEDURES 
EMPLOYEE MANUAL 

 
TITLE:  HOURS AND DAYS OF OPERATION 
 
NUMBER:  2040 
 
 
 2040.10 The District Office is normally open for business between the 
hours of 8:00 a.m. to 4:30 p.m., Monday through Friday. 
 
 2040.20 Hours and days of operation are subject to the type of service being 
provided.  Employees are responsible for ascertaining their work schedule from their 
supervisor.  All employees are expected to be ready to perform their work at the start of 
the workday.  Employees also are expected to remain at work for their entire work 
schedule, except when required to leave on authorized District business.   
 
 2040.30 If you are unable to report for work on any particular day, you must 
call your supervisor before the time you are scheduled to begin working for that day.  If 
you cannot speak directly to your supervisor, please ask to speak with management 
personnel.  In all cases of absence or tardiness, employees must provide their supervisor 
with an honest reason or explanation.  Employees also must inform their supervisor of the 
expected duration of any absence.  Absent extenuating circumstances, you must call in on 
any day you are scheduled to work and will not report to work. 
 
 2040.40 Excessive absenteeism or tardiness (whether excused or not) will 
not be tolerated.   
 
 2040.50 As an employee of the District, you are expected to be punctual 
and regular in attendance.  Any tardiness or absence causes problems for your fellow 
employees and your supervisor.  When you are absent, others must perform your 
workload, just as you must assume the workload of others who are absent. 
 
 2040.60 All Non-Exempt employees, defined in section 4040, are required 
to record time worked on an approved form (Daily Time Sheet Appendix 2040-1) or in an 
approved fashion for operational and payroll purposes.  Employees must record their own 
time at the start and at the end of each work period, including before and after the lunch 
break.  The Supervisor must recognize any handwritten marks or changes on the daily 

Commented [DM8]: work schedule vs work day.  Clarity to say 
at the start of their work schedule. 

Commented [DM9]: Some leaves may not require a full 
explanation, for instance the mention of a doctor's appointment 
should be sufficient, HIPPA and other medical information 
protections prohibit an employer for requesting confidential medical 
information such as diagnosis, prognosis, or specific descriptions of 
injuries or illness. an honest Let's discuss this policy as part of a 
larger conversation related to approved absences vs spontaneous 
absences, patterns of absence that are not acceptable vs protected 
absences, medical vs. non-medical and what the District's past 
practice has been.    

Commented [DM10]: This seems to say an employee must call 
in on each day that they are on vacation or on an FMLA extended 
leave.  Is it that an employee on approved leave is not written into 
the current schedule?  Do all employees have written schedules 
created on a regular basis, what about management ees?  Consider 
clarifying by adding ...or except when on a approved term of 
absence.... after "Absent extenuating circumstances".   

Commented [DM11]: With the passing of the new CA sick 
leave clean up legislation, up to 50% of an employee's sick leave is 
protected leave for care of a family member.  This has changed the 
definition of excessive.   Let's discuss.  At a minimum, I would 
suggest removing (excused or not) or changing the sentence to say 
"Excessive absenteeism, not protected by state or federal 
law.....(whether excused or not) will not be tolerated and then 
describe what that looks like.  



      

work sheet.  Processing or filling-out another employee’s daily time sheet, allowing 
another employee to process or fill-out your daily time sheet, or altering a daily time sheet 
will not be allowed.  Only the Finance Administrator and District Manager can authorize 
changes to daily time sheets. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  BREAK PERIODS 
 
NUMBER:  2050 
 
 
 2050.10 Employees are entitled to one fifteen (15) minute rest period for 
each of four (4) hours worked.  This break is ideally taken mid-morning and mid-
afternoon.  Break time may not be accumulated to lengthen the lunch period or to leave 
early.  You are expected to observe your assigned working hours and the time allowed for 
meal and rest periods.   
 
 2050.20 Lunch breaks are unpaid and will be for one-half (1/2) hour 
between 12:00 noon and 12:30 p.m. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:     November 13, 1990 
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POLICIES AND PROCEDURES 
EMPLOYEE MANUAL 

 
TITLE:  PROMOTION 
 
NUMBER:  2060 
 
 
 2060.10 It is the policy of the District to encourage the advancement of 
personnel within the organization.   
 

2060.20 The promotion of current employees will depend on the District’s 
human resource needs.   

 
2060.30 The Board of Trustees directs the District Manager and the District 

Hiring Committee to consider the promotion of current employees only if they possess 
the necessary qualifications required for the new position. 

 
2060.40 Current personnel being considered for promotion must grant 

permission to the District in writing to allow those screening procedures as defined in 
policy 2060.30 and/or the procurement and investigation of records detailed in Policy 
2130.41, as dictated by requirements of the new position and as permitted by law. 
 
Add a statement about the District’s EEO policy (nondiscrimination – fair and equitable practices) applying 
to promotion.  We’ll provide a sample statement.  
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San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  PERSONNEL RECORDS 
 
NUMBER:  2070 
 
 
 2070.10 The Finance Director shall maintain a personnel record for each 
employee.  All personnel files shall be kept confidential and stored in a secure area. 
 
 2070.20 The personnel file shall contains the following: 
 

(a)  Employment application. 
(b)  Hire date and beginning salary 
(c)  Employment and personal references 
(d)  History of promotions, including offers of promotions and new 

assignments 
(e)  Salary changes 
(f)  Separation date and reason for separation 
(g)  Employee performance evaluations 
(h)  Employee responses to performance evaluations 
(i)  A copy of notices and responses regarding discipline or proposed 

discipline. 
(j)  Vacation, medical and sick leave records 
(k)  Participation in “Deferred Compensation” plans 
(l)  Federal and State tax information 
(m)  Driver record information 
(n)  Personnel training and Vector Control Certification records 
(o)  Workers compensation records 
(p)  Drug and alcohol testing results due to Fitness for Duty Physicals 
(q)  Accident and/or liability reports 
(r)  Other records - as deemed appropriate or required by law 
(s)  Participation in Medical, Dental and other health related benefits. 
(t)  Receipt of Employee Manual Form and other records related to the 

employment history with the District.  
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2070.30 You have a right to inspect certain documents in your personnel 
file, as provided by law, in the presence of a District Representative at a mutually 
convenient time.  No copies of documents in your file may be made, with the exception 
of documents that you have previously signed.  You may add a document with your 
version response toof any disputed item to the file. 
 

2070.40 The District will attempt to restrict disclosure of your personnel 
file only to authorized individuals within the District.  Any request for information from 
personnel files must be directed to the District Manager or his designee.  Only the District 
Manager or his designee is authorized to release information about current or former 
employees.  Disclosure of personnel information to outside sources will be limited.  
However, the District will cooperate with requests from authorized law enforcement or 
local, state or federal agencies conducting official investigations and as otherwise legally 
required. 
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no action taken, destroy at the end of that period).  



      

San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  DRESS STANDARDS 
 
NUMBER:  2080 
 
 
 2080.10 Employees are asked to use good judgment with regard to dress 
and appearance and are expected to present a professional image.  Employees must dress 
in a manner that is consistent with their responsibilities.  Attention should be paid to 
safety, the District’s image, and interaction with the public.  Your supervisor will explain 
the proper dress requirements for your position.  Uniforms are reviewed in Policy 2170, 
Uniforms and Protective Clothing. 
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San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  SMOKING POLICY 
 
NUMBER:  2090 
 
 
 2090.10 Significant research exists demonstrating the health and safety 
hazards of the use of tobacco products, including chewing, smoking and breathing 
second-hand smoke.  Therefore, in the interest of the health and safety of employees and 
the general public, smoking tobacco products and chewing tobacco shall be banned 
completely within District buildings, confined spaces, District vehicles and within the 
perimeter yard. 
 
 2090.20 The successful implementation of this policy depends upon the 
thoughtfulness, consideration and cooperation of smokers, chewers and non-smokers.  All 
individuals on District premises share in the responsibility of adhering to this policy. 
 
 2090.30 All District employees will be responsible for advising members of 
the public who are observed smoking tobacco products on District property of the 
District’s policy on the matter.  Said individuals shall be asked by staff to refrain from 
smoking. 
 
 2090.40 Members of the public who refuse to comply with this policy may 
be directed by the administration to leave the District property. 
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San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  ON-THE-JOB INJURIES 
 
NUMBER:  2100 
 
 
 2100.10 The District, in accordance with state law, provides insurance 
coverage for employees in case of work-related injury.  The workers’ compensation 
benefits provided to injured employees may include: 

 
2100.11 Medical care 
2100.12 Payment to replace lost wages 
2100.13 Permanent disability 
2100.14 Vocational rehabilitation services 
2100.15 Death benefits to eligible dependents 

 
2100.20 To ensure that you receive any worker’s compensation benefits, to 

which you may be entitled, you will need to: 
 

2100.21 Immediately report any work-related injury to your 
supervisor. 

 
2100.22 The District will pay for all necessary doctor bills, hospital 

costs, x-rays, medication, orthopedic supplies, etc., for work related injuries or illnesses, 
to facilitate healing and relieve the effects of an injury. 

 
2100.23 If you require treatment in addition to first aid, you will be 

referred to a physician. (See workers’ compensation policy #5030 for more details on 
medical treatment, payment for lost wages, and vocational rehabilitation). 

 
2100.30 Upon submission of a medical certification that you are fit for full 

duty and thus able to return to work, you will be offered the same position held at the 
time of leaving, unless your position is no longer available. 

 



      

2100.40 The District provides medical treatment for work-related injuries 
through a number of medical facilities in the West-Bay area to provide medical care to 
injured employees because of their experience in treating work-related injuries. 

 
 2100.41 The current medical service provider is U.S. Healthworks 

Inc, 192 Beacon St, South San Francisco. 
 
2100.50 The law requires that the District notify the workers compensation 

insurance company of any concerns of false or fraudulent claims. 
 

2100.51 Any person who makes or causes to be made, any 
knowingly false or fraudulent material statement or material misrepresentation for the 
purpose of obtaining or denying workers compensation benefits or payments may be 
subject to legal liability. 

 
2100.60 District employees must meet all requirements listed in position 

description (Policy Manual Appendice 2100) and/or established by a recognized job 
analysis study.   
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  HEALTH AND SAFETY PROGRAM 
 
NUMBER:  2110 
 
 
 2110.10 District management is concerned about the health and safety of all 
employees and will endeavor to provide a safe work environment for all employees. 
 
 2110.20 No employee shall be required to work under conditions dangerous 
to the employee’s health or safety. 
 
 2110.30 The District shall make every reasonable effort to provide and 
maintain a safe place of employment.  Employees shall be alert to unsafe practices, 
equipment, and conditions and report any such unsafe practices, equipment, or conditions 
to their immediate supervisors.  Employees shall follow safe practices and obey 
reasonable safety rules during the hours of their employment. 
 
 2110.40 Any employee who either does not receive an answer to a safety 
related question from his or her supervisor within three (3) business days or receives an 
answer which the employee deems unsatisfactory, may directly contact the District 
Manager. 
 
 2110.50 Any employee who is directed to perform a task, which the 
employee in good faith feels is unsafe, may request an immediate investigation from the 
District Manager.  During the period that the District Manager is conducting an 
investigation, the employee will be assigned to other work at no loss of earnings.  If the 
District Manager concludes the task complained of is safe, the employee shall perform the 
work as instructed. 
 
 2110.60 The District shall furnish all equipment which is necessary for 
employees to perform their job in a safe manner. 
 
 2110.70 The District shall provide the necessary first aid kits in each 
building and vehicle. 



      

 2110.80 Wherever practicable, the District shall provide first aid training 
for each employee. 
 
 2110.90 The ultimate responsibility for safety lies with each individual 
employee.   
 
 2110.100 Authority and responsibility for the implementation and 
maintenance of the Injury and Illness Prevention Program are assigned to the District 
Manager.  Under the direction of the District Manager, a Safety Committee exists to 
evaluate and provide training in safety procedures and conditions for the District.  The 
Safety Committee is composed of the Accounting Supervisor, Field Supervisor, and one 
Vector Ecologist.  The Safety Committee is responsible for conducting safety meetings 
and inspections of the District’s facility and vehicles.   
 
 2110.110 The Vector Ecologist provides annual training in pesticide safety.  
The Vector Ecologist is responsible for annual training and establishing and enforcing 
laboratory safety procedures, especially regarding work with pathogens.  The Field 
Supervisor provides training on equipment, and field operations as needed.  The 
Accounting Supervisor implements training as directed, supervises all record keeping and 
website administration.  The Safety Committee records problems and corrective 
recommendations, and reports to the District Manager.  The District Manager then 
immediately discusses the reports with the Safety Committee and ensures that 
appropriate, timely corrective measures are instituted.  The Board of Trustees will be 
apprised of corrective actions taken, as appropriate. 
 
 2110.120 Safety is everyone’s business and will not succeed without 
employee involvement.  Participation in monthly safety meetings is required.  Employees 
shall conform to all District safety regulations. 
 
 2110.130 The detail information relating to the Illness and Injury Prevention 
Program is located in Policy Manual Section 2180. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  PERFORMANCE REVIEW 
 
NUMBER:  2120 
 
 
 2120.10 Employees will receive periodic performance reviews.  Your 
supervisor, who will discuss it with you, will conduct the review and discuss it with you.  
Your first performance evaluation will be after completion of your probationary period.  
After that review, performance evaluations will be conducted at least annually.  The 
frequencies of performance evaluations may vary depending upon length of service, job 
position, past performance, changes in job duties or recurring performance problems.   
 
 2120.20 Your performance evaluations may review factors such as the 
quality and quantity of the work you perform, work standards for your position and level, 
your knowledge of the job, your initiative, professional development, training, you and 
your supervisor’s goals for performance, your work attitude and your attitude toward 
others.  The performance evaluations should help you become aware of your progress, 
areas for improvement and objectives or goals for future work performance.  Positive 
performance evaluations do not guarantee increases in salary or promotions.   Salary step 
increases and promotions are solely within the discretion of the District Manager and 
depend upon many factors in addition to performance.  After review, you will be 
requested to sign the evaluation report (Appendix 2120-1) simply to acknowledge that it 
was presented to you and discussed with you by your supervisor, and that you are aware 
of its contents. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  MEDICAL EXAMINATIONS 
 
NUMBER:  2130 
 
 

2130.10 For the employee’s protection, and in the interest of general health 
and safety, a physical examination is required for all new regular full-time employees 
following an offer of employment by the District Manager.  Participation in health and/or 
retirement plans may also require physical examinations.  When deemed necessary, a 
medical adviser may require additional examinations.  A physician designated by the 
District medical adviser would make examinations at District expense.  In addition, the 
District recommends all employees utilize their health care provider and receive a 
physical exam every year. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE: DRIVER STANDARDS AND VEHICLE USE REQUIREMENTS 
 
NUMBER: 2140 
 
2140.10 PURPOSES AND SCOPE 

Motor vehicle accidents are the most frequent and costly claims for the District.  This 
policy has been developed to assist all employees in operating vehicles safely for the 
protection of all who share the road.  This policy reflects currently accepted best practices 
for the selection and management of drivers operating any vehicle on behalf of the 
District.  Adherence to these policies is required for continual employment by the 
District. 
 
2140.20 DEFINITIONS 

2140.201 At-Fault Accidents:  An accident arising out of the use of a motor 
vehicle due to the negligence or willful misconduct of the operator, or any other accident 
where reasonable assurance of non-fault cannot be furnished. 

 2140.202 Authorized Driver:  Authorized drivers are those employees who 
have been identified, by verification of their driving record through the Department of 
Motor Vehicles, as 1) having an acceptable driving record in accordance with those 
requirements set forth in this policy; 2) having received approval to drive District vehicles 
from the driver’s manager or supervisor, and 3) having met any other requirements as set 
forth by the District. 

 2140.203 Conviction:  A conviction includes (1) a finding of guilty by a 
court or other tribunal as to any charged vehicular offense, (2) a plea of guilty or no 
contest (nolo contendere) to such an offense, or (3) a bail forfeiture without entry of a 
formal plea. 

2140.204 Major Violations:  Major violations shall include, but are not 
limited to the following: 



      

2140.2041 Driving under the influence of alcohol or drugs.  This 
would include prescription drugs that have the warning that operating machinery 
or a motor vehicle while using this drug is not safe. 

 
2140.2042 Failure to report an accident to your District Supervisor. 
2140.2043 Making a false accident report. 
2140.2044 Vehicular homicide or manslaughter 
2140.2045 Attempting to elude a police officer 
2140.2046 Reckless driving, racing or speed contest 
2140.2047 Speeding at 25 mph or more over the posted speed limit 
2140.2048 Hit and Run 
 
2140.205 Minor Violations:  Minor violations shall include any moving 

traffic violation other than a major violation.  Examples include, but are not limited to the 
following: 

2140.2051 Speeding (less than 25 mph over the posted speed limit). 
2140.2052 Running a stop sign or red light. 
2140.2053 Improper turn. 
2140.2054 Passing across a double yellow line. 
2140.2055 Failure to yield. 
2140.2056 Following too close. 
 

2140.206 Motor Vehicle Report (MVR):  A report by the State of 
California, Department of Motor Vehicles.  It details the driving record, by individual 
names and driver license numbers, for each request submitted, and indicates the status of 
the applicable driver’s licenses. 

2140.207  Violation:  An act involving the unsafe operation of a motor 
vehicle.  Types of violations include: 

2140.2071 Civil - A written allegation by a law enforcement officer 
claiming a person violated a law, such as a traffic ticket. 

 
2140.2072 Infraction – A violation punishable by a fine or other 

penalty, but not by incarceration. 
 

2140.2073 Misdemeanor – A violation punishable by imprisonment 
in a county jail, by fine, or by both. 

 
2140.2074 Felony - A crime which is punishable with death or by 

imprisonment in the state prison.  Under certain conditions, a felony crime can be treated 
as a misdemeanor. 



      

2140.30 CONDITIONS OF EMPLOYMENT 

A driving record which meets the District’s standard is a condition of employment for 
employees who may drive a vehicle, the Districts’ or their own, on behalf of the District.  
Maintenance of this driving record is a consideration for continued employment for those 
employees who are required to drive as part of their regularly assigned duties as District 
employees. 

Drivers of vehicles on District business shall be required to meet the following criteria: 

2140.301 Driver License Requirements 

2140.3011 Authorized drivers must have a valid license for the class of 
vehicle being operated.  If the vehicle requires a commercial driver license (CDL), then 
the driver must possess a valid CDL with the appropriate endorsements for the type of 
vehicle being operated.  For vehicles requiring a Class A, Class B or Class C & 
Hazardous Materials Endorsement, District participation in the DMV Mandatory 
Employer Pull-Notice Program is required.   

2140.3012 A valid license must be in the authorized driver’s 
immediate possession at all times when operating a District-owned vehicle.  If an 
employee does not have a valid license, or a valid license is not in the employee’s 
possession, he or she will not drive a District-owned vehicle.  If the license is revoked or 
suspended for any reason, the employee must immediately notify his/her supervisor.  

2140.302 Motor Vehicle Reports  

The DMV’s Government Employer Pull Notice Program is a critical component of this 
policy.  Every full-time authorized driver must be enrolled in the Government Employer 
Pull Program, and provide authorization for the District to review and address reports of 
MVR activity that are sent to the District.  Information on enrollment and operation of the 
Pull Program are included in appendix 2140-6.  

2140.3021 All new hires must bring a copy of their Motor Vehicle 
Report (MVR) from the Department of Motor Vehicles (DMV) printed within the last 30 
days.  An acceptable current MVR is a condition of employment and will remain a 
condition of continued employment.  Employees, however, will not be allowed to drive 
until the MVR is received, reviewed, and deemed acceptable per the standards of 
this policy. 

All traffic violations which occur during non-business (personal use) hours may affect 
driving privileges and are subject to review. 

2140.303 Other Requirements 

2140.3031 Authorized Drivers must be capable of demonstrating 
familiarity with the type of vehicles assigned.  Those employees for which driving is 
designated as an “essential job function” or where driving is more than an occasional part 
of their job duties shall be required to attend a defensive driving course once every three 



      

years.  Check rides may also be conducted based upon an employee’s MVR and/or 
reported/observed unsafe driving behavior; and, 

2140.3032 Authorized Drivers must be capable of passing physical 
examinations administered by a licensed physician when a question of fitness to drive 
arises or is required by regulation; and, 

2140.3033 Authorized Drivers may have his or her employment 
terminated or be reassigned to a non-driving position, if available, at the discretion of the 
District Manager in the event his or her license is revoked or suspended by a court of a 
law or by an enforcement agency, or if it is determined that the employee does not meet 
the minimum driving standards of the District. 

2140.40 EXCLUDED EMPLOYEES 

2140.41 Any employee who is deemed uninsurable by the District’s 
automobile insurance provider will be considered an excluded employee. An excluded 
employee is not authorized to drive District vehicles and may have his or her employment 
terminated or be reassigned to a non-driving position, if available, at the discretion of the 
District Manager. 

2140.42 Any or all of the following violations, as defined in Section 
2140.20, showing on the employee’s driving record may be cause for revoking an 
employee’s authorization to drive on behalf of the District and he or she will be 
considered an excluded employee: 

 2140.421 Regular Full-Time Employees: 

2140.4211 One major violation. 

2140.4212 Three or more minor violations (an accident will be 
considered a minor violation); 

2140.4213 Two or more “at-fault” accidents  

2140.422 Regular Part-Time Employees: 
 

2140.4221 One major violation within the past three years. 
 
2140.4222 Three or more minor violations within the past three 

years (an accident will be considered a minor violation); 

2140.4223 Two or more “at-fault” accidents within the past 
three years 

2140.43 No District employee will be allowed to drive a District vehicle or 
use their personal vehicle for District business, if they have an unacceptable MVR, as 



      

defined in Section 2140.3021 above.  The employee will be placed on non-driving status 
and will be notified in writing.  

2140.50 VEHICLE AND WATERCRAFT USE 

2140.51 District Vehicles and Watercraft 

2140.511 District vehicles and watercraft are provided for purposes 
relating to the conduct of official District business, programs, and travel for approved 
functions only by authorized drivers.  District vehicles are restricted for use by employees 
for personal reasons.  Employees who use assigned vehicles on a 24-hour basis or are 
“on-call” will drive such vehicles directly home after work and leave them parked until 
needed for “call-out.” 

2140.512 District vehicles are not to be used for the sole purpose of 
transportation between the employees’ work place and residence, unless authorized by the 
District Manager or the Board of Trustees.  In all cases, the vehicles are to be operated in 
strict compliance with California motor vehicle laws and with the utmost regard for their 
care and cost-efficient use.   

   2140.5121 Any employee, with permission of the District 
Manager, may use District vehicles outside of regular working hours for special 
responsibilities of work functions where such authorization is indicated for expediency 
and efficiency (ex. - local weekend city fairs). 

2140.513 Authorized Drivers will not transport persons other than 
on-duty District employees in a District-owned vehicle or watercraft, unless the persons 
are being transported in connection with official District business, or as authorized by a 
supervisor.  

 2140.5131 Unauthorized passengers are prohibited in District 
vehicles and watercraft except in cases of extreme emergency involving imminent danger 
to persons or property. 

2140.5132 Except in the case of an emergency, a District driver 
will not allow a vehicle or watercraft to which he or she has been assigned to be driven by 
any person not authorized to drive the District-owned vehicle or watercraft.  

2140.514 Authorized passengers include all District personnel, Board 
members, representative from other special Districts, county or state health department 
personnel, university personnel, registered volunteers, and other persons having official 
business with the District. 

 2140.5141 A spouse or partner may be transported by a District 
vehicle or watercraft when accompanying an authorized passenger on approved functions. 



      

 2140.5141 Persons visiting the District in official capacities of 
their employment and covered by Workers Compensation Insurance may be transported 
in District vehicles and watercraft when appropriate. 

2140.52 Personal Vehicles 

2140.521 The District Manager may authorize an employee to use 
his/her personal vehicle in the performance of District work.  The employee shall be 
reimbursed for the cost of total miles driven and at the rate specified in the Internal 
Revenue Service Guidelines. 

 2140.5211 Every attempt shall be made to coordinate work so 
that District vehicles are available and operational for the performance of work. 

 2140.5212 Use of a personal vehicle shall not be authorized for 
the performance of District work if a suitable District vehicle is available and safely 
operational.  

 2140.5213 All vehicles must operate in accordance with 
California traffic safety laws including the use of seatbelts. 

2140.522 Each District employee, who in the course and scope of his 
or her employment, uses a vehicle not owned by the District shall meet the following 
requirements: 

 2140.5221 Provide a Certificate of Insurance to the District 
with minimum limits of $100,000/$300,000/$50,000 for bodily injury per person, bodily 
injury per accident, and property damage respectively (Annual proof of current 
coverage and limits must be kept on file at the District), 

 2140.5222 Ensure and provide documentation with permission 
form (2140.5223) that their vehicle is currently registered with the Department of Motor 
Vehicles, 

 2140.5223 Complete a permission form for personal vehicle 
provided as Appendix 2140.4 

2140.53 Rented or Leased Vehicles 

2140.531 The District requires employees and/or trustees operating 
rental/leased vehicles on District business to purchase the rental company loss damage 
waiver coverage.  

 



      

2140.60 ACCIDENT REPORTING PROCEDURES  

When a District-owned vehicle being operated on behalf of the District is involved in an 
accident, the following procedures will be followed:  

2140.601 Assure injuries or medical needs are addressed either using first aid 
or calling for emergency services, 

2140.602 If possible, move vehicles to a safe location; position warning 
signals (flares, etc.), 

2140.603 Immediately notify the local police department or California 
Highway Patrol (CHP) and your supervisor of the accident.  Do not admit negligence or 
liability.  Leave the determination of liability to the responsible law enforcement agency, 

2140.604 Utilize the Accident Reporting Packet provided by the District, 
located in the glove box;  

2140.605 Take multiple photographs at the scene of the accident using 
District camera located in the glove box;  

2140.606 Do not make any statement of any kind to anyone other than your 
Supervisor, the Police or a member of the District Management Staff,  

2140.607 Get the name, address, and phone number of all passengers and 
witnesses,  

2140.608 Exchange vehicle identification and insurance information, 
including a policy number, with the other driver, and 

2140.609 Contact your supervisor to report the accident as soon as possible. 
Turn all documentation over to a supervisor or manager within twenty-four (24) hours. 

2140.70 DRIVER RESPONSIBILITIES 

2140.701 If assigned a District vehicle, the employee assumes responsibility 
for operating the vehicle in a safe and responsible manner.  Therefore, driver 
responsibilities include, but are not limited to, the following: 

2140.7011 Vehicles owned or maintained for use and service by the 
District will be used for District business.  Exceptions to this rule must have approval by 
the General Manager; 

2140.7012 Employees on District business will observe all traffic rules 
and regulations, including the use of seat belts.  The driver will be responsible for any 
fines or penalties incurred, including parking violations; 



      

2140.7013 Employees must have the appropriate class of valid 
California Driver’s License in their possession at all times when driving on District 
business; 

2140.7014 Employees must be insurable under this District policy; 

2140.7015 Operating the vehicle in a manner consistent with 
reasonable practices that avoid abuse, theft, neglect, or disrespect of the equipment; 

2140.7016 Restricting the use of vehicles to authorized drivers only;  

2140.7017 Reporting all moving violations or accidents to a supervisor 
or manager before the end of shift, but, in no case, longer than twenty-four (24) hours.  
Drivers are responsible for the cleanliness of vehicles both inside and out.  All vehicles 
are expected to be washed as needed and polished on an annual basis for protection of the 
vehicle’s market value.  

May want to add a section that speaks to every driver’s responsibility to 
avoid an accident whenever and wherever reasonably possible by being present and 
attentive at all times while driving a District vehicle, operating District watercraft or 
while using a personal vehicle on District business.   

 

2140.702 Failure to comply with any of these responsibilities could result in 
disciplinary action, up to and including termination. 

2140.80 Drive safely and take care of you, your passengers, pedestrians and other 
drivers.  Remember taking your eyes off the road for two seconds at 60mph means you 
have traveled blindly for half the length of a football field. 
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POLICIES AND PROCEDURES 
     EMPLOYEE MANUAL 

 
 
 
 
TITLE:  CONTINUING EDUCATION REQUIREMENTS 
 
NUMBER:  2150 
 
 
  2150.10 The California State Health and Safety Code, Sections 2052 
requires that the Environmental Management Branch of the California Department of 
Health Services certify every governmental agency employee who independently handles 
applies or supervises the use of any pesticide for public health purposes.  It further 
requires that mosquito and vector control technicians complete a minimum number of 
approved Continuing Education Units (CEU), appropriate to the specialty vector control 
certificate(s) held.  It is a condition of continuing employment with the San Mateo 
County Mosquito Abatement District that every employee subject to the CEU 
requirements, satisfy the CEU requirements in the manner prescribed by the District 
Manager and by law. 
 
 2150.20 Within one year of employment, the California Department of 
Health Services in the “Core” category A, and “Mosquito” category B designations shall 
certify full-time employees.  Within the first two (2) years of employment, full-time 
employees shall become state certified in the “Terrestrial Invertebrate” category C, and 
“Vertebrate” category D vector control designations.  The District will pay for the 
certification process. 
 
 2150.30 Full-time clerical staff members are exempt from the CDHS 
requirement. 
 
 2150.40 It is highly recommended that all full-time employees maintain 
certification in cardiopulmonary resuscitation (CPR) and basic first-aid. 
 
 2150.50 The District will make every reasonable effort to provide time for 
study, registration fee reimbursement and transportation for District employees to attend 
approved continuing education programs.  Failure to maintain minimum required CEU 
might result in employee reassignment or termination of employment at the discretion of 



      

District management.  Regulations detailing these requirements can be found in Sections 
30054 through 30061, Title 17, of the California Code of Regulations. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  SEPARATION FROM DISTRICT EMPLOYMENT 
 
NUMBER:  2160 
 
 
 2160.10 Resignation:  To leave District service in good standing, an 
employee must file a written notice of resignation (form) with the District Manager at 
least thirty- (30) days before the effective date.  The District Manager, may, however, 
grant good standing resignation with less notice if he/she determines the circumstances 
warrant.  Filed resignation may not be withdrawn without District Manager’s approval. 
 
  2160.11 All Districts owned property (vehicles, keys, phones, 
uniforms, identification badges, credit cards, etc.) must be returned immediately upon 
resignation/termination of employment. 
 
 2160.20 Layoffs:  Whenever, in the judgment of the District Board of 
Trustees, it becomes necessary, due to lack of work, lack of funds, or other economic 
reason, or because the necessity for a position no longer exists, the Board of Trustees may 
layoff employees, abolish any position of employment, and the employee holding such 
position may be laid off or demoted.  Layoff reductions and demotions ordered by the 
Board of Trustees shall be carried out under the direct supervision of the District 
Manager. 
 
  2160.21 Employees to be laid off shall be given at least thirty- (30) 
calendar day’s prior written notice.  The notice shall contain the effective date of layoff, 
the reason for layoff and any displacement rights, which may be available to the 
employees under this policy. 
 
  2160.22 Except as otherwise provided, whenever there is a 
reduction in the work force, the District Manager shall first demote to a vacancy, if any, 
in a job classification for which the employee, who is the latest to be laid off, is qualified. 
 
  2160.23 An employee affected by layoff may have displacement 
rights to displace an employee who has less seniority in a job classification that the 



      

employee has previously occupied or supervised.  For the purpose of this policy, seniority 
includes all periods of full-time service at or above job classification being considered 
with the District. 
  2160.24 In order to retreat to a former job classification, an 
employee must request displacement action in writing to the District Manager within five 
(5) working days after receipt of the layoff notice. 
 
  2160.25 Employees retreating to a job classification shall be placed 
at the salary step representing the least loss of pay.  In no case shall the salary be 
increased above that received in the position from which the employee was laid off. 
 
  2160.26 If two employees occupy the same job classification, then 
employees shall be laid off according to the employment status in the following order:  
temporary, provisional, and probationary employees shall be laid off according to the 
needs of the service as determined by the District Manager.  In cases where there are two 
or more regular full-time employees, which occupy the same job classification from 
which the layoff is to be made, such employees shall be laid off in order of there job 
performance as determined by the supervisor and if necessary by seniority. 
 
  2160.27 In cases where there are two or more regular full-time 
employees, which occupy the same job classification and with the same date of hire from 
which the layoff is to be made, such employees shall be laid off on the basis of the last 
evaluation rating in the position, providing such rating has been filed at least 60 days 
prior to layoff as follows: 
 
   2160.271 See Employee’s performance evaluations.  When 
none of the above criteria identify the layoff procedure, then the District Manager, with 
input from the Supervisor will make the decision. 
 
  2160.28 Regular full-time employees who are subject to layoff 
separation will be entitled to one (1) month’s severance pay and the District shall pay 
health and dental benefit premiums for one (1) month. 
 
 2160.30 Dismissal:  The District Manager, for cause, may dismiss a full-
time employee at any time, after consulting with District Counsel. 
 
  2160.31 The following illustrate some of the offenses that constitute 
sufficient cause for dismissal: 
 
   2160.311 Conviction of a felony. 
   2160.312 Fraud in securing employment. 
   2160.313 Misappropriation of District funds or property. 
   2160.314 Intentional or gross misconduct. 

2160.315 Failure to respond or improve regarding an item 
specified in Policy 7020 “Causes for Disciplinary Action,” after an evaluation or 
corrective action plan has failed to produce an improvement to performance. 
   2160.316 Inability to perform job duties. 



      

2160.317 Refusal to carry out legal orders from higher 
authority or misconduct toward another employee. 
 
  2160.32 A probationary employee may be dismissed at any time 
with or without cause during a probationary period without right of appeal or hearing.  In 
case of such dismissal, the District Manager shall notify the dismissed probationary 
employee in writing that he/she is being separated from District Service. 
 
  2160.33 Dismissal of the District Manager shall only be made at a 
closed session of the Board of Trustees in which at least a majority of the Trustees 
support the dismissal. 
 
  2160.34 All employees shall be provided with a notice of dismissal.  
The District Manager or Board President shall prepare this notice after consultation with 
District Counsel.  Procedures outlined in Series 7000. 
 
 2160.40 Re-employment Procedures:  The names of persons laid off or 
demoted, in accordance with this policy, shall be entered upon a re-employment list.  The 
District Manager shall use the re-employment list when a vacancy arises in the same job 
classification before certification is made from an eligibility list.  Names of persons laid 
off shall be carried on the re-employment list for one year, except that persons appointed 
to regular full-time position of the same level as that from which they were laid off, upon 
such appointment, be removed from the list.  Persons re-employed in a lower position in 
the same classification, or on a temporary basis, shall be continued on the list for the 
higher position for one year.  At the discretion of the District Manager, the list may be 
extended for an additional year. 
 
  2160.41 Before hiring new employees from outside the District, 
qualified employees separated within the past calendar year will be contacted for recall.  
Seniority will be considered as one of the primary selection criteria for re-employment.  
The name of each employee who is laid off will be placed on the eligibility list for re-
employment for one (1) calendar year.  An employee to be recalled will be notified by 
certified letter sent by the District.  The employee should contact the District within five 
(5) working days to make satisfactory arrangements for return to work.  If the employee 
fails to contact the District within this time period, recall rights will be considered 
terminated.  At the discretion of the District Manager, the five (5) working day period 
may be extended. 
 
 
Issued:      November 13, 1990 
Revised:    January 29, 2014 
Legal Review:  January 29, 2014 
Board Approval  February 12, 2014

Commented [DM24]: Is this defined somewhere?  If not, we 
should define or point to policy 7020.  Let's discuss. 



      

 

San Mateo County 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  UNIFORMS AND PROTECTIVE CLOTHING 
 
NUMBER:  2170 
 
 
 2170.10 The District shall pay the cost of uniforms and protective clothing 
employees are required to wear. 
 
 2170.20 Employee grooming standards are delineated in Policy 2080. 
 
 2170.30 Uniforms and/or protective clothing, shoes, badges, and safety 
glasses are for purposes of personal safety and identification and are to be worn by 
Operational and Laboratory personnel during the workday unless otherwise instructed.  
Prescription safety lenses will be purchased for each employee as needed. 
 
 2170.40 Professional office staff are expected to dress in a manner 
consistent with the nature of the work performed.  Cut-offs, soiled, torn/damaged 
clothing, or clothing with derogatory and/or inflammatory comments is not an acceptable 
manner of dress.   
 
 2170.50 When an employee, for whom said uniforms and protective 
clothing were purchased or reimbursed, is terminated for any reason, they shall turn in to 
the District immediately all such items.   
 

 
 

Issued:     November 13, 1990 
Revised:   January 8, 2014 

Commented [DM25]: Suggested wording:  Employees 
terminated or separated from employment with the District for any 
reason, shall immediately return all uniforms and protective clothing 
purchased by the District.  



      

 

San Mateo County 
Mosquito and Vector Control District 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  HOUSEKEEPING 
 
NUMBER:  2180 
 
 

2180.10 All employees are expected to keep their work areas clean and 
organized.  Employees must keep common areas such as lunchrooms, locker rooms and 
restrooms clean.  All employees are expected to dispose of trash properly. 
 
 2180.20 Employees are responsible for routine cleaning and washing of 
assigned vehicles and equipment. 
 
 2180.30 The operational buildings and yard will have an employee 
responsible for overseeing the organizational and housekeeping responsibilities.  The 
Supervisor will assign operational staff to those roles depending on their skill level and 
job experience. 
 2180.40 Laboratory and administrative staff will have an employee 
responsible for overseeing the housekeeping responsibilities of the lunchroom on a 
weekly basis. 
 
 2180.50 A commercial service will be responsible for housekeeping duties 
on a weekly basis.  The administrative staff supervises the contract commercial service 
and administers the contract. 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007

Commented [DM26]: What about laboratory orderliness, 
cleanliness, or procedure?   Is it in accordance with State licensing 
or certification requriments?  



      

            

San Mateo County 
Mosquito and Vector Control District 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  TUITION REIMBURSEMENT 
 
NUMBER:  2190 
 
 

2190.10 The District, following completion of a course, will reimburse the 
employee for the cost of tuition and books when the following conditions are met: 

 
  2190.11 The employee has the prior approval of the District 
Manager; the course is directly related to the position and beneficial to the District. 
 
  2190.12 The applicant is a full-time employee in good standing, that 
is, not on probation or under disciplinary action, and has metmeeting all the course 
requirements.  (The District Manager may waive this requirement for probationary 
employees on a case-by-case basis). 
 
  2190.13 Approved courses are successfully completed with a letter 
grade of “B” or better, or, a pass/fail grade of “Pass”. 
 
 2190.20 Courses requiring attendance during duty hours will not be charged 
to vacation time provided the District Manager has approved the absence from duty.  A 
forty-hour workweek must be maintained.   
 
 2190.30 This policy does not apply to an employee’s voluntary attendance, 
outside of normal working hours, at formal or informal educational sessions, even if such 
sessions may generally lead to improved job performance.  While the District generally 
encourages all employees to improve their job skills and promotional qualifications, such 
activities will not be subject to this policy regarding reimbursement or compensation 
unless prior written approval is obtained from the District Manager. 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007 
 

Commented [DM27]: Suggest leaving this phrase out to help 
limit the impression that the District is sanctioning the classess and 
therefore opening the door for creating a potential FLSA challenge.  
Also let's discuss inservice vs professional development training and 
past practice, when does the District pay hourly wage for classes 
outside of business hours, etc.  
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  OPEN-DOOR POLICY 
 
NUMBER:  2200 
 

2200.10 Suggestions for improving the District are always welcome, and 
you are encouraged to bring any reasonable complaints or questions you may have about 
your job, working conditions, or the treatment you are receiving to the attention of the 
District Manager promptly.  The District extends to each employee, without regard to 
classification or position, the opportunity to meet with the District Manager to discuss 
issues of importance to the employee.  However, we ask that you take your concerns first 
to your supervisor if at all possible.  The District also provides a formal grievance 
procedure for employees who wish to use it.  This procedure is provided in the form of a 
District policy.  Please refer to Policies and Procedures Employee Manual, Formal 
Grievance Procedure Number 9040, for more information. 
 
 2200.20 This policy, which we believe is important for both you and the 
District, may not bring about the resolution of every problem to your satisfaction.  
However, the District values your input and you should feel free to raise issues of 
concern, in good faith, without the fear of retaliation. 
 
 2200.30 Procedure for District Personnel to Report Activities They 
Believe Are Inappropriate or Impermissible. 
 
  2200.301 Any District personnel who become aware of activity 
within the district that they reasonably believe constitutes inappropriate or impermissible 
activity by a public agency must submit a written complaint to the District Manager and 
the President of the Board of Trustees. 
 
  2200.302 The District Manager shall log the complaint; confer with 
the President of the Board of Trustees, and where appropriate and deemed necessary, 
forward the complaint to the District Counsel for review as deemed necessary. 
 
  2200.303 The District Counsel shall review the complaint and advise 
the District Manager and/or the President of the Board of Trustees concerning appropriate 



      

next steps, including, where advisable, referral to law enforcement and/or the District 
Attorney’s office and/or any other outside agencies. 
  
  2200.304 For any complaints forwarded to District Counsel, a report 
shall be made to the Board of Trustees within 90 days of Counsel’s receipt of the 
complaint concerning actions taken or to be taken in response to the complaint.  
 
  2200.305 To the extent permissible by law, the filing and the 
investigation of the complaint shall remain privileged and confidential. 
 
 
Issued:     November 13, 1990 
Revised:   March 27, 2012 
Counsel Review:  March 22, 2012 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  CONFLICTS OF INTEREST 
 
NUMBER:  2210 
 
 
 2210.10 Situations of actual or potential conflict of interest are to be 
avoided by all employees.  Personal, business, or romantic involvement with a local 
official, supplier, supervisor or subordinate employee of the District, which may impair 
an employee’s ability to exercise good judgment on behalf of the District, may create an 
actual or potential conflict of interest.  Supervisor-subordinate business, romantic or 
personal relationships also can lead to supervisory problems, possible claims of sexual 
harassment and morale problems. 
 
 2210.20 An employee involved in any of the types of relationships or 
situations described in this policy should immediately and fully disclose the relevant 
circumstances to the District Manager.  If an actual or potential conflict is determined, the 
District may take whatever corrective action appears appropriate according to the 
circumstances.  Failure to disclose facts shall constitute grounds for disciplinary action. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007

Commented [DM28]: What is intended by this sentence?  Is it 
when ordered to provide testimony or disclose facts or someting 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  DRUG AND ALCOHOL ABUSE 
 
NUMBER:  2220 
 
 
 2220.10 The District is concerned about the use of alcohol, illegal drugs or 
illegal controlled substances as it affects the workplace.  Use of these substances whether 
on or off the job can adversely affect an employee’s work performance, efficiency, safety 
and health and therefore seriously impair the employee’s value to the District.  In 
addition, the use or possession of these substances on the job constitutes a potential 
danger to the welfare and safety of other employees and exposes the District to the risks 
of property loss or damage, or injury to other persons. 
 
 2220.20 The use of prescription drugs and/or over-the-counter drugs also 
may affect an employee’s job performance and seriously impair the employee’s value to 
the District.  Any employee who is using prescription or over-the-counter drugs that may 
impair the employee’s ability to safely perform the job or affect the safety or well being 
of others, must notify a supervisor of such use immediately before starting or resuming 
work. 
 
 2220.30 Standards of conduct apply to all employees either on District 
property or during the workday (including meals and rest periods). 
 
 2220.40 The District strictly prohibits the following: 
 
  2220.41 Possession, use, or being under the influence of alcohol 
while on the job or District premises. 
 
  2220.42 Driving District vehicles or operating District equipment 
while under the influence of alcohol. 
 
  2220.43 Distribution, sale or purchase of an illegal drug or illegal 
controlled substance while on the job or District premises. 
 



      

  2220.44 Possession or use of an illegal drug or illegal controlled 
substances or being under the influence of an illegal drug or illegal controlled substances 
while on the job or on District premises.  Exceptions in those instances are where a legal 
controlled substance is being taken in accordance with medical direction and with the 
knowledge and consent of the employee’s supervisor. 
 
 2220.50 Violation of the above rules and standards of conduct will not be 
tolerated.  The District also may bring the matter to the attention of appropriate law 
enforcement authorities. 
 
 2220.60 In order to enforce this policy, the District reserves the right to 
conduct searches of District property and may require a fitness for duty physical, which 
may include drug and alcohol testing. 
 
 2220.70 An employee’s conviction on a charge of illegal sale or possession 
of any illegal controlled substances while off-duty and not on District property will not be 
tolerated may result in adverse employment action if it is harmful to the reputation of the 
District, is related to the employee’s job, because such conduct, even though off duty, or 
reflects adversely on the District.  In addition, the District must keep people who sell or 
possess illegal controlled substances off the District’s premises in order to keep the illegal 
controlled substances themselves off the premises. 
 
 2220.80 The District will encourage and reasonably accommodate 
employees with chemical dependencies (alcohol or drug) to seek treatment and/or 
rehabilitation.  To this end, employees desiring such assistance should request a treatment 
or rehabilitation leave.  The District is not obligated, however, to continue to employ any 
person whose performance of essential job duties is impaired because of drug or alcohol 
use, nor is the District obligated to re-employ any person who has participated in 
treatment and/or rehabilitation if that person’s job performance remains impaired as a 
result of dependency.  Seeking treatment or rehabilitation will not excuse any District 
employee from disciplinary action incurred because of behavior or performance while 
under the influence of either drugs or alcohol.  Additionally, employees who are given the 
opportunity to seek treatment and/or rehabilitation, but fail to successfully overcome their 
dependency or problem, will not automatically be given a second opportunity to seek 
treatment and/or rehabilitation. 
 
 2220.90 This policy on treatment and rehabilitation is not intended to affect 
the District’s treatment of employees who violate the regulations described above.  
Rather, rehabilitation is an option for an employee who acknowledges a chemical 
dependency and voluntarily seeks treatment to end that dependency. 
 
  
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007 
Reviewed: April 20, 2009

Commented [DM29]: This is a slippery slope.  It wiser to put a 
the strong warning in (may instead of shall) and then, with counsel's 
advise, review each situation individually.  The courts have not 
found every off-duty case to be detrimental to an employer.  
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  CUSTOMER RELATIONS 
 
NUMBER:  2230 
 
 
 2230.10 We are a public service agency and, as such, all of us must 
remember that the residents and visitors of the District, as our customers, always come 
first. 
 
 2230.20 Customers are to be treated courteously and given proper attention 
at all times.  Never regard a customer’s question or concerns as an interruption or an 
annoyance.  Customer inquiries, whether in person or by telephone, must be addressed 
promptly and professionally. 
 
 2230.30 Never place a telephone caller on hold for an extended period.  
Direct incoming calls to the appropriate person and make sure the call is received. 
 
 2230.40 Through your conduct, show your desire to assist the customer in 
obtaining the help he or she needs.  If you are unable to help a customer, find someone 
who can. 
 
 2230.50 All correspondence and documents, whether to customers or 
others, must be neatly prepared and error-free.  Attention to accuracy and detail in all 
paperwork demonstrates your commitment to those with whom we serve. 
 
 2230.60 Never argue with a customer.  If a problem develops or if a 
customer remains dissatisfied, ask your supervisor or the District Manager to intervene. 

 
 
 
 
 
Issued:    November 13, 1990 
Revised:    June 13, 2007

Commented [DM30]: Either all plural "...questions or concerns 
as interruptions.." or all singular as shown.  

Commented [DM31]: Telephone callers should not be placed 
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San Mateo County 
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POLICIES AND PROCEDURES 
EMPLOYEE MANUAL 

 
TITLE:  EMPLOYER AND EMPLOYEE PROPERTY 
 
NUMBER:  2240 
 
 

 2240.10 Lockers, desks, vehicles and other property owned by the District 
are District property and must be maintained according to District rules and regulations.  
They must be kept clean and are to be used only for work-related purposes.  The District 
reserves the right to inspect all District property to ensure compliance with its rules and 
regulations, without notice to the employee and/or in the employee’s absence. 
 
 2240.20 Damage, destruction, or loss of District property by employee 
neglect, negligence, misuse, or intent is the responsibility of the employee, who will be 
held responsible for the cost of repair or replacement of such property.  Normal wear and 
tear from authorized and appropriate usage is not considered neglect or negligence.  The 
District will fund all equipment under normal working conditions.  It is in the best 
interest of the District to utilize safety and preventative maintenance to alleviate 
additional cost of equipment replacement.  Employees who believe District property is 
experiencing excessive wear and tear under normal use should notify their supervisor for 
assessment.  
 
 2240.30 It may be necessary to assign and/or change “passwords” and 
personal codes for the computer.  These items are to be used for District business and 
they remain the property of the District.  The District will keep a record of all passwords 
used and may override any such password system. 
 
 2240.40 Prior authorization must be obtained before any District property 
may be removed from the premises for other than work related business. 
 
 2240.50 For liability reasons, the District will not be held liable for any 
personal belongings left in the workplace.  Personal items are subject to inspection and 
search. 
 
 2240.60 Employees may not store personal belongings on the District 
property.  The District Manager may authorize temporary storage if waiver of 
responsibility is signed and approved by the Vector Control Joint Powers Agency. 
 

 

Commented [DM32]: What are we trying to say with "intent"?  
Does it relate to negligence, neglect, or misuse as in "willfull 
neglect, negligence, or misuse"?  
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  USE OF ELECTRONIC MEDIA 
 
NUMBER:  2250 
 
 
 2250.10 The District uses various forms of electronic communications 
including, but not limited to computers, e-mail, telephones, voicemail, fax machines, all 
online services paid for by the District.  All electronic communications, including all 
software and hardware, remain the sole property of the District and are to be used only for 
District business and not for any personal use.  Emails are not permanently deleted. 
 
 2250.20 Electronic communication/media may not be used in any manner 
that would be discriminatory, harassing or obscene, or for any other purpose which is 
illegal, against District policy or not in the best interest of the District. 
 

2250.201 California Vehicle Code 27602 (a) states that a person may 
not drive a motor vehicle if a television receiver, a video monitor (laptop), or a television 
or video screen, or any other, similar means of visually displaying a television broadcast 
or video signal that produces entertainment or business applications, is operating and is 
located in the motor vehicle at any point forward of the back of the driver's seat, or is 
operating and visible to the driver while driving the motor vehicle. 
 
 2250.30 Employees who misuse electronic communications and engage in 
defamation, copyright or trademark infringement, misappropriation of trade secrets, 
discrimination, harassment or related actions will be subject to immediate termination.  
There is not expectation of privacy by the employee with for any electronic 
communications made on equipment or over the network and systems belonging to the 
District. 
 
 2250.40 Employees may not install unapproved personal software in 
District computer systems.  All electronic information created by any employee using any 
means of electronic communication is the property of the District and remains the 
property of the District.  Personal passwords may be used for purposes of security, but the 



      

use of a personal password does not affect the District’s ownership of the electronic 
information. 
 
 2250.50 The District will override all personal passwords.  The Finance 
Administrator will hold a master list of passwords. 
 
 2250.60 The District reserves the right to access and review electronic files, 
messages, mail, etc., and monitor the use of electronic communications, as is necessary, 
to ensure that there is no misuse or violation of District policy or any law. 
 
 2250.70 Employees are not permitted to access the electronic 
communications of other employees or third parties unless directed to do so by 
management. 
 
 2250.80 Employees who use radios, cordless phones, portable computers, 
and fax communications should not use these methods for communicating confidential or 
sensitive information. 
 
 2250.90 Questions about access to electronic communications or issues 
relating to security should be addressed to the District Manager. 
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Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 

 
 
 

POLICIES AND PROCEDURES 
EMPLOYEE MANUAL 

 
TITLE:  OFF-DUTY USE OF FACILITIES 
 
NUMBER:  2260 
 
 
 2260.10 Employees are prohibited from being on District premises or 
making use of District facilities while not on duty without specific authorization from 
Management.  Employees are expressly prohibited from using District facilities, property 
or equipment for personal use without prior Management authorization. 
 
 2260.20 If management authorizes employees to be on the premise and 
make use of the District facilities, there must be two employees present at all times if 
working in the shop or garage.  This is considered a safety and health issue. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  SOLICITATION AND DISTRIBUTION OF LITERATURE 
 
NUMBER:  2270 
 
 
 2270.10 In order to ensure efficient operation of the District’s business and 
to prevent annoyance to employees, it is necessary to control solicitations and distribution 
of literature on District property.   
 
 2270.20 No employee shall solicit or promote support for any cause or 
organization during his or her working time or during the working time of the employee 
or employees at whom such activity is directed unless authorized by the District Manager. 
 
 2270.30 No employee shall distribute or circulate any written or printed 
material in work areas at any time, or during his or her working time or during the 
working time of the employee or employees at whom such activity is directed unless 
authorized by the District Manager. 
 
 2270.40 Under no circumstances will non-employees be permitted to solicit 
or to distribute written material for any unapproved purpose on District property.    

 
 
Consider adding: Nothing in this policy is intended to limit an employee’s rights to engage in 
protected concerted activity during non-work times and in non-work areas.  
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EMPLOYEE MANUAL 
 
TITLE:  COMPANY BULLETIN BOARDS 
 
NUMBER:  2280 
 
 
 2280.10 The District maintains bulletin boards located in all facilities and 
offices. 
 
 2280.20 Bulletin boards are used to provide information to employees 
concerning District-related issues and current events. 
 
 2280.30 Employees may not post items on the District’s bulletin boards 
unless the following conditions are met: 
 
  2280.31 Only District employees may make postings. 
 

2280.32 The information to be posted must first be approved by the 
District Manager. 

 
  2280.33 Postings are limited to one page (8 ½ x 11) in size. 
 
  2280.34 Posted items will be dated and will be removed as 
appropriate.  
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  SALARY SCHEDULE 
 
NUMBER:  3000 
 
 

3000.10 The employee’s anniversary date with the District and County 
Retirement begins at the date of hire.  Upon satisfactory completion of the required 
minimum six (6) month probationary period, new employees may be advanced to the next 
step of the salary range.  Step increases may be granted each July 1st until the maximum 
step of the salary range is reached.   
 

3000.20 The District Manager has sole authority to grant pay increases 
outside the above stated step schedule. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  PAY PERIOD 
 
NUMBER:  3010 
 
 
 3010.10 Each calendar year is divided into twenty-six (26) pay periods.  
Payroll checks are issued every other Friday for the previous two-week period.  If this 
date falls on a legal holiday, payment will be made on the first available business day 
before the holiday.  Twice each year, three paychecks will be dated in one month.  During 
this third paycheck, no voluntary deductions or benefit accruals will be made.  Voluntary 
deductions can consist of deferred compensation plans or any other benefit not paid 
directly by the District.  Benefit accruals consist of Vacation and Sick leave hours.   
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  OVERTIME POLICY 
 
NUMBER:  3020 
 
 
 3020.10 This policy shall apply to all non-exempt employees.  Non-exempt 
employees include all employees who are covered by the Fair Labor Standards Act.  Such 
employees include Mosquito Control Technicians, Assistant Vector Ecologist, 
Receptionist, part-time employees, and hourly workers.  Only the District Manager, 
Finance Administrator, Field Operations Supervisor or Vector Ecologist may authorize 
overtime and overtime must be approved in advance of it being earned. 
 
 3020.20 For the purposes of determining overtime, the workweek will be 
established by direction of the District Manager, Finance Administrator, Field Operations 
Supervisor or Vector Ecologist and approved by the District Manager and may be 
changed from time to time.  Individual workweek designations may be established for 
each job position at the discretion of the Board.  The Board also reserves the right to 
curtail work in order to avoid the accrual of overtime liability. 
 
 3020.30 Except as otherwise provided in this policy, compensatory time off 
for Non-Exempt employees (equal to 1 ½ times the number of regular hours over 40), in 
lieu of monetary remuneration, shall be exclusive compensation for overtime. Overtime 
hours are calculated at one and one-half (1-1/2) times the non-exempt employee’s number 
of regular hours over forty (40) hours in one workweek.  The workweek shall consist of 
seven consecutive days from 12:01 A.M. Sunday, through midnight Saturday.  “Straight 
Time” is authorized when computing the hours worked in a workweek.  Any hour paid 
for, that is not worked (sick leave, personal leave, or vacation), does not count as hours 
worked for calculation of overtime.  Holiday hours will count as time worked. 

 
3020.40 Non-exempt employees with earned compensation time-off may 

accumulate the time-off throughout the year and the employee may use the time-off with 
the approval of their Supervisor. 
 
  



      

3020.50 The maximum number of compensation hours that may be 
accumulated as of any December 31st shall be 40 hours.  If an employee’s stock of hours 
approaches the 40 hour maximum after November 1 (e.g. 30 hours or more), the 
employee shall be advised of such situation and asked to take steps to reduce the 
accumulated compensatory time.  If the employee does not do so voluntarily, the District 
Manager may order the employee to use his/her compensatory time at times specified by 
the District Manager.   
 
 3020.60 Non-exempt employees separating from employment shall be 
entitled to monetary remuneration for accrued compensatory time.  District Manager may 
request employees to use comp time prior to separation. 
  
 3020.70 Non-exempt employees who are eligible for holiday pay and who 
work on a District recognized holiday should be compensated two (2) times the number 
of hours actually worked on the holiday when regular hours at week’s end exceed forty 
(40). 
 
 3020.80 Exempt employees are the District Manager, Finance 
Administrator, Field Operations Supervisor, and Vector Ecologist. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007 
 
          



      

 

San Mateo County 
Mosquito and Vector Control District 
1351 Rollins Rd 
Burlingame CA 94010 
 
                    

 
POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  LONGEVITY PAY SCHEDULE 
 
NUMBER:  3030 
 
 
 3030.10 The current longevity plan for regular full-time employees is 
computed on base salaries: 
 
  3030.11 1% increase after 7 years of service, and 
 
  3030.12 An additional ½% increase for every two (2) years of 
completed, continuous service thereafter. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  PAYROLL DEDUCTIONS 
 
NUMBER:  3040 
 
 
 3040.10 The paycheck stub will show all required and authorized 
deductions that have been made.  If an employee has any questions regarding gross salary 
or the amount of deductions, he/she should contact the Finance Administrator or the 
District Manager.   
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  PROBATIONARY STATUS 
 
NUMBER:  4000 
 
 
 4000.10 All original appointments shall be tentative and subject to a 
probationary period of not less than six (6) months actual service.  The probationary 
period may be extended to one-year depending on the effective adjustment of a new 
employee.  
 
 4000.20 The probationary period shall be regarded as a part of the selection 
process and shall be utilized for closely observing the employee’s work and for securing 
the most effective adjustment of a new employee to his/her position. 
 
 4000.30 During the probationary period, an employee may be discharged at 
any time without cause and without right of appeal.  Notification of discharge shall be 
served on the probationer. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  REGULAR FULL-TIME EMPLOYEES 
 
NUMBER:  4010 
 
 
 4010.10 Regular full-time employees are employees who have completed 
their probationary period satisfactorily and who work forty (40) hours or more per week.  
Regular full-time employees are eligible for all employee benefits outlined in these 
policies. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  REGULAR PART-TIME EMPLOYEES 
 
NUMBER:  4020 
 
 
 4020.10 Regular part-time employees are employees who have completed 
their probationary period satisfactorily and who work less than forty (40) hours per week.  
Regular part-time employees are eligible for the benefits outlined in these policies, on a 
prorated basis as determined by the Board and applicable law. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  TEMPORARY EMPLOYEES 
 
NUMBER:  4030 
 
 
 4030.10 Temporary employees are not regular employees.  They are 
employees hired for a limited duration arising out of special projects, abnormal 
workloads, or emergencies.  Irrespective of the number of hours worked or the length of 
time worked, such employees shall not, by the passage of time alone, be converted to any 
other employment status.  Temporary employees are ineligible for the benefits outlined in 
these policies, except those required by law. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  NON-EXEMPT EMPLOYEES 
 
NUMBER:  4040 
 
 
 4040.10 Nonexempt employees include all employees who are covered by 
the Federal Fair Labor Standards Act.  Such employees may include Mosquito Control 
Technicians, Field Operations Foreman, Assistant Vector Ecologists, Administrative 
Assistant, Regular Part-Time, Receptionist, and Temporary employees.  (See Overtime 
Policies 3020). 
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POLICIES AND PROCEDURES 
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TITLE:  EXEMPT EMPLOYEES 
 
NUMBER:  4050 
 
 
 4050.10 This category includes all employees who are classified by the 
Board as exempt from the overtime provisions of the Federal Fair Labor Standards Act.  
Such employees include the District Manager, Finance Administrator, Field Operations 
Supervisor, and Vector Ecologist. 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  BENEFIT ELIGIBILITY 
 
NUMBER:  5000 
 
 
 5000.10 Employees in a regular full-time classification are eligible for the 
following benefits according to current schedules or as specified in plan outline. 
 
  5000.11 Effective as of date hired. 

 
  Group Health Insurance  
  Workers’ Compensation Insurance  
  District Disability Leave Plan  
  State Disability Insurance 
  State Unemployment Insurance 
  Holidays 
  County Retirement Plan 
  Credit Union Membership 
  Commuter Cost Reimbursement 
 
 5000.12 Effective upon completion of a probationary period. 
 
  Group Dental Insurance 
  Group Long Term Disability Insurance 
  Vision Insurance   

Vacation 
  Sick or Accident Leave 
  Deferred Compensation 
  Tuition Reimbursement 
  Personal Leave Days  
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  GROUP HEALTH 
 
NUMBER:  5010 
 
 

 5010.10 Blue Shield of California provides medical care and 
hospital insurance for all employees hired after July 1999.  Group Health Insurance takes 
effect on the first day of the month following the employee’s date of hire.   

 
5010.20 The District provides coverage for the primary enrollee and 

spouse as well as dependent children to age 19 and full-time students to age 2326.  For 
additional information on the program benefits, refer to current pamphlet.  NOTE:  
Increase premium costs are subject to provisions of the currently adopted “Memorandum 
of Understanding”. 

 
5010.30 The current health insurance carrier is Blue Shield of 

California.  This is a health maintenance organization (HMO).  This program requires the 
employee to select a primary care physician within the available list of providers who will 
manage their entire health care needs.  As needed, referrals to specialists will be on the 
advice of the primary care physician.    
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  GROUP DENTAL 
 
NUMBER:  5020 
 
 
 5020.10 Group dental insurance is provided for employee upon satisfactory 
completion of the required probationary period.     
 
 5020.20 The District provides coverage for the primary enrollee and spouse 
as well as dependent children to age 19 and full-time students to age 23.  . 
 
 5020.30 The current dental insurance is Delta Premier, Small Business 
Advantage.  This is a managed fee-for-service program.  This program allows the 
employee to visit any dentist of their choice, change dentists at any time, go to a dental 
specialist of their choice, and receive dental care anywhere in the world 
 

5020.40 Upon proof of payment, the District will reimburse each employee 
$100.00 each fiscal year, towards any out of pocket dental expenses. 
 
 5020.50 For additional information on the program benefits, refer to current 
pamphlet.  NOTE:  Increase premium costs are subject to provisions of the currently 
adopted “Memorandum of Understanding.” 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  WORKERS’ COMPENSATION 
 
NUMBER:  5030 
 
 
 5030.10 The District, in accordance with state law, provides insurance 
coverage for employees in case of work-related injury.  The workers’ compensation 
benefits provided to injured employees may include: 
 
  5030.11 Medical care. 
 
  5030.12 Lost wage replacement. 
 
  5030.13 Supplemental Job Displacement Benefit 
 
 5030.20 To ensure that you receive any workers’ compensation benefits to 
which you may be entitled, you will need to: 
 
  5030.21 Immediately report any work-related injury to your 
supervisor. 
 
  5030.22 Seek medical treatment and follow-up care, if required. 
 
  5030.23 Complete a written Worker’s Compensation Claim Form 
(DWC1) (Appendice 5030-1), available from the Finance Administrator.  Additional 
form completion may be required for the injury. 
 
  5030.24 Provide the District with a certification from the District’s 
health care provider regarding the need for workers’ compensation disability leave and 
your ability to return to work from the leave.  You may elect to utilize your own health 
care provider by submitting a Personal Physician Designation Form, prior to being 
injured (Appendice 5030-2). 
 
  



      

5030.30 Under most circumstances, upon submission of a medical 
certification that an employee is able to return to work from a workers’ compensation 
leave, the employee will be reinstated to his/her same position held at the time the leave 
began or to an equivalent position, if available.  An employee returning from a workers’ 
compensation leave has no greater right to reinstatement than if the employee had been 
continuously employed rather than on leave.  
 
 5030.40 Under most circumstances, upon submission of a medical 
certification that an employee is able to return to work from a workers’ compensation 
leave, the employee will be offered the same position held at the time the leave began, if 
available.  If the same position is not available, an employee’s return to work will depend 
on job openings existing at the time of his/her scheduled return.  An employee’s return 
will depend on his/her qualifications for any existing openings.  Return to work may also 
include an interactive process if temporary or permanent restrictions are specified in the 
return to work .notice. 
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POLICIES AND PROCEDURES 
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TITLE:  MEDICAL LEAVE OF ABSENCE 
 
NUMBER:  5040 
 
 5040.10 Regular full-time employees who are temporarily unable to 
perform their usual and customary work due to a personal illness or personal injury, 
including a pregnancy related disability, may be granted an unpaid medical leave of 
absence for a period not to exceed six (6) months.  Pursuant to state law, this benefit is 
also available to regular part-time and probationary employees with a pregnancy related 
disability.  Medical leave may be granted on a basis of the employee and/or employer 
physician’s written statement that an employee is no longer able to work due to a medical 
disability.  While on medical leave, an employee must use accrued sick leave until it is 
exhausted.  An employee may use accrued vacation during a medical leave.  Once 
available paid leave accruals are exhausted, the remaining portion of the medical leave 
will be unpaid.  Employees will not continue to accrue vacation, sick leave, or other 
benefits during any unpaid portion of a medical leave of absence.  Additionally, time on 
unpaid medical leave will not be credited towards the completion of a probationary 
period. 
  

5040.20 An employee who plans to take a medical leave must provide the 
District reasonable notice of when the leave will commence, the estimated duration of the 
leave, and the date on which it is expected the employee will be able to return to work.  
When an unplanned medical situation or emergency occurs that does not allow the 
employee to provide advance notification of the need for a medical leave, the employee 
must notify the employer of this situation within three (3) working days of an absence.  If 
an employee is absent more than three (3) working days without notifying the employer, 
the employee will be considered to have voluntarily resigned, excluding extenuating 
circumstances. 
 
 5040.30 Employees returning to work after any disability leave must have a 
written release from the employee’s and/or employer’s physician verifying that they are 
able to return to work and safely perform their duties. 
 
  



      

5040.40 Employee’s granted unpaid medical leave are responsible for 
benefits paid by the District for group insurance programs including, medical, dental, 
vision, and long term disability.  See Employee Manual Policy 5140.    
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TITLE:  DISTRICT DISABILITY LEAVE PLAN 
 
NUMBER:  5050 
 
 
 5050.10 The following District Disability Leave Plan is provided only for 
regular full-time employees in the event of work connected disability. 
 
 5050.20 Disability Leave:  After forty-five (45) days of continuous 
disability, and upon written verification from attending physician and Self-Insurance 
Fund that the disability continues to an unspecified date, employee is then eligible to 
enter the District Disability Leave Plan and is provided job security for a maximum 
period of one (1) year from first day of disability.    
 
 5050.30 Employee may return to work any time during the disability leave 
provided the following documentation is submitted: 
 
  5050.31 Medical release by attending physician and/or District 
medical adviser. 
 
  5050.32 Medical release by Self-Insurance Fund agency. 
 
 5050.40 If California Workers’ Compensation Advisory Board grants 
permanent disability, employee becomes eligible to apply for disability retirement 
through the San Mateo County Employees Retirement Association, if qualified, and 
subsequently enter Guarantee Mutual Life Company’s long-term disability program when 
eligible. 
 
 5050.50 Disability Leave Payments:  Under the District Disability Leave 
Plan, employee is eligible to receive full salary up to ninety (90) calendar days, not ninety 
(90) working days. 
 
  



      

5050.60 No extension of this time period shall be allowed for any reason. 
 
 5050.70 All payments received from Self-Insurance Fund representing the 
ninety (90) calendar days above, shall be reimbursed to the District. 
 
 5050.80 Employees receiving full salary during the ninety (90) calendar 
days above, shall not accumulate sick or accident leave time or vacation time, but will 
retain all seniority rights. 
 
 5050.90 If California Workers’ Compensation Advisory Board determines 
disability is permanent during this ninety (90) calendar day period of time, employee will 
discontinue receiving District Disability Leave Plan payments upon date of permanent 
disability classification. 
 
 5050.100 After Expiration of Disability Leave Payments 
 
 5050.110 At option of employee, accumulated sick or accident leave time 
and vacation time may be used in order to provide full salary for a longer period, with 
continuing Self-Insurance Fund payments reimbursed to the District. 
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TITLE:  STATE DISABILITY INSURANCE (SDI) 
 
NUMBER:  5060 
 
 
 5060.10 Administered by the State of California, this insurance provides 
tax-free weekly income when employee cannot work because of non-job related illness or 
injury.  Provisions of this insurance may be found in current pamphlet “State Disability 
Insurance Provisions” available to all employees.  Employee pays cost of insurance in full 
through payroll deductions. 
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EMPLOYEE MANUAL 
 
TITLE:  GROUP LONG TERM DISABILITY 
 
NUMBER:  5070 
 
 
 5070.10 This insurance program provides employee with a monthly income 
when unable to work due to extended illness or injury.  Entry into plan requires 
satisfactory completion of the required probationary period.  The benefit payment 
eligibility requires compliance with all requirements of insurance carrier which includes 
1) a one hundred and eighty (180) day elimination period, (first one hundred and eighty 
(180) calendar days of each period of total disability, and 2) employee shall exhaust all 
accumulated sick or accident leave time.  Disabled employee may then be eligible to 
receive payments totaling sixty (67) percent of first $7,000 basic monthly earnings, 
reduced by any deductible benefits.  Insurance certificate is available to all employees.  
The District pays cost of insurance in full. 
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TITLE:  STATE UNEMPLOYMENT 
 
NUMBER:  5080 
 
 
 5080.10 Administered by the State of California, this insurance provides a 
weekly income to buy necessities when out of work through no fault of employee.  
Provisions of this insurance may be found in current pamphlet “California’s Programs for 
the Unemployed” (Appendice 5080-1) available to all employees.  The District pays cost 
of insurance in full. 
 
 5080.20 Exiting employees will be supplied with a list of available 
resources to seek continued employment.   
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EMPLOYEE MANUAL 
 
TITLE:  VACATION 
 
NUMBER:  5090 
 
 

5090.10 Current paid vacation is based on completed years of service and is 
accrued at a rate of: 

 
0   - 2   years of service: 1.000 days/month 12.0 days/year 
3   - 6   years of service: 1.250 days/month 15.0 days/year 
7   - 11 years of service: 1.625 days/month 19.5 days/year 
12 - 15 years of service: 1.875 days/month 22.5 days/year 
16 - 25 years of service: 2.000 days/month 24.0 days/year 
26 + years of service:  2.080 days/month 25.0 days/year 
 

 5090.20 Not more than fifty- (50) days of vacation time may be accrued by 
the end of a calendar year (December 31st).  Vesting is capped at 50 days and accruing 
will not continue beyond 50 days. 
 
 5090.30 No vacation time will be credited to employee until satisfactory 
completion of required probationary period.  Time earned during that period will be 
available for use after successful completion of probationary period. 
 
 5090.40 Paid vacation time cannot be used in advance of earned credit. 
 
 5090.50 Vacation time cannot be extended by use of sick or accident leave 
time. 
 
 5090.60 Accrued vacation time will not be converted to monetary payment 
except upon retirement or termination of employment. 
 
 5090.70 Vacation can be taken in increments down to the quarter hour. 
 
 5090.80 No vacation time will be credited for periods of absence when on 
District Disability Leave, State Disability, leave of absence or non-approved time off. 



      

 
5090.90 Vacation time credits for a partial month worked shall be according 

to the following schedule: 
 
  5090.91 Worked less than 5 days, ½ month’s vacation credit will be 
prorated based on number of days worked. 
 
  5090.92 Worked 5 or more days but less than ½ the total number of 
working days in that month, the employee is entitled to ½ the normal vacation credit. 
 
  5090.93 Worked ½ or more of the total working days in the month, 
the employee is entitled to the normal vacation credit. 
 
 5090.100 Request for vacation time must be recorded on the District leave 
approval form (Appendice 5090-1), and approved by immediate supervisor in advance of 
time taken. 
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TITLE:  SICK OR ACCIDENT LEAVE 
 
NUMBER:  5100 
 
 
 5100.10 Current paid sick or accident leave is earned at the rate of one (1) 
day per each month worked. 
 
 5100.20 Not more than 120 days of sick or accident leave may be accrued. 
 
 5100.30 No sick or accident leave time will be credited to employee until 
satisfactory completion of required probationary period, at which time sick or accident 
leave days will then be credited retroactively to date of hire. 
 
 5100.40 If probationary period is not completed, accrued sick leave time 
will be forfeited. 
 
 5100.50 Paid sick or accident leave time cannot be converted to vacation 
time. 
 
 5100.60 Accrued sick or accident leave time cannot be converted to 
vacation time. 
 
 5100.70 Sick or accident leave is designed to allow employees time off for 
occasional personal illness.  It is not a severance pay plan.  Upon separation from the 
District, an employee will not be paid for accumulated sick leave.  Only those employees 
described in Employee Policy 5110, may convert accrued sick or accident leave to 
monetary payment.  Said conversion plan is not intended to discourage the prudent use of 
sick or accident leave. 
 
 5100.80 Sick or Accident leave may be taken in increments down to the 
quarter hour. 
 
 5100.90 Sick leave pay may not be granted unless the District Manager or 
immediate supervisor is notified prior to the beginning of the workday of such absence. 



      

 
 5100.100 Evidence, in the form of a physician’s treatment verification 
statement may be required for any absence during the time for which sick or accident 
leave was requested. 
 
 5100.110 Sick leave time may be used for employee medical and dental 
appointments during working hours. 
 
 5100.120 The District Manager or immediate supervisor may authorize an 
employee to be absent on sick leave for a period of time not to exceed six- (6) regularly 
scheduled working days for any one instance for such reasons as: 
 
  5100.121 To attend to the critical illness of a member of the 
immediate family where death appears imminent or a sick family member. 
 
  5100.122 Arranging for or attending a funeral of a member of the 
immediate family. 
 
 5100.130 For purposes of this section, immediate family shall mean Father, 
Mother, husband, wife, child, (including adopted child or step child), brother, sister, 
grandparents, Father-in-law or Mother-in-law. 
 
 5100.140 Overdrawn sick or accident time will be first charged against 
accrued vacation time; after vacation time has been expended, any extension of sick leave 
or accident leave will be without pay. 
 
 5100.150 District holidays, Saturdays and Sundays shall not be counted as 
any part of sick or accident leave time. 
 
 5100.160 Sick or accident leave credits for a partial month worked shall be 
approved according to the following schedule: 
 
  5100.161 Worked less than 5 days (accident leave credited), no sick 
leaved credited. 
  5100.162 Worked 5 or more days but less than ½ the total number of 
working days in that month, the employee is credited ½ the normal sick or accident leave. 
 
  5100.163 Worked ½ or more of the total working days in that month, 
normal sick or accident leave credited. 
 
 5100.170 Accrued sick or accident leave time may be used for a job related 
injury until disability has been established. 
 
 5100.180 No sick or accident leave will be credited for periods of absence 
when on District Disability Leave, State Disability, leave of absence or non-approved 
time off. 



      

 5100.190 Supervisors are responsible for controlling abuse of sick or 
accident leave privileges - according to the guidelines under “Disciplinary Action”, Series 
7000. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  SICK LEAVE CONVERSION 
 
NUMBER:  5110 
 
 5110.10 Upon service retirement, disability retirement, reduction in force, 
or death, an employee shall have the benefit of his/her accrued sick leave either in the 
form of a lump sum payment, or in the form of extended dental benefits, provided a fully 
executed sick leave conversion form is filed with the District within thirty (30) days from 
the date of separation from employment 
 

5110.20 Lump sum payment:  Sick leave conversion payment is based on 
the formula, (years of service and % of unused sick leave days paid): 

 
 5110.21 Less than five- (5) years of service = 0%  
 
 5110.22 Five- (5) years but less than ten- (10) = 10%  
 
 5110.23 Ten- (10) but less than fifteen- (15) = 30%  
 
 5110.24 Fifteen- (15) or more = 40%  
 

 5110.30 Maximum sick or accident leave accrual limited to 120 days. 
 
 5110.40 Upon service retirement, disability retirement, reduction in force, 
or death, an employee or the employee’s estate, shall be paid a portion of the employee’s 
unused sick leave at their prevailing hourly rate, up to a maximum of $7,500 as defined 
and according to the schedule listed below.   
  5110.41 Service retirement 
 
   5110.411 Selection of “Unmodified County Retirement Plan” 
or any of the optional retirement plans as established by the San Mateo County 
Employees’ Retirement Association. 
   5110.412 Retiree shall provide the San Mateo County 
Mosquito Abatement District with verification from the Administrator of the Board of 
Retirement that service retirement has been approved and adopted. 



      

  5110.42 Disability retirement 
 
   5110.421 Eligibility as established by the Board of Directors 
of the San Mateo County Employee’s Retirement Association. 
 
   5110.422 Retiree shall provide the San Mateo County 
Mosquito Abatement District with verification from the Administrator of the Board of 
Retirement that disability retirement has been approved and adopted. 
 
  5110.43 Reduction in force 
 
  5110.44 Upon death 
 
 5110.50 Continuation of Dental Insurance 
 
  5110.51 General.  Subject to the availability of such insurance a 
retired employee may elect to have the cash value of any accrued sick leave, as 
determined pursuant to subsections 5110.21-24 above, applied by the District toward 
his/her existing dental insurance plan, in order to extend coverage into retirement for as 
many weeks, months or years as such money will purchase from such dental insurance as 
is reasonably available to the District, based on premium rates as are from time to time 
available to the District;  provided, however, under no circumstance will District pay any 
contribution toward dental insurance premiums for any retired employee or his/her spouse 
or other dependents.  Provided further, that District’s administrative and secretarial costs 
of holding such moneys and processing such insurance and premium payments shall be 
paid through any interest accruing on such money, which interest the retired employee 
shall surrender in return for the service provided by the District. 
 
  5110.52 Limitations.  Such coverage will continue until said monies 
are expended or otherwise become unavailable for reasons beyond the District’s control, 
or until the retired employee dies, whichever shall occur first.  Upon the expenditure of 
all of said monies, the retired employee may continue coverage by remitting to the 
District, one month in advance of the premium due date, 100% of his/her premium cost 
for that period of coverage, for so many periods of coverage as he/she pays 100% of the 
premium in that fashion.  Upon written notification of the death of the retired employee 
or upon his/her withdrawal from the dental insurance continuation program, District shall 
no longer be responsible or liable for making dental insurance payments or otherwise 
procuring or providing dental benefits, and any remaining money shall be remitted to the 
employee’s spouse, beneficiary or heir. 
 
  5110.53 No Warranty as to Tax Consequences.  Employee 
understands that the cash value of his/her sick leave is taxable as ordinary income and the 
District make no representation, warranty or promise regarding the tax consequences of 
any retirement benefit. 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007
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 5120.10 There are thirteen and one-half (13-1/2) paid holidays per year at 
the employee’s regular rate of pay: 

 
 New Years Day    Labor Day 
 Martin Luther King, Jr.   Columbus Day 
 Lincoln’s Birthday    Veteran’s Day 
 Washington’s Birthday   Thanksgiving Day 
 Good Friday (1/2 day)    Day after Thanksgiving 

Memorial Day     Christmas Day 

Independence Day  Christmas Eve (or day after, 
depending on calendar) 

 
 5120.20 Where holidays fall on a weekend, the preceding or following day 
shall be credited as a holiday.  Where work needs warrant, time for holidays may be 
shifted to a more opportune date by prior agreement.  No holiday may be taken beyond 
the current calendar year.     
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007         
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TITLE:  JURY DUTY 
 
NUMBER:  5130 
 
 

5130.10 Jury duty is considered an excused absence.  An employee 
summoned for jury duty will receive regular rate of pay up to a maximum of 3 weeks 
during excused absences and shall be limited to time actually required for jury duty and 
necessary travel time.  Any fees received for jury duty will be reimbursed to the District, 
except those specifically allowed for mileage and expenses.  Jury duty leave will not be 
charged against vacation time.  District Manager can approve additional excused jury 
absence.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007 
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5140.10 District Manager may authorize a leave of absence without pay for 
an employee for a period not less than ten (10) or more than one hundred twenty (120) 
working days, if satisfactory distribution of the work load can be arranged. 

 
5140.20 Employee shall be responsible for making arrangements for 

continuance of insurance (medical, dental, and long term disability) since continuity of 
these programs may be affected by the leave of absence without pay.  Retirement 
contributions will be held in abeyance, as payment cannot be made on an individual basis, 
and vacation, sick and accident leave cannot accrue when on leave of absence without 
pay. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007

Commented [DM40]: Note for consideration....This is 25 
weeks and medical leave is up to 6 months which could also be w/o 
pay.    

Commented [DM41]: Does this mean that the employee will 
not pay towards retirement service credit while on leave without pay 
but credit will continue to accrue and employee will owe a larger 
sum later, or does this mean that employee will niether pay towards 
nor accrue employeer portion of retirement credits or dollars while 
on leave without pay?  
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 5150.10 The District shall comply with provisions of the federal Uniformed 
Services Employment and Reemployment Rights Act and the Military and Veterans Code 
of the State of California, and all other state and federal laws  which govern U.S. military 
leave of District employees in cases of ordered military duty and the time involved in 
going to and returning from that duty.  Special rules also govern members of the National 
Guard, as noted herein.  A District employee may be eligible for either military leave 
and/or temporary military leave under the following circumstances: 
 
 5150.20 Active Duty (military leave): If an employee has been in the 
District’s service for at least one year prior to the date such absence begins, he/she shall 
be entitled to take paid military leave for the first thirty (30) calendar days of any such 
absence, during any one fiscal year, for active duty. 
 
  5150.21 District employees on active duty are not entitled to sick or 
vacation leave accrual or paid holidays, unless in a paid leave status. 
 
  5150.22 National Guard members may take such paid military leave 
for active duty regardless of their length of public service.  For National Guard members 
only, District employees on active duty are entitled to vacation leave accrual and paid 
holidays for the first thirty (30) calendar days of active service. 
 
 5150.30 Training (temporary military leave lasting 180 calendar days or 
less):  If an employee, including any National Guard member, has been in the District’s 
service or a combined military and District service for at least one year immediately prior 
to the date such absence begins, he/she shall be entitled to take paid military leave for the 
first thirty (30) calendar days of any such absence, during any one fiscal year, for 
purposes of active military training, inactive duty training, encampment, naval cruises, 
special exercises, or like duty. 
 

Commented [DM42]: Need to update to incorporate recent 
legislative changes or, since this leave area has been changing so 
frequently, change to simply state something similar to, "The 
District will provide leave benefits to employees in the military, 
national guard, reserves, Coast Guard, or any other entity as defined 
in applicable state and federal laws."  



      

5150.31 Military reservists may be entitled to temporary military 
leave for any annual two-week training session (i.e., active duty training) up to the 
maximum of 30 calendar days per fiscal year. 
 

5150.32  Military reservists may not be entitled to temporary 
military leave for any inactive duty training (i.e., weekend drills).  Employees 
participating in any inactive duty training exercises during normal work week days will 
be required to utilize available vacation, compensation or personal leave hours.  Once all 
available leave hours are expended, the employee will be classified as leave without pay 
for military leave purposes only. 
 
  5150.33 District employees on temporary military leave are entitled 
to accrue vacation, sick leave and paid holiday for up to a maximum period of 180 days. 
 
 5150.40 Paid military leave or temporary military leave pay covers days 
when the employee would have been scheduled to work or scheduled for paid holiday 
leave had he/she not been on military leave.  In no event shall an employee be paid for 
time he/she would not have been scheduled to work during said military leave, including 
weekends.  After paid military leave has expended, employee may utilize any available 
vacation or compensatory time off to continue to receive all or part of his/her salary and 
benefits.  Once the employee expends all such leave, the employee is categorized as on 
leave without pay. 
 
  5150.41 For each employee on leave without pay; all benefits, paid 
holiday, and vacation and sick leave accruals will cease following the next pay period. 
 
  5150.42 For any employee who is on military leave 31 days or 
longer and in a leave without pay status, the employee will be eligible to continue District 
health and welfare benefits pursuant to COBRA and in accordance with the District’s 
policy applicable to all unpaid leaves of absence. 
 
  5150.43 For any employee who is absent for the purpose of either an 
examination to determine fitness of the person to perform military duty and /or 
performing funeral honors as a member of the Army National Guard, Air National Guard 
or the Ready Reserve, the employee shall be deemed to be on an unpaid leave of absence, 
unless the employee elects to utilize any available vacation or compensatory time off. 
 
 5150.50 Any employee ordered to duty must provide the District with a 
copy of the specific military order papers.  Examples of acceptable military orders are set 
forth in the Appendice 5150-1 and 5150-1a.  The military orders papers will be attached 
to leave forms and time logs.   
 
 5150.60 Any employee returning from ordered duty has an absolute right to 
be restored to his/her position or if abolished, a comparable position, with the same 
vacation, sick leave, and holiday privileges and the same rights and privileges to 
promotion, continuance in employment or reemployment that the employee would have 
enjoyed had he/she not been absent there from, including non-merit salary increases. 



      

 
  5150.61 After serving in time of war or national emergency, District 
employees returning from involuntary active duty must seek reinstatement within 6 
months after completing his/her military service. 

 
5150.62 District employees returning from military leave or 

temporary military leave for reasons other than time of war or national emergency, must 
report to the District according to the following schedule after completion of their 
military service: 

 
 5150.621 For military leave lasting more than 180 days, 

within 90 days. 
 
 5150.622 For military leave lasting between 31 and 180 days, 

within 14 days. 
 
 5150.623 For military leave lasting less than 31 days, no later 

than the next regular workday. 
 
5150.63 At the time of reinstatement, the employee will be treated 

as not having incurred a break in service. 
 
5150.64 The employee may chose to catch up on any missed 

retirement benefits by paying the owed employee contributions according to a schedule 
where payments are spread out for a period of up to 3 times the length of his/her military 
leave, but no more than 5 years. 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:     July 1, 2000 
Revised:  June 13, 2007 
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POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 
TITLE:  RETIREMENT 
 
NUMBER:  5160 
 
 

5160.10  Employee must participate in the San Mateo County Employees’ 
Retirement Association.  Both the employee and the employer make contributions to the 
Retirement Association.  For information concerning the operation of the system, refer to 
the current “Retirement System Information” booklet. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  June 13, 2007 
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TITLE:  CREDIT UNION 
 
NUMBER:  5170 
 
 
 5170.10 Credit Union privileges are available to employees, and to eligible 
family members, through either the San Mateo County Employees’ Credit Union or the 
Provident Central Credit Union.  Both lending and saving services are provided, with 
transactions usually by payroll deductions.  Participation is subject to Credit Union 
requirements. 
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EMPLOYEE MANUAL 
 
TITLE:  DEFERRED COMPENSATION 
 
NUMBER:  5180 
 
 
 5180.10 Employee may participate in the deferred compensation plans 
offered through the District upon satisfactory completion of the required probationary 
period, subject to the conditions set forth in the ”Employees Deferred Compensation 
Plan” on file. 
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NUMBER:  5190 
 
 
 5190.10 The District grants 16 personal leave hours, (2 work days) to each 
full-time employee at the beginning of each calendar year 
     

5190.20 Request for approval must be submitted to the District Manager or 
immediate supervisor on a District Leave Approval Form (See Appendice 5090-1) a 
minimum of twenty-four (24) hours in advance.   
 
 5190.30 Non-exempt employees may take personal leave in increments 
down to the quarter hour.   Exempt employees must take personal leave as a full day. 
 
 5190.40 Personal leave will be available to employees after three months of 
employment.  If employee does not complete the recommended probationary period, no 
payment for unused personal leave hours will be credited to employee upon leaving 
employment. 
  

5190.50 Unused personal leave hours will not be carried over to a new year. 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
Revised:  January 14, 2009 

Commented [DM43]: FLSA allows half-days as well.  Do you 
want to leave at a full day or allow 1/2 days?  
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POLICIES AND PROCEDURES 
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TITLE:  VISION INSURANCE 
 
 
NUMBER:  5200 
 

5200.10 Vision Services Plan (VSP) provides vision care for all regular 
Full-time employees.  Vision Insurance takes effect on the first day of the month 
following the employee’s successful completion of the required probationary period.     

 
5200.20 The District provides coverage for the primary enrollee and spouse 

as well as dependent children to age 19 and full-time students to age 23.  For additional 
information on the program benefits, refer to current pamphlet.  NOTE:  Increase 
premium costs are subject to provisions of the currently adopted “Memorandum of 
Understanding”. 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Issued:    Oct 31, 2001 
Revised:  June 13, 2007
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TITLE:  COMMUTE COST REIMBURSEMENT 
 
NUMBER:  5201 
  
 5201.10 The District will allow commute cost reimbursement to all regular 
Full-Time employees in an amount not to exceed $150.00 per month.  The expense 
reimbursement is a receipt-based reimbursement plan effective July 1, 2007.  This policy 
covers commuting to or from ones an employee’s primary residence of record only.  The 
approved list of commute costs is as follows: 
 

5201.101 Receipts for train fares to and from the Burlingame or 
Millbrae Station for the purposes of commuting to and from the District to report to work.  
Parking receipts associated with this type of commute are allowed.  Receipts for bus fare 
to and from train stations are allowed. 
 

5201. 102 Receipts for BART fares to and from the Millbrae Station 
for the purposes of commuting to and from the District to report to work.  Parking 
receipts associated with this type of commute are allowed.  Receipts for bus fare to and 
from BART stations are allowed. 

 
5201. 103 Receipts for bus fare to and from Burlingame or Millbrae 

stops for the purposes of commuting to and from the District to report to work.   
 

5201. 104 Receipts for gasoline reimbursement are not allowed. 
 

5201.20 The receipts must indicate the amount and date of the travel. 
 

5201.30 Reimbursements will be paid monthly, upon completion of a 
commute expense reconciliation form (Appendices 5201-1), available in the front office 
media center or the Finance Administrator’s office. 

 
Issued:  June 13, 2007 
Revised:  January 8, 2014  
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TITLE:  RETIRED EMPLOYEE BENEFITS 
 
NUMBER:  6000 
 
 
 6000.10 Once employees satisfy certain eligibility requirements as 
determined by the Board, retired employees will be monetarily compensated to offset the 
cost of health care insurance as specified in policy 6010.20. Retired employees shall be 
responsible to elect and purchase their own health coverage with this contribution 
payment. 
 

6000.20 The District makes no warranty as to tax consequences of retired 
employee benefits. 

 
 6000.30 Employees who have retired prior to June 2004 are bound by the 
memorandum of understanding dated June 15, 2004. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Issued:    November 13, 1990 
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EMPLOYEE MANUAL 
 
TITLE:  RETIRED EMPLOYEES HEALTH BENEFITS 
 
NUMBER:  6010 
 
 
 6010.10 For purposes of this section, retired employees are full-time regular 
employees who have either retired due to physical disability or qualified for retirement 
from active district employment under the requirements set forth in the current San Mateo 
County Employees’ Retirement Association pamphlet. 
 
 6010.20 The District shall make monetary contributions to retired 
employees for the purpose of continuation of health insurance.  The percentage of the 
benefit to be paid to the retired employee will be based on the following schedule:   
 
  6010.21 DISABILITY RETIREMENT WITH LESS THAN 
TEN- (10) YEARS OF SERVICE as outlined in the San Mateo County Employees’ 
Retirement Association pamphlet: 
 
   6010.211 Job connected, regardless of service, is 25% of the 
health care premium. 
 
   6010.212 Non-job connected, after five- (5) years of service is 
25% of the health care premium. 
 
  6010.22 EMPLOYMENT SERVICE OR DISABILITY 
RETIREMENT AFTER TEN- (10) YEARS OF SERVICE as outlined in the San 
Mateo County Employees’ Retirement Association pamphlet: 
 
   6010.221 Ten- (10) – Fifteen (15) years of service is 50% of 
the health care premium. 
 
   6010.222 Sixteen - (16) – Twenty (20) years of service is 75% 
of the health care premium. 



6010.223 Over twenty- (20) years of service is 100% of the health care 
premium. 

6010.30 The District contribution based on 6010.20 is as follows: 
 

6010.31 Retired employee less than sixty-five (65) years of age. 
 

6010.311 Contribution starts with the first month that the employee 
retires and continues until the retired employee reaches sixty-five (65) years of age or death, 
whichever comes first.  At age sixty-five, this phase of the retired employee health care benefit is 
concluded because the employee will enroll in Medicare and the District places the retired 
employee into a new phase of the District’s retired health care support which is outlined in Policy 
6010.32. 
 

6010.312 Contribution is based on an average of health care plans (3) 
for retired employees and available in San Francisco, San Mateo, or Alameda counties.  The 
contribution is determined by the District Policy Committee and is reviewed every two years. 

 
6010.313 The District Policy Committee determines the health care 

plans reviewed. 
 
  6010.32 Retired employee more than sixty-five (65) years of age: 
 

6010.321 Contribution starts when the employee reaches sixty-five 
(65) years of age and is eligible to enter the Medicare funded health care program and continues 
until the retired employees’ death. 
 

6010.322  The District contribution is determined by averaging three 
(3) Medicare Supplement Plans without prescription drug coverage.  Prescription drug coverage is 
provided in Policy 6020.  The contribution is determined by the District Policy Committee and is 
reviewed and adjusted, as necessary, every two years. 

 
6010.323 The District Policy Committee determines Health Care 

Supplemental plans to be reviewed. 
 

  6010.33 When the retired employee dies, the surviving spouse may receive 
the same contribution for four years following the retired employee’s death.   
   
 6010.40 All decisions as to the type of coverage to be provided to retired employees 
by the health plan carrier shall be made exclusively by and between the health plan carrier and the 
retired employee.  The District shall not assume any responsibility relating to, or resulting from, 
converted policies or serve as intermediary between the retired employee and the health plan 
carrier.  Changes in the health plan provisions, policies, rules, regulations, or changes in health 
plan carriers may affect any or all sections of these provisions in this Employee Manual. 
 

6010.50 The District makes no warranty as to tax consequences of retired employee 
benefits. 
 
 
 
Issued:    November 13, 1990 
Revised: June 13, 2007

Commented [DM44]: A consideration for this policy:  This 
comment will apply to the previous three levels of service as well.   
If an employee retires 1 month after their 20 year anniverary, 
technically they have more than 20 years of service. Would they be 
eligible for 100% at that time?  Does the increased % (in this case 
100%) kick in the day after the anniversary or 1 year later, at the 
next anniversary?  
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NUMBER:  6020 
 
 
 6020.10 For retired employees who are eligible under Policy 6010 of the Employee 
Manual, the District agrees to reimburse up to a maximum of five hundred dollars ($500) annually 
per employee, upon presentation of sufficient proof of actual cost of out of pocket expenditures 
for prescription drugs not covered under a health conversion plan at the time of retirement until 
the retired employee reaches 65 years of age.   
 

6020.20 When the retired employee reaches 65 years of age and is eligible to enter 
Medicare, the prescription drug coverage will increase to one thousand dollars ($1,000.00) 
annually per employee, upon presentation of sufficient proof of actual cost of out of pocket 
expenditures for prescription drugs not covered by the supplemental Medicare health plan. 
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 7000.10 The District maintains a progressive discipline policy to ensure a fair 
method of disciplining employees.  The progressive discipline policy is intended to give 
employees advance notice, whenever possible, of problems with their conduct or performance in 
order to provide them an opportunity to correct any problems.  Normally, progressive discipline 
involves verbal counseling, and one or more written warnings, before disciplinary action as 
defined in policies 7010-7030 below, are taken.  However, exceptions may occur whenever the 
District Manager deems that circumstances warrant that one or more steps in the process be 
omitted.  Accordingly, circumstances may sometimes warrant immediate discharge from service 
based on the egregious nature of an incident or behavior or safety risk to the District, its 
customers, contractors, officers, board members, or employees. 
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TITLE:  DISCIPLINARY ACTION DEFINED 
 
NUMBER:  7010 
 
 
 7010.10 As used in these personnel policies, “Disciplinary Action” shall mean 
written or verbal reprimands discharge, demotion, or suspension.  Written or verbal reprimands 
are not subject to appeal right. 
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NUMBER:  7020 
 
 
 7020.10 Rules outlining impermissible conduct of employees are necessary for the 
orderly operation of any business and for the benefit and protection of the rights and safety of all 
employees.  Examples of impermissible conduct that may lead to disciplinary action are identified 
below to promote understanding of what is considered unacceptable conduct.  However, it is 
impossible to provide a complete list of types of conduct that may result in disciplinary action.  
The following list, therefore, contains examples of conduct that may lead to imposing disciplinary 
action but is in no way an exhaustive list of all possible conduct, actions, or inactions that may 
lead to the imposition of disciplinary action. 
 
  7020.11 Fraud in securing appointment. 
 

7020.12 Inexcusable neglect of duty. 
 
  7020.13 Insubordination by refusal or willful failure to obey any lawful and 
reasonable order or directive made or given by any supervisor or officer. 
 
  7020.14 Dishonesty by any misuse or misappropriation or attempted misuse 
or misappropriation of District funds or District property, by the rendering of any false statement 
or report to the District or Supervisor, or by the willful omission to report information or to 
disclose facts which the duties of the position require to be reported or disclosed. 
 
  7020.15 Reporting to work under the influence of alcohol or restricted 
substances or drugs, or buying, selling, or using it such substances on District property or at a 
worksite.  Employees taking prescription or over-the-counter medication, which may affect the 
ability to perform, must advise their supervisor to determine whether the employee will be able to 
work. 
 
  7020.16 Failure to perform the duties of the position. 

7020.17 Unexcused absences or persistent absenteeism. 
 



  
   

 

  7020.18  Discourteous treatments or misconduct toward the public, 
contractors, officers, Board members, or other employees. 
 

 7020.19 Improper political activity as defined by state law. 
 

7020.20 Harassment as defined in this Employee Manual. 
 
7020.21 Physical fighting during work hours or on a worksite. 
 
7020.22 Carrying or using firearms or any other weapon on District 

property, on a District worksite, to District sanctioned event, or during working hours. 
 
7020.23 Violation of District safety rules or other failure to perform work in 

a safe manner. 
   
  7020.24 Misuse of District owned, leased, or borrowed property. 
 

7020.25 Violation of any of the provisions of this Employee Manual or other 
District rules and regulations. 

 
7020.26 Refusal to take or subscribe to any oath or affirmation, which is 

required by law in connection with his/her employment. 
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 7030.10 The District Manager may take disciplinary action against an employee for 
one or more of the causes specified in this Employee Manual by notifying the employee in writing 
of the violation. 
 
 7030.20 Written notice will be served on the employee and shall include: 
 
  7030.21 A statement of the nature of the disciplinary action. 
 
  7030.22 The effective date of the penalty. 
 
  7030.23 A statement of the causes thereof. 
 
  7030.24 A statement in ordinary and concise language of the acts or 
omissions upon which the causes are based. 
 
  7030.25 A statement advising the employee that files and records bearing on 
the matter are available for the employee’s inspection. 
 
  7030.26 A statement advising the employee of his/her right to respond, 
either orally or in writing to the District Manager. 
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 7040.10 Regular employees shall have the right to respond either orally or in 
writing, to the District Manager and have the response considered prior to the discipline being 
imposed.  Such a response must be made, if oral, or filed, if written, with the District office within 
five (5) working days after receipt of the written notice of the proposed disciplinary action.  
Failure to make a response within such period constitutes a waiver of the right to respond; 
however, a failure to respond shall not affect the employee’s right to appeal the disciplinary action 
 
 7040.20 Upon receipt of a timely response filed by the employee, whether oral or 
written, and after giving consideration to the response or upon expiration of the response period if 
the employee has not filed a response, the District Manager may dismiss the pending disciplinary 
action or proceed to imposet the original disciplinary action or modify disciplinary action by 
serving the employee with a written Order of Disciplinary Action. 
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 7050.10 Any regular employee shall have the right of appeal to the Board of 
Trustees, from any Order of Disciplinary Action.  Such appeal must be filed with the District 
office within ten (10) working days from the date the Order of Disciplinary Action is filed.  The 
employee will be provided a copy of the signed and dated “Right of Appeal” forms.  Failure to 
file an appeal within such period constitutes a waiver of the right of appeal.  The appeal must be 
in writing. 
 
 7050.20 The provisions concerning discipline in this Employee Manual shall not 
apply to reductions in force, reductions in pay, which are part of a general plan to reduce or adjust 
salaries and wages, temporary employees, or probationary employees 
 
 7050.30 Written or verbal reprimands are not subject to “Right of Appeal”. 
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 7060.10 The Board, or Committee of the Board, shall conduct a hearing on the 
appeal within twenty (20) days after receipt thereof.  The Board/Committee may continue the 
hearing either for the convenience of the Board/Committee or upon written application of the 
appellant for a period not to exceed an additional twenty (20) days from the receipt of the appeal.  
Written notice of the time and place of the hearing, and any continuance thereof, shall be given to 
the appellant.  Such hearings shall be conducted in accordance with the provisions of Section 
11513 of the Government Code, and the parties may submit all proper and pertinent evidence 
against or in support of the causes.  The hearing shall be closed except to necessary parties unless 
the employee requests, in writing, that the hearing be open to the general public.  The Board may 
elect to contract with an independent hearing officer to conduct the hearing.  The Board of 
Trustees or its designate will provide a written report to the employee of their findings and final 
decision. 
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 7070.10 The Board shall issue subpoenas for the appearance of witnesses for the 
appellant upon his/her written request and at the appellant’s cost.  The Board may require such 
costs to be prepaid and the same shall be limited to the fee and mileage of witnesses as set forth in 
Sections 11510, 68093, 68097 of the Government Code. 
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 7080 Failure of the appellant to appear at the hearing shall be deemed a withdrawal of 
his/her appeal and the action of the Board shall be final. 
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 7090.10 The Board may affirm, modify, modify with conclusions or revoke the 
Order of Disciplinary Action.  The decision of the Board shall be final for all purposes.   
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7100.10 In the event that any notice required by the provisions of this Section to be 
served upon the employee personally cannot be affected by reason of the employee being 
unavailable for such personal service, such notice may be served upon said employee by certified 
mail, postage prepaid, and deposited in the United States mail.  Such notice shall be effective and 
constitutes receipt by the employee upon the deposit in the United States Post Office. 
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TITLE:  HARASSMENT OF EMPLOYEES 
 
NUMBER:  8000 
 
 

 8000.10 San Mateo County Mosquito Abatement District is committed to a work 
environment where people treat one another with care and respect.  Consistent with these values, 
the District is committed to providing a work environment free of all forms of discrimination and 
harassment.  Harassment in any form, including actions, words, jokes or comments based on race, 
color, national origin, ancestry, disability, mental condition, marital status, sex, sexual orientation, 
or age, is prohibited.  Those subject to this policy include all employees, supervisors, managers, 
volunteers, and Trustees. 
 
Because the District is committed to a workplace free of harassment of any kind, the District’s 
policy sets a higher standard for behavior than is set by the law.  Under both federal and state law, 
illegal harassment occurs when it is based on a person’s protected class (race, color, religion, 
national origin, ancestry, disability, medical condition, marital status, sex, sexual orientation, or 
age) and the harassment reaches a level that is sufficiently severe or pervasive to alter a person’s 
working conditions.  However, the District’s policy against harassment covers all harassing and 
discriminatory behavior based on a person’s protected class whether or not it would be found to 
be illegal.  This policy reflects the District’s desire to maintain a work environment that is 
harmonious and productive.  Those found to have violated the District’s policy will be subject to 
corrective action, which is commensurate with the severity of the offense.   
 

 8000.20 Retaliation:  Retaliatory conduct exists when a person is subject to 
discipline, denied promotion, or is simply shunned as a result of bringing a complaint of 
harassment or participating in an investigation. 
 
Retaliation against a person bringing a complaint or against a person participating in an 
investigation of a complaint is strictly prohibited.  A person bringing a complaint of harassment or 
supporting a claim of harassment cannot be treated differently or punished in any way for bringing 
the complaint.  Those engaging in retaliatory behavior will be subject to discipline up to and 
including termination.            
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8010.10 Harassment on the basis of race, color, sexual preferences, national origin, 
religion, sex, physical handicap, age, pregnancy or status as a disabled veteran or veteran of 
foreign wars is unlawful harassment and will not be tolerated by the District.  This policy 
prohibits unlawful harassment in any form including verbal, physical, visual and sexual. 

 
 8010.11 Verbal Harassment may include, but is not limited to, vulgar 

remarks, implied or connotative meanings, jokes, threats of bodily harm, or any other form of 
physical contact on the basis enumerated above. 

 
 8010.12 Physical Harassment may include, but is not limited to, hitting, 

shoving, pushing, impeding or blocking movement, or any other form of physical contact on the 
basis enumerated above. 

 
 8010.13 Visual Harassment may include, but is not limited to, leering, 

making derogatory gestures, displaying of derogatory posters, cartoons, or drawings on the basis 
enumerated above. 

 
 8010.14 Sexual Harassment may include, but is not limited to, unwelcome 

sexual contact or the threat of sexual contact, continual or repeated abuse of a sexual nature 
including, but not limited to, graphic commentaries of the victim’s body, sexually degrading 
words used to describe the person, propositions of a sexual nature, or the display of sexually 
offensive pictures or objects, uninvited sexual teasing, jokes, remarks or questions or threats of 
insinuation that the lack of sexual submission will adversely affect the victim’s employment, 
wages or other conditions of the victim’s livelihood. 

 
8010.20 And behavior or action may constitute harassment if: 
 
 8010.21 Submission to the conduct is either an explicit or implicit term or 

condition of employment; or 
 



  
   

 

 8010.22 Submission to or rejection of the conduct is used as a basis for an 
employment decision (hiring, promotion or transfer) affecting the person rejecting or submitting 
to the conduct; or 
 
  8010.23 The conduct has the purpose or effect of substantially interfering 
with an affected person’s work performance, or creating an intimidating, hostile or offensive work 
environment. 
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 8020.10 All harassing behavior is considered misconduct and may subject an 
employee to disciplinary action including immediate discharge from service. 
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 8030.10 Any employee believing he/she is a victim of harassing behavior by a co-
worker, supervisor, vendor or member of the public should promptly notify and report the facts of 
the incident(s) and the names of the individual(s) involved to their immediate supervisor.  In the 
event the complaint involves the immediate supervisor, the employee shall report the incident(s) 
to the District Manager..  In the event the complaint involves the District Manager, the employee 
shall report the incident(s) to their immediate supervisor for escalation to the President of the 
Board of Trustees for appropriate action.  Employees who observe, hear, or learn of any 
harassment are asked to report any such harassment to the District Manager.  ALL complaints of 
harassment will be investigated.  Special privacy safeguards will be applied in handling 
harassment complaints. 
 
 8030.20 The employer will retain documentation of all allegations and 
investigations and will take appropriate corrective action including disciplinary action if justified, 
to remedy all violations of this policy.  Retaliation for reporting of harassing behavior is contrary 
to the law and will not be condoned. 
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 9000.10 Procedure is hereby established to permit systematic consideration of an 
individual employee grievance.  The object of this procedure is to resolve grievances as 
informally as possible and within the organization, unit, and level in which the grievance has 
arisen.  The grievance procedure is intended to assure a grieving employee the right to present 
his/her grievance without fear of disciplinary action or reprisal by his/her Supervisor or 
department head.  The grieving employee must observe the provisions and rules of the grievance 
procedure. 
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 9010.10 A grievance is a perceived injustice to or a violation of the individual 
employee’s rights, benefits, or privileges associated with conditions of employment.  It may 
include work assignments, disagreements between employees and supervisors, interpretation of 
policy, denial of salary increases, and problems over which the employee’s department has 
jurisdiction. 
 
 9010.20 Excluded from the grievance procedure are: 
 
  9010.21 Subjects involving the amendment or change of Board of Trustee’s 
resolutions or minute orders. 
 
  9010.22 Subjects involving managerial or budgetary concerns, which have 
other means of appeal. 
 
  9010.23 Appeals from disciplinary actions and harassment complaints as 
they are covered in other sections of this Employee Manual. 
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 9020.10 Any individual employee shall have the right to present a grievance.  If the 
grievance involves a group of employees or if a number of employees file separate grievances on 
the same matter, the grievance will be handled as a single grievance. 
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 9030.10 If an employee feels that he/she has a problem or grievance relating to 
his/her work situation he/she shall present the grievance to his/her immediate supervisor within 
ten  (10) working days from the occurrence, which gave rise to the problem.  The immediate 
supervisor shall meet with the employee(s) and discuss the problem in an effort to clarify the issue 
and to cooperatively work towards a settlement.  The immediate supervisor shall verbally present 
his decision.  If such discussion fails to resolve the matter the employee or group of employees 
and the supervisor should then discuss the problem with the District Manager within three (3) 
working days of the immediate supervisor’s decision.  Every effort should be made to find an 
acceptable solution by informal means at these levels. 
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 9040.10 If the problem is not settled through informal discussion, the employee may 
formally submit a grievance to the District Manager within five (5) working days of the informal 
discussion and the decision of the District Manager.  Such grievance shall be submitted in writing 
on the San Mateo County Mosquito Abatement District Grievance Form. 
 
 9040.20 The employee may request the assistance of another person of his/her 
choosing to represent him/her at the formal grievance procedure, or he/she may be represented by 
a recognized employee organization of which he/she is a member.  The employee and his/her 
representative may use a maximum of two hours work time in preparing the grievance form. 
 
  9040.21 First Level of Review 
 
   9040.211 If the decision of the District Manager does not dispose of 
the grievance, the employee may within five (5) working days deliver the original form to the 
District Manager for presentation to the Grievance Committee. 
 
  9040.22 Second Level of Review 
 
   9040.221 Provided the written statement of the Grievance Committee 
does not satisfactorily dispose of the grievance, the employee may, within three (3) working days 
after receipt of the Grievance Committee’s decision, appeal the decision to the Board by 
delivering the original form to the District Manager.  A letter of explanation must be submitted 
with the original form setting forth in detail the grounds of appeal.  The hearing shall be 
conducted during a regularly scheduled Board meeting.  The Board will record its decision on the 
grievance form at the earliest possible date.  The Board’s decision shall be final and binding.  The 
District Manager shall furnish a copy of the Board’s decision to the petitioning employee, 
Chairman of the Grievance Committee, and the immediate supervisor concerned. 
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9050.10 BASIC RULES FOR GRIEVANCES 
 

  9050.11 If an employee does not present his/her grievance, or does not 
appeal the decision rendered regarding his/her grievance within the prescribed time limits, the 
grievance shall be considered resolved. 
 
  9050.12 If a District representative does not render a decision to the 
employee within the time limits, the employee may, within five (5) working days thereafter, 
appeal to the next level in the procedure. 
 
  9050.13 If it is the judgment of any management representative that he/she 
does not have authority to resolve the grievance, he/she may refer the grievance to the next level 
in the procedure. 
 
  9050.14 The District Manager may temporarily suspend grievance 
processing on a Department-wide or District-wide basis in an emergency situation.  An individual 
employee or a recognized employee organization, which represents an employee having their 
grievance suspended, may appeal this decision to the Board. 
 
  9050.15 Upon written consent of both parties to a grievance, the time 
limitations at any level in the procedure may be extended. 
 
  9050.16 By mutual agreement, a grievance may revert to a prior level for 
reconsideration. 
 
  9050.17 Discharge, suspensions, and demotions should be appealed under 
Discipline Section 7040 of this Employee Manual. 
 

9050.18 Disciplinary action is not subject to grievance process. 
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