
 

POLICY COMMITTEE MEETING OF THE BOARD OF TRUSTEES 
September 13, 2017 

5:00 PM 
AGENDA 

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

• Robert Riechel, City of San Bruno    ____________ 
 

• Ed Degliantoni, City of San Mateo    ____________ 
 

• Donna Rutherford, City of East Palo Alto   ____________ 
 

• Carolyn Parker, City of Brisbane    ____________ 
 

• Kat Lion, City of Redwood City    ____________ 
 
 
 



 

4. PUBLIC COMMENTS AND ANNOUNCEMENTS. 
 

• This time is reserved for members of the public to address the Policy 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 (ten minutes where a translator is being used). 

 
5. REGULAR AGENDA 

A. Employee Manual Policy 4060 At-will Employees – Consider creating a new 
Policy defining at-will employees 
 

B. Employee Manual Policy 4010 Regular Full-Time Employees – Consider 
adding at-will employees to this policy to clarify that they are eligible for benefits 

 
C. Employee Manual Policy 4020 Regular Part-Time Employees – Consider 

adding at-will employees to this policy to clarify that they are eligible for benefits 
 

D. Employee Manual Policy 4050 Exempt Employees – Consider updating the 
policy to include the current titles of Laboratory Director, Finance Director 
Assistant Manager, and Public Health  Education and Outreach Officer as 
exempt employees and removing Vector Ecologist from this classification to bring 
the policy into line with current job titles 
 

E. Employee Manual Policy 7000 Progressive Discipline – Consider clarifying 
this policy to state that disciplinary rules and procedures do not apply to at-will 
employees 

 
F. Employee Manual Policy 2120 Performance Review – Consider removing 

wording regarding probationary period, as at-will employees do not have a 
probationary period 

 
G. Employee Manual Policy 3020 Overtime Policy – Consider updating the policy 

to including the Finance Director and Laboratory Director along with the 
Assistant Manager, and Public Health Education and Outreach Officer as exempt 
employees and removing Vector Ecologist from this classification to bring the 
policy into line with current job titles 
 

 6.   ADJOURNMENT 



 

Agenda Item #5A 

Addition of At-Will Employee Policy to Personnel Manual Policies 

 

BACKGROUND  

The Human Resources consultant and the Labor Attorney for the District have suggested 

changes to the Employee Manual, which would apply to new hires (those starting employment 

after September 1, 2017).  These changes would clarify that the Finance Director position is an 

“at will” position. This has been the understanding in the past but is not clearly stated in the 

Employee manual.  The District’s Labor Attorney, Janet Sommer, has suggested changes to the 

Employee Manual to clarify this issue and bring some related policies up to date.  The specific 

recommended change to the policy manual that is the addition of a new policy defining “at-will 

employees” (4060); 

Attachments 

Employee Manual Policy 4060 - New policy on at will employees 

1. 4060 track changes 

2. 4060 clean copy 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  AT-WILL EMPLOYEES 

 

NUMBER:  4060 
 

 

 4060.10 At-will employees are employees who are employed at the will of the 

District for an indefinite period. At-will employees may resign from the District at any time, with 

and without cause and may be terminated by the District, at any time, with or without cause and 

with or without notice.  

 

            4060.20 At-will full-time employees are employees who work forty (40) hours or 

more per week and are employed at the will of the District for an indefinite period. Except as 

otherwise specified in this Manual, at-will full time employees shall receive the benefits provided 

to regular full-time employees. 

 

             4060.30 At-will part-time employees are employees who work less than forty (40) 

hours per week and are employed at the will of the District for an indefinite period. At-will part-

time employees are eligible for all employee benefits outlined in these policies, on a prorated basis 

as allowed, pursuant to applicable law and applicable requirements of the benefits provider.  

Except as otherwise specified in this Manual, at-will part-time employees shall receive the benefits 

provided to regular part-time employees. 

 

            4060.40 At-will employees do not serve a probationary period. 

 

            4060.50 The disciplinary rules and procedures outlined in sections 7000-7100 of this 

Manual do not apply to at-will employees.  

 

 

 

 
 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  AT-WILL EMPLOYEES 

 

NUMBER:  4060 
 

 

 4060.10 At-will employees are employees who are employed at the will of the 

District for an indefinite period. At-will employees may resign from the District at any time, with 

and without cause and may be terminated by the District, at any time, with or without cause and 

with or without notice.  

 

            4060.20 At-will full-time employees are employees who work forty (40) hours or 

more per week and are employed at the will of the District for an indefinite period. Except as 

otherwise specified in this Manual, at-will full time employees shall receive the benefits provided 

to regular full-time employees. 

 

             4060.30 At-will part-time employees are employees who work less than forty (40) 

hours per week and are employed at the will of the District for an indefinite period. At-will part-

time employees are eligible for all employee benefits outlined in these policies, on a prorated basis 

as allowed, pursuant to applicable law and applicable requirements of the benefits provider.  

Except as otherwise specified in this Manual, at-will part-time employees shall receive the benefits 

provided to regular part-time employees. 

 

            4060.40 At-will employees do not serve a probationary period. 

 

            4060.50 The disciplinary rules and procedures outlined in sections 7000-7100 of this 

Manual do not apply to at-will employees.  

 
 



 

Agenda Item #5B 

Review of Changes to Employee Manual Policy 4010 Regular Full Time Employees 

 

BACKGROUND  

In conjunction with the addition of a policy with a general provision about “at-will employees” 

(4060), a policy change is recommended to clarify that the employee benefits available to regular 

full-time employees are also available to at-will full-time employees, subject to the District’s 

benefit providers’ policies and rules (4010 [regular full-time employees]).  Rather than revising 

each of the policy sections to add a reference to at-will employees, we revised Section 4010.10 to 

state that the benefits provided to regular full-time employees shall be provided to at-will full 

employees, except as otherwise specified in the Manual.  The same language is included in the 

new section 4060 defining at-will employees.  With this change, we will not need to revise each 

specific section (e.g.  5000 [benefit eligibility], 5020 [group dental], 5090 [vacation], 5200 

[vision insurance], 5201 [commute cost reimbursement], 6010 [retired employees’ health 

benefits]);  

Attachments 

Employee Manual Policy 4010 Regular Full Time Employees  

1. 4010 track changes 

2. 4010 clean copy 



 

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. Except as 

otherwise specified in this Manual, the benefits provided to regular full-time employees” shall be 

provided to “at-will full-time employees.” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:  June 13, 2007 
 



 

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. Except as 

otherwise specified in this Manual, the benefits provided to regular full-time employees” shall be 

provided to “at-will full-time employees.” 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:   
 



 

Agenda Item #5C 

Review of Changes to Employee Manual Policy 4020 Regular Part-Time Employees 

 

BACKGROUND  

In conjunction with the addition of a policy with a general provision about “at-will employees” 

(4060), a policy change is recommended to clarify that the employee benefits available to regular 

part-time employees are also available to at-will part-time employees, subject to the District’s 

benefit providers’ policies and rules (4020 [regular part-time employees]).  Rather than revising 

each of the policy sections to add a reference to at-will employees, we revised Section 4020.10 to 

state that the benefits provided to regular part-time employees shall be provided to at-will part-

time employees, except as otherwise specified in the Manual.  The same language is included in 

the new section 4060 defining at-will employees.  With this change, we will not need to revise 

each specific section (e.g.  5000 [benefit eligibility], 5020 [group dental], 5090 [vacation], 5200 

[vision insurance], 5201 [commute cost reimbursement], 6010 [retired employees’ health 

benefits]);  

Attachments 

Employee Manual Policy 4020 Regular Part-Time Employees 

1. 4020 track changes 

2. 4020 clean copy 



 

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 andallowed, pursuant to  applicable law and applicable requirements of 

the benefit providers. Except as otherwise specified in this Manual, the benefits provided to regular 

part-time employees shall be provided to at-will part-time employees. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:  June 13, 2007 



 

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 

allowed, pursuant to applicable law and applicable requirements of the benefit providers. Except 

as otherwise specified in this Manual, the benefits provided to regular part-time employees shall 

be provided to at-will part-time employees. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:   



 

Agenda Item #5D 

Review of Changes to Employee Manual Policy 4050 Exempt Employees 

 

BACKGROUND  

In conjunction with the addition of a policy with a general provision about “at-will employees” 

(4060), a policy change is recommended to specifically include “Finance Director”, “Laboratory 

Director” , Assistant Manager, and Public Health Education and Outreach Officer as exempt 

employees (4050 [exempt employees]) and removing “Vector Ecologist”.  This policy dates back 

to the time when the laboratory staff consisted of a single Vector Ecologist who was directed the 

lab.  Current Vector Ecologists work under the Laboratory Director, are now considered 

nonexempt and have been for several years.  The other positions were new since the last update 

of this policy. 

 

Attachments 

Employee Manual Policy 4050 Exempt Employees 

1. 4050 track changes 

2. 4050 clean copy 

 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  EXEMPT EMPLOYEES 

 

NUMBER:  4050 
 

 

 4050.10 This category includes all those employees who are classified by the Board 

as exempt from the overtime provisions of the Federal Fair Labor Standards Act.  Such employees 

include, but are not limited to, the District Manager, Assistant Manager, Finance Administrator 

and/or Director, Laboratory Director, Public Health Education and Outreach Officer, and Field 

Operations Supervisor., and Vector Ecologist. 
 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:  June 13, 2007          

  

 

 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  EXEMPT EMPLOYEES 

 

NUMBER:  4050 
 

 

 4050.10 This category includes those employees who are classified by the Board as 

exempt from the overtime provisions of the Federal Fair Labor Standards Act.  Such employees 

include, but are not limited to, the District Manager, Assistant Manager, Finance Administrator 

and/or Director, Laboratory Director, Public Health Education and Outreach Officer, and Field 

Operations Supervisor.. 
 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:              

 

 



 

Agenda Item #5E 

Review of Changes to Employee Manual Policy 7000 Progressive Discipline 

 

BACKGROUND  

In conjunction with the addition of a policy with a general provision about “at-will employees” 

(4060), a policy change is recommended to clarify that the disciplinary rules and procedures do 

not apply to at-will employees. (7000 [Progressive Discipline]); 

Attachments 

Employee Manual Policy 7000 Progressive Discipline 

1. 7000 track changes 

2. 7000 clean copy 

 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  PROGRESSIVE DISCIPLINE 

 

NUMBER:  7000 

 

 

 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. 

 

            7000.20 The progressive discipline policy and the related discipline rules and 

procedures provisions under Sections 7000-7100 do not apply to at-will employees.  

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:  June 13, 2007 

 

 

 

 

 
 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  PROGRESSIVE DISCIPLINE 

 

NUMBER:  7000 

 

 

 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. 

 

            7000.20 The progressive discipline policy and the related discipline rules and 

procedures provisions under Sections 7000-7100 do not apply to at-will employees.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:   



 

Agenda Item #5F 

Review of Changes to Employee Manual Policy 2120 Performance Review 

 

BACKGROUND  

In conjunction with the addition of a policy with a general provision about “at-will employees” 

(4060), slight changes are recommended to the policies for performance review (2120). Wording 

regarding the probationary period should be removed, as at-will employees do not have a 

probationary period; 

Attachments 

Employee Manual Policy 2120 Performance Review 

1. 2120 track changes 

2. 2120 clean copy 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  PERFORMANCE REVIEW 

 

NUMBER:  2120 

 

 

 2120.10 Employees will receive periodic performance reviews.  Your supervisor, 

will conduct the review and discuss it with you.  Your first performance evaluation will be after 

completion of your probationary period.  After that review, pPerformance 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 behavior 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. 
 

  

 

 

 

 

Issued:     November 13, 1990 

Revised:   June 13, 2007 

Reviewed: April 20, 2010 

 



 

POLICIES AND PROCEDURES 

EMPLOYEE MANUAL 
 

TITLE:  PERFORMANCE REVIEW 

 

NUMBER:  2120 

 

 

 2120.10 Employees will receive periodic performance reviews.  Your supervisor, 

will conduct the review and discuss it with you.  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, and your behavior 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. 
 

  

 

 

 

 

Issued:     November 13, 1990 

Revised:    

Reviewed:  



 

Agenda Item #5G 

Review of Changes to Employee Manual Policy 3020 Overtime Policy 

 

BACKGROUND  

In conjunction with the addition of a policy with a general provision about “at-will employees” 

(4060), a policy change is recommended to specifically include “Finance Director”, “Laboratory 

Director”, “Assistant Manager,” and “Public Health Education and Outreach Officer” as exempt 

employees (3020 [overtime policy]) and removing Vector Ecologist from this policy to update 

the current policy with current job titles and descriptions.  The position of Vector Ecologist was 

the only person in the Laboratory at the time this policy was last updated. 

 

Attachments 

Employee Manual Policy 3020 Overtime Policy 

1. 3020 track changes 

2. 3020 clean copy 



 

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 include, but not limited to, the District Manager, 

Finance Administrator and/or Director, Lab Director, Field Operations Supervisor, and Vector 

Ecologist. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:  June 13, 2007 

 



 

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 include, but not limited to, the District Manager, 

Finance Administrator and/or Director, Lab Director, Field Operations Supervisor, and Vector 

Ecologist. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Issued:    November 13, 1990 

Revised:   
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