RESOLUTION 2016-360

A RESOLUTION OF THE BOARD OF SOUTH SAN LUIS OBISPO
COUNTY SANITATION DISTRICT,
DENYING A GRIEVANCE BY MICHAEL ARIAS

WHEREAS, on September 9, 2016, Michael Arias filed a grievance appeal with
the Chair of the Board of Directors of South San Luis Obispo County Sanitation District;
and

WHEREAS, Mr. Arias contends that District policy or historical practices require
that an open, unfilled Operator III position at the Oceano Wastewater Treatment Plant be
filled without waiting for the District’s Personnel Policy Manual to be amended to adopt a
job description for Operator III; and

WHEREAS, as part of its regular meeting on October 19, 2016, the Board held a
closed hearing, received evidence from Mr. Arias and staff, and considered all evidence
pertaining to the grievance appeal pursuant to Section 5010 of its Personnel Policy Manual;
and

WHEREAS, the Board has received evidence that the District’s Personnel Policy
Manual provides for a recruitment when a position is open, but does not specify the timing
of the recruitment; and

WHEREAS, the Board has received no evidence of a policy or practice requiring
an open Operator III position to be filled at this time; and

WHEREAS, the Board wishes to issue its decision in writing, as required by
Section 5010 of the Personnel Policy Manual;

NOW, THEREFORE, IT IS HEREBY RESOLVED, that the Board of the
South San Luis Obispo County Sanitation District:

1. Hereby denies the grievance Michael Arias appealed to the Board on
September 9, 2016; and

2. Hereby adopts and incorporates by reference the findings and conclusions of
the District Administrator’s Response to Filed Grievance, Dated August 24,
2016, the Grievance Report prepared by Lara HR Services, dated September
5, 2016, and the Exhibits thereto; and

3. Further directs staff to update the Personnel Policy Manual within six (6)
months, including a review of all job descriptions. Upon Board adoption of
the updated Personnel Policy Manual, staff shall conduct a competitive
promotional process to fill the Operator I1I position currently authorized by the
Board; and

4. Authorizes and directs the District Administrator, or his/her designee, to take
all steps necessary to implement this resolution.

PASSED AND ADOPTED at a regular meeting of the South San Luis County
Sanitation District Board of Directors held this 19th day of October, 2016.
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SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT
Post Office Box 339 Oceano, California 93475-0339
1600 Aloha Oceano, California 93445-9735
Telephone (805) 489-6666 FAX (805) 489-2765
www.sslocsd.org

STAFF REPORT

Date: October 19, 2016
To: Board of Directors
From: Gerhardt Hubner, District Administrator

Subject: GRIEVANCES FILED BY DISTRICT OPERATORS MR. MICHAEL ARIAS AND
MR. MYCHAL JONES

RECOMMENDATION

1. Adopt a resolution resolving Michael Arias’ grievance; and
2. Adopt a resolution resolving Mychal Jones’ grievance.

BACKGROUND

A. Michael Arias’ Grievance (Attachment No. 1)

Michael Arias filed a written grievance form with the District Administrator on August 30, 2016.
This filing followed meetings with the District Administrator on August 4 and 23. This grievance,
and discussions that proceeded were an outcome of previous discussion(s) on the
recommendation to promote to Operator Ill prior to review and concurrence with the District
Administrator. These meetings received Mr. Arias’ concerns, comments and feedback; addressed
promotions in the context of organization needs; and included a comprehensive question-and-
answer session responding to the topic of promotion to Operator Ill. Mr. Arias also attended a
meeting in which the District Administrator explained that the employees would be included in the
process of updating the District's Personnel Policy Manual ("Manual"), which the District
Administrator was hoping to present for Board approval before the end of 2016.

In his grievance form, Mr. Arias stated there is an open, unfilled Operator Il position at the Oceano
Wastewater Treatment Plant. He believes this is inconsistent with policy and past practices;
however, Mr. Arias' grievance did not identify specific policy or past practices nor cite one or more
specific sections of the Personnel Policy Manual that were misapplied, or misinterpreted by the
District Administrator. A response from Plant Superintendent John Clemons states that Mr.
Clemons cannot provide the requested remedy.

The District Administrator responded in writing to Mr. Arias on September 7, 2016. His response
denied the grievance based on the District's Personnel Policy Manual (“Manual”), previous
meetings held with Mr. Arias, the District Administrator's independent judgment, and an attached
Grievance Report by Lara HR Services. The Grievance Report concludes, among other things,
that the requested remedy by Mr. Arias is inconsistent with current District policy, which does not
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require vacancies to be filled within a specified timeframe. In addition, the Grievance Report
documents there is no consistent historical promotion practice with regard to timing.

On September 9, 2016, Mr. Arias appealed in writing to the Chair of the District Board. Mr. Arias
stated that if the Manual is not clear, historical practices should be followed; in addition, the District
Administrator cannot alter policy by requiring an employee to wait for a position until policy is
altered. Mr. Arias’ appeal included his grievance form, response by the Plant Superintendent,
email clarification from the Superintendent, salary range chart from Resolution No.2016-340,
decision memo from the District Administrator, and appeal statement. It did not include the
Grievance Report from Lara HR Services.

B. Mychal Jones’ Grievance (Attachment No. 2)

Jerome Mychal Jones, Jr. filed a written grievance form with the District Administrator on August
30, 2016. This filing followed meetings with the District Administrator on August 4 and 23. This
grievance, and discussions that proceeded were an outcome of previous discussion(s) on the
recommendation to promote to Operator Il prior to review and concurrence with the District
Administrator. These meetings received Mr. Jones' concerns, comments and feedback;
addressed promotions in the context of organization needs; and included a comprehensive
question-and-answer session responding to the topic of promotion to Operator Iil. Mr. Jones also
attended a meeting in which the District Administrator explained that the employees would be
included in the process of updating the Manual, which the District Administrator was hoping to
present for Board approval before the end of 2016.

In an attachment to his grievance form, Mr. Jones stated that he has “fulfilled all requirements to
be a Grade Ill operator and should have been promoted to Grade Il operator.” He also states
that “[t]here are current policies and practices that outline the requirements to become a Grade
Il operator” and that he has fulfilled them. He requests he be promoted to Grade Ill operator in
advance of updates to the policy Manual. Mr. Jones does not cite one or more specific sections
of the Personnel Policy Manual that were misapplied, or misinterpreted by the District
Administrator. Responses from Plant Superintendent John Clemons 1) document meetings with
Messrs. Jones and Arias and District Administrator Hubner; and 2) state that Mr. Clemons cannot
provide the requested remedy.

The District Administrator responded in writing to Mr. Jones on September 7, 2016. His response
denied the grievance based on the District's Personnel Policy Manual, previous meetings held
with Mr. Jones, the District Administrator's independent judgment, and an attached Grievance
Report by Lara HR Services. The Grievance Report concludes, among other things, that the
requested remedy by Mr. Jones is inconsistent with current District policy, which does not require
vacancies to be filled within a specified timeframe, nor is there "automatic" promotion based on
certification. In addition, the Grievance Report documents there is no consistent historical
promotion practice with regard to timing.

On September 14, 2016, Mr. Jones appealed in writing to the Chair of the District Board. Mr.
Jones stated that his “promotion was put on indefinite hold by the District Administrator.” He also
stated 1) that previously a District employee had been appointed to Grade |l operator without a
competitive recruitment; and 2) he is the only qualified employee for Grade Ill operator because
the other qualified District employees have stated they either defer or are not interested in the
position. Mr. Jones’ appeal included a document titled “Grievance,” two responses by the Plant
Superintendent, email clarification from the Superintendent, decision memo from the District
Administrator, Grievance Report from Lara HR Services, and appeal statement.
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PROCEDURE
A._Steps to follow

The Board should:
1. Open a hearing;
2. Receive evidence. The Chair should limit the evidence to specifics outlined in the

policy issues below.

Close the hearing;

Retire to closed session and deliberate;

Return to open session and adopt a resolution resolving Michael Arias’ and Mychal
Jones’ grievances.

obhw

B. Analysis
Section 5010 of the Manual provides for grievances to be appealed to the Board when they are

against the District Administrator, and do not involve employee evaluations unless the District
Administrator prepared them. A grievance appeal must be in writing stating reasons, and be
accompanied by the original grievance and the Administrator's decision.

Paragraph |V.D of Section 5010 of the Manual sets out steps for the Board to follow when
reviewing a grievance:

1. The Board President schedules a hearing on the grievance and responses to it at a
regular monthly meeting;

2. The Board receives evidence on the issues; and

3. The Board issues a written decision.

The Board currently has two separate grievances before it for review. One grievance (Mr. Jones’)
seeks a promotion by means of appointment and the other (Mr. Arias’) seeks the immediate filling
of an employment position. Under Government Code Section 54957(b)(1), the Board may hold
a closed session “to consider the appointment...of a public employee.”

DISCUSSION
To assist the Board in deciding the merits of these Grievance appeals, the following Policy issues
and information are provided for consideration:

1. Is there an Operator |l position vacancy? Yes

In the District’'s approved Budget for Fiscal Year 2016-17, an Operator 11l vacancy exists.
Some of the funding for that allocated position is currently being used to staff one the
District's Operator Il employees.

2. Must the vacancy at the Operator Il level be filled now? No

The District's Personnel Policy Manual does not require an automatic position filling nor
that a vacancy be filled or promotion be granted within a specified time. Further all
operators are currently being compensated commensurate with assigned duties.

3. Should past practices be the guide or predictor of current practices?

“Past practice” is a legal term of art and has different legal meanings depending on
context. For the District, a “past practice” would be relevant to help the Board interpret
the words of an ambiguous policy, along with the history of the policy’s adoption and public
policy. [Coburn v. Sievert, 133 Cal.App.4'" 1483, 1496 (2005).]
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Past practice does not mean “the way we've done it before.” Instead, a past practice may
help to interpret a written rule that is ambiguous. However, the District's Manual clearly
and unambiguously states that recruitment is the proper method to accomplish
promotions. [Section 2020.] Therefore, no “past practice” is needed to help understand
Section 2020 of the Manual.

Finally, language in the Manual suggests that any ambiguity would need to be resolved
through an amendment adopted by the Board, not a past practice. Chapter 1, Section
1010 of the Manual states: “No oral statements or representations can, in any way, change
or alter the provisions of this manual.”

Is there an alternative to filling the vacancy now? Yes

District priorities are established and updated by the Board based upon past and present
Board direction, fiduciary and budget obligations (including staffing costs), and District
organization needs. The District Administrator, as part of his job duties, provides
recommendations to the Board and implements these priorities.

Filling the vacancy now would problematic for at least two reasons. Currently no Operator
Il job description exists (Operator Il is not part of the combined Operator job description)
within the Personnel Policy Manual. Therefore, if a promotion were to be granted with no
corresponding increase in duties or responsibilities it is hard to justify or rationalize how a
higher salary can just be given. Additionally, the update to the Personnel Policy Manual
was identified as a Board priority as far back as mid-2015, but never completed. The
update process is progressing under the current District Administrator, and all operator
job descriptions have already been identified for review and update as part of that process.
Developing an Operator Il job description will have an impact on the rest of the operator
job descriptions, and therefore will necessitate they all be updated at the same time, to
avoid confusion of duties, responsibilities and authority.

If a vacancy is to be filled, what are the proper steps and procedures?

Competitive recruitment is the standard industry human resource practice for all public
service agencies (federal, state, local and special district agencies) to promote fairness,
equity and prevent claims of discrimination. Competitive merit based recruitments ensure
that all qualified candidates have the opportunity to compete for a promotion or position
based upon their education, experience, and qualifications. There is no rationale nor any
evidence provided that these common human resource agency practices should not apply
to the District.

To avoid charges of favoritism, cronyism or nepotism, vacancies are filled using a
competitive recruitment process, similar to other what other public agencies employ.
Section 2020 of the Manual provides for a District recruitment process. The process
includes soliciting applications only when openings exist or are contemplated, and
following a District philosophy to promote from within. Appointments after recruitment are
to be made by the District Administrator after review of completed applications, submitted
materials, personal interviews and demonstrated ability.

Three current District employees potentially could apply for the existing Operator Il
vacancy. A recruitment process allows each employee the opportunity to decide to
participate in the recruitment or not.

How many Operators lil are legally required to operate a Grade Il rated wastewater
treatment plant such as the one at the South San Luis Obispo County Sanitation District?
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Per the State of California regulations and discharge permit issued by the Central Coast
Regional Water Quality Control, only one Grade |l Certified Operator is required for this
District. Prudent operational practices for redundancy would likely also include a backup
or additional Operator with a Grade 11l certificate. There is no requirement that an operator
with a Grade lll certificate hold a job title of Operator Ill. Currently the Plant Superintendent
holds a Grade IV Certificate, and four employees/Operators hold Grade llI Certifications.’
One employee resides in one of the Grade Ill positions, promoted in 2014. Research and
conversations with past employees into past District staffing levels indicates two Grade lli
Operators were sufficient to operate the District's wastewater treatment plant, similar to
today.

Options for the Board’s consideration today:

1. Sustain the determination of the District Administrator and deny the two Grievances
filed or;

2. Uphold the two Grievances filed; or

3. Direct the District Administrator in some other fashion as the Board sees appropriate.

ATTACHMENTS:

Appeal filed by Mr. Michael Arias, received September 9, 2016
Appeal filed by Mr. Mychal Jones, received September 14, 2016
Grievance Report by Lara HR Services, dated September 7, 2016
Exhibits to Grievance Report

AN

11t should be noted that District Operators are still eligible for future steps increases based upon
performance (and did receive step salary increases on August 6, 2016) and future Board approved cost of
living raises. Furthermore, both grievants continue to receive a 2.5 percent increase in base salary for
holding Grade Il Operator Certificates beyond what their current position require.
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CHAPTER EIGHT - APPENDICES EFFECTIVE: FEBRUARY 2005

CHAPTER EIGHT - APPENDICES

8000 - APPENDIX A Grievance Form

EMPLOYEE GRIEVANCE FORM

South San Luis Obispo County Sanitation District
Employee’s Name: Maon ﬁ&\ AT Date: ‘3!9"—/ ! b

Statement of grievance, including specific reference to any law, policy, rule, regulation
and/or instruction demand to be violated, misapplied or misinterpreted:
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SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT APPENDICES - 8000
EMPLOYEE POLICY AND PROCEDURE MANUAL
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Grievance Response

John Clemons
Sent:Friday, August 26, 2016 8:35 AM
To: Michael Arias; Mychal Jones

Gentlemen,

Please be advised that the dates on the Grievance Response Memos that | sent you are incorrect. The memos show a
date of August 23, 2016. | actually prepared and emailed those memos on August 25, 2016.

Regards,

John L. Clemons

Plant Superintendent/CPO

South San Luis Obispo County Sanitation District
1600 Aloha Place

Oceano, Ca. 93445

805-489-6670
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MEMORANDUM

Date: August 23, 2016
To: Operator Il M. Arias,
From: John Clemons, Plant Superintendent

Re: Formal Grievance Procedure

The purpose of this memo is to inform you that | have reviewed your
Employee Grievance Form. | regret that | cannot accommodate you
according to your requested remedy.

If you are not satisfied with this reply, according to the Grievance
Procedure in Section 5010 of the District’s Personnel Policy Manual,
you may proceed to the next step (Level Ill) of the Grievance Procedure.

Thank you for your patience in this matter. If you have any question
please feel free to contact me.
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2015-16 FISCAL YEAR

SALARY RANGE MONTHLY COMPENSATION

RESOLUTION 2016-340

1.5% COLA
FULL TIME EMPLOYEES
©
[7]
N
- @O
0 0O
£ E
Classifications 23 Step1 Step 2 Step 3 Step 4 Step 5
District Administrator 1 [Range To Be Determined
Plant Superintendent* 1 7885 8279 8693 9127 9584
2.5% stipend for cert above grade 8082 8486 8910 9356 9823
Shift Supervisor* 1 5452 5724 6010 6311 6626
2.5% stipend for cert above grade 5588 5867 6161 6469 6792
Plant Operator 3* 2 4841 5083 5337 5604 5884
2.5% stipend for cert above grade 4962 5210 5470 5744 6031
Senior Maintenance Mechanic 0 4704 4939 5186 5445 5717
Lead Operator* 0 4492 4717 4953 5201 5461
2.5% stipend for cert above grade 4605 4835 5077 5331 5597
Lab Tech/Operator* 1 4492 4717 4953 5201 5461
2.5% stipend for cert above grade 4605 4835 5077 5331 5597
Plant Operator 2* 3 4365 4583 4812 5052 5305
2.5% stipend for cert above grade 4474 4697 4932 5179 5438
Plant Operator 1* 0 4053 4256 4468 4692 4926
2.5% stipend for cert above grade 4154 4362 4580 4809 5049
|Operator In Training Intern 1 3663 3846 4039 4241 4453
Maintenance Assistant 0 3663 3846 4039 4241 4453
Bookkeeper/Secretary 1 3975 4173 4382 4601 4831
11

*Higher Operator Grade Program 2.5%
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SOUTH SAN LUIS OBISPO COUNTY

SANITATION DISTRICT

1600 Aloha Oceano, California 93445-9735
Telephone (805) 489-6666 FAX (805) 489-2765

Date: September 7, 2016

To: Michael Aries, Operator It

From: Gerhardt Hubner, District Administrator &z m/

Subject: RESPONSE TO FILED GRIEVANCE, DATED AUGUST 24, 2016

| am in receipt of your Grievance submitted to me via email on August 30, 2016. | have reviewed
it, and the response you forwarded to me from your supervisor. | have also reviewed the attached
Grievance Report, dated September 5, 2016, prepared by Ms. Alicia Lara, Lara HR Services, and
policies and procedures set forth in the District's Personnel Policy Manual. Based upon my review
of this Report, the previous meetings held with you, the District's Personnel Policy Manual, and
my own independent judgement, | am denying your Grievance.

Attachment — Grievance Report, dated September 5, 2016 by Alicia Lara, Lara HR Services

D Seractd WhE Cespive Septembver T 301k

il
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Dear Mr. Shoals,

This statement is a required component of the formal grievance policy as
outlined in the South San Luis Obispo County Sanitation District Personnel Policy
Manual. There is a deadline of five business days from the time that | received
written response from the District Administrator. | will be submitting the required
documents via e-mail so that the deadline is effectively met. If you wish to meet in
person to discuss this issue | believe it may offer further clarification beyond what
the written documents illustrate.

My reason to continue with this process is that the grievance itself is directed
at the District Administrator. He has decided to hold his position in the matter.
There are two primary points to my argument, one is that if the Personnel Policy is
not clear, normal business practices would dictate that previous historical
practices should be followed. Several current members of the staff were promoted
in this fashion. Two, if the District Administrator does not feel that guidelines are
properly outlined in the Personnel Policy and he does not wish to follow historical
practices (established long before John Clemons tenure) then he is taking it upon
himself to alter policy. His personal opinion is that the policy is not clear enough so
he is willing to let a qualified employee wait for the position to be filled while he
makes changes to policy. | believe from a legal standpoint past practices offer a
very valid argument. | do not believe that this decision reflects the Personnel
Policy or past practices. Please ask yourself a simple question when considering
this matter : Would this have escalated to a grievance if not for the District
Administrator?

Thank you for your time and consideration,

Respectfully,

Michael Arias
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CHAPTER EIGHT - APPENDICES EFFECTIVE: FEBRUARY 2005

CHAPTER EIGHT - APPENDICES

8000 - APPENDIX A Grievance Form

EMPLOYEE GRIEVANCE FORM

South San Luis Obispo County Sanitation District

Date; ‘Z/'U-I ’“‘

Employee’s Name:_Jecowne H\;.e-\m\ “Sines Jr

Statement of grievance, including specific reference to any law, policy, rule, regulation
and/or instruction demand to be violated, misapplied or misinterpreted:

¥ Sec alladned

Circumstances involved:
£ See adlacme &

Decision rendered by the informal conference:

& Sec oMol ed

Specific remedy sought:
¥ See, CLL\«LLZé

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
EMPLOYEE POLICY AND PROCEDURE MANUAL

APPENDICES - 8000
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Grievance

This statement of grievance concerns an unfair labor practice. [, Jerome Mychal Jones Jr,
received and excellent performance evaluation on July 29", 2016 by the District's Chief Plant
Operator, John L. Clemons III, with a recommendation to be promoted to a Grade III level
operator for the district. Based on current District policies and practices it is evident I have
fulfilled all requirements to be a Grade III operator and should have been promoted to Grade III
operator. This belief was further supported by my term as interim Shift Supervisor from
February 2016 to August 2016. On August 4™, 2016 my promotion was put on indefinite hold by
District Administrator, Gerhardt Hubner. The reasons for postponing my promotion were not
clearly defined nor justified under current District Personnel Policy and practices.

There are current policies and practices that outline the requirements to become a Grade 111
operator. I worked hard to fulfill and meet these requirements. Furthermore, I exceeded those
requirements by acting as interim Shift Supervisor for a six month period. Then I received an
excellent evaluation that included a recommendation to be promoted to a Grade III operator. My
coworker, Michael J. Arias, also received a recommendation for a Grade III operator promotion.
As of August 2016, Mr. Arias accepted the position as interim Shift Supervisor thereby leaving
one Grade III operator position unfilled. My expectation was to fill that open position. Based on
my qualifications, recommendation, and current District practices, I should be a Grade 111
operator. The District Administrator, Gerhardt Hubner, informed me on August 4™, 2016 that my
promotion was put on indefinite hold until such time that he and the District's human resources
representative propose a new District Personnel Policy.

On August 23™, 2016 there was an informal conference with District Administrator, Gerhardt
Hubner, and fellow operator, Michael J. Arias. It was stated by Mr. Hubner that the reason my
promotion was put on hold was because he and the District's human resources representative
were making undefined changes to the current amended District Personnel Policy and that I am
to wait until those undefined changes are made by an undetermined time.

Under current District policies and practices, I would like to be promoted to a Grade II1 operator
as rccommended by Chief Plant Operator, John L. Clemons III, on July 29, 2016.

Lo/ V]

3. qunk‘ T Sovwe §
9/24/ie
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LARA HR SERVICES

September 7, 2016

Gerhardt Hubner, District Administrator

South San Luis Obispo County Sanitation District
1600 Aloha Place

Oceano, CA 93445

RE: Response to Grievances dated August 24, 2016 from Mychal Jones and Michael
Arias, Filed With District Administrator on August 30, 2016

The attached report includes research information that you'd asked me provide to you
on August 1, 2016 after you learned that the Plant Superintendent had included a
written recommendation on a performance evaluation to promote an Operator |l to
Operator Ill. As stated in the report, we met at least twice to discuss my findings; the
meetings included the Plant Superintendent.

After you received the above-mentioned grievances of August 30, 2016, you asked that

| provide you with a report of my initial research and findings relative to the District's
promotion process, and that | review the grievances and provide a report.

ALICIA LARA, Consultant
Lara HR Services

Attachment: Grievance Report Jones/Arias Dated September 5, 2016

LARA HR SERVICES <P O BOX 2052 « PISMO BEACH, CA 93448
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SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT

GRIEVANCE REPORT

GRIEVANCE FILED BY
JEROME MYCHAL JONES, JR, OPERATORII

Dated AUGUST 24, 2016

AND

GRIEVANCE FILED BY
MICHAEL ARIAS, OPERATOR I

Dated AUGUST 24, 2016

Report By
ALICIA LARA, CONSULTANT

SEPTEMBER 7, 2016

LARA HR SERVICES P O BOX 2052 * PISMO BEACH, CA 93448
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THE GRIEVANCES:

On the afternoon of August 30, 2016, Gerhardt Hubner, District Administrator received two
separate formal grievances, both dated August 24, 2016, filed under SSLOCSD Personnel
Policy Manual Section 5010; both grievances were filed on District Employee Grievance
Forms as attachments to emails. The District Administrator has five (5) working days to
respond to a grievance.

Each employee is independently grieving District Administrator Hubner's decision to not
immediately promote a qualified candidate to the vacant Operator Il position. There are
currently two "vacancies" within the District, one in the classification of Operator Ill, and the
other in the classification of Shift Supervisor. However, the District is fully staffed through
assignments to lower level classifications.

The grievances allege the District Administrator misapplied or misinterpreted (or changed)
the District policy (Personnel Policy Manual), and/or failed to follow an established past
practice.

Through this process, it was determined there is no Board approved current District job
description for Operator lll, and no rule, policy, or regulation that requires promotion upon
attainment of a Grade lll certificate.

The first grievance dated August 24, 2016 is from Mychal Jones, Operator |l. The remedy
Mr. Jones is seeking is as follows; "Under current District policies and practices, | would
like to be promoted to a Grade Il operator as recommended by Chief Plant Operator, John
L. Clemons lll, on July 29, 2016."

The second grievance dated August 24, 2016 is from Michael Arias, Operator |l. The
remedy Mr. Arias is seeking is as follows; "I feel the appropriate remedy to this situation
would be to fill the Operator Il slot/position with a currently qualified staff member."

John Clemons, Plant Superintendent recommended (in each employee's respective written
performance evaluation) that both employees be promoted to the Operator lll.

Prior to the grievances being filed, for a number of reasons discussed below, the District
Administrator did not approve the promotion for Mr. Jones; nor did he approved opening a
promotional recruitment process as requested by Mr. Arias.

BACKGROUND - STAFF AUTHORITY:
Gerhardt Hubner — District Administrator Hired April 18, 2016
John Clemons - Plant Superintendent Hired May 3, 2013

District Administrator: Pursuant to the job description adopted by the Board of Directors on
September 25, 2015 by Resolution 2015-335, the District Administrator "Acts as appointing
authority consistent with District Personnel Policy as established by the Board of Directors,
relative to employee appointment, supervision, training, evaluation, discipline, dismissal,
and resolution of grievances." The District Administrator's authority is further defined
through the Board of Directors By-Laws last amended March 2, 2016 under Section 8 and

Grievance Report September 7, 2016 Page 1 of 15
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Section 9.4, and the incumbent's employment contract Sections 2.A.2 and 2.A.4, approved
April 20, 2016 by Resolution 2016-343.

Plant Superintendent: The Plant Superintendent may make recommendations to the
District Administrator regarding various personnel actions, or at times, may take
independent action as delegated by the District Administrator. Pursuant to the Plant
Superintendent job description, the "...Plant Superintendent receives general direction
from the contract District Manager..."' Once the District Administrator approves a
recommended personnel action, he/she may delegate authority to the Plant
Superintendent to discuss it with the employee.

Consultant: The Board of Directors approved a contract for my consulting services (Lara
HR Services) on November 5, 2014. Per the contract, the District Administrator serves as
the District designated representative, and authorizes services, typically on a project basis.
As an impartial independent consultant my work is not "supervised" by the District
Administrator; rather, | serve in an advisory role as requested, specific to human resources
matters. Therefore, | do not oversee all personnel actions, including day-to-day operational
issues related to staffing of the District.

The District Budget: The Board of Directors approves an annual District Budget in June for
the subsequent fiscal year. The Budget is the driving document that gives staff authority to
take necessary action toward meeting District priorities and goals. As stewards of public
funds, staff administration must consider operational decisions and the effect they may
have on the budget, and strive to "live within" the allocations as approved by the Board of
Directors. Budget preparation therefore is a critical role for administrative staff. The budget
line items for salaries are based on the numbers of allocations as listed in the Salary
Schedule. When unexpected events occur that have an effect on approved funding,
budget adjustments may be proposed by the District Administrator to the Board of
Directors.

Salary Schedule/Authorized Positions: District staffing levels (funded allocations) are
typically publicized on a Salary Schedule, which is included in the annual District Budget
process. However, from time to time, mid-year adjustment recommendations may include
changes to staffing levels. The Salary Schedule gives staff the authority to fill vacancies
based on the allocations as approved by the Board of Directors; and while the appointing
authority is often given latitude to hire into a lower classification than allocated, there is no
authority for the District Administrator to appoint staff into a classification with a higher
salary range than allocated by the Board of Directors.

District Personnel Policy Manual: The District Personnel Policy Manual as adopted by the
Board of Directors, is the document that determines the manner in which matters of District
business are to be conducted, including the selection process and appointment of District
staff. The District's Personnel Policy Manual was last adopted in full in February 2005 by

! The Plant Superintendent job description was last updated in March 2015 by Resolution 2015-326, under a
part-time District Manager. The job description will be reviewed as part of the Personnel Policy Manual
review, to ensure the duties and responsibilities reflect current District authorities under a full-time District
Administrator.
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Resolution 2005-220. Changes may be adopted by resolution and "No oral statements or
representations can, in any way, change or alter the provisions of this manual."?

In order to affect proposed changes, after an announcement of changes "...through
standard communication channels (for example, employee meetings and Manager
Communications)..." any policy amendments to the Personnel Policy Manual "...shall first
be introduced at one meeting of the Board of Directors, at which meeting the Board may
provide direction to staff on the proposed modifications or deletions after receiving public
comment. The proposed modifications or deletions shall then, at a second meeting of the
Board of Directors, be presented for final adoption." Since February 2005 a number of
changes were recommended by the District Administrator and adopted through a
resolution approved by the Board of Directors.

The Personnel Policy Manual is currently under review for possible updates. Until the
review process is completed and the Board of Directors adopts any recommended
changes as submitted by the District Administrator, staff must follow the policies within the
Personnel Policy Manual as they now stand. However, if any policy or portion of a policy
contained within the District personnel policies is in conflict with rules, regulations or
legislation having authority over the SSLOCSD, said rules, regulations, or legislation shall
prevail.

Personnel Policy Manual Section 5010 — Grievance Procedure, Section 4.A allows for an
informal grievance process (Level |) in an attempt to resolve the matter. Section 4.B is the
next step (Level II) wherein the employee presents evidence in writing using the District
Employee Grievance Form, to his’/her immediate supervisor. "The Supervisor will then
provide the employee with a written reply. If the reply is not satisfactory, the employee then
proceeds to the next step." Under Section 4.C (Level lll) the employee must present
his/her grievance to the District Administrator in written form (the same Employee
Grievance Form previously used in Level Il). Section 4.C states in part, "The [employee]
statement shall include the following:
l. A concise statement of the grievance including specific reference to
any law, policy, rule, regulation and/or instruction deemed to be
violated, misapplied or misinterpreted;
Il The circumstances involved;
. The decision rendered by the immediate supervisor at Level Ii;
IV.  The specific remedy sought.”

Neither grievance as presented from Mr. Jones or Mr. Arias cites the specific reference to
any law, policy, rule, regulation and/or instruction deemed to be violated, misapplied or
misinterpreted. Rather, the employee statements in the grievances refer to "current District
policies" and "current policy and past practices" without specific examples of which policies
or past practices are being referenced.

PLANT SUPERINTENDENT'S RECOMMENDATION:

2 personnel Policy Manual Section 1010 — Policy Amendments.
3 personnel Policy Manual Section 1010 — Policy Amendments
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July 29, 2016 — The Plant Superintendent provided Mr. Jones with a written performance
evaluation dated July 29, 2016. At the end of the evaluation in his comments, the Plant
Superintendent stated, "I recommend that he be advanced to Grade Ill Operator at Step
one effective February 2, 2016." The employee and the Plant Superintendent signed the
performance evaluation. Both signatures are dated July 29, 2016. There is no signature
from the District Administrator.

August 1, 2016 - The District Administrator asked me to review the Plant
Superintendent's recommendation to promote an Operator |l to the classification of
Operator lll. The Plant Superintendent had presented the District Administrator with
several completed (hard copy) performance evaluations, one of which was for Mr. Jones.
The first the District Administrator knew of the Plant Superintendent's recommendation to
fill the Operator Il vacancy, is when the Plant Superintendent presented him with Mr.
Jones' completed performance evaluation for his (District Administrator's) review and
approval. The District Administrator had a number of concerns.

e The Plant Superintendent made a recommendation to fill a vacancy without
first seeking authorization from the District Administrator as the appointing
authority, to fill the vacancy;

e the Plant Superintendent made a recommendation in a performance
evaluation for a promotion, and in the District Administrator's experience
promotional recommendations are done in a separate process, outside of the
performance evaluation process;

e the Plant Superintendent's statement created an expectation for the
employee that he would be promoted;

e the Plant Superintendent made a recommendation to promote one individual
to fill a "vacant Operator Ill position" backdated to February 1, 2016; and
backdating a promotion will create classification "seniority" rights, which is
not a typical public sector standard;

e at least three employees are qualified to fill the Operator Il vacancy,
therefore there should be a formal promotional process;

o the Diftrict Administrator wanted to review staffing levels to support District
needs

e there was no Employee Roster, which clearly stated the authorized
allocations, and the status of employees within each classification.

August 2, 2016 — The Plant Superintendent provided a completed evaluation for Mr. Arias
to the District Administrator via email. Within the performance evaluation for Mr. Arias
dated August 2, 2016, the Plant Superintendent stated, "I recommend that he be advanced
to the Grade Il Operator, Step 1 position.®

4 Mr. Hubner was appointed effective April 18, 2016. Within three and one half weeks, he had to complete a
proposed draft District Budget document for fiscal year 2016-17 for presentation on May 18, 2016 to the
Board of Directors. The draft budget was already in progress under the direction of Mr. Clemons, who was
serving as Interim District Administrator since September 2015. Mr. Hubner relied on Mr. Clemons to develop
a number of programs within the budget, including staffing levels.

5 With the 2016-17 Fiscal Year Budget, recommendations were made to change Salary Schedule
classification steps from 1-5 to A-E, to avoid confusion with classification level titles, and Grade certificate
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STAFFING LEVELS:

The classifications that have job descriptions established in the Personnel Policy Manual
are, District Administrator, Plant Superintendent, Shift Supervisor, Plant Operator,
Electrical/Mechanical Technician, Senior Maintenance Mechanic, Laboratory Technician,
Bookkeeper/Secretary, Operator-in-Training, Maintenance Assistant and Lead Operator.
The current funded allocations are authorized by the Board through the 2016/17 Fiscal
Year Budget Salary Schedule as adopted by Resolution 2016-349.

The only two established job descriptions in the Personnel Policy Manual that require a
Grade lll certificate are Plant Superintendent, and Shift Supervisor.

In order to for the District Administrator to consider a promotional process, the job
requirements must first be clearly defined in a job description approved by the Board of
Directors as part the Personnel Policy Manual.

Based on the employee roster provided by the Bookkeeper/Secretary on August 2, 2016,
the District is fully staffed. However, at least three operators are appointed to a
classification level less than the Board approved allocated classification level. In addition a
total of four employees possess a Grade |l certification;® three of those employees are not
currently classified as an Operator Iil.

Mr. Jones and Mr. Arias are both appointed in the classification of Operator II.” Both
employees possess a Grade |ll Wastewater Treatment Plant Operators Certificate issued
by the State Water Resources Control Board (11/2015 and 07/2016 respectively) and are
receiving the 2.5% stipend.® is appointed to the classification of Lab
Technician/Operator (which requires a Grade Il certificate) and possesses a Grade |l
Wastewater Treatment Plant Operators Certificate issued by the State Water Resources
Control Board (07/2015). i is also receiving the 2.5% stipend.

FACTUAL FINDINGS:
On July 29, 2016 the Plant Superintendent completed a performance evaluation for Mr.
Jones. He then provided it to the District Administrator.

levels. Therefore, the reference to "Step one (1)" is equivalent to "Step A" in all classifications including
Operator ll1.

® The job description for Plant Superintendent requires a Grade |l certificate; Mr. Clemons possesses a
Grade IV certificate; therefore he is receiving the 2.5% stipend for a higher Grade certificate.

During conversations regarding the Personnel Policy Manual update, it was determined that the job
descriptions need to be updated to clarify classifications titles, and to provide consistency in use of titles. The
job description in the Personnel Policy Manual for operators is titled Plant Operator, and includes
requirements for an operator with a Grade | or a Grade Il certificate — there is no requirement for a Grade Il
certificate. The Salary Schedule refers to Operator | and Operator Il instead of Plant Operator.

® The District has a program to provide a 2.5% stipend for those operators who possess a grade certificate
above that which is required for their regularly assigned position. Pursuant to the Plant Operator job
description, there is a requirement for "...a Grade Il Wastewater Treatment Plant Operator's Certificate
issued by the State Water Resources Control Board. [The] District will consider those applicants who
possess a Grade | Certificate, and can demonstrate their ability to obtain a Grade Il within one year of date of
hire." Therefore, an Operator I, in possession of a Grade Il certification is recognized through the 2.5%
stipend.
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On August 1, 2016, the District Administrator asked me to review the District Personnel
Policy Manual with regard promotions and the Plant Superintendent's recommendation for
a promotion for Mr. Jones from Operator Il to the vacant Operator Ill.

On August 2, 2016, the District Administrator received a second performance evaluation
from the Plant Superintendent with the same promotional recommendation for Mr. Arias to
Operator lll.

The District Administrator was not aware of the Plant Superintendent's intent to
recommend the promotions, until he (the District Administrator) received the performance
evaluation.

My analysis and review of the District Personnel Policy Manual promotional process
included both recommendations and current staffing levels.

Due to the Plant Superintendent having made a recommendation for two promotions to
Operator Ill, it was not clear which vacancies existed and which employees were
appointed to which classification or in an acting capacity. To assist with my review, on
August 1, 2016 Amy Simpson, Bookkeeper/Secretary was tasked to develop an employee
roster spreadsheet for comparison to the allocated positions in the Salary Schedule, and it
was completed on August 2, 2016.

When compared to the allocations in the Salary Schedule, the employee roster indicated
there was one vacancy for Operator Ill, and one vacancy for Shift Supervisor. At the
subsequent meetings referenced below, the Plant Superintendent stated his
recommendation included using both vacancies to appoint two individuals to Operator III.
He also stated there were only two qualified individuals interested in promoting. See
discussion below with regard to this portion of his recommendation.

The Personnel Policy Manual, and other documents provided, including the Employee
Roster were reviewed by me. My analysis determined an Operator Il vacancy must be
filled through a promotional process to afford all interested employees the opportunity to
apply®. However, certain issues must be addressed prior to a promotional process
occurring. The most pressing issue is that there is not a current job description adopted by
the Board of Directors for the classification of Operator Ill. A job description is the standard
measurement tool to assess an applicant's qualifications. In addition, a question came up
as to the number of Operator lllI's needed in the District.

The job description for Plant Operator (Operator | and Operator Il) is the only one that
allows flexibility in staffing, meaning a vacancy for Operator Il, may be filled at Operator |,

® Pursuant to Personnel Policy Manual Section 2020 - Recruitment, Section 2. "It is the philosophy of the
District to promote from within the District, unless it would be in the District's best interest to hire from the
outside. For this reason, most employment openings as they occur will be announced to all departments. Alf
interested employees will be considered for the announced employment opening." [Emphasis added]
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and the incumbent is required to "demonstrate their ability to obtain a Grade Il certificate
within one year of date of hire." Therefore, filling a vacancy at classification above an
Operator Il classification requires a promotional recruitment.

On August 8, 2016 and August 10, 2016 | shared my findings with the District
Administrator and the Plant Superintendent. There were also multiple telephone
conversations throughout this time. Through these discussions the Plant Superintendent
expressed that he had a plan in place for over a year, and the employees therefore had an
expectation of a promotion. He stated that they had been working hard toward a goal, and
now would be denied. The District Administrator was not aware of the Plant
Superintendent's intent in promoting staff, until he received the completed performance
evaluations as stated above. However he was aware the Plant Superintendent had been
rotating assignments among qualified staff to temporarily fill the vacant Shift Supervisor in
an "acting" capacity.

The Plant Superintendent further expressed that he would like to promote both employees
to regular assignments as Operator IlI; Mr. Jones to the vacancy for Operator |ll, and Mr.
Arias using the vacancy for Plant Supervisor, however be regularly classified as Operator
lll. He stated that the other qualified employee with a Grade |lI certificate — was
not interested in the Operator Ill assignment. So, there were two qualified employees for
two vacancies, and no need for a promotional recruitment process.

As the HR Consultant, | expressed a number of concerns with the recommendation of the
Plant Superintendent. Although | have no authority over any District staff, including the
Plant Superintendent and the District Administrator, my recommendations are for their

consideration through their decision-making processes relative to District personnel
matters.

With regard to making a regular appointment to Operator Ill using the Shift Supervisor
vacancy, after our discussions | determined there is no guarantee the incumbent filling the
vacancy (at a lower level) would be the one promoted. So if an additional Operator Il were
created and filled (total of 3 Operator IlI's), it could be problematic when it came time to fill
the Shift Supervisor.'” The vacant Shift Supervisor position has been staffed through
rotating temporary "acting" assignments. Other staff members have served as the Acting
Shift Supervisor prior to Mr. Arias who was about to serve his rotation in the temporary
assignment of Acting Shift Supervisor."

19| stated there was no authority in the Salary Schedule to have three regular appointments to Operator lIl,
therefore, | could not recommend taking that route.

" The Shift Supervisor classification has been vacant for about two years. In June 2015, the then District
Manager approved for the Plant Superintendent to "rotate” qualified employees into the Shift Supervisor
position in an Acting capacity, each for a temporary period of time. When all the interested qualified
employees (those with a Grade Il| certificate) had rotated through, a promotional recruitment could be held to
select the most qualified candidate to promote to Shift Supervisor. , Operator Il was the first to
serve as the Acting Shift Supervisor from September 2015 to January ; Mychal Jones was the second
to serve as the Acting Shift Supervisor from January 2016 to August 2016 (extended two months) and
Michael Arias was assigned Acting Shift Supervisor effective August 6, 2016 to approximately February
2017. ] Lab Technician/Operator would be given the opportunity to serve as the Acting Shift
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| pointed out this hypothetical example: if at the time of the promotional recruitment
process for Shift Supervisor, , currently the Lab Technician/Operator applied and
was the top candidate, then appointed to the position, the District may have an "extra"
Operator Il who would then be assigned to the Lab as the Lab Technician/Operator. As
the current Lab Technician/Operator, — would've vacated that allocated position,
and the Lab Technician/Operator classification only requires a Grade Il certificate,
therefore the classification salary range is less than an Operator Ill.

It would be problematic, in that an Operator Ill, in the higher salary classification range for
Operator lll, would be paid at a classification level not authorized for the lower level salary
classification range of Lab Technician/Operator. As | stated above under the Staff
Authority section, there is no authority for the District Administrator to appoint staff into a
classification with a higher salary range than allocated by the Board of Directors. There
was only one vacancy to fill with an Operator 1ll, so only one person could be promoted to
Operator Il

The Plant Superintendent stated he thought there would be enough collateral duties to
assign to three Operator lllI's in the event that occurred, and a recommendation could be
made to the Board to change staffing levels.

The District Administrator stated that he thought a study/analysis would be a good idea to
justify staffing level recommendations for the District, prior to seeking Board approval for
proposed changes (since the District Budget would be affected if there were a business
need for three Operator Ill's).

Although there was only one vacancy in Operator Ill, the Plant Superintendent stated his
recommendations as written in the performance evaluations would stand. And he stated he
knew he was recommending two promotions for Operator lll, for one vacancy.

Currently all operators are being compensated at the level commensurate with their
assignments.

Therefore the District Administrator as the appointing authority stated he would factor in
the creation of a job description for Operator Il with the timing of update of the Personnel
Policy Manual in order to present one comprehensive document to the Board; and the
staffing study/analysis could occur with the subsequent budget preparation process.

GRIEVANCE ANALYSIS - PAST PRACTICE

The basis for the grievances are that the District Administrator misapplied or
misinterpreted the District policy, or failed to follow an established past practice. If the
District Administrator failed to follow an established long term past practice, was that past
practice consistent with the District Personnel Policy Manual?

Supervisor, and if after that time another employee has attained a Grade Il certificate, he too would be given
the opportunity to serve in an Acting capacity, before a promotional recruitment opened for Shift Supervisor.
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On August 17, 2016 the Plant Superintendent advised me that he thought the District was
going to go through their first grievance process. He stated the employees wanted to know
how to properly file a grievance. | referred him to the Personnel Policy Manual Section
5010-Grievance as cited above.

The first step in the grievance process is an informal meeting. In the second step, the
employee can appeal to the Supervisor in writing, using the District Employee Grievance
Form. The Supervisor responds in writing, and the employee may proceed to the next
step, which is filing the written documents with the District Administrator.

Mr. Jones' grievance states he and Mr. Arias had an informal conference on August 23,
2016 with the District Administrator, wherein the District Administrator stated his reasons
for his decision with regard to the promotional process.

The written documents (Employee Grievance Form) are dated August 24, 2016 and the
District Administrator received both separately via email on August 30, 2016. Also
forwarded by email was the written response from the Plant Superintendent to Mr. Arias,
dated August 23, 2016, which stated the Plant Superintendent could not accommodate the
requested remedy.

As stated previously the basis for the grievance is the District Administrator not following
District policy and past practice. The District policies have already been stated and
reviewed above. As a result of the grievances, a closer review of past practices is
warranted; yet with the five workday response requirement in the grievance process (under
the current Personnel Policy Manual), and the state of the District records, an in-depth
analysis is not possible. The subject grievances brought to light a number of
inconsistencies with administration of the Salary Schedule and position allocations from a
historical perspective.

Due to records management of the previous administration a clear and definitive analysis
of "past practices" may not be possible, even if given more time. Current staff has had a
difficult time locating historical records, including some resolutions, which have yet to be
found, as documented in the January 2016 Knudson Report.

Under the previous District Administrator, who resigned in February 2013 it appears the
same job titles were not consistently used throughout the organizational documents; the
same procedures and criteria were not consistently used for staff advancements; job
descriptions were not adopted with the same titles used in the Salary Schedule; and, most
importantly, as noted in the Knudsen report, key documents were not preserved in an
orderly manner and maintained on the Plant premises. During 2013, there was a complete
turnover in District personnel at the administrative levels.

While the administrative (retention) records were returned to the Plant in boxes, the
records had not been properly maintained and logged into retention pursuant to the
District's Records Management System. It continues to be difficult for staff to locate certain
historical records; in addition regular filing of active files also had not occurred.
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Since the previous District Administrator left, two retired annuitants served in the capacity
of part-time District Manager, the first from February to December 2013, and the second
from December 2013 to September 2015. During that transition time, their priorities were
more operational than administrative relative to sorting and cataloging the retention files.

The following are examples of “past practice” cited by the Plant Superintendent in support
of his belief that certain employees should be promoted to Operator Il as well as
discussion of reasons why the alleged past practices do not dictate the need for a
promotion.

First Example of Past Practice: The first example of a "past practice" cited by the Plant
Superintendent related to when (in September 2015) he promoted an Operator | to
Operator |l without a promotional recruitment. He stated (after recently speaking with a
former employee who had been a supervisor), that the former employee stated that there
were three criteria for promotions; performance, passing the State exams, and open
(currently available) positions.

Based on the job description for Operator I, that is a potentially proper application of the
Personnel Policy Manual. However, the reference to "passing the State exams" can mean
two things. For example, there has been confusion in implementing the 2.5% stipend.
There are two parts to certification; passing the specific State proctored written exam for
the next higher grade, and at least 1800 hours an as operator for each grade level (as
certified by the employing agency).

Taken literally, "passing the State exams" could mean on the date an operator receives
confirmation from the State that he/she passed the written exam portion toward
certification; and that is how it has verbally been referred to. However that is not consistent
with the policy and does not appear to be the way in which the benefit was applied. Based
on the limited review of documents | was able to do, the timing of the implementation of the
2.5% benefit is consistent with the first full pay period after the date of the State Board
issued certificate.

In that sense a reference by staff to "passing the State exam" can also mean an all-
encompassing process of passing the entire process of the written exam and certification
of hours, if considering "passing the State exams" as a criterion for promotional
consideration.

Under the list of District benefit contributions adopted with the budget, the language for the
Higher Operator Grade stipend states: "A one-time increase of 2.5% for operator grade
obtained above that required for position will be paid upon certification."

The criterion for a District operator to receive the 2.5% stipend is possession of the
certificate (not simply passing the written portion of the exam). The certificate means the
operator passed a State proctored written test and has at least 1800 hours of experience
at that level in applying their knowledge on the job. Some operators choose to take the
written exam prior to having enough hours to qualify for the certificate. They are not eligible
for the 2.5% certificate until they have enough certifiable hours as an operator and the
State issues their certificate.
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As discussed above (including in the footnotes), in the job description for Plant Operator
(listed as Operator | and Operator Il on the Salary Schedule), there is a requirement to
possess a Grade Il certificate within one year of appointment to Operator | (entry level to
journey level). The District has no regular allocations for the Operator | level; rather the
lowest level of allocation for an operator in the District is Operator .

A promotion however, is not automatic to Operator I upon attainment of a Grade Il
certificate. As stated by the Plant Superintendent, the incumbent must demonstrate that
he/she is at the journey level by applying their Grade Il knowledge, and have an overall
above satisfactory performance level (supported by a written performance evaluation) to
warrant the promotion. A promotion is merit based, not time in service based.

No other District job description has flexibility within it regarding the promotional process. If
there were a vacancy at a level above Operator I, e.g., Operator Il in this instance, and
only one employee qualified for the vacancy, then considering all the other factors, the
District Administrator may approve a promotion if he deemed that for business reasons the
vacancy needed to be filled right away. However, as often occurs in the public sector,
vacancies are not always immediately filled; the appointing authority may delay the
process to review staffing levels and reorganize to more efficiently provide service to the
public, and that has most often occurred in these past few years of difficult finance times.
The District Administrator may also determine an analysis of the job description may be
warranted to fit current agency needs, which may delay filling a vacancy.

The example of past practice for the advancement of Operator | to Operator I, therefore,
does not apply to the process currently needed for a promotion to Operator Ill. Since there
are currently three operators who possess a Grade lll certificate, whom are all classified
below the classification range for Operator Ill, a promotional process is required.

Second Example of Past Practice: The second example cited by the Plant Superintendent,
refers to when he promoted the current Operator Il in August 2014 without a promotional
process, when the employee attained a Grade Ill certificate. At that time the historical
records accessed do not reflect that there was a funded allocation for Operator Ill.

In August 2014, there may not have been another qualified employee with a Grade |l
certificate at an Operator Il level; therefore, the method used at that time may have been
consistent with the Personnel Policy Manual, so long as the performance evaluation
supported the promotion and a vacancy did indeed exist for the Operator Il classification.
No promotional process would've been required, because there was only one qualified
candidate with a Grade Ill certificate, for a vacant Operator Il classification, and the
promotion was supported by his documented performance.

In response to the grievances, with regard to the referenced past practice promotion to
Operator Ill, the available Salary Schedules from 2010 to current were reviewed. In
October of 2010 the then District Administrator proposed changes to the positions
allocated in the Salary Schedule through Resolution 2010-281, by recommending to
"Unfund" the Operator 1l classification and "Fund" the Operator Il (Shift Supervisor)
classification. Resolution 2010-281 specifically cites the change in staffing levels.
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Since 2010 the approved Salary Schedules show a fluctuation between funding for the
Operator Ill and "Operator Il (Shift Supervisor)." The Salary Schedules show that if the
Operator Ill classification was funded ("1"), the "Operator Ill (Shift Supervisor)" was not
funded, therefore not allocated ("0").

Fiscal year 2013-14 was the first time the classification title of Shift Supervisor (without
Operator Il in the title) appeared, and the title was then consistent with the Shift
Supervisor job description adopted in February 2005. For fiscal year 2013-14 the Shift
Supervisor was allocated ("1") and the Operator Il was not ("0").

The 2014-15 Fiscal Year Budget Salary Schedule shows a "0" allocation for Operator |l
and a "1" for Shift Supervisor. Based on this Salary Schedule, the appropriate action in
August 2014 would've been a 2.5% stipend, not a promotion to Operator Ill for the
operator in the second example of a past practice.

The Plant Superintendent had the option of granting said employee a 2.5% stipend as an
Operator Il, in recognition of the Grade Il certificate. However, that is not the option the
Plant Superintendent chose in this case. If the Board authorized a change in staffing
levels, to "unfund" Shift Supervisor or another allocated/vacant classification and "fund" an
Operator lll, that resolution/salary schedule has not been located.

Without an allocation for an Operator lll, it appears there was no authority to make a
regular appointment to that classification. Although, there was authority to affect a
temporary acting assignment to the Operator Ill level (using the funding from the Shift
Supervisor or another vacant classification), until the allocation levels needed, could be
recommended to and adopted by the Board. Due to time limitations in responding to the
grievance, a through search has not been conducted with regard to this instance. There
may be more documentation to support the need for the promotion.

However, this example of a past practice is not equivalent to the subject of this grievance,
because there are currently three qualified Operator llI's at this time, and in August 2014, it
appears there was only one.

In regard to current staffing levels, with the adoption of the 2015-16 Fiscal Year Budget on
June 3, 2015, a Salary Schedule for fiscal year 2015-16 was not included. The last Salary
Schedule adopted by the Board previous to that date was when the then District Manager
made a recommendation to adopt a new salary range for the Plant Superintendent in
March 2015 through Resolution 2015-326. That Salary Schedule reflects "0" as
funding/allocation for the Operator llI classification and "1" for Shift Supervisor.

In January 2016 there was one incumbent Operator |, and the employee working under
the Shift Supervisor allocation had recently resigned. A change in staffing levels was
adopted on January 20, 2016 (pursuant to the staff report), when the Board considered a
cost of living increase for staff through Resolution 2016-340 as recommended by the Plant
Superintendent, who was serving as the Interim District Administrator. On that Salary
Schedule, the allocations show Shift Supervisor "1" and Operator 1l "2". To affect the
change, other allocated vacant classifications were replaced. The total number of
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operators remained the same, and full-time staff had increased by one, to capture the
addition of the full-time District Administrator classification authorized in September 2015;
the incumbent was hired in April 2016.

On December 15, 2015 the Plant Superintendent as Interim District Administrator, granted
a 2.5% stipend to Mr. Jones when he attained a Grade Il certificate, and the Shift
Supervisor was vacant. The Plant Superintendent's granting a 2.5% stipend to Mr. Jones
in November 2015 was the appropriate action to take and it was a change to the action he
took in August 2014 referenced above.

There is a difference between a regular appointment to a classification versus a temporar¥
assignment in an acting capacity. An employee serving in a temporary acting capacity’
has job rights to return to his/her regularly assigned classification upon completion of the
temporary assignment; however the employee has no job rights to the acting assignment,
nor does he/she receive time in service at the acting assignment level.

With regard to Mr. Jones' grievance, he is citing his Acting Shift Supervisor assignment as
support for being promoted to Operator lil. The Plant Superintendent is recommending the
promotion for Mr. Jones be effective February 2, 2016, which coincides with Mr. Jones'
temporary assignment to Acting Shift Supervisor.

All employees that have been temporarily assigned to Acting Shift Supervisor received a
similar letter at the time of the temporary assignment which stated, "As you are aware, per
District policy by this assignment you are serving as a "substitute" and shall have no rights
to permanently fill the position, but may compete for the position in a District recruitment
that may be undertaken to fill the vacant position. As such, temporary upgrades are not
recognized as time served in the position toward completion of a probationary period..."
The Plant Superintendent as Interim District Administrator issued Mr. Jones' letter in
January 2016.

CONCLUSION:

Through my 30+ years of full-time public sector employment, and as a former department
head in a municipality my experience has been that public sector staff may not take any
action that cannot not be tied back to a policy or procedure as adopted or delegated by the
elected body that governs the agency. Elected Officials are the policy makers and
appointed staff deals with the operations of the agency using the authority delegated to
them through official documents, adopted by the elected body. The documents adopted by
elected officials are typically agency by-laws, ordinances, resolutions, or minute orders.

As stated at the beginning of this report, through this process, it was determined there is
no Board approved current District job description for Operator Ill, and no rule, policy, or
regulation that requires promotion upon attainment of a Grade Il certificate.

K Formally knows as a "substitute employee" pursuant to Personnel Policy Manual Section 2000-

Defintions, Section 9.
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The Grade Il certificate is already required for the Plant Superintendent and the Shift
Supervisor. The District has a program to recognize and reward operators with a higher
Grade certificate than required in their job description, with a 2.5% stipend.

Without a Board approved job description for Operator lll, there is no standard by which to
measure an applicant; as time in service, and proper certification should not be the only
factors considered for an appointment.

In addition, through the discussions relative to the promotional process, the question has
been raised about the operational need for staffing multiple Operator Ill's, in addition to a
Shift Supervisor. A staffing level study/analysis would be appropriate to examine staffing
levels.

There are currently three classifications that can address higher-level duties including
supervision of operations staff; the Plant Superintendent, the Shift Supervisor (currently
filled in an Acting capacity), and one filled Operator lll. If the vacant Operator Ill is
maintained, that would be four staff members at a higher level that could supervise a
subordinate staff of three operators at the Operator Il level.

The elected officials of an agency and the public hold the top-level administrator
accountable to provide services to the public by the most cost effective and efficient means
possible. The current national trend for direct reports (subordinates) is one supervisor for
4-7 direct reports; with the most common being 6 direct reports. Back in the 1980's the
goal was 5 direct reports for each supervisor. Current trends indicate ratio of direct reports
to a supervisor is increasing.

Since all operators are currently being compensated commensurate with the level at which
they are working, there is no urgency to update the job description as a priority, and further
it is the District Administrator's decision as to timing. Given his stated concerns regarding
the filling of vacancies, his actions to delay the process are warranted and within his
authority.

The District Administrator did not change District policy in making his decision; nor he did
he violate or misinterpret the implementation of the District policies. Further the District
Administrator did not change a long established past practice that was consistent with the
Personnel Policy Manual and applicable to these two grievances.

Based on the above factors, Mr. Jones does not have a right to the promotion effective
February 2, 2016, as stated in his grievance because there are three qualified operators
with a Grade Il certificate at this time, therefore under the Personnel Policy Manual a
promotional recruitment process is required. And Mr. Arias does not have a right to an
immediate promotional process to fill the vacant position as stated in his grievance
because the District Administrator as the appointing authority determines the timing of
promotional process to fill vacancies.

In my professional opinion, the only historical consistent past practice | have found within
this agency from the previous administration, is a vagueness in documentation regarding
consistent application of the rules; inconsistent/different terminology used to reference the
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same thing; and a failure to retain District records pursuant to the District policies. The
inconsistent references and yet to be located documents have caused confusion which
created expectations that are not within the authority as approved by the Board of
Directors.

Following agency policies is critical to avoiding employee morale issues. While employees
may sometimes not like or agree with a decision that is made at the administrative level,
there is an expectation of consistency and fairness in following the established policies, in
order that all employees may pursue their desired career path.

Although there may have been a past practice or several past practices under the previous
administration, there is no requirement to continue a practice that is not consistent with the
Personnel Policy Manual. Rather, the administrators have a duty to implement procedures
to ensure that prospective personnel actions will be consistent with the authority provided
in the Personnel Policy Manual. The Knudson report pointed out the need for consistency
in the application of personnel actions.

This concludes my report of my review of the promotional process, and response to the
attached grievances.

Alicia L
Lara HR Services
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Exhibits to Grievance Report

Grievance from Mychal Jones dated 08/24/16 Exhibit A
Grievance from Michael Arias dated 08/24/16 Exhibit B
District Staff Roster Exhibit C
Temporary Assignment to Shift Supv — District Template Letter Exhibit D
Email from J. Clemons to G. Hubner dated 08/04/16 Exhibit E
Email from J. Clemons to G. Hubner dated 08/22/16 Exhibit F

Personnel Policy Manual (PPM) Sections:
Cover Page and TOC (dated 10/01/2015*) w/noted sections check marked Exhibit G

PPM Section 1010 - Policy Amendments dated 02/2005 Exhibit H
PPM Section 2000.9 — Definitions dated 02/2005 Exhibit |

PPM Section 2010 — Chain of Command dated 02/2005 Exhibit J
PPM Section 2020.1 — Recruitment dated 02/2005 Exhibit K
PPM Section 3030.4.A & 3030.4.B — Compensation dated 02/2005 Exhibit L
PPM Section 5010 — Grievance Procedure dated 02/2005 Exhibit M

PPM Section 7005 - Job Description District Administrator dated 09/2015 Exhibit N
PPM Section 7010 — Job Description Plant Superintendent dated 03/2015 Exhibit O

PPM Section 7020 - Job Description Shift Supervisor dated 02/2005 Exhibit P
PPM Section 7030 — Job Description Plant Operator dated 02/2005 Exhibit Q
PPM Section 7042 — Job Description Laboratory Technician dated 02/2005 Exhibit R
District Board Bylaws Sections 8 & 9 dated 03/02/16 Exhibit S
Employment Contract — G. Hubner, Section 2.A.i Duties/Responsibilities Exhibit T
Resolution 2005-220 (incomplete record) PPM Revisions Exhibit U
Resolution 2010-281 & Staff Allocations Exhibit V
Resolution 2011-289 & Staff Allocations Exhibit W
Resolution 2012-299 & Staff Allocations Exhibit X
Resolution 2013-305 & Staff Allocations Exhibit Y
Resolution 2014-311 & Staff Allocations Exhibit Z
Resolution 2015-325 & Staff Allocations Exhibit AA
Resolution 2015-326 & Staff Allocations Exhibit BB
Resolution 2016-340 & Staff Allocations Exhibit CC
Resolution 2016-349 & Staff Allocations Exhibit DD

* The Cover Page and TOC were added to PPM to identify it as a document and to indicate
sections referenced within it; these pages have not been approved by the Board of
Directors, therefore are not an official part of the document.
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EXHIBIT A

CHAPTER EIGHT - APPENDICES EFFECTIVE:

FEBRUARY 2005

CHAPTER EIGHT - APPENDICES
8000 - APPENDIX A Grievance Form

EMPLOYEE GRIEVANCE FORM

South San Luis Obispo County Sanitation District

Date: gh“ ’“‘

Employee’s Name: Jecowne, Hunel “Sones RY

Statement of grievance, including specific reference to any law, policy, rule, regulation
and/or instruction demand to be violated, misapplied or misinterpreted:

¥ Se aJ«LaAAoé

Circumstances involved:

€ See aklach &

Decision rendered by the informal conference:

& See aMaed

Specific remedy sought:
% See, a_Lsm-LLlé.

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
EMPLOYEE POLICY AND PROCEDURE MANUAL

APPENDICES - 8000
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Grievance

This statement of grievance concerns an unfair labor practice. [, Jerome Mychal Jones Jr,
received and excellent performance evaluation on July 29", 2016 by the District's Chief Plant
Operator, John L. Clemons III, with a recommendation to be promoted to a Grade III level
operator for the district. Based on current District policies and practices it is evident I have
fulfilled all requirements to be a Grade 11 operator and should have becn promoted to Grade I11
operator. This belief was further supported by my term as interim Shift Supervisor from
February 2016 to August 2016. On August 4, 2016 my promotion was put on indefinite hold by
District Administrator, Gerhardt Hubner. The reasons for postponing my promotion were not
clearly defined nor justified under current District Personnel Policy and practices.

There are current policies and practices that outline the requirements to become a Grade [11
operator. I worked hard to fulfill and meet these requirements. Furthermore, I exceeded those
requirements by acting as interim Shift Supervisor for a six month period. Then I received an
excellent evaluation that included a recommendation to be promoted to a Grade 11l operator. My
coworker, Michael J. Anas, also received a recommendation for a Grade III operator promotion.
As of August 2016, Mr. Arias accepted the position as interim Shift Supervisor thereby leaving
one Grade [ operator position unfilled. My expectation was to fill that open position. Based on
my qualifications, recommendation, and current District practices, I should be a Grade i1
operator. The District Administrator, Gerhardt Hubner, informed me on August 4™, 2016 that my
promotion was put on indefinite hold until such time that he and the District's human resources
representative propose a new District Personnel Policy.

On August 23", 2016 there was an informal conference with District Administrator, Gerhardt
Hubner, and fellow operator, Michael J. Arias. It was stated by Mr. Hubner that the reason my
promotion was put on hold was because he and the District's human resources representative
were making undefined changes to the current amended District Personnel Policy and that [ am
to wait until those undefined changes are made by an undetermined time.

Under current District policies and practices, I would like to be promoted to a Grade [II operator
as recommended by Chief Plant Operator, John L. Clemons II1, on July 29, 2016.

)P0

7 el TS s
/2416
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EXHIBIT B

CHAPTER EIGHT - APPENDICES EFFECTIVE: FEBRUARY 2005

CHAPTER EIGHT - APPENDICES

8000 - APPENDIX A Grievance Form

EMPLOYEE GRIEVANCE FORM

South San Luis Obispo County Sanitation District
Employee’s Name: M\CJ\‘\ O\E/\ ﬁ«‘k\ S Date: %!}“/ ! b

Statement of grievance, including specific reference to any law, policy, rule, regulation
and/or instruction demand to be violated, misapplied or misinterpreted:

[’\\' —H\is e, A\ae ()v’rc\c)\\’,'m L;.\b’\" ODS\’(\\OY\ ‘\‘-, N oY
2 -H\ouc—\k WY e poen aard Yeve aule
%m )onm\ J(H Pmr-jlo [ X "r\'\kk rm‘u\A S0\ e ‘-,\Ld—

Circumstances involved:

J\_J\‘ ,\\( m«-& M“\'\N‘\ Jowes \f\u e Mz)r \n\%\\ Mg cl,\wc.&—

Qe (‘u m’kc\,\b\ﬂ ok Ln oA

Decision rendered by the mformal conference

"QM hkii‘i__f._/‘:_h{):

Al the el

cedsone\  poll (.l/\
X X

Specific remedy sought:
Ao red neliee, Awis s o Lale \Mt‘u\cmvx\k&ﬁn ok
QENCsA_ e Ontk T N o S VS B f\‘-\l‘(’(“n.&:’a-k’o Aa\le ,L\nu,,__

bSE ez g e Vaoud Cnasopjua
Onee agen thas (LQ%SEM (% g\‘ﬁ Cones “em\’r mW‘w\ ts\,:[

Q] & {_,HC&Q ce\ ¥ne QQ?(O male w@ew ~
-k‘ms q;l%-:on would Ve Yo E\l e Opevator T <ot oo FAn

wi-’\'l/\ o curtentk\l {G\uah‘(—\ @l X alt pembec

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT APPENDICES - 8000
EMPLOYEE POLICY AND PROCEDURE MANUAL
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EXHIBIT C
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EXHIBIT D

MEMORANDUM
Date: DATE
To: Employee, Regular Job Title
From: John Clemons, Interim District Administrator
Subject: Temporary Assignment of Supervisory Duties

As you are aware, the Shift Supervisor position is currently vacant. At this time I have
determined to fill it on a temporary basis with rotating assignments to those staff members
qualified to perform the duties of the position.

As such, each interested employee that meets the minimum certification qualifications will be
provided with an opportunity to serve as the Acting Shift Supervisor for a temporary duration of
time.

This memo will confirm that on DATE, you will be assigned in a temporary upgrade to the
Acting Shift Supervisor position. You will receive a minimum of 5% base pay increase while
you hold this temporary assignment.

Pursuant to District policy, by this assignment you are serving as a "substitute" and shall have no
rights to permanently fill the position, but may compete for the position in a District recruitment
that may be undertaken to fill the vacant position. As such, temporary upgrades are not
recognized as time served in the position toward completion of a probationary period, and your
position of EE's REGULAR JOB TITLE will be maintained as your “regular” position.

At this time, I estimate your temporary assignment will end on DATE. [ plan to then rotate the
assignment to another qualified staff member. Please be advised however, your rotation may be
extended, or ended sooner than the above-stated date, based on District needs.

Thank you for accepting this temporary assignment. I remain available to provide training, or
guidance to you.

JOHN L. CLEMONS, III
Interim District Administrator
Acknowledgement of Receipt

Employee Name Date
Current Job Title

Page 7 of 72 Iltem 7B Attachment No. 4 Page 007



EXHIBIT E

Gerhardt Hubner

From: John Clemons

Sent: Thursday, August 4, 2016 9:21 AM
To: Gerhardt Hubner

Subject: RE: Performance Review
Gerhardt,

There is no request for retroactive pay in my submission. Mr. lones was already receiving Supervisor’s pay during the
period mentioned. He was serving in a Grade |If position (supervisor}, he had his grade Il certification at the time, and
there was a grade |ll slot available as of February 1. it is simply a matter of crediting an employee for the capacity in
which he served.

Respectfully,

John Clemons

From: Gerhardt Hubner

Sent: Wednesday, August 03, 2016 10:59 AM
To: John Clemons <jclemons@sslocsd.us>
Subject: RE: Performance Review

John,

| have locked (at least once) at all PRs you submitted (two in paper form, signed, one in electronic). For two of them you
have included recommendations for promotions to higher classifications than the employees currently reside in, with
resulting pay increases (one retroactive six months). These type of recommendations should be handled separately
from the PR, through separate personnel actions, to avoid creating an expectation with the employee that may or may
not be appropriate (or be able to be approved) at that time. it also promotes fairness and equity with all our District
employees. That is not to say the promotions/raises are not warranted or will not be approved. Rather the proper steps
(and paperwork) from an HR perspective have not yet been completed. !n addition, | would add that PRs should not be
rushed, but completed with a proper appropriate amount of time for all parties review, including my own review time.

Gerhardt

From: John Clemons

Sent: Wednesday, August 3, 2016 10:40 AM
To: Gerhardt Hubner <Gerhardt@sslocsd.us>
Subject: Performance Review

Gerhardt,

Have you had a chance to review Michael Arias’ performance evaluation? | would like to process it prior to the end of
this pay period if possible.

Thank you,

john L. Clemons
Plant Superintendent/CPO
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South San Luis Obispo County Sanitation District
1600 Aloha Place

Oceano, Ca. 93445

805-489-6670
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EXHIBIT F

Gerhardt Hubner

From: John Clemons

Sent: Monday, August 22, 2016 7.18 AM
To: Alicia; aliciz{
Cc: Gerhardt Hubner

Subject: Operator Promotions

Alicia and Gerhardt,

| have spoken with a past supervisor and a past Superintendent of SSLOCSD . To date, operator promotions have been
based on three criteria; performance, passing the State exams, and open(currently available) positions within the
District. The operator position currently has one description. That is because basic operator duties remain the same no
matter what grade level a person is, Additional responsibilities are typically added as an operator demonstrates
increased knowledge by passing more advanced exams. Current practice( and Board approved policy) is that operators
get promoted to the next grade level when they pass the State exam and their performance merits it. Ultimately the
designation between operator |, I, or three in this District has been determined by operators taking and passing the
state exam. That is the current Board approved policy and has been throughout the history of SSLOCSD. That was, and
continues to be, the policy in the Special District that | previously worked in. When there are more candidates than
available positions a competitive process is enacted. Also, please consider that small special districts are not regulated in
the same way as large municipalities with regard to hiring practices and other employee related issues.

| am not saying that | believe the current policy is(or is not) best practices, only that is the policy that is in place, Board
approved, and has been standard practice at this District for the last 50 years. Any change should involve a reasonable
process.

Respectfully submitted,

John L. Clemons

Plant Superintendent/CPO

South San Luis Obispo County Sanitation District
1600 Aloha Place

Oceano, Ca. 93445

805-489-6670
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EXHIBIT G

SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT

PERSONNEL POLICY MANUAL

OCTOBER 1, 2015
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EXHIBIT H

CHAPTER ONE - INTRODUCTION EFFECTIVE: February 2005

CHAPTER ONE - INTRODUCTION
1000 - PURPOSE OF PERSONNEL POLICIES

It is the intent of the Board of Directors of the South San Luis Obispo County
Sanitation District to maintain a Manual of Policies. Contained therein shall be a
comprehensive listing of the Board's current policies, being the rules and
regulations enacted by the Board from time to time. The Manual of Policies will
serve as a resource for Directors, staff, and members of the public in determining
the manner in which matters of District business are to be conducted. The
information contained in this manual constitutes the District’s personnel rules and
policies. It is not to be interpreted as a contract between the District and any of
its employees. Except as provided herein, this manual applies to all regular
employees. These rules do not apply to members of the Board of Directors,
contract employees, volunteer personnel, such as advisory committees; persons
engaged under contract to provide expert, professional, technical, or other
services; or to temporary employees. It is the policy of the District that all
employees of the District are “at will” employees.

If any policy or portion of a policy contained within these Personnel Policies is in
conflict with rules, regulations or legisiation having authority over the South San
Luis Obispo County Sanitation District, said rules, regulations, or legislation shall
prevail.

1010 — POLICY AMENDMENTS

The District reserves the right to modify or delete any of these policies when, in
the opinion of its management and the Board of Directors, it becomes advisable
to do so on those provisions of these policies that do not require the District to
meet and confer. The District may also deviate from these policies in emergency
situations provided that the Board conducts an emergency meeting and votes to
take appropriate action regarding said deviation from policies. Announcement of
changes will be made through standard communication channels (for example,
employee meetings and Manager communications), but advance notice to every
employee may not always be possible. The amendment will become effective
even though personal notice was not provided to one or more of the District's
employees. No oral statements or representations can, in any way, change or
alter the provisions of this manual.

Except in emergency situations, proposed modifications or deletions to these
policies shall first be introduced at one meeting of the Board of Directors, at
which meeting the Board may provide direction to staff on the proposed
modifications or deletions after receiving public comment. The proposed
modifications or deletions shall then, at a second meeting of the Board of
Directors, be presented for final adoption.

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT INTRODUCTION - 1000
PERSONNEL POLICIES
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EXHIBIT I

CHAPTER TWO - EMPLOYMENT EFFECTIVE: February 2005

CHAPTER TWO - EMPLOYMENT

2000 - DEFINITIONS

1.

At Will Emplovees: All employees of the District are considered to be “at
will’ employees. Labor Code §2922 defines “at will” employment as
employment having no specified term that may be terminated at the will of

either party on notice to the other.

Regular Employees: A regular employee is one who has been hired to fill
a regular position in any job classification and has completed his/her
introductory period and works 32 or more hours per week on a regular and
continuous basis.

Part-time Employees: A part-time employee is one who has been hired to
fill a regular position in any job classification and has completed his/her
introductory period and works less than 32 hours per week.

Probationary Employees: An introductory period regarded as part of the
examination process, which provides the District Administrator the
opportunity to observe and evaluate an employee’s competence and
ability to perform assigned duties. New and returning employee shall be
regarded as an introductory employee for the first 6 months of
employment. In addition, this introductory period may be extended an
additional 6 months at the discretion of the District Administrator.
Introductory employees serve entirely at the will and pleasure of the
District Administrator and may be terminated by the District Administrator
without cause and without right of appeal or hearing at any time.

Exempt Employee: Employees designated as exempt employees as
defined by the Fair Labor Standards Act, including administrative
employees and department heads. Exempt employees are expected to
complete their assigned duties rather than adhere to a strict workday
schedule. Consequently, no overtime, standby time, or compensatory
time will be provided for working beyond a forty-hour work week, unless
prior approval by the District Administrator.

Contract Employee: Employee hired as specified in an employment
contract. Any persons employed on a substitute or temporary basis shall
be employed by contract.

Re-employed Individuals: Those who are in good standing before they
were separated from District employment as a result of a lay-off, and
subsequently re-employed, pursuant to Section 2050 (2) of these policies.
They are not subject to an introductory period.

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT EMPLOYMENT - 2000
PERSONNEL POLICIES
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CHAPTER TWO - EMPLOYMENT EFFECTIVE: February 2005

8. Returning Employees: Individuals who meet all of the following conditions
shall be considered returning and introductory employees.

A Previously employed by the District.
B. Separated from the District other than by layoff.

C. Re-hired by the District.
D. Does not mest the definition of a re-employed individual.

9. Substitute Employees: A substitute employee is one who, at the request of
the District Administrator or his/her designee, fills any permanent position
which remains continuously unfilled by its incumbent for twenty (20) or
more calendar days due to the incumbent's approved leave of absence.
The appointment of a substitute shall be terminated prior to the return of
the incumbent.

If the incumbent does not return, the substitute employee shall have no
rights to permanently fill the position, but may compete for the incumbent's
position in a District recruitment that may be undertaken to permanently fill
the incumbent's vacated position.

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT EMPLOYMENT - 2000
PERSONNEL POLICIES
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EXHIBIT J

CHAPTER TWO - EMPLOYMENT EFFECTIVE: FEBRUARY 2005

2010 — CHAIN OF COMMAND

BOARD OF DIRECTORS

DISTRICT LEGAL COUNSEL

DISTRICT ADMINISTRATOR

PLANT SUPERINTENDENT

BOOKKEEPER/SECRETARY

I
SHIFT SUPERVISOR

AUTHORIZED POSITIONS:

Senior Maintenance Mechanic

ELECTRICAL/MECHANICAL
TECHNICIAN (1)

LAB TECHNICIAN
OPERATOR I Shift Supervisor
OPERATOR !l (llI)
OPERATOR |

OPERATOR IN TRAINING

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
PERSONNEL POLICIES

EMPLOYMENT - 2000
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EXHIBIT K

CHAPTER TWO - EMPLOYMENT EFFECTIVE: FEBRUARY 2005

2020 — RECRUITMENT

1. Employment — Hiring
Applicants for employment shall be evaluated on the basis of their
completed employment application (Appendix F), submitted material(s),
personal interview(s) and demonstrated ability. This District shall retain all
employment applications for a period of two years, whereupon they shall
be discarded. The District will only solicit applications when position
openings exist, when letters of resignation or retirement have been
tendered by employees, or when vacancies or new position openings are
anticipated. Upon completion of such evaluation, the Board will be notified
of final applicants for exempt employees, and the District Administrator, or
designee, shall select the applicant to be employed to fill the position
opening and shall promptly notify the Board of Directors of the name of the
person selected. The Board of Directors may, but need not, review and
approve such selection. If two people are hired on the same day for jobs
that have the same rate of pay, it must be determined who was hired first
through a coin toss. If two people are hired on the same day for different
rates of pay, the employee with the higher pay rate will be deemed the
employee hired first.

2. It is the philosophy of the District to promote from within the District,
unless it would be in the District's best interest to hire from the outside.
For this reason, most employment openings as they occur will be
announced to all departments. All interested employees will be considered
for the announced employment opening.

3. Employment of relatives
The District Administrator may disqualify from competition any applicant
for employment or transfer request where the result of a positive hiring or
transfer decision would put an employee in direct supervision of (or under
the direct supervision of) a close family relative: spouses, co-habitants,
parents, children and siblings.

4. Pre-Employment Physical Examination
All offers of employment for introductory, regular, part-time and contract
employee positions shall be made contingent upon the respective
applicant's successfully passing a physician’s examination and drug test,
to be provided at District expense.

An applicant shall not be employed until a negative drug screen result is
obtained and a qualified physician has certified the applicant is qualified to
do the type of work required by the position being applied for.

Prior to conducting the exam, the physician will be supplied with a
specification/description of the position for which the applicant is applying,
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which shall include the description of the physical requirements and
working environment of the position.

Applicants who refuse to cooperate in the examination and testing shall
not be considered for employment. Applicants who have a positive drug
test shall be denied employment.

Retesting of an individual who was previously employed, by the District,
will be required if more than three (3) months have elapsed since said
individual’s last day of work for the District.

Appointments with the medical facility providing the examination and drug
testing shall be made at least one day prior to testing, if possible, with the
applicant provided minimal advance notice (no more than one day, if
practical).

When the applicant reports to the medical facility for the scheduled
examination and drug testing, identification shall be provided to said
facility in the form of a photograph and verifiable signature (e.g. vehicle
operator’s license).

All test results shall be kept confidential. The applicant may be told
he/she failed to pass the test, but only the District Administrator or
designee shall have access to the actual test results.

District employment application forms shall contain a notice to applicants
as follows: '

District has a policy that any offer of employment shall be contingent upon
the applicant successfully passing a physician's exam and a urine and
blood test for illicit drugs pursuant to Section 5060. Persons who do not
receive said physician’s certification of qualification to do the type of work
required by the position applied for, or who test positive for the presence
of illicit drugs in their body will not be considered further. If you have
reason to believe that you will not pass a physician’'s examination or will
register positive on a drug test, or if you are unwilling to consent to such a
test or examination, it is recommended that you not submit an application.

Immediately prior to reporting for drug testing, all applicants shall complete
a Consent and Release Form to be kept on file in the District office which
shall conform to the format in Appendix B.

5. DMV Record
All applicants shall submit a current Department of Motor Vehicle record
and may be required to provide proof of insurance to the District. The
insurance carrier of the District will be requested to verify eligibility of
insurability based upon the applicant’s previous driving history. Applicants
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who are denied insurability by the District's insurance carrier will be
disqualified.

6. Immigration
The District requires satisfactory evidence prior to the commencement of
introductory employment of legal authority to work in the United States.

7. Written/Oral Examination
The District may conduct employment testing and interviews of job
applicants.

Individuals who will require reasonable accommodation to take a test as
part of the selection process must make such request when submitting the
application.

EQUAL OPPORTUNITY EMPLOYMENT

It is the policy of the South San Luis Obispo County Sanitation District that there shall
be no discrimination based upon race, national origin, religion, sex, physical handicap,
veteran's status, or age in any personnel action, including recruitment, appointment,
performance evaluation, promotion, the granting of leaves and any disciplinary or
grievance action.
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EXHIBIT L

CHAPTER THREE - COMPENSATION EFFECTIVE: FEBRUARY 2005

3030 - COMPENSATION
1. This policy shall apply to all non-exempt District employees.

A. Probationary Employees - All newly appointed employees shall be
paid at the first step of the salary range for the position to which the
employee is appointed except as provided elsewhere herein.

B.  Advanced Step Hiring - If the District Adminisirator finds that
qualified applicants cannot be successfully recruited at the first step
of the salary range, he/she may request the Board of Directors to
authorize an appointment at an advanced step of the salary range.
Whenever advanced step hiring is approved an employee being
paid at a lower salary step in the same range may be advanced to
the step at which the new employee is appointed.

C. Re-employed Individuals - A person who previously heid a ful-time
position from which the person was separated in good standing
may, when re-employed in a position with the same or lower pay
range than held at separation, be appointed at the same salary rate
which was paid at the effective date of the person’s termination, or
the nearest lower applicable step for the range to which the person
is appointed, provided such re-employment occurs within twelve
{12) months from the date of said termination.

D. Substitute Employees — Subject to the following, a Substitute
Employee shall be paid according to the salary schedule of the
position that the employee is filling as a substitute.

1. If the substitute employee is also an introductory employee, then
the employee shall be paid at step one of the salary range.

2. If the substitute employee is not an introductory employee, then
the employee shall be paid at the lowest step of the salary range
that avoids a reduction in pay for the employee.

2. Increase in compensation for non-exempt employees.

A. Employees may qualify for advancement to the second step after
completion of 12 months of service or the introductory period if
shorter, upon the recommendation of the department head and
approval by the District Administrator.

B. Employees may qualify for advancement to the third step after the
completion of 12 months of service in step two upon
recommendation of the department head and approval by the
District Administrator.
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C. Employees may qualify for advancement to the fourth step after
completion of 12 months of service at the third step upon
recommendation of the department head and approval of the
District Administrator.

D. Employees may qualify for advancement 10 the fifth step after
completion of 12 months of service in step four upon
recommendation of the department head and approval of the
District Administrator.

E. A report verifying satisfactory performance of each employee
recommended for advancement shall be submitted to the District
Administrator prior to final action on such recommendation.

3. For the purpose of determining eligibility for step advancement for non-

exempt employees, the anniversary date shall be as follows:

A. For employees entering the District service and appointed 1o a
permanent position at the first step, the anniversary date shall be
the day following the completion of 12 months of service at such
step.

B. For employees entering the District service and appointed to a
permanent position at a step other than the first step, the
anniversary date shall be the day following the completion of 12
months of service at such step.

C. For employees who have completed six months of service at the first
step and are thereafter compensated at a step other than the first
step, the anniversary date shall be the date following the completion
of 12 months of service at the higher step.

4, Promotion — Non-exempt employees promoted to a position with a higher
pay range shall be placed on the step of the range allocated to the new
classification which would grant such employee an increase in pay nearest
to five percent but not less than four percent over the pay previously
received by the employee; provided, however, the increase may exceed
five percent at the discretion of the department head, if approved by the
District Administrator, and that such increase shall not exceed the top step
of the range allocated to the new classification. Such action shall require
the District Administrator to establish a new anniversary date in
accordance with the following criteria:

A For employees who are promoted to a permanent position and
placed at the first step of the salary range, the anniversary date
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shall be the date following the completion of 12 months of service
at such step.

B. For employees who are promoted to a permanent position and
placed at a step other than the first step, the anniversary date shall
be the day foilowing the compietion of 12 months of service at such
step.

5. Exempt employees.

The following policies apply to exempt employees:

A.

The Board of Directors, upon considering the recommendation of
the District Administrator, shall establish the initial salary for exempt
employees within the existing salary range.

The Board of Direclors, as part of the budget process, shall
consider increases in compensation and cost-of-living adjustments
for exempt employees.

6. Salary and compensation adjustments are outlined in Appendixt C —
Resolution No 2004-05
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EXHIBIT M

CHAPTER FIVE - EMPLOYEE RELATIONS EFFECTIVE: FEBRUARY 2005

5010 - GRIEVANCE PROCEDURE
1. This policy shall apply to alt regular employees in all classifications.

2. The purpose of this policy is to provide a procedure by which employees
may formally claim that he/she has been affected by a violation,
misapplication, or misinterpretation of a law, District policy, rule, reguiation
or instruction.

3. Specifically excluded from the grievance procedure are changes in
employee relations resulting from the amendment of state or federal law;
and those resolutions, ordinances or minute orders of the District's Board
of Directors, not affecting wages, hours and terms and conditions of
employment.

4. Grievance Procedure Steps.

A Level I. Within 5 workdays following the incident that caused or led
to the probiem, the employee will give notice of the grievance to
his/her immediate supervisor. The immediate supervisor shall hold
discussions and attempt to resolve the matter within three (3)
working days after receiving notice of the grievance. It is the intent
of this informal meeting that at least one personal conference be
held between the employee and the immediate supervisor.

B. Level ll, — If the employee is not satisfied with the discussions and
attempts to resolve the matter, the employee shall then present the
evidence in writing (attached as Appendix A) to his/her immediate
supervisor within five (5) working days after the conference
between the employee and the immediate supervisor. The
supervisor will then provide the employee with a written reply. H the
reply is not satisfactory, the employee then proceeds to the next
siep.

C. Level Iil, District Administrator. If the grievance has not been
resolved at Level 11, the employee must present his/her grievance in
written form provided by the District to the District Administrator
within ten (10) working days after receiving the written reply from
his/her immediate supervisor.
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m

The statement shali include the following:

1. A concise statement of the grievance including specific
reference to any law, policy, rule, regulation and/or
instruction deemed 1o be violated, misapplied or
misinterpreted;

1. The circumstances involved;

lll.  The decision rendered by the immediate supervisor at Level
i

V.  The specific remedy sought.

The District Administrator shail communicate his/her decision within
five (5) workdays after receiving the grievance. Decisions will be in
writing setting forth the decision and the reasons therefore and will
be transmitted promptly to all parties in interest. If the District
Administrator does not respond within the time limits, the employee
may appeal to the next level. Time limits for appeal shall begin the
day following receipt of written decision by the District
Administrator. Within the above time limits either party may request
a personal conference with the other.

Levei IV, Board of Directors. Appeals to the Board of Directors may
only be made for those grievances against the District
Administrator, and those not involving employee evaluations,
except if the District Administrator prepares the evaluation. In the
event the employee is not satisfied with the decision at Level 11}, the
employee may appeal the decision in writing to the District's
President of the Board of Directors within five (5} workdays. The
statement shall include a copy of the original grievance; a copy of
the written decision by the District Administrator; and a clear,
concise statemnent of the reasons for the appeal to Level .

The President, as soon as possible at a regular monthly meeting of
the Board, shall schedule a hearing to formally receive the written
grievance and the answers thereto at each step and to hear
evidence regarding the issue or issues. The Board of Directors
shall thereafter issue a written decision.

Basic Rules

if an empioyee does not present the grievance, or does not appeal
the decision rendered regarding the grievance within the time limits
specified above, the grievance shali be considered resolved.
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By agreement in writing, the parties may extend any and aii time

limitations of the grievance procedure.

The District Administrator may temporarily suspend grievance
processing on a District-wide basis in an emergency situation.
Employees covered by this policy may appeal this decision to the

Board of Directors.

A copy of all formal grievance decisions shall be placed in the

employee's permanent personnel file.

5 Prior to pursuing remedies provided by law, employees must first comply

with the District’s grievance polices.
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EXHIBIT N

CHAPTER SEVEN — JOB DESCRIPTIONS EFFECTIVE: SEPTEMBER 2015

Adopted by Resolution: 2015-334
Amended by Resoiution: 2015-335
7005 — DISTRICT ADMINISTRATOR

EMPLOYMENT STANDARDS

Position Characteristics Under contract and general direction from the District Board of
Directors responsible for the implementation of the policies established by the Board of
Directors for the operation and administration of the District. incumbent oversees,
participates in and provides direction for planning, coordination, and management of the
administrative affairs of the District, engineering services as well as maintenance, and
operations within a framework of legal requirements, policies and established organizational
values and processes, with independence of action fo meet changing operational conditions.

Direct supervision is provided at various levels within the organization requiring the use of
sound management skills, business management practices, professional development, and
supervisory skills; performs related duties as required. This is an at-will, exempt salaried
position.

Education and Experience: Graduation from an accredited college or university with a
related Bachelor's Degree; and five years increasingly responsible management or
administrative experience with the responsibility for the formuiation and implementation of
programs and services, and three years supervisory responsibilities.

Possession of: Must possess a valid California class C driver license and a satisfactory
driving record to meet eligibility standards for motor vehicle insurance coverage established
by the District’s insurance carrier. Possession of a valid Certificate of Registration as a Civil,
Mechanical, or Sanitary Engineer issued by the California State Board of Registration for
professional Engineers is desired.

Knowledge of:
» Principles and practices of public administration, including administrative analysis, fiscal

planning and control, record keeping/retention, and policy and program development.

* Cost estimating, construction processes, and contract administration.

* Laws, rules, ordinances, and legisiative processes controlling sanitary district functions,
programs, and operations.

* Organization, operations, and compiexities of special districts.

« Research and evaluation methodologies.

» Budgeting principles and practices.

» Personnel and employer-employee relations.

+ Principles of supervision, training and management.

* Project management.

* Recent developments, current technology and informational resources regarding

1

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT JOB DESCRIPTIONS - 7000
EMPLOYEE POLICY AND PROCEDURE MANUAL

Page 27 of 72 item 7B Attachment No. 4 Page 027



CHAPTER SEVEN — JOB DESCRIPTIONS EFFECTIVE: SEPTEMBER 2015

wastewater treatment and reclamation.

e Computer applications related to the work.

« Standard office practices and procedures, including the use of standard office
equipment.

» FEffective and diplomatic communications techniques.

« Techniques for providing a high level of customer service to the public, elected/appointed
officials, and District staff, in person, electronically, and over the telephone.

Ability to:

+ Plan, organize, coordinate, and direct the work of staff to achieve efficient operations and
meet program goais.

s Exercise leadership, authority, and supervision tactfully and effectively.

» Administer and enforce District budgeting and fiscal controls.

- Prepare concise and comprehensive reports.

« Coordinate the preparation of Board agendas and other Board activities in conformance
with the Brown Act; and attend Board meetings.

« Direct, coordinate, and implement programs to deveiop complex capital projects.

« Take a proactive approach to complex problem solving using a variety of techniques.

» Conduct technical research work.

« Review designs, plans and specifications.

» Provide advice and consultation to the Board of Directors on the development of
ordinances, regulations, programs, policies, technical complexities, and services.

+ Communicate effectively during public presentations.

* Effectively represent the District's policies, programs, and services with the public,
community groups, and other government agencies.

+ Establish and maintain cooperative and effective working reiat:onsh:ps

- Effectively interact and coordinate with regulatory agencies.

Typical Duties:

+ Serves as District Administrator to implement the policies and provide services as
established by the Board of Directors for the operation and administration of the District;
and acts as liaison with member agencies and all regulatory agencies.

 Responsible to plan for the operation, maintenance, and expansion of the District's
wastewater collection, treatment, and reclamation facilities.

+ Makes recommendations regarding the long-and short-range planning of plant collection,
operational and reclamation facility construction and modification activities, including
plans for financing.

» Represents the Board’s policies and programs with employees, commiinity
representatives, and other governmental agencies.

- Acis as appointing authority consistent with District Personnel Policy as established by
the Board of Directors, relative to employee appointment, supervision, training,
evaluation, discipline, dismissal, and resolution of grievances.

2
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* Oversees and participates in the preparation of the annual and capital improvement
budgets, making recommendations to the Board on final expenditure levels.

* Responsible for the administration of the District’s finances ensuring District finances are
performed in accordance with proper public sector accounting principles.

* Oversees, participates in, and directs the preparation and timely submission of a variety
of written correspondence, reports, minutes, procedures, ordinances, bid specifications,
and other materials.

* Oversees the records keeping system, pursuant to District policy.

* Monitors changes in laws, regulations and technology necessary to endeavor to keep the
District in compliance with requirements of applicable State or Federal agencies;
implements changes tc policies and procedures, after approval.

+ Oversees resolution of and responses to complaints regarding plant operations.

» Studies systems and procedures and proposes improvements and simplification.

* Performs other related duties as necessary.

Working Conditions:

The work environment characteristics described herein are representative of those an
employee encounters while performing the essential functions of this job. Works in
administrative office of a wastewater treatment plant, which may require working in or near
wastewater collection system environments; some exposure to water, chemicals, fumes,
airborne particles, hazardous materials, and noise; the noise level in the work environment
is usually low to moderate. Requires sitting, standing, walking, occasional climbing, bending,
stooping. May work at heights, on uneven construction surfaces and in inclement weather
conditions. Must be availabie for evening meetings and emergency response, as required.

Physical Demands: The physicai demands described here are representative of those that
must be met by an employee to successfully perform the essential duties of this job.
Employee must possess sufficient strength to pull, push, carry or lift material, equipment or
parts weighing up to 25 pounds and sufficient stamina to walk, stoop, kneel, crouch, crawi,
step or climb. Employee is regularly required to stand, sit; use hands to finger, handle, or
feel; arms to reach; and talk and hear, with vision abilities to include close, distance, and
peripheral vision, depth perception and ability to adjust focus.

3
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EXHIBIT O

CHAPTER SEVEN — JOB DESCRIPTIONS EFFECTIVE: MARCH 2015
7010 — PLANT SUPERINTENDENT

7010 — PLANT SUPERINTENDENT

EMPLOYMENT STANDARDS

Position Characteristics: This individual is responsible for wastewater treatment/water
reclamation plant and District owned sewer, operations and maintenance. This includes
administering all wastewater treatment, reclamation and disposal functions for the
SSLOCSD Wastewater Treatment Plant, providing work oversight, review and evaluation
to treatment plant personnel. Successfui pericrmance of the work; requires a high
degree of technical and regulatory knowledge to ensure that all plant operations and
laboratory activities are in compliance with National Poliutant Discharge Elimination
System (NPDES), Regional Water Quality Control Board (RWQCB) and Air Pollution

Control District (APCD) as well as other reguiatory requirements.

Plans, coordinates, manages, reviews and evaluates all water reclamation facility
operations, maintenance and effluent disposal activities; ensures compliance with
federal, state and local water, biosolids and air-quality regulations; performs related work
as assigned.

The SSLOCSD Plant Superintendent receives general direction from the contract District
Manager within a framework of legal requirements, policies and established
organizational values and processes, with independence of action to meet changing
operational conditions. Direct supervision is provided at various levels within the
organization requiring the use of sound management skills, business management
practices, professional development, and supervisory skills.

Education and Experience: Equivalent to completion of two years of college or technical
school training or possession of an Associate of Aris degree in chemistry, biology,
wastewater treatment or a closely-related field and/or successful completion of training
required by the California State Water Resources Control Board and four years
experience operating and performing maintenance on facilities and equipment in a
secondary wastewater treaiment/reclamation plant, inciuding two years at a supervisory
level or shift lead.

Possession of: Must possess a valid California class C driver’s license and a satisfactory
driving record. Must possess, or obtain prior to completion of the probationary period, a
Grade Il Wastewater Treatment Plant Operator certificate issued by the California State
Water Resources Control Board.

Knowiedge of:
L The operation, cleaning and preventive maintenance of wastewater treatment and

1
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3

disposal facilities and equipment.

The operation and preventive maintenance of piping systems, including
hydraulics, telemetry, valves and related appurtenances.

Principles of contract negotiation and administration.

Document preparation.

Recent developments, current technology and informational resources regarding
wastewater treatment and reclamation.

Standard chemical and physical tests of wastewater, sludge, effluent and related
materials.

Supervisory principles and practices, including work pianning, assignment, review
and evaluation.

Techniques for training staff in work procedures.

Principles and practices of public agency budget preparation, administration, and
conirol.

The operation and minor maintenance of a variety of hand and power tools,
vehicles and equipment related to the work.

Safety equipment and practices related to the work, including the handiing of
hazardous chemicals and confined space entry procedures.

Applicable laws, codes and regulations.

Principles and practices of public agency budget preparation, administration, and
maintenance.

Principles and practices of contract negotiation and administration.

Computer applications related to the work.

Standard office practices and procedures, including the use of standard office
equipment.

Effective and diplomatic communications skills.

Techniques for providing a high level of customer service to public and District
staff, in person and over the telephone.

Ability to:

Plan, organize, supervise, coordinate, review, evaluate and personally participate
in the functions and activites of a comprehensive wastewater treatment,
reclamation and disposal system.

Plan, assign, supervise, review and evaluate the work of treatment piant
operations, laboratory and maintenance staff.

Train staff in work and safety procedures.

Recognize, correct and/or report unusual, inefficient or dangerous operating
conditions.

Read and comprehend a variety of gauges, charts and meters; record data
accurately and make appropriate process adjustments.

Conduct standard chemical and physical tests of wastewater, sludge and related

2
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materials.

Troubleshoot maintenance problems and determine materials and supplies
required for repair.

Read and accurately interpret construction drawings and specifications.

Maintain accurate logs and written records of operations and work performed.

Us tact, initiative, prudence and independent judgment within general policy,
procedural and legal guideiines.

Communicate effectively, both orally and in writing.

Establish and maintain effective working relations with those contacted in the
course of the work.

Take a proactive approach to problem solving.

Use good judgment, make sound decisions,

Make recommendations on matters of policy, or complex technical and
administrative problems.

Working in a team atmosphere.

Typical Duties:

Plans, oversees and evaluates the operation and maintenance of the District
tertiary wastewater reclamation facility and the associated laboratory.

Plans, organizes, assigns, supervises and reviews the work of staff to ensure that
work is completed in a safe and appropriate manner and within regulaiory
requirements; develops and implements work and standby schedules.

Trains staff in work procedures and methods; evaluates the work of staff, initiates
and implements work selection and disciplinary procedures.

Inspects the plant and reviews laboratory testing results to determine operational
status; authorizes changes in activities to meet regulatory requirements and
ensures the most effective and efficient processes are used.

Assists in and makes recommendations regarding the long-and short-range
planning of piant coliection, operational and disposal facility construction and
modification activities; assists in the development of the annual and capital
improvement budgets.

Directs the maintenance and inventory of materials, chemicals, supplies and
equipment required for the effective operation of the wastewater reclamation
plant.

Oversses laboratory testing activities; prepares or directs the preparation of
regulatory reporis and ensures their timely submission to appropriate agencies.
Coniributes to and assists in the long-and short-range pianning of water
reciamation facility construction and modification projects; develops and
administers the water reclamation section operating budget; assists in the
development and review of requests for proposals; contacts vendors and service
contractors regarding prices, delivery and services for materiais, chemicais,

3
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supplies and equipment; negotiates and administers contracts for contractors and
suppliers.

B Inspects the plant for safety violations; ensures that safety procedures are
followed and that safety equipment is worn; makes periodic safety presentations
to piant staff.

d Troubieshoots operational and maintenance probiems; corrects, repairs or directs
the correction and repair of operational and/or equipment problems.

. Reads and interprets plans, specifications, blueprints and schematics.

. Responds to and resolves complaints regarding plant operations, including odors,
discharge quality and permit probiems.

N Responds to emergency situations during off-hours, as required; maintains
employee standby availability on a scheduled basis.

. Directs the maintenance of treatment piant, shop areas and other facilities and
equipment in a clean and orderly condition.

. May operate valves, pumps and automated controls to regulate the flow of

wastewater through the plant; may operate a variety of treatment plant equipment,
such as pumps, motors, chlorinators, filters, chemical valves, digesters, bar
screens and blowers.

B Prepares and directs the preparation and timely submission of a variety of written
correspondence, reports, procedures, ordinances and other maierials.

. Maintains and directs the maintenance of automated and manual files.

. Monitors changes in laws, regulations and technology that may affect division

operations; implements changes to policies and procedures, after approval.

Working Conditions: Work in wastewater treatment piant, wastewater collection system
environments; some exposure to water, chemicals, hazardous materials, and noise;
heavy lifting/moving, standing, climbing. May work at heights, in confined spaces, and in
inclement weather conditions. Must be available for standby assignments and to work
emergency overtime, as required.

Physical Demands: Must possess strength, stamina and mobility to work in a wastewater
treatment plant and laboratory setiing, to lift and carry materials weighing up to fifty
pounds and to use specialized test equipment, hand and power tools and
instrumentation; stamina to work in confined spaces around machines and to climb and
descend ladders; vision to read printed materials, charts, gauges and a computer
screen; hearing and speech to converse in person and over the telephone or radio.

4
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EXHIBIT P

CHAPTER SEVEN — JOB DESCRIPTIONS EFFECTIVE: FEBRUARY 2005
7020 — SHIFT SUPERVISOR

7020 - SHIFT SUPERVISOR

EMPLOYMENT STANDARDS

Education and Experience: Graduation from high school or G.E.D. Specialized training in
mechanical and/or electric trades desirable; five years experience in the operation and
maintenance of a wastewater treatment plant with two or more years of supervisory
duties; a Grade 11l Wastowater Treatment Plant Operators Certificate issued by the State
Water Resources Control Board is required.

Possession of: A valid California Class “A” driver's license, or the ability to obtain one
within six months of hire. The Shift Supervisor will be asked to provide a D.M.V. printout.

Knowledge of:
e Maintenance and repair principles of mechanical, hydraulic, electrical, and

instrumentation systems commonly used in wastewater treatment plants.

« The operation and maintenance principles of pumps, motors, valves, blowers,
electrical motor control centers, and electronic instrumentation systems.

» Safety practices, ruies and regulations involved in working on electrical, mechanical
and hydraulic systems.

* The use of computers.

Ability to:

= Plan, organize, and communicate assignments clearly to staff.

= Resact quickly to emergency situations.

Skilifully use hand and power tools, electrical testing equipment, and
equipment typically used in facilities and equipment maintenance.

Read facility system and equipment drawings and wiring diagrams.

Operate a variety of equipment ranging from small tools to heavy equipment.
Lift 50 Ibs. in the normal course of work.

Typical Duties:

- Operates and maintains facilities in a safe, clean, and orderly manner.

» Coordinates operational activities with facilities maintenance staff.
Operates computer system utilizing various menu driven programs.
Operates a variety of equipment, vehicles, hand and power tools inciuding

trucks, dump truck/trailer, articulated loader, light crane, welders, presses,

s elc.
« Performs reiated duiies similar to the above in scope and funclion as
* required.

Works weekends and standby on rotating schedule.
Required to wear personal protective equipment appropriate for job assignments.

1
SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT  JOB DESCRIPTIONS - 7000
EMPLOYEE POLICY AND PROCEDURE MANUAL

Page 34 of 72 item 7B Attachment No. 4 Page 034




CHAPTER SEVEN - JOB DESCRIPTIONS EFFECTIVE: FEBRUARY 2005
7020 — SHIFT SUPERVISOR

Working Conditions: Some exposure to water, chemicals, hazardous materials, and
noise; heavy lifting/moving, standing, climbing. May work at heights, in confined spaces,
and in inclement weather conditions.

Physical Demands: Must possess strength, stamina and mobility tc work in a wastewater
treatment plant and laboratory setting, to lift and carry materials weighing up to fifty
pounds and {o use specialized test equipment, hand and power tools and instrumentation;
stamina to work in confined spaces around machines and to climb and descend ladders;
vision to read pnnted materials, charts, gauges and a computer screen; hearing and

speech to converse in person and over the telephone cr radio.

2
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EXHIBIT Q

CHAPTER SEVEN - JOB DESCRIPTIONS EFFECTIVE: FEBRUARY 2005
7030 — PLANT OPERATOR

7030 - PLANT OPERATOR
EMPLOYMENT STANDARDS

Education and Experience:

Graduation from high school or G.E.D. Specialized training in mechanical andior electric
trades desirable; two years experience in the operation and maintenance of a wastewater
treatment plant; a Grade 1i Wastewater Treatment Plant Operators Certificate issued by
the State Water Resources Control Board. District will consider those applicants who
posses a Grade | Certificate, and can demonstrate their ability to obtain a Grade 1l within
one year of date of hire.

Possession of:
A valid California Class “C” driver’s license. The Plant Operator may, at a future time, be

required to obtain a California Class “A” driver’s license, and submit to the District’s Drug
and Alcohol Testing Program.

Knowledge of:
» Maintenance and repair principles of mechanical, hydraulic, electrical, and

instrumentation systems commonly used in wastewater treatment planis. The
operation and maintenance principles of pumps, motors, valves, blowers, electrical
motor control centers, and electronic instrumentation systems.

- Safety practices, rules and regulations involved in working on electrical, mechanical
and hydraulic systems.

* The use of computers.

Ability to:

« Skillfully use hand and power tools, electrical testing equipment, and equipment
typically used in facilities and equipment maintenance.

» Read facitity system and equipment drawings and wiring diagrams.

+ Operate a variety of equipment ranging from small tools to heavy equipment.

» Lift 50 Ibs. in the normal course of work.

Typical Duties:
« Operates and maintains facilities in a safe, clean, and orderly manner.

« Assists in operational activities with facilities staff.

Operates computer system utilizing various menu driven programs.

Operates a variety of equipment, vehicles, hand and power tools including trucks,
dump truck/trailer, articulated loader, light crane, welders, presses, etc.

Performs related duties similar to the above in scope and function as required.

= Works weekends and standby on rotating schedule.

Reguired to wear personal protective equipment appropriate for job assignments.
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CHAPTER SEVEN - JOB DESCRIPTIONS EFFECTIVE: FEBRUARY 2005
7030 — PLANT OPERATOR

Working Conditions:

Work in wastewater treatment plant, wastewater collection system environments; some
exposure to water, chemicals, hazardous materials, and noise; heavy lifting/moving,
standing, climbing. May work at heights, in confined spaces, and in inciement weather
conditions.

Physical Demands:

Must possess strength, stamina and mobility to work in a wastewater treatment plant and
laboratory setting, to Iift and camy materials weighing up to fifty pounds and to use
specialized test equipment, hand and power tools and instrumentation; stamina to work in
confined spaces around machines and to climb and descend ladders; vision to read
printed materials, charts, gauges and a computer screen; hearing and speech to
converse in person and over the telephone or radio.
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EXHIBIT R

CHAPTER SEVEN - JOB DESCRIPTIONS EFFECTIVE: FEBRUARY 2005
7042 - LABORATORY TECHNICIAN

7042 — LABORATORY TECHNICIAN

EMPLOYMENT STANDARDS:

Under direction of Plant Superintendent, collects samples and performs a variety of
routine analyses of water, wastewater, reclaimed water and siudge in support of the Plant
operations.

Education and Experience: Bachelor's degree in chemistry, biochemistry, biology,
microbiology environmental, sanitary or public health engineering, natural or physical
science; and six months experience in the operation of water and wastewater lab
squipment; or possession of a Grade Il or higher certification from the California Water
Environmental Agency (CWEA) or California-Nevada American Water Works Association
(CA-NV/AWWA) certification as a Lab Analyst/Water Quality Analyst or any combination

of education and/or experience to satisfy the job requirements.

Possession of: A valid Class "C" California Driver's License

Knowledge of:
+ General principles, methods and techniques of wastewater sampling.

« Analyses and treatment processes.
« Fundamentals of laboratory chemistry and mathematics.
= Laboratory safety and equipment care.

Typical Duties:
» Performs a variety of laboratory chemical, physical and biological tests to determine

Plant compliance with state and federal regulaiory agencies, process contro!
parameters and to characterize Plant and industrial waste streams.

< Analyzes and interprets routine test results.

« Assists in the maintenance of detailed written and computerized records of laboratory
data. Collects water, wastewater, sludge and receiving water samples from a variety
of sources including creeks, spill sites, manholes, sewer lines and siorm drains and
maintains automatic samplers in proper working condition.

- Prepares chemical reagents, lab supplies and glassware for use in analysis.

» Follows established laboratory Quality Assurance (QA) program and chain of custody
procedures.

+ Assists with conducting and evaluating of special monitoring projects.

« Recommends changes in collection, analyses, QA procedures or lab manuals.

« Follows established Chemical Hygiene Plan.

« Monitors level of laboratory supplies and recommends requisitions of supplies as
needed.

« Monitors condition of analytical instruments and performs preventative maintenance of

1
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CHAPTER SEVEN - JOB DESCRIPTIONS EFFECTIVE: FEBRUARY 2005
7042 — LABORATORY TECHNICIAN

equipment. Observes proper safety precautions and procedures and maintains the
laboratory in a safe, clean, neat and orderly condition.

= Performs a variety of laboratory chemical, physical and biological tests to determine
Plant compliance with state and federal regulatory agencies, process control
parameters and to characterize Plant and industrial waste streams.

» Collects water, wastewater, sludge and receiving water samples from a variety of
sources inciuding creeks, spill sites, manholes, sewer lines and storm drains and
maintains automatic samplers in proper working condition.

« Analyzes and interprets routine test results.

* Foliows established Chemicai Hygiene Pian.

» Follows established laboratory Quality Assurance (QA) program and chain of custody
procedures.

+ Performs related duties similar to above in scope and function as required.

Ability to:

» Perform accurate and precise chemical, physical and biological analyses of water,
wastewater and sludge

< Learn to operate, maintain and calibrate analytical instruments and equipment

= Understand and follow verbal and written instructions

* Use computer and spread sheets

« Utilize proper sampling collection and handling technigues

= Prepare testing media and reagents

» Keep accurate and legible records

» Establish and maintain effective work relationships with those contacted in the
performance of required duties

= Meet the physical requirements necessary to safely and effectively perform required
duties

Working Conditions: Work in wastewater treatment piant, wastewater collection system
environments; some exposure to water, chemicals, hazardous materials, and noise;
heavy lifting/moving, standing, climbing. May work at heights, in confined spaces, and in
inclement weather conditions.

Physical Demands: Must possess strength, stamina and mobility to work in a wastewater
treatment plant and laboratory setting, to lift and carry materials weighing up to fifty
pounds and to use specialized test equipment, hand and power tools and instrumentation;
stamina to work in confined spaces around machines and to climb and descend ladders;
vision to read printed materials, charts, gauges and a computer screen; hearing and
speech to converse in person and over the telephone or radio.

2

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT JOB DESCRIPTIONS - 7000
EMPLOYEE POLICY AND PROCEDURE MANUAL

Page 39 of 72 ltem 7B Attachment No. 4 Page 039



EXHIBIT S

SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT

Post Office Box 339, Oceano, California 93475-0339
1600 Aloha Oceano, California 93445-9735
Telephone (805) 489-6666 FAX {805) 489-2765
www.sslocsd.us

Staff Report
To: Board of Directors
From: John Clemons, Interim District Administrator
Date: March 02, 2016

Subject: ANNUAL UPDATE TO BOARD BYLAWS

RECOMMENDATION
That the Board, by motion, approve an amendment to the Bylaws providing for chairperson
when the Chair is absent.

BACKGROUND AND DISCUSSION

As a good housekeeping practice, the Board reviews iis bylaws annually. Annual review
provides an opportunity for Board members 1o revisit these rules for internal operation and to
implement changes to provide for smooth meeting flow.

District Legal Co-Counsel has reviewed the Bylaws and they appear to be in legal order.
However, in preparing agendas, it is helpful for staff to know what person will be chairing each
meeting in advance of the meeting. Currently the Bylaws do not address this consideration. The
City of Santa Maria assigns the Mayor the responsibility to name the chair if s/he and the Vice
Mayor cannot be present. A similar provision is proposed for the District’s Bylaws. If
approved, the provision would require the Chair to name the chairperson for any meeting when
the Chair and Vice Chair will be absent, either by designation or standing order.

FISCAL CONSIDERATIONS

Knowing the chairperson in advance of the meeting helps staff to prepare the agenda efficiently.

OPTIONS
Decline to adopt the propesed amendment.

Page 40 of 72 item 7B Attachment No. 4 Page 040



SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
DIRECTORBYLAWS
2016 UPDATE

7.3 The primary responsibility of the Board of Directors is the formulation and
evaluation of policy. Routine matters conceming the operational aspects of the
District are to be delegated to professionai staff members of the District.

7.4 Directors, when attending other meetings, may refer to their affiliation as a member
of the Board of Directors and may make statements on their own behalf or
endorsements on their own behalf as long as there is no misrepresentation
made or implied about the District’s position in regards to the issue presented.

AUTHORITY OF THE GENERAL MANAGER

The General Manager shall be responsible for all of the following:
81 The implementation of the policies established by the Board of Directors for the
operation of the District.

8.2 The appointment, supervision, discipline, and dismissal of the District's
employees, consistent with the District’s Personnel Policies as established by the
Board of Directors.

8.3  The supervision of the District’s facilities and services.

8.4  The supervision of the District’s finances.

DIRECTOR GUIDELINES

91 Directors, by making a request to the General Manager, shall have access fo
information relative to the operation of the District, including but not limited to
statistical information, information serving as the basis for certain actions of Staff,
justification for Staff recommendations, etc. If the General Manager cannot
timely provide the requested information by reason of information deficiency, or
major interruption in work schedules, workloads, and priorities, then the General
Manager shall inform the individual Director why the information is rict or cannot
be made available.

9.2 in handiing compiaints from residents or property owners within the District, or
other members of the public, Directors are encouraged to listen carefully to the
concerns, but the complaint should be referred to the General Manager for
processing and the District’s responss, if any.

9.3 Directors, when seeking clarification of policy-related concerns, especially those
involving personnel, legal action, land acquisition and development, finances,
and programming, should refer said concerns directly to the General Manager.

9.4 When approached by District personnel conceming specific District policy,
Directors should direct inquiries to the General Manager. The chain of command
should be foliowed. If a Director concludes that a personnel issue is not being
adequately addressed in this manner, he/she should refer it to the Board's
personnel committee for further consideration, in accordance with District
Personnel! Policy.

Page 9 of 13
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10.

11.

9.5

9.6

9.7

SCUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
DIRECTORBYLAWS
2016 UPDATE

Directors and General Manager should develop a working relationship so that
current issues, concerns and District projects can be discussed comfortably and

openly.

When responding to constituent request and concerns, Directors should respond
to individuals in a positive manner and route their questions o the General
Manager.

Directors are responsible for monitoring the District's progress in attaining its
goals and objectives, while pursuing its mission.

No member may participate in a hearing or take action on an item which creates
an economic conflict of interest for the member. Where there is an economic
conflict of interest, the conflicted member shall announce the nature of the
conflict of interest and recuse himself or herself from the hearing or deciding the
matter and thereon step down from the dais and leave the room until the matter
has been fully considered and voted upon, or otherwise continued.

DIRECTOR COMPENSATION

10.1

10.2

10.3
10.4

Each Director is authorized to receive one hundred dollars ($100.00) as
compensation for each regular, adjourned or special meeting of the Board of
Directors attended by him/her.

Each Director is authorized to receive cne hundred dollars ($100) per day as
compensation for representation of the District at a public meeting or public
hearing conducted by another public agency and/or participation in a training
program on a topic that is directly related to the District, provided that the Board
of Direclors has previously approved the member’s participation at a Board of
Director's meeting and the member delivers a written report to the Board of
Directors at the District's next regular meeting regarding the member's
participation.

in no event shall Director compensation exceed $100 per day.

Director compensation shall not exceed six full days in any one calendar month.

DIRECTOR REIMBURSEMENT

1.4

Each Director is entitted to reimbursement for their actual and necessary
expenses, including the cost of programs and seminars, incurred in the
performance of the duties required or authorized by the Board.

{a) it is the policy of the District to exercise prudence with respect to
hotel/motel accommodations. it is also the policy of the District for
Directors and staff to stay at the main hotei/motel location of a
conference, seminar, or class to gain maximum participation and
advantage of interaction with others whenever possible.

Page 10 of 13
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EXHIBIT T

Attachment A
for Resolution 2016-343
EMPLOYMENT AGREEMENT
BETWEEN THE :
SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT AND GERHARDT HUBNER
FOR

DISTRICT ADMINISTRATOR SERVICES

This Agreement (hereinafier referred to as the “Agreement”) is entered into this 24" day of March,
2016, by and between the South San Luis Obispo County Sanitation District, acting through the District
Board of Directors, (hereinafter referred to as “District”) and Gerhardt Hubner, (hereinafter referred to
as the “Employee™), with reference to the following:

WHEREAS, the District has conducted an extensive search for a District Administrator and desires
to appoint the best qualified candidate to the position; and

WHEREAS, the District is committed to developing and promoting an effective and professional
Management Team, including the District Administrator; and

WHEREAS, the District Administrator shall be an “at-will” employee and shall serve at the pleasure
of the District; and

WHEREAS, the District appointed Gerhardi Hubner as the District Administrator on March 16,
2016; and

WHEREAS, it is the desire of the District to provide certain benefits, establish certain conditions of
employment, and set working conditions of said Employee; and

WHEREAS, it is the desire of the District to: provide inducement for Employes to remain is such
employment; make possible full work productivity by assuring Employee’s morale, health, and peace of
mind with respect to the future security of his and his family; assist in the maintenance of the health and
well-being of Employee; provide a just means for terminating the service of Employee at such time as
he may be unable to discharge fully his duties or when the District desires to otherwise terminate his
employment; act as a deterrent against malfeasance or dishonesty for personal gain on the part of the
Employee and against morally questionable personal financial dealings; and establish a clear and
mutually understood system of compensating Employee.

NOW, THEREFORE, in consideration of the promises, terms, and conditions in this Agreement, the
District and Employee agree as follows:

1. TERM OF EMPLOYMENT.
A. Employee’s status shall be “at-will” and shall serve at the pleasure of the District.

Nothing in this Agreement or any other existing or future District document, not
specifically amending this Agreement, shall prevent, limit or otherwise interfere with the
right of the District to terminate the employment of said Employee at any time and for
any reason, or for no reason, subject to the provisions specified in Section 3 of this
Agrecment.

B. Subject to the conditions set forth in this Agreement, the Employee shall be employed in
the position of District Administrator for a thirty-six (363 month period continuing from
April 18, 2016 through April 30, 2015.

021
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C. The term of employment may be extended at any time prior to the expiration of this
Agreement by the mutual consent of District and the Employee. Such consent must be
evidenced by a written Amendment to this Agreement approved by the Board and
signed by the District and the Employee.

2. COMMITMENTS OF THE PARTIES.

A. Employce Commitments.

i. Duties, Responsibilities and Authority.

1
i.

~d

District retains Employee to perform the duties of the District
Administrator and any other duties as may be required by the Board of
Directors which are not inconsistent with the provisions of this Agreement
or the law.

The Employee shall have those powers and perform all of the duties of the
Disirict Adminisirator as set forth in the laws of the State of California,
District Ordinances, and District policies and procedures approved by the
District from fime to fime.

The Employee shall be subject to all District rules, regulations and policies
applicable ic cmployees and management and to any subsequently
adopted laws, regulations and policies, which do not conflict with this
Agreement or the law.

The Employee shall, subject to the direction and control of the District
Board of Directors, exercise administrative supervision over the District
and its employees so that the statutory and other legal duties of the District
are fully satisfied.

The Employee shall serve the District diligently and to the best of his
abilities in all respects and shall always act in District’s best interest in
fulfilling its legal responsibilities as 2 county sanitation district
organized under California Health and Safety Code Section 4700 et seq..
The Employee agrees to make sufficient time available to each member of

the District Board of Directors each week to provide an opportumity t0 be
briefed on District issues.

The Employee agrees to remain in the exclusive employment of District
during the term of this Agreement and shall not accept other employment
or perform other services for compensation without having first obtained
written permission from the Board, which the Board may withhold at its
sole discretion.

ii. Hours of Work.

1.

The Employee is an FLSA exempt, at-will employee but ig expected o
engage in the hours of work that are necessary o fulfil! the obligations of
the District Administrator’s position. The Employee is a fuil-time
employee expecied to work the normal business hours of the District and

022
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EXHIBIT U

A RESOLUTION OF THE BOARD OF DIRIECTORS OF THE SOUTH SAN LU1
OBISPO COUNTY SANITATION DISTRICT HONORING BILL SENNA FOR HIS
SERVICE TO THE CITIZENS OF THE SQUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT. (3/3/04)

[N
W

RESOLUTION NO.

RESOLUTION NO. 216 A RLSOLUTION OF THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS
ORISPO COLINTY SANITATION DISTRICT RECOGNIZING COMPOST
AWARFNESS WEEK, {375/04)

RESOLUTION NO. 217 A RESDLUTION OF THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS
ORJSPO COUNTY SANITATION DISTRICT ADOPTING AN EMPLOYER
COMPENSATION PACKAGE INCLUDING A SALARY SCHEDULE, POSITION
CLASSIFICATHONS AND SALARY STEPS WITHIN THE PERSPECTIVE RANGES
FOR THE 2004-04 FISCAL YEAR. (721704}

RESCGLUTION NO. 218 A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS
OBISPO COUNTY SANTTA ITON DISTRICT ADOPTING THE 2004-03 FISCAL
YEAR BUDGET. {72104

RESOLL TION NO. 219 A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS
OBISPO COUNTY SAMITATION DISTRICT APPROVING CONTRACT WITH
TRIMAX RESIDLALS TO CLEAN DIGESTER NO. 1. {2/15/04)

RESOLL TION NG 220 AT W UTION OF THE BOARD OF DIRFCTORS OF THE SOUTH SAM 1UIS
OBISPO COUNTY SANITATION DISTRICT ADOPTION OF REVISED
PERSONNEL POLICIES. {476/05

RESOLUTION NO. 221 A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS
OBISPOCOUNTY SANITATION DISTRICT ADOPTING THE 2005-06 FISCAL
YEAR BUDGET. 174 03

RESOLL FION NO.L 222 A RESULUTION OF THE BOARD OF DiREC {ORS OF THE SOUTH SAN LUIS
OBISPO COUNTY SANITATION DISTRICT ADOPTING AN EMPLOYEL
COMPENSATION PACKAGE INCLUDING A SALARY SCHEDULE. POSITION
CLASSIFICA TTONS AND SALARY STEDPS WITHING THE PERSPECTIVE
RANGES FOR THE 2005-06 FISCAT YEAR. (7/6/053

RESOLUTION NO. 223 A RESOLUTION OF THE BOARD OF DHRECTORS OF Tiir SGUTH SANLUIS
OBISPO COUNTY SANITATION DISTRICT ADOPTING THE POLICIES AND
PROCEDURES FOR THFE FXPENDITURE OF DISTRICT FUNDS FOR SUPPLIES,
EQUIPMENT CONSTRLCTION AN SERVICES.

RESOLUTION NO, 224 A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SOUTH SAN fAHS
ORISPO COUNTY SANITATION DISTRICT FOR THE ELECTION OF SEVEN
DIRECTORS TO THE SPECIAL DISTRICT RISK MANAGEMENT AUTHORITY
BOARD OF INRECTORS. (9/77:03)
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SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT

Operations Address: Business Address:

1600 Aloha Post Office Box 339

Oceano, California 93445 Oceano, California 93445

{805) 489-5666 {805)481-6903
MEMORANDUM

DATE: April 6, 2005

TO: Board of Directors

FROM: John L. Wallace, District Administrathr

SUBJECT: District Personnel Policy Manual Revisions

RECOMMENDATION:
Staff recommends the Board:
1. Provide Staff with any comments on the revised Personnel Policy Manual and adopt
the attached resolution approving the manual with recommended changes; or
2. Direct staff to make the necessary changes and return to the Board for adoptionata
future Board meeting,
3. Provide additional direction to Staff

FUNDING:
Not applicable.

DiSCUSSION:

The District Personnel Policy Manual was last revised in 2000. Due to changes in State and
Federal Labor law as well as changes in the operation of the facility, the personnel manual has
been reviewed and updated by District Staff and District Counsel. These changes have included a
variety of other refinements including the addition of a Catastrophic Leave Policy as well as
updated position descriptions and an employment application.

The existing Personnel Policy requires that “proposed modifications or deletions to these policies
shall first be introduced at one meeting of the Board of Directors, at which meeting the Board
may provide direction to Staff on the proposed modifications or deletions after receiving public
comment. The proposed modifications or deletions shall then, at a second meeting of the Board
of Directors, be presented for final adoption,”

Based upon this policy, the revised Personnel Policy was presented to the Board on March 16%
for review and comment. At the April 6 meeting the Personnel Manual could be adopted with
any changes recommended by the Board or continued for further modifications.
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Staff is recommending that work to complete contract specifications to purchase a
replacement FFR distribution arm and speed reducing automatic flushing mechanism
begin immediately. It is estimated that the cost to develop the bid specifications will be
$26,000, funding would be allocated to account 7077 Engineering Services. The actual
procurement of the unit would be included in and occur as part of the FY 05/06 budget.

Counsel Seitz clarified for the Board that Professional Services are not required to be
obtained through bid process. The District may award this work to the Wallace Group
through their current contract or to an outside engineering firm.

It was moved by Director Ekbom, seconded by Director Mann to direct Staff to
complete Contract Specifications to purchase a replacement FFR distribution arm
and speed reducing automatic flushing mechanism in stainless steel materials.
Motion carried.

B. Personnel Policy Manual Update.

Administrator Wallace informed the Board that the District Personnel Policy Manual was
last revised in 2000. Due to changes in State and Federal labor law as well as changes in
the operation of the facility, the personnel manual has been reviewed and updated by
District Staff and District Counsel. These changes have included a variety of other
refinements including the addition of a Catastrophic Leave Policy as well as updated
position descriptions and an employee application.

District Counsel Seitz gave a brief summary of changes and updates to the current policy
which included:

“At Wiil Employees™ Clarification of the District’s current policy.

“Return to Work of Key Employees” The District retains the right to replace Key
Employees who are legitimately out on leave.

“Overtime” Addition of additional overtime requirements as required by updated Labor
Codes.

District Counsel Seitz answered Board Member questions regarding specific changes in
the policy.
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SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
RESOLUTION NO. 2005 - _

A RESOLUTION OF THE BOARD OF DIRECTCORS OF THE
SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
ADOPTION OF REVISED PERSONNEL POLICIES

WHEREAS, the Bcard of Directors of the South San I uis

BY A ANl AL L TULULUL S il SO WAL Sl o>

Obispo County Sanitation District previously adopted an Employee
Policy and Procedure Manual; and

WHEREAS, the Board of Directors desire to insure that
said Employee Policy and Procedure Manual accurately reflects the
practices of the District; and

WHEREAS, District staff has prepared a complete revision
of present District Employvee Policy and Procedure Manual; and

WHEREAS, the Bcard of Directors desires to adopt the
revised Employee Policy and Procedure Manual which reflects changes
in the law as well as up to date District practices.

NOW, THEREFORE, BE IT RESOLVED, DETERMINED AND CRDERED by
the Board of Directors of the Socuth San Luis Obispo County
Sanitation District as follows:

1. The Revised Employee Policy and Procedure Manual, attached as
exhibit “A”, is hereby adopted.

Upon motion of Board Member ; Seconded by
Board Member on the following roll call vote,
to wit:
AYES:
NOES:
ABSENT:
2ABSTAINING:

[

Page 48 of 72 item 7B Attachment No. 4 Page 048



The foregoing resolution is hereby passed and adopted this

day of April, 2005.

Tony Ferrara
Chairman

ATTEST:

JOHN WALLACE

Secretary to the Board

APPROVED:

MICHAEL W. SEITZ, District Legal Counsel
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EXHIBIT V

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
RESOLUTION NO. 2010 -281

A RESOLUTION AMENDING RESOLUTION NO. 2010-280, A RESOLUTION
ADOPTING AN EMPLOYEE COMPENSATION PACKAGE INCLUDING A SALARY
SCHEDULE, POSITION CLASSIFICATIONS AND SALARY STEPS WITHIN THE
PERSPECTIVE RANGES FOR THE 2010-11 FISCAL YEAR

THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT DOES RESOLVE AS FOLLOWS:

WHEREAS, this Board deems it to be in the best interesis of the South San Luis Obispo
County Sanitation District and its various employees that various classifications of employment in
the District be adjusted as hereinafter provided.

NOW, THEREFORE, BE IT RESOLVED that the terms of this amending resolution shall
be effective July 1, 2010. :

BE IT FURTHER RESOLVED this resolution shall amend the positions of Shift Supervisor
and Operator 3 as shown on Exhibit A to fund the position of Shift Supervisor and unfund the
position of Operator 3 for FY 2010-11.

On motion of Board Member , seconded by Board Member
_, and on the following roll call vote, to wit:
AYES:
NOES:
ABSENT:
ABSTAINING:
the foregoing Resolution is hereby adopted this day of October, 2010.

Tony Ferrara, Chairman

ATTEST:

John L. Wallace
District Administrator
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RESOLUTION 2010-280
EXHIBIT “A” 3

2009-10 FISCAL YEAR
SALARY/RANGE MONTHLY COMPENSATION
AS AMENDED BY 09/14/10 BOARD MOTION
FULL TIME EMPLOYEES

Level Authorized - Stepl] Step2 ~ Step3  Step4  Stepd

1 Plant Superintendent 5684 5969 6268 6582 6912

1 Operator 3 (Shift Supervisor) (FUND) 4644 | 4877 | 5121 | 5377 | 5646

0 Operator 3 (UNFUND) 4123 4330 4547 | 4775 5014

1 Senior Maintenance Mechanic 4123 | 4330 4547 | 4775 5014

1 Lead Operator 3938 | 4135 4342 | 4560 | 4788

0 Lab Tech/Operator 3938 4135 4342 | 4560 4788

2 Operator 2 3825 | 4017 | 4218 |4429 | 4651

1 Operator 1 3552 | 3730 |3917 (4113 4319

0 Operator In Training 3212 3373 3542 3719 3905

1 Maintenance Assistant 3212 | 3373 3542 | 3719 | 3905

1 Bookkeeper/Secretary 3484 3659 3842 | 4034 4236

9 TOTAL STAFF

PART TIME EMPLOYEES - MONTHLY RATE

Board Member or Alternate $100 per meeting attended
. (Resolution 1995-150)
Administrator Per Coniract
Attorney Per Contract
Volunteers See Resolution No. 76 -
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EXHIBIT W

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
RESOLUTION NO. 2011-289

A RESOLUTION ADOPTING AN EMPLOYEE COMPENSATION PACKAGE
INCLUDING A SALARY SCHEDULE, POSITION CLASSIFICATIONS
AND SALARY STEPS WITHIN THE PERSPECTIVE RANGES
FOR THE 2011-12 FISCAL YEAR

THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT DOES RESOLVE AS FOLLOWS:

WHEREAS, this Board deems it 0 be in the best interests of the Soutlh San Luis Obispo County
Sanitation District and its various employees that minimum and maximum compensation be fixed as well
as any District contribution to medical, dental, vision and retirement pians on behaif of the employee for
various classifications of employment in the District as hereinafter provided.

NOW, THEREFORE, BE IT RESOLVED that the terms of this resolution shail be effective July
1,2011 and shal! apply through June 30, 2012.

BE IT FURTHER RESOLVED this resolution shall supersede and repeal any position

classifications.

BE IT FURTHER RESOLVED that the minimum compensation as of date of employment and
the intermediate and maximum compensation for such employment shall be as hereinafter enumerated,
effective July 1, 2011, and that said employees shall be assigned fo salary steps within the respective pay
range of the position classification as set forth in Exhibit A, and further, that any contributions made by
the District on behalf of the employee to medica! and/or retirement programs shall be set forth in Exhibit
A, and forther, that Exhibit A attached hereto is made a part hereof by reference, all of which are hereby
adopted as follows:

ADMINISTRATION OF THE COMPENSATION PLAN

AJl full-time employees entering the employ of the District shall be paid at the first step of the
salary range established for their classification unless authorized by the District Administrator and/or the
Board of Directors. The District Administrator shall have the authority to place an individual at step 2
upon reviewing their experience and making 2 determination that said step 2 salary was in the best
interest of the District to provide at the time of employment. The Board of Directors shall make the
decision to hire any employee at step 3 and would only do so after reviewing recommendations made by
the District Administrator with respect to the employee’s experience and value to the District.

Salary step increase; as provided herein, are not automatic, but based on performance and merit.
Employees shall be placed on a salary step and qualify for increase in compensation for advancement to

the next higher step of the pay rangss in the manner following:
i. Employses may qualify for advancement to the second step, after completion of six months
service, upon the recommendation of the Superintendeni and approvat by the District

Administrator.

2. Employees may qualify for advancement to the third step, after the completion of one year of
service instep two Upon recommendation of the Superintendent and approval by the District
Administrator.

85
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EXHIBIT *“A”

REs0 ol - 1 H

2011-12 FISCAL YEAR
SALARY/RANGE MONTHLY COMPENSATION

FULL TIME EMPLOYEES

Level Authorized Step ] Step2  Step3  Step4 Step 5
1 Plant Superintendent 5855 | 6148 | 6456 | 6779 | 7119
0 Operator 3 (Shift Supervisor) 4783 | 5023 | 5275 | 5538 | 5815
1 Operator 3 4247 | 4460 | 4683 4918 5164
1 Senior Maintenance Mechanic (vacant) | 4247 | 4460 4633 | 4918 | 5164
1 Lead Operator 4056 | 4259 4472 | 4697 4932
1 Lab Tech/Operator 4056 | 4259 | 4472 | 4697 | 4932
2 Operator 2 To40 | 4138 | 4345 | 452 | 4791

4792

1 Operator 1 *** 3659 | 3342 | 4035 | 4236 | 4449
*++ Grade 11 2.5% increase 4559
0 Operator In Training 3308 | 3474 | 3648 | 3831 4022
1 Maintenance Assistant 3308 | 3474 | 3648 | 3831 4622
1 Bookkeeper/Secretary 3589 | 3769 | 3957 | 4155 | 4363
10 TOTAL STAFF

3% Class Adjustment

PART TIME EMPLOYEES - MONTHLY RATE
Board Member or Alternate $100 per meeting attended

(Resolution 1995-150)

Administrator Per Contract
Attorney Per Contract
Volunteers See Resolution No. 76
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EXHIBIT X

SOU'TH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
RESOLUTION NO. 2012-299

A RESOLUTION ADOPTING AN EMPLOYEE COMPENSATION PACKAGE
INCLUDING A SALARY SCHEDULE, POSITION CLASSIFICATIONS
AND SALARY STEPS WITHIN THE PERSPECTIVE RANGES
FOR THE 2012-13 FISCAL YEAR

THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT-DOES RESOLVE AS FOLLOWS:

WHEREAS, this Board deems it 20 be in the best interests of the South San Luis Obispo County
Sanitation District and its various employees that minimum and maximum compensation be fixed as well

as any District contribution to medical, dental, vision and retirement plans on behalf of the employee for
various classifications of employment in the District as hersinafter provided.

NOW, THEREFORE, BE IT RESOLVED that the terms of this resolution shall be cffective July
1, 2012 and shali apply through June 30, 2013.

BE IT FURTHER RESOLVED this resolution shall supersede and repeal any position
classifications.

BE IT FURTHER RESOLVED that the minimum compensation as of date of employment and
the intermediate and maximum compensation for such employment shall be as hereinafter enumerated,
effective July 1, 2012, and that said employees shall be assigned to salary steps within the respective pay
range of the position classification as set forth in Exhibit A, and further, that any contributions made by
the District on behalf of the employee to medical and/or retirement programs shall be set forth in Exhibit
A, and further, that Exhibit A attached hereto is made a part hereof by reference, all of which are hereby
adopted as follows:

ADMINISTRATION OF THE COMPENSATION PLAN

All full-time employees entering the employ of the District shall be paid at the first step of the
salary range established for their classification unless authorized by the District Administrator and/or the
Board of Directors. The District Administrator shall have the authority to place an individual at siep 2
upon reviewing their experience and making 2 determination that said step 2 salary was in the best
interest of the District to provide at the time of employment. The Board of Directors shall make the
decision to hire any employee at stsp 3 and would only do so after reviewing recommendations made by
the District Administrator with respect to the employee’s experience and value to the District,

Salary step increase, as provided herein, are not automatic, but based on performance and merit.
Employees shall be placed on a salary step and qualify for increase in compensation for advancement to
the next higher step of the pay ranges in the manner following:

1. Employees may qualify for advancement o the second siep, after completion of six menths
servics, opon the recommendation of the Superintendent and approval by the District
Administyator.

2. Employees may qualify for advancement io the third step, after the completion of one year of

service instep two upon recommendation of the Superintendent and approval by the District
Administrator.
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3.

Employees may qualify for advancement to the fourth step, after the completion of one year of
service at the third step, upon recommendation of the Superintendent and approval by the District
Administrator.

Employees may qualify for advancement fo the fifth step, after completion of one year of service
in step four, upon recommendation of the Superintendent and approval by the District
Adminisirator.

A performance report on gach employee recommended for advancement shall be submitted to the
District Administrator, prior to final action on such recommendation.

All part-time employees shall be paid without benefit of salary range and at a rzie or rates as

specified in Exhibit A of this resolution.

On motion of , seconded by __,andon

the following roll call vote, to Wit:

AYES:
NOES:

ABSENT:

the foregoing resolution was passed and adopted this twenty-seventh day of June 2012.

Bill Nicolls
Ckairman

ATTEST:

Iohn L. Wallace
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EXHIBIT “A”

2012-13 FISCAL YEAR
SALARY/RANGE MONTHELY COMPENSATION

AT T dencd
FULL TIME EMPLOYEES IS
{% --§ 3 ,f = 7
Level Authorized Step/ Step2  Step3  Sep4  Steps [
1 Plant Superintendent 5855 | 6148 | 6456 | 6779 | 7119 | L7 27/ he
0 Operator 3 (Shift Supervisor) 4783 | 5023 | 5275 | 5338 | 5813 B A TSy P
TSLERET 0,
I Operator 3 4247 | 4460 | 4683 | 4918 | 5164 __‘};‘——"——-"
vAc
I Senior Maintenance Mechanic (vacant) | 4247 | 4460 | 4683 | 4918 | 5164 §4,00 7 2r
I R NN
1 Lead Operator 4056 4259 4472 4697 4932 T"—"“*—-—
——
1 Lab Tech/oi;;eratgz 40356 4256 4472 4697 4932 [Z2E S
e m—
2 Operator 2 3940 4138 4345 452 4791 Co, 73% ..
4792 g "%ff i kS " / L34
1 Operator 1 *** 3655 3842 4035 4236 4449 T .
g SH e g
#E% Grade 11 2.5% increase 4559 T, 8T ;(}
- B "'"‘—~—-_;_______-_—
0 Operator In Training 3308 3474 3648 3831 4022 .
Vo
1 Maintenance Assistant 3308 | 3474 | 3643 | 3831 | 4022 | f . LT f
2. =}, W . £
1 Bookkeeper/Secretary 3589 | 3769 | 3957 | 4155 | 4363 | ——————
S g
10 TOTAL STAFF 2y 3% %,
Any Adjustments TRD Thep - -
. FRR——
PART TIME EMPLOYEES - MONTHLY RATE e 7
. §ed -
Board Member or Alternate $100 per meeting attended ty _y
- 7oA 2N

Administrator
Attorney

Volunteers

Page1566 of 72

{Resolution 1965-150)
Per Contract
Per Contract

See Resolution No. 76

ltem 7B Attachment No. 4 Page 056



EXHIBIT Y

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
RESOLUTION NO. 2013-305

A RESOLUTION ADOPTING AN EMPLOYEE COMPENSATION PACKAGE
INCLUDING A SALARY SCHEDULE, POSITION CLASSIFICATIONS
AND SALARY STEPS WITHIN THE PERSPECTIVE RANGES
FOR THE 2012-13 FISCAL YEAR

THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT DOES RESOLVE AS FOLLOWS:

WHEREAS, this Board deems it to be in the best interests of the South San Luis Obispo County
Sanitation District and its various employees that minimum and maximum compensation be fixed as well
as any District contribution to medical, dental, vision and retirement plans on behaif of the employee for
various classifications of employment in the District as hereinafier provided.

NOW, THEREFORE, BE IT RESOLVED that the terms of this resolution shall be effective
January 1,2013 and shall apply through June 30, 2013.

BE IT FURTHER RESOLVED ihis resolution shall supersede and repeal any position
classifications.

BE IT FURTHER RESOLVED that the minimum compensation as of date of employment and
the intermediate and maximum compensation for such employment shall be as hereinafter enumerated,
effective January 1, 2013, and that said employees shall be assigned to salary steps within the respective
pay range of the position classification as set forth in Exhibit A, and further, that any contributions made
by the District on behalf of the employee fo medical and/or retirement programs shall be set forth in
Exhibit A, and further, that Exhibit A attached hereto is made a part hereof by reference, all of which are
hereby adopted as follows:

ADMINISTRATION OF THE COMPENSATION PLAN

All full-time employees entering the employ of the District shall be paid at the first step of the
salary range established for their classification unless authorized by the District Administrator and/or the
Board of Directors. The District Administrator shall have the authority to place an individual at step 2
upon reviewing their experience and making a determination that said step 2 salary was in the best
interest of the District to provide at the time of employment. The Board of Directors shall make the
decision to hire any employee at step 3 and would only do so after reviewing recommendations made by
the District Administrator with respect to the employee’s experience and value to the District.

Salary step increase, as provided herein, are not automatic, but based on performance and merit.

Employees shall be placed on a salary step and qualify for increase in compensation for advancement to
the next higher step of the pay ranges in the manner following:

1. Employees may qualify for advancement to the second step, after compietion of six months
service, upon the recommendation of the Superintendent and approval by the District
Administrator.

2. Employees may qualify for advancement to the third step, after the completion of one year of

service instep two upon recommendation of the Superintendent and approval by the District
Administrator.
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3. Employees may qualify for advancement to the fourth step, after the completion of one year of
service at the third step, upon recommendation of the Superintendent and approval by the District

Administrator.

4. Employees may qualify for advancement to the fifth step, after completion of one year of service
in step four, upon recommendation of the Superintendent and approval by the District
Administrator. .

5. A performance report on each employee recommended for advancement shali be submitted to the
District Administrator, prior to final action on such recommendation.

All part-time employees shall be paid without benefit of salary range and at a rate or rates as
specified in Exhibit A of this resolution.

On motion of 6 UL YVTLTY secondedby Pe {'W‘Sd\/\ ,and on
the following roll call vote, to wit:

AvEs: Dueriero, Peferem, Feariry

NOES: Rogwni
ABSENT: Adsind

the foregoing resolution was passed and adopted this twentieth day of February 2013.

U A~——

John L. Wallace
District Administrator
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EXHIBIT “A”

2012-13 FISCAL YEAR
SALARY/RANGE MONTHLY COMPENSATION

EFFECTIVE JANUARY 1,2013

FULL TIME EMPLOYEES

Level Authorized Stepl Step2  Step3  Stepd  Step5
1 Plant Superintendent 6148 | 6455 | 6779 | 7118 | 7475
0 Operator 3 (Shift Supervisor) 5022 | 5274 | 5539 | 5815 | 6106
1 Operator 3 4459 | 4683 | 4917 | 5164 | 5422
1 Senior Maintenance Mechanic (vacant) || 4459 | 4683 4917 5164 | 5422
1 Lead Operator 4259 | 4472 | 4696 | 4932 | 5179
1 Lab Tech/Operator 4259 | 4472 | 4696 | 4932 | 5179
2 Operator 2 4137 | 4345 | 4562 | 4790 | 5031
1 Operator 1 *** 4671
% Grade 11 2.5% incrense 3842 | 4034 | 4237 | 4448 | .-
0 Operator In Training 3473 | 3648 | 3830 | 4023 | 4223
1 Maintenance Assistant 3473 | 3648 | 3830 | 4023 | 4223
1 Bookkeeper/Secretary 3768 | 3957 | 4155 | 4363 | 4581
10 TOTAL STAFF

PART TIME EMPLOYEES - MONTHLY RATE

Board Member or Alternate $100 per meeting attende

{Resolution 1995-150)

Administrator Per Contract
Attorney Per Contract
Volunteers See Resolution No. 76
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EXHIBITZ

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
RESOLUTION NO. 2014-311

A RESOLUTION ADOPTING AN EMPLOYEE COMPENSATION PACKAGE
INCLUDING A SALARY SCHEDULE, POSITION CLASSIFICATIONS
AND SALARY STEPS WITHIN THE PERSPECTIVE RANGES
FOR THE 2013-14 FISCAL YEAR

THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT DOES RESOLVE AS FOLLOWS:

WHEREAS, this Board deems it to be in the best interests of the South San Luis Obispo County
Sanitation District and its various employess that minimum and maximum compensation be fixed as well
as any District contribution to medical, dental, vision and retirement plans on behalf of the employee for
various classifications of employment in the District as hereinafter provided.

NOW, THEREFORE, BE IT RESOLVED that the terms of this resolution shail be effective J uly
1, 2013 and shall apply through Juze 30, 2014.

BE IT FURTHER RESOL VED this resolution shall supersede and repeal any position
classifications.

SE IT FURTHER RESOLVED that the minimum compensation as of date of employment and
the intermediate and maximum compensation for such employment shall be as hereinafter enumerated,
effective July 1, 2013, and that said employees chall be assigned to salary steps within the respective pay
range of the position classification as set forth in Exhibit A, and further, that any contributions made by
the District on behalf of the employee t0 medical and/or retirement programs shall be set forth in Exhibit
A, and further, that Exhibit A attached hereto is made a part hereof by reference, all of which are hereby
adopted as follows: .

ADMINISTRATION OF THE COMPENSATION PLAN

All full-time employees entering the employ of the District shall be paid at the first step of the
salary range established for their classification unless authorized by the District Manager and/or the Board
of Directors. The District Manager shall have the authority to place an individual at step 2 upon reviewing
their experience and making a determination that said step 2 salary was in the best interest of the District
to provide at the time of employment. The Board of Directors shall make the decision to hire any
employee at step 3 and would only do so afier reviewing recommendations made by the District Manager
with respect to the employee’s experience and value to the District.

Salary step increases, as provided herein, are not automatic but based on performance and merit.
Employees shall b¢ piaced ona salary step and qualify for increase in compensation for advancement to
the next higher step of the pay ranges in the manner following:

1. Employees may qualify for advencement 1o the second step, after completion of six months
service, upon the recommendation of the Superintendent and approval by the District Manager.
Employees may qualify for advancement 10 the third step, afterthe ¢ f one year of
service in step two upon recommendation of the Superintendent and approval by the District
Manager.

-
GmipietenGron

[

3. Employees may qualify for advancement o the fourth step, after the completion of one year of
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service at the third step, upon recommendation of the Superintendent and approval by the District
Manager.

4. FEmployees may qualify for advancement to the fifth step, after completion of one year of service
in step four, upon recommendation of the Superintendent and approval by the District Manager.

5. A performance report on sach employee recommended for advancement shall be submitted to the
District Manager, prior to final action on such recommendation.

A}l pari-time employees shall be paid without benefit of salary range and at a rate or rates as
specified in Exhibit A of this resolution.

g T Atines ALY et A M mcanloma
T INGLISH I SOATa MISToET 5 DRALAZIILC Y

and on the following roli call vote, to wit:

AYES:
NOES:
ABSENT:
the foregoing resolution was passed and adopted this 17 day of July 2013.

W A

Matthew Guerrero "
Chair

ATTEST:

=R/
e

Interim Disirict r
NS

M“R;%VED{A? 1;/5}03;/

i/ 3
i
Michael W. Seitz B

District Lagai Connsel
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EXHIBIT “A”

2013-14 FISCAL YEAR

SALARY/RANGE MONTHLY COMPENSATION

FULL TIME EMPLOYEES
Level Authorized Step]  Step?  Step3  Stepd  Step S
I Plant Superintendent 6148 | 6455 | 6779 | 7118 | 7475
1 Shift Supervisor 5022 | 5274 | 5539 | 5815 | 6106
0 Operator 3 4459 | 4683 | 4917 | 5164 | 5422
1 Senior Maintenance Mechanic 4459 | 4683 | 4917 | 5164 | 5422
0 Lead Operator 4259 | 4472 | 4696 | 4932 | 5179
{ Lab Tech/Operator 4259 | 4472 | 4696 | 4932 | 5179
3 Operator 2 4137 | 4345 | 4562 | 4790 | 5031
5032
0 Operator 1 #** 3842 4034 4237 4448 4671
**% Grade II 2.5% increase 4787
1 Operator In Training Infern 3473 3648 3830 4023 4223
1 Maintenance Assistant 3473 | 3648 | 3830 | 4023 | 4223
1 Bookkeeper/Secretary 3768 | 3957 | 4155 | 4363 | 4581
10 TOTAL STAFF

COLA to be determined

PART TIME EMPLOYEES - MONTHLY RATE

Board Member or Alternate

District Manager

District Legal Counsel

$100 per meeting attended
(Resolution 1995-150)

Per Contract
Per Contract

See Resoluti
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EXHIBIT AA

RESOLUTION 2015-325

A RESOLUTION OF THE SOUTH SAN LUIS OBISPO
COUNTY SANITATION DISTRICT BOARD
OF DIRECTORS APPROVING A RESOLUTION GRANTING
ACOST OF LIVING ADJUSTMENT TO DISTRICT STAFF
OF ONE PERCENT RETROACTIVE TO FEBRUARY 1, 2015

WHEREAS, the South San Luis Obispo County Sanitation District
(District) desires to remain competitive in salary and benefits that it provides fo its

Lt LAl J LIDI5 WS

employees; and

WHEREAS, the Consumer Price Index (CPI) for the Los Angeles area for
the twelve months prior to December of 2014 was 0.7 percent which represented

a 0.5 decrease from the prior month; and

WHEREAS, the cost of living adjustment {COLA) provided to Social
Security recipients for this year is 1 .7 percent; and

WHEREAS, in 2014 District granted employees a 2.93 percent COLA
effective on February 1%

THEREFORE, BE IT RESOLVED THAT, the District hereby grants
employees a one percent COLA increase retroactive to February 1, 2015

PASSED AND ADOPTED at a regular mesting of the South San Luis
County Sanitation District Board of Directors held this 18th day of February

2015.
On the motion of \‘)ohn Shoals seconded by Mﬂ,}_LMGﬁ}V

and of the following roll call vote, to wit:
Jim HOY

AYES: John Shoals, Maryluccd,

NOES:
ABSENT:
CONFLICTS:

- |
Jirh Hill, Chairman
/%@a rd of Directors

outh San Luis Obispo County Sanitation District
(Zz:)(w& ss,+o T

ML{ el &
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EXHIBIT "A"

2014-15 FiISCAL YEAR
SALARY/RANGE MONTHLY COMPENSATION
COLA INCREASE AT 1.0%

FULL TIME EMPLOYEES

Level Authorized Step 1 Step 2 Step 3 Step 4 Step 5
1 Plant Superintendent 6575 6709 7045 7338 7769
1 Shift Supervisor 5371 5481 5757 6043 6345
O Operator 3 4769 4867 5110 5367 5635
1 Senior Maintenance Mechanic 5634 | 4867 | 5110 | 5367 | 5635
O Lead Operator 4426 4648 4881 5126 5382
1 Lab Tech/ Operator 4426 4648 4881 5126 5382

3 Operator 2

4300 4516 4741 4578 5230

— E 2+ 3
0 Operator 1 _ 3993 4192 4403 4623 4975
*** Grade Il 2.5% increase
1 Operator in Training Intern 3609 3791 3980 4181 4389
1 Maintenance Assistant 3609 3751 3930 4181 4383

1 BODkkeeper/Secretaw 3916 4112 4318 4534 4761

10 TOTAL STAFF

PART TIME EMPLOYEES - MONTHLY RATE

Board Member or Alternate $100 per meeting attended
{Resolution 1995-150)

Administrator Per Contract
Attorney Per Contract
— Voiunteers ' See Resolution No. 76
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EXHIBIT BB

RESOLUTION NO. 2015-328

A RESOLUTION OF THE SOUTH SAN LUIS OBISPC
COUNTY SANTITATION DISTRICT BOARD OF DIRECTORS
APPROVING THE ADOPTION OF A REVISED
PLANT SUPERINTEDENT EMPLOYMENT STANDARDS AND
PLANT SUPERINTENDENT COMPENSATION SCHEDULE

WHEREAS, the Plant Superintendent for the South San Luis Obispo County Sanitation
District (District) has roles that exceed that of what is typically expected of a Chief Plant Operator
{CPO).

WHEREAS, the Plant Superintendent for SSLOCSD is required to perform the duties of (PO
as well as manage 2 sewage collection system, manage all District owned systems, supesvise
District employees and define budgetary needs.

WHEREAS, the Plant Superintendent also plays a major role in defining the long-term vision
for the District.

WHEREAS, the District attempts to keep Employment Standards and Compensation
Scheduies current.

BE T RESOLVED that the South San Luis Obispo County Sanitation Board of Directors adept the
ravised Plant Superintendent Employment Standard Exhibit “A”, and Monthly Compensation
Schedule Exhibit “8” for the Plant Superintendent.

PASSED AND ADCPTED at a regular mesting of the South San Luis County Sanitation District
Board of Directors held this 18th day of March 2015.

On the motion of . }ohﬂ Sﬂ@ \g, seconded by_m_’é’_ézm

and of the following roli call vote, to wit:

AYES: Sheals, Gzue reero, Y
NOES:

ABSENT :

CONFLICTS:

Jim Hill, Chairman
Bgard of Directors
South San Luis Obispo County Sanitation Di
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2014-15 FISCAL YEAR
SALARY/RANGE MONTHLY COMPENSATION
Resolution 2013-326

FULL TiME EMPLOYEES
Level Authorized Step 1 Step 2 Step 3 Step 4 Step5
{1 Plant Superintendent 7768 | 8157 | 8565 | 8993 | 9443
{1 Shift Supervisor 5371 5481 5757 8043 6346
0 Operator 3 4789 4867 5110 5367 5635
1 Senijor Maintenance Mechanic 4634 4867 5110 5367 5635
0 Lead Operator 4426 4648 4881 5126 5382
1 Lab Tech/ Operator 4426 46438 4881 5126 5382
3 Operator 2
4300 4515 4741 4973 5230
ES‘?GE::ZZ]:;;; increase 3993 4192 . 4623 e
{1 Operator In Training intern 3609 3751 3580 4181 4389
1 Maintenance Assistant 3609 3791 3980 4181 4389
|1 Bookkeeper/secretary 3016 | 4112 | 4318 | 4534 | 4761
110 TOTAL STAFF

PART TIME EMPLOYEES - MONTHLY RATE

Board Member or Aliernate

Administrator

Atlornay

yolunteers
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EXHIBIT CC

RESOLUTION 2016-340

A RESOLUTION OF THE BOARD OF SOUTH SAN LUIS OBISPO
COUNTY SANITATION DISTRICT GRANTING
A COST OF LIVING ADJUSTMENT TO SALARIES OF DISTRICT STAFF,
APPROVING A NEW PART-TIME CLASSIFICATION,
APPROVING A SUMMER INTERN PROGRAM, AND APPROVING ALL
OPERATORS AS ELIGIBLE FOR THE HIGHER OPERATOR GRADE
PROGRAM

WHEREAS, the South San Luis Obispo County Sanitation District (District)
desires to remain competitive in salary and benefits that it provides to its empioyees and
to staff its plant in an effective and economical manner; and

WHEREAS, the Consumer Price Index for Urban Wage Eamers and Clerical
Wotkers (CPI-W) for the Los Angeles area November 2014 to November 2015 was 1.4;
and

WHEREAS, in January 2015 the District granted employees a cost of living
adjustment (COLA) raising their salaries by one percent (1%); and

WHEREAS, staff has proposed a new part-time classification of Plant Worker
to relieve full-time staff of general maintenance duties, as well as serve to fill temporary
long term vacancies; and

WHEREAS, the District desires to bring back the Summer Intern program, to
attract local youth to the wastewater industry, and provide summer work for high school
age youth; and

WHEREAS, the District desires that all operators be eligible for the Higher
Operator Grade Program, which carries a salary stipend of two and a half percent (2.5%);
and

NOW, THEREFORE, IT IS HEREBY RESOLVED, that the Board of South
San Luis Obispo County Sanitation District hereby approves Exhibit A, which:

1. Grants employees a COLA adjustment increasing their salaries by one and a
half percent (1.5%) effective January 23, 2016;

2. Approves the part-time classification of Plant Worker; and

3. Authorizes the Summer Intern program for local youth; and

4. Authonizes that all operators are eligible for the Higher Operaior Grade

Program.

The Interim District Administrator, or his/her designee, is hereby authorized and directed
to take all steps necessary to implement this resolution.
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PASSED AND ADOPTED at a regular meeting of the South San Luis County
Sanitation District Board of Directors held this 20th day of January 2016.

On the motion of seconded by , and after
the following roll call vote:

AYES:
NOES:
ABSENT:
CONFLICTS:

John Shoals, Chairman

Board of Directors
South San Luis Obispo County Sanitation District

ATTEST:
APPROVED AS TO FORM:
DISTRICT SECRETARY
BY:
DISTRICT COUNSEL
CONTENTS:
BY:
DISTRICT ADMINISTRATOR
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2015-16 FISCAL YEAR
SALARY RANGE MONTHLY COMPENSATION
RESOLUTION 2016-340 EXHIBIT "A"
{1.5% COLA)
FULL TIME EMPLOYEES

e

@

Noo

- D

o 9

S E
Classifications Z 2  Step1l Step 2 Step 2 Step 4 Step §
District Administrator 1 |Range To Be Determined
Plant Superintendent*® 1 7885 8279 8693 9127 9584
Shift Supervisor* 1 5452 5724 6010 6311 6626
Plant Operator 3* 2 4841 5083 5337 5604 5884
Senior Maintenance Mechanic 0 4704 4939 5186 5445 5717
lead Operator® 0 4492 4717 4953 5201 5461
Lab Tech/Operator* 1 4492 4717 4953 5201 5461
Plant Operator 2* 3 4365 4583 4812 5052 5305
Plant Operator 1* 0 4053 4256 4468 4692 4926
Operator In Training Intern 1 3663 3846 4039 4241 4453
Maintenance Assistant 0 3663 3846 4035 4241 4453
Bookkeeper/Secretary 1 3975 4173 4382 4601 4831

i1

*Higher Operator Grade Program 2.5%
PART-TIME EMPLOYEES RATES
Board Member or Aiternate $100 per meeting attended

(Resolution 1995-150)
Attorney Per Contract

Plant Worker Hourly rate of equiv position
(Resolution 2016- 340}

Summer intern §12.00/hour

Volunteers See Resolution No. 76
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EXHIBIT DD

SOUTH SAN LUIS OBISPO COUNTY SANITATION DISTRICT
RESOLUTION NO. 2016-349

A RESOLUTION ADOPTING AN EMPLOYEE COMPENSATION PACKAGE
INCLUDING A SALARY SCHEDULE, POSITION CLASSIFICATIONS
AND SALARY STEPS WITHIN RANGES
FOR THE 2016-17 FISCAL YEAR

THE BOARD OF DIRECTORS OF THE SOUTH SAN LUIS OBISPO COUNTY
SANITATION DISTRICT DOES RESOLVE AS FOLLOWS:

WHEREAS, this Board deems it to be in the best interests of the South San Luis Obispo
County Sanitation District and its various employees that minimum and maximum compensation
be fixed as well as any District contribution to medical, dental, vision and retirement plans on
behaif of the employee for various classifications of employment in the District as hereinafter
provided.

NOW, THEREFORE, BE IT RESOLVED that the terms of this resolution shall be effective
July 1, 2016 and shaii appiy through June 30, 2017.

BE IT FURTHER RESOLVED this resolution shall supersede and repeal any position
classifications insofar as inconsistent.

BE IT FURTHER RESOLVED that the minimum compensation as of date of employment
and the inlermediate and maximum compensation for such empioyment shail be as hereinafier
enumerated, effective July 1, 2018, and that said employees shail be assigned io salary steps
within the respective pay range of the position ciassification as set forth in Exhibit A, and further,
that any contributions made by the District on behalf of the employee to medical and/or retirement
programs shall be set forth in Exhibit A, and further, that Exhibit A attached hereto is made a part
hereof by reference, all of which are hereby adopted as follows:

ADMINISTRATION OF THE COMPENSATION PLAN

All full-time employees entering the employ of the District shall be paid at the first or Step
A of the salary range established for their classification unless authorized by the District
Administrator. The District Manager shall have the authority to place an individual at StepBor C
upen reviewing their experience and making a determination that said step B or C salary is in the
best interest of the District to provide at the time of empioyment. The Chair of the Board of
Directors shall make the decision to hire any empioyee at Step D or higher and would only do so
after reviewing recommendations made by the District Administrator with respect to the
employee's experience and vaiue to the District.

Salary step increases, as provided herein, are not automatic but based on performance
and merit. Empioyees shall be piaced on a salary step and qualify for increase in compensation
for advancement to the next higher step cof the pay ranges in the manner following:

1. Employees may qualify for advancement to the Step B, after completion of one year of
service, upon the recommendation of the Superintendent and approval by the District
Administrator.

2. Employees may qualify for advancement to the Step C, after the completion of one year
of service in Step B upon recommendation of the Superintendent and approval by the
District Administrator.
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3. Employees may qualify for advancement to the Step D, after the complietion of one year
of service at the Step C, upon recommendation of the Superintendent and approvai by the

District Administrator.

4. Employees may qualify for advancement to the Step E, after completion of one year of
service in Step D, upon recommendation of the Superintendent and approval by the
District Administrator.

5. A performance report on each employee recommended for advancement shail be
submitted to the District Administrator, prior to final action on such recommendation.

Ali Board Members, District Legal Counsei and Student Assistants/interns shall be paid
without benefit of salary range and at a rate or rates as specified in Exhibit A of this resolution.

On motion of Board Member , seconded by Board Member
, and an the following rol! call vote, to wit:

AYES:
NOES:
ABSENT:

the foregoing resolution was passed and adopted this 1st day of June 2016.

John Shoals
Chair

ATTEST:

Gerhardt J. Hubner
District Administrator

APPROVED AS TO FORM:

Gilbert Tryjilio
District Legal Counsel
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2016-17 FISCAL YEAR

SALARY RANGE MONTHLY COMPENSATION

RESOLUTION 2016-340

1.5% COLA

FULL TIME EMPLOYEES

D

N

]

(o~}

£ E
Classifications 2 3 StepA Step 8 Step C Step D Step E
District Administrator 1 |Range To Be Determined
Plant Superintendent® i 7885 8275 8653 912 9584
2.5% stipend for cert above grade 8082 8486 8910 §356 9823
Shift Supervisor* 1 5452 5724 6010 6311 6626
2.5% stipend for cest above grade 5588 5867 161 6469 6792
Plant Operator {11* 2 4841 5083 5337 5604 5884
2.5% stipend for cert above grade 4962 5210 5470 5744 6031
Senior Maintenance Mechanic 0 4704 4939 5186 5445 5717
Lead Operator® 0 4452 4717 4953 5201 5461
2.5% stipend for cert above grade 4605 4835 5077 5331 5597
Lab Tech/Operator* 1 4492 4717 4953 5201 5461
2.5% stipend for cert above grade 4605 4835 5077 5331 5597
Plant Operator #* 2 4365 4583 4812 5052 5305
2.5% stipend for cert above grade 4474 4697 4932 5179 5438
Plant Operator i* 0 4053 4256 4468 4692 4326
2.5% stipend for cert abave grade 4154 4362 4580 4808 5049
Operator In Training intern 0.5 3663 38456 4033 4241 4453
Maintenance Assistant 0.5 3663 3846 4039 4241 4453

{Bookkeeper/Secretary 1 3975 4173 4382 4601 4831
10
*Higher Operator Grade Program 2.5%
OTHERS
Board Member or Alternate $100 per meeting attended

District Legal Counsel

Student Assistant/intern
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