
 
 
 

SPECIAL NOTICE 
PUBLIC ATTENDANCE & PARTICIPATION AT PUBLIC MEETINGS 

 
Your participation is always welcome.  OC San offers several ways in which to interact during 
meetings.  You will find information as to these opportunities below. 
 
IN-PERSON MEETING ATTENDANCE 
 
You may attend the meeting in-person at the following location: 
 

Orange County Sanitation District 
Administration Building 

10844 Ellis Avenue 
Fountain Valley, CA 92708 

 
ONLINE MEETING PARTICIPATION 
 
As a convenience for the public, the meeting may also be accessed live via Teams on your 
computer or similar device or web browser using the link below.  As this is an in-person meeting 
and the Teams component is not required, but rather is being offered as a convenience, if there 
are any technical issues during the meeting, the meeting will continue and will not be suspended. 

 
Click here to join the meeting 

 
We suggest testing joining a Teams meeting on your device prior to the commencement of the 
meeting.  For recommendations, general guidance on using Teams, and instructions on joining 
a Teams meeting, please click here. 
 
Please mute yourself upon entry to the meeting.  Please raise your hand if you wish to speak 
during the public comment section of the meeting.  The Clerk of the Board will call upon you by 
using the name you joined with.  
 
Meeting attendees are not provided the ability to make a presentation during the meeting.  Please 
contact the Clerk of the Board at least 48 hours prior to the meeting if you wish to present any 
items.  Additionally, camera feeds may be controlled by the meeting moderator to avoid 
inappropriate content. 
 
HOW TO PARTICIPATE IN THE MEETING BY TELEPHONE 
 
To join the meeting from your phone:            Dial (213) 279-1455 
When prompted, enter the Phone Conference ID:   891 417 060# 
 
All meeting participants may be muted during the meeting to alleviate background noise.  If you 
are muted, please use *6 to unmute.  You may also mute yourself on your device. 
 

~SAN 
ORANGE COUNTY SANITATION DISTRICT 

https://teams.microsoft.com/l/meetup-join/19%3ameeting_YzQzYjE4ZDMtY2ZkYi00MTVkLWE3OTEtMDE2NGNkYzk5MDli%40thread.v2/0?context=%7b%22Tid%22%3a%227dc58bd8-971e-44ae-934b-e60eafc73549%22%2c%22Oid%22%3a%22f0930a59-2609-4d59-96ed-3e89a538cf2e%22%7d
http://www.ocsan.gov/i-want-to/how-to-join-a-microsoft-teams-meeting


Please raise your hand to speak by use *5, during the public comment section of the meeting.  
The Clerk of the Board will call upon you by using the last 4 digits of your phone number as 
identification. 
 
NOTE:  All attendees will be disconnected from the meeting at the beginning of Closed 
Session.  If you would like to return to the Open Session portion of the meeting, please 
login or dial-in to the Teams meeting again and wait in the Lobby for admittance. 
 
WATCH THE MEETING ONLINE 
 
The meeting will be available for online viewing at: 
 

https://ocsd.legistar.com/Calendar.aspx 
 
 
SUBMIT A COMMENT 
 
You may submit your comments and questions in writing for consideration in advance of the 
meeting by using the eComment feature available online at:  
https://ocsd.legistar.com/Calendar.aspx or sending them to OCSanClerk@ocsan.gov with the 
subject line “PUBLIC COMMENT ITEM # (insert the item number relevant to your comment)” 
or “PUBLIC COMMENT NON-AGENDA ITEM”. 
 
You may also submit comments and questions for consideration during the meeting by using the 
eComment feature available online at:  https://ocsd.legistar.com/Calendar.aspx.  The eComment 
feature will be available for the duration of the meeting. 
 
All written public comments will be provided to the legislative body and may be read into the 
record or compiled as part of the record. 
 
 
 

For any questions and/or concerns, please contact the Clerk of the Board’s office at 
714-593-7433.  Thank you for your interest in OC San! 

https://ocsd.legistar.com/Calendar.aspx
https://ocsd.legistar.com/Calendar.aspx
mailto:OCSanClerk@ocsan.gov
https://ocsd.legistar.com/Calendar.aspx


  

 

 
 
March 1, 2023 
 
 
 

NOTICE OF SPECIAL MEETING 
 
 

ADMINISTRATION COMMITTEE 
ORANGE COUNTY SANITATION DISTRICT 

 
 

Wednesday, March 8, 2023 – 3:00 P.M. 
 

Administration Building 
10844 Ellis Avenue 

Fountain Valley, CA 92708 
 

ACCESSIBILITY FOR THE GENERAL PUBLIC 
Your participation is always welcome.  Specific information as to how to 
participate in this meeting is detailed on the Special Notice attached to 
this agenda.  In general, OC San offers several ways in which to interact 
during this meeting:  you may participate in person, join the meeting live 
via Teams on your computer or similar device or web browser, join the 
meeting live via telephone, view the meeting online, and/or submit 
comments for consideration before or during the meeting. 
 
The Special Meeting of the Administration Committee of the Orange County 

Sanitation District will be held at the above location and in the manner 
indicated on Wednesday, March 8, 2023 at 3:00 p.m. 

 

  

OC~SAN 
ORANGE COUNTY SANITATION DISTRICT 

10844 Ellis Avenue 
Fountain Valley, CA 92708 

714.962.2411 
www.ocsan.gov 

Our Mission: To protect public health and the environment by 
providing effective wastewater collection, treatment, and recycling. 

Serving: 
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Stanton 
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County of Orange 

Costa Mesa 
Sanitary District 

Midway City 
Sanitary District 

Irvine Ranch 
Water District 

Yorba Linda 
Water District 



ADMINISTRATION COMMITTEE
Special Meeting Agenda

Wednesday, March 8, 2023 - 3:00 PM
Board Room

Administration Building
10844 Ellis Avenue

Fountain Valley, CA  92708
(714) 593-7433

ACCOMMODATIONS FOR THE DISABLED:  If you require any special disability related accommodations, 
please contact the Orange County Sanitation District (OC San) Clerk of the Board’s office at (714) 593-7433 at 
least 72 hours prior to the scheduled meeting.  Requests must specify the nature of the disability and the type 
of accommodation requested.

AGENDA POSTING:  In accordance with the requirements of California Government Code Section 54954.2, this 
agenda has been posted outside the main gate of the OC San's Administration Building located at 10844 Ellis 
Avenue, Fountain Valley, California, and on the OC San’s website at www.ocsan.gov not less than 72 hours 
prior to the meeting date and time above.  All public records relating to each agenda item, including any public 
records distributed less than 72 hours prior to the meeting to all, or a majority of the Board of Directors, are 
available for public inspection in the office of the Clerk of the Board.

AGENDA DESCRIPTION:  The agenda provides a brief general description of each item of business to be 
considered or discussed.  The recommended action does not indicate what action will be taken.  The Board of 
Directors may take any action which is deemed appropriate.

MEETING RECORDING:  A recording of this meeting is available within 24 hours after adjournment of the 
meeting at https://ocsd.legistar.com/Calendar.aspx or by contacting the Clerk of the Board at (714) 593-7433.

NOTICE TO DIRECTORS:  To place items on the agenda for a Committee or Board Meeting, the item must be 
submitted in writing to the Clerk of the Board: Kelly A. Lore, MMC, (714) 593-7433 / klore@ocsan.gov at least 14 
days before the meeting.

FOR ANY QUESTIONS ON THE AGENDA, BOARD MEMBERS MAY CONTACT STAFF AT:

General Manager:  Rob Thompson, rthompson@ocsan.gov / (714) 593-7110
Asst.General Manager:  Lorenzo Tyner, ltyner@ocsan.gov / (714) 593-7550
Director of Human Resources: Celia Chandler, cchandler@ocsan.gov / (714) 593-7202
Director of Engineering: Kathy Millea, kmillea@ocsan.gov / (714) 593-7365
Director of Environmental Services: Lan Wiborg, lwiborg@ocsan.gov / (714) 593-7450
Director of Operations & Maintenance: Riaz Moinuddin, rmoinuddin@ocsan.gov / (714) 593-7269

OC~SAN 
ORANGE COUNTY SANITATION DISTRICT 



ADMINISTRATION COMMITTEE Special Meeting Agenda Wednesday, March 8, 2023

CALL TO ORDER

Members of the Administration Committee will take a tour of Plant No. 1 beginning at 3:00 
p.m., with the business meeting reconvening thereafter at 5:00 p.m..

RECESS - TOUR OF PLANT NO. 1

RECONVENE

PLEDGE OF ALLEGIANCE

ROLL CALL AND DECLARATION OF QUORUM:

Clerk of the Board

PUBLIC COMMENTS:

Your participation is always welcome.  Specific information as to how to participate in a meeting is detailed in the 
Special Notice attached to this agenda.  In general, OC San offers several ways in which to interact during 
meetings:  you may participate in person, join the meeting live via Teams on your computer or similar device or 
web browser, join the meeting live via telephone, view the meeting online, and/or submit comments for 
consideration before or during the meeting.

REPORTS:

The Committee Chairperson and the General Manager may present verbal reports on miscellaneous matters of 
general interest to the Directors.  These reports are for information only and require no action by the Directors.

CONSENT CALENDAR:

Consent Calendar Items are considered to be routine and will be enacted, by the Committee, after one motion, 
without discussion.  Any items withdrawn from the Consent Calendar for separate discussion will be considered in 
the regular order of business.

1. 2023-2831APPROVAL OF MINUTES

RECOMMENDATION:

Approve Minutes of the Regular meeting of the Administration Committee held
February 8, 2023.

Originator: Kelly Lore

Agenda Report
02-08-2023 Administration Committee Minutes

Attachments:

Page 1 of 4 
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ADMINISTRATION COMMITTEE Special Meeting Agenda Wednesday, March 8, 2023

2. 2022-2381UPDATE TO RECORDS MANAGEMENT PROGRAM PROCEDURES
AND RECORDS RETENTION SCHEDULE RESOLUTION

RECOMMENDATION:  Recommend to the Board of Directors to:

Adopt Resolution No. OC SAN 23-XX, entitled: “A Resolution of the Board of Directors 
of the Orange County Sanitation District Adopting the Records Management Program 
Procedures and Records Retention Schedule, Authorizing Destruction of Obsolete 
Records, and Repealing Resolution No. OC SAN 22-10”.

Originator: Kelly Lore

Agenda Report
Resolution No. OC SAN 23-XX
Records Management Procedure Manual  Redline
Records Retention Schedule Redline

Attachments:

NON-CONSENT:

3. 2023-2829BIOLOGICAL OXYGEN DEMAND (BOD) ANALYZER AND ESTIMATOR 
SYSTEM

RECOMMENDATION:

Approve a sole source justification and issue a purchase order to MANTECH for a
Biological Oxygen Demand (BOD) Pro AM405 Analyzer and 10-minute BOD Estimator
System in an amount not to exceed $100,000 including the BOD system, installation
and training, sales tax, and freight.

Originator: Lan Wiborg

Agenda Report
Presentation - BOD Analyzer_Estimator System

Attachments:

4. 2023-2830UPDATES TO ORANGE COUNTY SANITATION DISTRICT 
PERSONNEL POLICIES AND PROCEDURES

RECOMMENDATION:  Recommend to the Board of Directors to:

Adopt Resolution No. OC SAN 23-XX, entitled:  “A Resolution of the Board of Directors
of the Orange County Sanitation District adopting a Board of Directors Personnel
Policies and Procedures Manual providing for Classification, Compensation, and Other
Terms, Conditions, Policies, and Procedures Governing Employment of Orange County
Sanitation District Employees; and Repealing Resolution No. OCSD 18-18 and
Resolution No. OC SAN 22-07 and all other Amendments Affecting These Policies”.

Originator: Celia Chandler
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http://ocsd.legistar.com/gateway.aspx?m=l&id=/matter.aspx?key=4451
http://ocsd.legistar.com/gateway.aspx?M=F&ID=48946e2b-8039-4edb-bc06-3fc82e786e7f.pdf
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http://ocsd.legistar.com/gateway.aspx?M=F&ID=621d2ea1-6235-4faa-a778-4a3e8d7e62a7.pdf
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Agenda Report
Resolution No. OC SAN 23-XX - HR Policies and Procedures
OC San Personnel Policies and Procedures - Redline
OC San Personnel Policies and Procedures - Clean

Attachments:

INFORMATION ITEMS:

5. 2023-2810FY 2023-24 ORANGE COUNTY SANITATION DISTRICT BUDGET
UPDATE REVENUES AND RESERVES OVERVIEW

RECOMMENDATION:

Information Item.

Originator: Lorenzo Tyner

Agenda Report
FY 2023-24 Budget Update Revenue Detail
Reserve Summary - FY 2022-23
Presentation - FY 2023-24 Budget Update

Attachments:

6. 2023-2846OC SAN - PROCUREMENT PROCESS, BIDS VS. RFPS, SOLE
SOURCE CONTRACTS VS. COMPETITIVE CONTRACTS

RECOMMENDATION:

Information Item.

Originator: Lorenzo Tyner

Agenda Report
Presentation - Purchasing Contracts and Materials Mgmt

Attachments:

7. 2023-2845OC SAN - OPERATIONS & MAINTENANCE WASTEWATER 101 PART 
1: TREATMENT AND RECYCLING

RECOMMENDATION:

Information Item.

Originator: Riaz Moinuddin

Agenda Report
Presentation - Wastewater Treatment_Recycling

Attachments:

DEPARTMENT HEAD REPORTS:

CLOSED SESSION:

None.
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OTHER BUSINESS AND COMMUNICATIONS OR SUPPLEMENTAL AGENDA ITEMS, IF 
ANY:

BOARD OF DIRECTORS INITIATED ITEMS FOR A FUTURE MEETING:

At this time Directors may request staff to place an item on a future agenda.

ADJOURNMENT:

Adjourn the meeting until the Special meeting of the Administration Committee on April 12, 
2023 at 3:00 p.m. at Plant No. 2.
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	0000_Agenda
	0001_1_Agenda Report
	0001_2_02-08-2023 Administration Committee Minutes
	0002_1_Agenda Report
	0002_2_Resolution No. OC SAN 23-XX
	0002_3_Records Management Procedure Manual Redline
	00 Cover RM Procedure Manual
	Procedure 1.0 - Program Policy
	1.1 The Board of Directors shall not less than annually adopt a Resolution updating the Records Management Procedure Manual as presented by the Custodian of Records (Clerk of the Board).  The Orange County Sanitation District (OC San) is committed to ...

	Procedure 2.0 - Program Guidelines
	1.0 INTRODUCTION
	2.0   PURPOSE

	Procedure 3.0 - Staff Responsibilities
	1.0 INTRODUCTION
	2.0 PURPOSE

	Procedure 4.0.1.1 - RRS Change Request Form Title Slide
	Procedure 4.0.1.2 - Exhibit A_RRS Change Request Form NEW 4-1-22
	Procedure 4.0.2.1 - RRS Title Slide
	Procedure 4.0.3 - PLACEHOLDER Title Slide
	Procedure 5.0 - Records Disposition Redline 11-14-2022
	1.0 INTRODUCTION
	2.0 PURPOSE

	Procedure 5.0.1.1 - Disposition Form Title Slide
	Procedure 5.0.1.2 - Records Management Disposition Form
	DW

	Procedure 5.0.2.1 - Request for Auth to Destroy Records Form Title Slide
	Procedure 5.0.2.2 - Request for Authorization to Destroy Records Form
	Sheet1

	Procedure 5.0.3.1 - Electronic Destruction Certificate of Destruction Title Slide
	Procedure 5.0.3.2 - Certificate of Digital Record Destruction 2022-06-02
	Procedure 5.0.4.1 - Legal Counsel Written Consent_Destruction of Video Recordings Title Slide
	Procedure 5.0.4.2 - Legal Counsel Written Consent_Destruction of Video Recordings
	Procedure 6.0 - Vital Records
	1.0 INTRODUCTION
	2.0 PURPOSE

	Procedure 7.0 - Historical Records
	Procedure 8.0 - RM Audit and Compliance
	Procedure 9.0 - Records Hold and Release
	1.0 INTRODUCTION

	Procedure 9.0.1.1 - Records Hold and Release Form Title Slide
	Procedure 9.0.1.2 - Exhibit A_Records Hold and Release Form
	Procedure 10.0 - Public Records Act - Release of Records
	Procedure 11.0 - Electronic Communications Policy
	1.0 INTRODUCTION
	2.0 PURPOSE
	3.0 SCOPE/BACKGROUND
	4.0 POLICY

	4.4 OC SAN Email System is Not for Storage
	5.0 GUIDELINES FOR PROPER EMAIL USAGE
	6.0 USE OF OC SAN ELECTRONIC COMMUNICATIONS VIA PERSONAL ACCOUNTS
	7.0 ELECTRONIC COMMUNICATIONS AND PRIVACY
	8.0 PUBLIC RECORDS REQUESTS, RETENTION, AND DESTRUCTION


	Procedure 11.0.1.1 - Declaration Regarding Search of Electronic Messaging Title Slide
	Procedure 11.0.1.2 - Declaration Exhibit A
	Procedure 12.0 - Escrow of Bid Documents
	Procedure 13.0 - Digitization of Records
	7.0  RESPONSIBILITES
	8.0  STANDARDS AND PROCEDURES
	9.0  Performance & Monitoring
	9.02 Performance Standards
	9.03 Monitoring Plans



	0002_4_Records Retention Schedule Redline
	Districtwide - Draft
	Board Services - Draft
	CPM - Draft
	Engineering - Draft
	Env Services - Draft
	Finance_Admin - Draft
	GMO - Draft
	Human Resources - Draft
	IT - Draft
	O&M - Draft
	Public Affairs - Draft
	RMS - Draft

	0003_1_Agenda Report
	0003_2_Presentation - BOD Analyzer_Estimator System
	0004_1_Agenda Report
	0004_2_Resolution No. OC SAN 23-XX - HR Policies and Procedures
	0004_3_OC San Personnel Policies and Procedures - Redline
	Introduction and Purpose with TOC
	1.1 Harassment and Discrimination
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS
	8.2 U.S. and California State Constitutions
	8.3 Title VII of the Civil Rights Act of 1964
	8.4 California Fair Employment and Housing Act (FEHA)
	8.5 Policy 1.2, Retaliation & Whistleblowing
	8.6 Policy 1.3, Workplace Violence & Weapons
	8.7 Policy 5.1, Rules of Conduct

	1.2 Retaliation Whistleblowing
	1.3 Workplace Violence and Weapons
	1.0 PURPOSE
	1.1 The purpose of this policy is to promote a safe work environment for all employees; establish and maintain a workplace that is free from violence, threats of violence, harassment, intimidation, and other disruptive behavior; and encourage and fost...
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	3.1 Workplace Violence includes threats, violent behavior, harassment, intimidation and other disruptive behavior, direct, indirect, implied or actual from any person, and directed toward any person, occurring either at an OC San facility or in connec...
	4.0 POLICY
	4.1 It is OC San policy to provide a safe work environment for its employees.  OC San is committed to working with its employees to maintain a workplace free from violence, threats of violence, harassment, intimidation, and other disruptive behavior, ...
	4.2 All employees are responsible for maintaining a safe work environment.
	4.3 Violence, threats, harassment, intimidation, and other disruptive behavior in the OC San workplace will not be tolerated; furthermore, all reports of these types of incidents will be seriously reviewed and will be appropriately resolved.
	4.4 This policy applies to all incidents involving OC San employees while they are on duty, on or off plant sites, and incidents involving non-employees perpetrating violence against OC San employees while they are on duty.
	4.5 Available conflict resolution techniques, such as problem solving, grievance procedures and appeals processes, will be used to appropriately resolve conflicts that arise in the OC San workplace.
	4.6 OC San strictly prohibits persons, excluding armed security services, from possessing weapons including, but not limited to, firearms, explosives, knives, clubs and incendiary devices on OC San premises, in OC San vehicles, in private vehicles par...
	4.7 An employee who displays/exhibits prohibited conduct as set forth under this policy may be subject to disciplinary action, up to and including termination, regardless of the employee’s past performance, prior discipline, length of service or work ...
	4.8 Persons who engage in prohibited conduct may also be subject to legal action by law enforcement authorities.
	4.9 The following examples, while not all-inclusive, are considered prohibited conduct and subject an employee to disciplinary action, up to and including termination, for even a first-time offense.
	4.9.1 Prohibited Conduct
	4.9.1.1 Causing physical injury to another person;
	4.9.1.2 Making threatening remarks, whether with intent to harm or in jest;
	4.9.1.3 Aggressive, hostile or harassing behavior that creates a reasonable fear  of injury to another person or subjects another individual to emotional distress;
	4.9.1.4 Intentionally damaging employer property or the property of another  individual;
	4.9.1.5 Possession of a weapon while on OC San property or while on OC San  business; or,
	4.9.1.6 Committing acts motivated by, or related to, sexual harassment or  domestic violence,
	4.9.1.7 Other acts or threats of violence as determined by OC San.
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	1.4 Recruitment and Selection
	1.5 Outside Employment Professional Associations
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	5.1 Outside Remunerative Activities.  Performing any Outside Remunerative Activities requires initial and annual approval of the General Manager and is subject to the following conditions:
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0  RELATED DOCUMENTS
	8.1 California Government Code, Sections 1126 and 3502
	8.2 OC San Core Values
	8.3 OC San Request Form for Outside Employment
	8.4 Policy 5.2, Discipline
	8.5 Policy 6.4, Problem Solving Procedure

	1.6 Nepotism
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	2.1 This policy applies to all Orange County Sanitation District (OC San) employees regardless of their organizational unit, and employment applicants.  Additionally, all persons who perform any services for OC San including persons working under cont...
	3.0 DEFINITIONS
	3.1 Near relative means a relative within the third degree by blood or marriage, including an individual’s:
	Near relatives shall also include persons who fall into the above categories by a previous marriage or adoption.
	3.2 Supervisory Relationship means a supervisor-subordinate relationship between near relative employees, whether direct or indirect, that has the ability to impact the terms and conditions of employment, including, but not limited to, appointment, tr...
	4.0 POLICY
	5.0 PROCEDURE
	5.1 OC San employees shall submit the Near Relative Notification form, which is attached to this policy, to the Human Resources Department within 30-days of the effective date of this policy, if they currently have near relatives working for OC San or...
	5.2 If the Human Resources Department determines that employment of near relatives in a supervisory relationship violates this policy, the Human Resources Department may transfer one of the employees to a vacant position in another division or departm...
	5.3 Any employee, contractor, or member of the Board of Directors who knowingly violates this policy may be subject to disciplinary action, up to and including the cessation of the respective relationship with OC San.
	5.4 In cases involving a near relative of a member of the Board of Directors, the matter will be referred to the Steering Committee, General Manager, and General Counsel for resolution.
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS
	8.1 Near Relative Notification Form
	8.2 Policy 1.4, Recruitment & Selection
	NEAR RELATIVE NOTIFICATION
	EMPLOYEE INFORMATION
	NEAR RELATIVE INFORMATION

	1.7 At Will EMT Employment Agreements
	1.8 Business Ethics
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY

	1.9 Layoff Procedure
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	1.10 Employee Separation
	1.11 Temporary Workers
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS

	1.12 Student Internship Policy
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	2.1 Classification & Compensation
	2.2 Non-Base Building Pay
	2.3 Wage Garnishments  Attachments
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	3.1.1 Hours of Work Non-Exempt
	3.1.2 Hours of Work Exempt
	3.2 Attendance
	3.3 Leave of Absence with Pay
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	3.3.1 Military Leave
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 POLICY
	4.0 PROCEDURE
	5.0 PROVISIONS AND CONDITIONS
	6.0 RELATED DOCUMENTS

	3.4 Leave of Absence without Pay
	3.5 Return to Work Policy
	4.1 Employee Benefits
	4.2 Retirement
	4.3 Tuition Reimbursement Program
	4.4 Certification Reimbursement Program
	4.5 Prof-Tech Memberships Fees
	1.0 PURPOSE
	1.1 This policy provides the guidelines for budgeting, approving and paying of employee memberships in professional and/or technical organizations. This program encourages employees to update and maintain professional and/or technical capabilities tha...
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	5.1 With respect to insurance, employees pay premiums through semi-monthly payroll deduction, according to the chart in section 4.1.
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	4.9 Catastrophic Leave
	Approved by: General Manager
	1.0 PURPOSE
	1.1 The purpose of this policy is to establish uniform guidelines and procedures regarding the Orange County Sanitation District (OC San) Catastrophic Leave Bank Donation Program.
	2.0 ORGANIZATIONAL UNITS AFFECTED
	2.1 All OC San employees who have completed their initial probationary period.
	3.0 DEFINITIONS
	3.1 Catastrophic Illness or Injury:
	3.1.1 A debilitating non-industrial illness or injury that is expected to incapacitate the employee, meaning the employee is unable to work and/or perform other regular daily activities for a period of time that exceeds thirty (30) consecutive calenda...
	3.1.2 A debilitating non-industrial illness or injury that incapacitates an immediate family member and results in the employee being required to take time away from work for a period of time that exceeds thirty (30) consecutive calendar days to care ...
	3.1.3 Conditions that are short-term in nature, such as a cold, flu, a minor injury or surgery, are generally not deemed catastrophic; however, surgery recovery time that meets eligibility criteria may qualify.
	3.2 Donor for the purposes of this policy refers to an employee who voluntarily contributes leave hours to OC San’s Catastrophic Leave Bank Donation Program.
	3.3 Immediate Family Member: an employee’s child, stepchild, parent, spouse, domestic partner or child of a domestic partner.
	3.4 Recipient for purposes of this policy refers to an employee who voluntarily accepts leave hour contributions through OC San’s Catastrophic Leave Bank Donation Program.
	3.5 Terminally Ill Employee: an employee whose life expectancy is twelve (12) months or less, as diagnosed by the employee’s treating physician.
	4.0 POLICY
	4.1 Employees may request leave donations from OC San’s Catastrophic Leave Bank Donation Program when faced with a catastrophic medical condition involving themselves or a member of their immediate family.
	4.2 Employees may donate accrued and unused sick leave, personal leave, vacation leave and compensatory time to OC San’s Catastrophic Leave Bank Donation Program.  Administrative leave and floating holidays may not be donated.
	4.3 Donations must be made in whole hour increments and are irrevocable.
	4.4 Donating employees must maintain a combined total minimum balance of eighty (80) hours for personal leave, vacation leave, and/or compensatory time off leave hours.  Employees can only donate leave hours that exceed the minimum eighty (80) hour to...
	4.5 Donating employees must maintain a minimum sick leave balance of one hundred (100) hours.  Employees can only donate sick leave hours that exceed the minimum one hundred (100) hour sick leave balance.
	4.5.1 Sick leave donations will be applied at a thirty-five percent (35%) value rate.
	5.0 PROCEDURE
	5.1 Requests for donated leave time are to be submitted to Human Resources for approval using the “Recipient Participation Form” located on the OC San intranet site.
	5.2 To receive donations, employees must provide medical documentation of their own catastrophic health condition or the catastrophic health condition involving their immediate family member.  OC San may specify the medical documentation required to r...
	5.2.1 If applicable, employees must also provide permission for the release of certain medical information as indicated on the “Recipient Participation Form."
	5.3 To donate leave hours, employees must complete a “Donor Participation Form” and submit the form to Human Resources for approval.  This form is located on the OC San intranet site.
	5.4 Employees will also be provided the option to donate leave hours during annual leave payout periods.
	5.5 Approved donor and recipient requests shall be administered by the Financial Management Division.
	5.5.1 Except for sick leave, donated leave hours will be valued at the donor’s hourly rate of pay that is in effect at the time the completed Donor Participation Form is received by the Financial Management Division.  The leave value amount will be al...
	5.5.2 Donations will be applied to qualified recipients beginning with the next applicable pay period after the Financial Management Division receives an approved Recipient Participation Form provided there are donations available in the Catastrophic ...
	5.5.3 To apply leave donations, the Financial Management Division will determine the number of hours necessary for the recipient for the pay period.  An amount equal to that number of hours at the recipient’s current rate of pay will be deducted from ...
	6.0 EXCEPTIONS
	6.1 In the event that an employee is unable to complete the “Recipient Participation Form,” the employee’s court appointed legal representative, guardian, or conservator may do so on the employee’s behalf.
	7.0 PROVISIONS AND CONDITIONS
	7.1 Employees are expected to maintain confidentiality regarding participation in the Catastrophic Leave Bank Donation Program to protect the privacy of the employee and/or the employee’s family.  Employees shall not disclose recipient or donor inform...
	7.2 To be eligible to receive donations of leave time, employees must have exhausted all of their unused and accrued vacation leave, sick leave, personal leave, administrative leave, compensatory time off, and floating holiday hours.
	7.3 The maximum allocation of donated leave that an employee may receive is four hundred and eighty (480) hours per individual per twelve (12) month period except in the event that the employee is diagnosed by his/her treating physician as terminally ...
	7.4 The leave type (sick, vacation, personal or compensatory) that is donated will be converted to either sick leave or personal leave depending on the paid time off system of the recipient’s affiliated bargaining unit or employee group.
	7.5 In the event that there are donations totaling $2,000 or less remaining in the Catastrophic Leave Donation Bank or it is anticipated that the Catastrophic Leave Donation Bank will be insufficient to support pending recipient requests, OC San will ...
	7.5.1 For multiple recipient requests, available donations remaining in the Catastrophic Leave Donation Bank shall be allocated so that each recipient receives an equivalent percentage of leave donation hours.
	7.6 Participation in this program shall be subject to applicable state and federal taxation requirements.
	8.0 RELATED DOCUMENTS
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	7.1 Notices advising employees that OC San is not responsible for off-duty recreational activities will be posted throughout OC San.
	7.2 Place in OC San’s Personnel Policies and Procedures Manual and on the Intranet.
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	4.1 An employee’s personnel, medical, or similar file is OC San’s permanent record of that individual’s personal data and employment history, and as such is to be accurately maintained and treated confidentially, to the extent allowed by law.
	4.2 OC San treats personal information about employees as confidential and respects the need for protecting each employee’s privacy by enforcing secure information handling procedures on the part of all personnel whose job duties involve gathering, re...
	4.4 Employee information is considered confidential and will not be disclosed to internal or external parties without a business need-to-know.  Internal use shall be limited to those officers and employees of the organization that maintain confidentia...
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	1.2 Retaliation Whistleblowing
	1.3 Workplace Violence and Weapons
	1.0 PURPOSE
	1.1 The purpose of this policy is to promote a safe work environment for all employees; establish and maintain a workplace that is free from violence, threats of violence, harassment, intimidation, and other disruptive behavior; and encourage and fost...
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	3.1 Workplace Violence includes threats, violent behavior, harassment, intimidation and other disruptive behavior, direct, indirect, implied or actual from any person, and directed toward any person, occurring either at an OC San facility or in connec...
	4.0 POLICY
	4.1 It is OC San policy to provide a safe work environment for its employees.  OC San is committed to working with its employees to maintain a workplace free from violence, threats of violence, harassment, intimidation, and other disruptive behavior, ...
	4.2 All employees are responsible for maintaining a safe work environment.
	4.3 Violence, threats, harassment, intimidation, and other disruptive behavior in the OC San workplace will not be tolerated; furthermore, all reports of these types of incidents will be seriously reviewed and will be appropriately resolved.
	4.4 This policy applies to all incidents involving OC San employees while they are on duty, on or off plant sites, and incidents involving non-employees perpetrating violence against OC San employees while they are on duty.
	4.5 Available conflict resolution techniques, such as problem solving, grievance procedures and appeals processes, will be used to appropriately resolve conflicts that arise in the OC San workplace.
	4.6 OC San strictly prohibits persons, excluding armed security services, from possessing weapons including, but not limited to, firearms, explosives, knives, clubs and incendiary devices on OC San premises, in OC San vehicles, in private vehicles par...
	4.7 An employee who displays/exhibits prohibited conduct as set forth under this policy may be subject to disciplinary action, up to and including termination, regardless of the employee’s past performance, prior discipline, length of service or work ...
	4.8 Persons who engage in prohibited conduct may also be subject to legal action by law enforcement authorities.
	4.9 The following examples, while not all-inclusive, are considered prohibited conduct and subject an employee to disciplinary action, up to and including termination, for even a first-time offense.
	4.9.1 Prohibited Conduct
	4.9.1.1 Causing physical injury to another person;
	4.9.1.2 Making threatening remarks, whether with intent to harm or in jest;
	4.9.1.3 Aggressive, hostile or harassing behavior that creates a reasonable fear  of injury to another person or subjects another individual to emotional distress;
	4.9.1.4 Intentionally damaging employer property or the property of another  individual;
	4.9.1.5 Possession of a weapon while on OC San property or while on OC San  business; or,
	4.9.1.6 Committing acts motivated by, or related to, sexual harassment or  domestic violence,
	4.9.1.7 Other acts or threats of violence as determined by OC San.
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	1.4 Recruitment and Selection
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	4.0 POLICY
	5.0 PROCEDURE
	5.9.1 Promoted employees normally will receive the equivalent of a one (1) step increase in pay or an increase to the minimum rate of the new classification, whichever is greater.
	6.0 EXCEPTIONS

	1.5 Outside Employment Professional Associations
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	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	5.1 Outside Remunerative Activities.  Performing any Outside Remunerative Activities requires initial and annual approval of the General Manager and is subject to the following conditions:
	6.0 EXCEPTIONS
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	8.0  RELATED DOCUMENTS
	8.1 California Government Code, Sections 1126 and 3502
	8.2 OC San Core Values
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	1.6 Nepotism
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	2.1 This policy applies to all Orange County Sanitation District (OC San) employees regardless of their organizational unit, and employment applicants.  Additionally, all persons who perform any services for OC San including persons working under cont...
	3.0 DEFINITIONS
	3.1 Near relative means a relative within the third degree by blood or marriage, including an individual’s:
	Near relatives shall also include persons who fall into the above categories by a previous marriage or adoption.
	3.2 Supervisory Relationship means a supervisor-subordinate relationship between near relative employees, whether direct or indirect, that has the ability to impact the terms and conditions of employment, including, but not limited to, appointment, tr...
	4.0 POLICY
	5.0 PROCEDURE
	5.1 OC San employees shall submit the Near Relative Notification form, which is attached to this policy, to the Human Resources Department within 30-days of the effective date of this policy, if they currently have near relatives working for OC San or...
	5.2 If the Human Resources Department determines that employment of near relatives in a supervisory relationship violates this policy, the Human Resources Department may transfer one of the employees to a vacant position in another division or departm...
	5.3 Any employee, contractor, or member of the Board of Directors who knowingly violates this policy may be subject to disciplinary action, up to and including the cessation of the respective relationship with OC San.
	5.4 In cases involving a near relative of a member of the Board of Directors, the matter will be referred to the Steering Committee, General Manager, and General Counsel for resolution.
	6.0 EXCEPTIONS
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	1.12 Student Internship Policy
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	2.1 Classification & Compensation
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	3.2 Budgeted Positions are those positions that have been formally approved and authorized by the Board of Directors during the budget process.
	3.3 Classifications are groups of positions, regardless of location, which are alike enough in duties and responsibilities to be called by the same descriptive title, to be given the same pay scale under similar conditions, and to require substantiall...
	3.4 Comparative Labor Market are those agencies that the Board of Directors considers most comparable to OC San in terms of agency size, function, population served, employee population job function, technology, and equipment.
	3.5 Equity Adjustment is a modification to an employee’s salary so that the salary remains competitive to the job’s relative value to the organization.
	3.6 Inequity is an unusual salary disparity either between an employee and the comparative labor market or between two (2) or more employees.
	3.7 Market Rate is the prevailing salary being paid in the comparable labor market for a given job.
	3.8 Pay Grade is an organizational unit into which classifications of the same or similar value are grouped for compensation purposes.  All classifications in a pay grade have the same salary range.
	3.9 Reclassification is the assignment of a new classification specification and/or salary range to an existing position.
	3.10 Salary Ranges are the spread of pay rates set for a pay grade or classification, from minimum to maximum.  Employee salaries must fall somewhere on the continuum for their job and are set in accordance with policy.
	3.11 Salary Range Adjustments can occur when a salary range is updated or changed.
	3.12 Y-Rating is the freezing of an employee’s salary that exceeds the salary range maximum of a position that has been allocated to a lower paid classification.
	3.13 Decision Packages are requests by departments for new programs, positions, capital equipment, and reclassifications of existing positions during the budget development process.
	4.0 POLICY
	5.0  PROCEDURE
	5.1 CLASSIFICATION
	5.2 COMPENSATION
	6.0 EXCEPTIONS
	6.1 The procedures of this policy do not apply to individuals serving in an At-Will employment status.
	6.2 Employees on a Performance Improvement Plan (PIP) are not eligible for any pay status changes except for salary range adjustments.
	6.2.1 Employees on a PIP will continue to be eligible for participation in the shift bid process.
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS
	8.1 Fair Labor Standards Act, as amended.
	8.2 Policy 1.4, Recruitment & Selection
	8.3 Policy 1.7, At-Will EMT Employment Agreements
	8.4 Policy 2.2, Non-Base Building Pay
	8.5 Reclassification Guidelines
	8.6 OC San Salary Schedules
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	2.2 Non-Base Building Pay
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	3.1 Acting means performing substantially all of the duties of a vacant, budgeted position, unless otherwise stipulated by an employee’s affiliated bargaining unit Memorandum of Understanding (MOU), with a higher maximum rate of pay.
	3.2 Call-Back Pay is compensation provided to employees for returning to work at the direction of OC San management.
	3.3 Development Pay is non-base building compensation provided to employees for obtaining job-related educational degrees, certificates and/or licenses that increase job knowledge, skills, and abilities.
	3.4 Exempt Employees are those employees who are not covered by the minimum wage and overtime provisions of the Fair Labor Standards Act, as amended.  Such employees are considered exempt by virtue of their duties in conformance with the Act’s definit...
	3.5 Lump Sum Merit Pay is a non-base building one-time payment to eligible employees.
	3.6 Non-Exempt Employees are those employees who are covered by the minimum wage and overtime provisions of the Fair Labor Standards Act, as amended.  Such employees, because of the type of work that they perform and their earnings level, are subject ...
	3.7 Overtime is the number of hours which are counted as time worked in excess of forty (40) hours during a workweek.
	3.8 Shift Differential Pay is additional compensation provided to employees who are regularly assigned to work a night shift.
	3.9 Standby is time during which an employee is not required to be at the work location or at the employee’s residence but is required to be available for immediate return to work.
	3.11 Variable Special Pay is additional compensation in the form of a one-time lump sum payment for an eligible employee who assumes the responsibilities of another position for an extended period of time due to a leave of absence or unusual circumsta...
	3.12 Workweek for full-time employees is forty (40) hours per one hundred sixty-eight (168) hour period, to be paid on a biweekly payroll basis of eighty (80) hours worked.  Employee work periods may be scheduled in shifts of four (4) 9-hour days, and...
	4.0 POLICY
	5.0 PROCEDURES
	6.0 EXCEPTIONS
	6.1 Student interns are ineligible for non-base building pay types, except overtime, if applicable.
	6.2 Acting Pay: Eligibility periods may be waived at the discretion of the General Manager.
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS
	8.1 Development Pay Program Guidelines
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	8.7 Policy 3.1.2, Hours of Work – Exempt Employees
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	3.1.1 Hours of Work Non-Exempt
	4.3 On occasion, employees may request or be asked to transition from part-time to full-time status or vice-versa.  It is the right of OC San, at its sole discretion, to schedule working hours and assign work that may be necessary to operate OC San in...
	4.4 OC San may provide the option of telecommuting, as set forth in the Telecommuting Policy.

	3.1.2 Hours of Work Exempt
	4.4 OC San may provide the option of telecommuting, as set forth in the Telecommuting Policy.
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	3.4 Leave of Absence without Pay
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	4.1 To the extent not already provided for under current leave policies and provisions, it is the policy of OC San to grant employees extended leaves-of-absence under certain circumstances, including family and medical leave for eligible employees as ...
	4.2 Reasons for FMLA/CFRA Leave FMLA/CFRA leave is permitted only for the following reasons:
	4.2.1 The birth of a child or to care for a newborn of an employee;
	4.2.2 The placement of a child with an employee in connection with the adoption or foster care of a child;
	4.2.3 Leave to care for a family member who has a serious health condition;
	4.2.4 Leave because of a serious health condition that makes the employee unable to perform the essential functions of his/her position.  Under FMLA, this includes incapacity due to pregnancy (CFRA does not include incapacity due to pregnancy; PDL app...
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS
	8.1 California Labor Code, Section 245.5
	8.2 Government Code, Section 12945.2
	8.3 Policy 3.3, Leave of Absence with Pay
	8.4 Policy 3.3.1, Military Leave
	8.5 Policy 3.5, Return to work
	8.6 Leave of Absence Request Form
	8.7 Medical Certification of Health Care Provider Form
	8.8 Return to Work Certification Form

	3.5 Return to Work Policy
	4.1 Employee Benefits
	5.7    Deferred Compensation. Employees may participate in the OC San-approved deferred compensation plan, subject to IRS requirements, and in accordance with all guidelines for voluntary participation established by OC San management.
	5.7
	5.7.1 Effective the first full pay period in July 2022, employees covered by OCERS Plans B and U and who participate in the deferred compensation plan, are eligible to receive monthly matching OC San contributions.  The matching amount is based on app...

	4.2 Retirement
	1.0 PURPOSE
	1.1 The purpose of this policy is to establish uniform guidelines and procedures for retirement. This policy does not provide a complete description of all benefits available to OC San employees upon retirement, but rather provides top-level policy is...
	2.0 ORGANIZATIONAL UNITS AFFECTED
	2.1 This policy applies to all current OC San employees regardless of their organizational unit.
	3.0 DEFINITIONS
	3.1 Plan – Refers to a retirement benefits group. Plan membership is determined as follows:
	3.1.1 An employee is considered a Plan H member if the date of membership into OCERS is on or after September 21, 1979 and before October 1, 2010 (SPMT – Managers, EMT & Confidential Exempt), July 1, 2011 (Local 501), or August 1, 2011 (OCEA – Confide...
	3.1.2 An employee is considered a Plan B member if the date of membership into OCERS is on or after October 1, 2010 (SPMT – Managers, EMT & Confidential Exempt), July 1, 2011 (Local 501), or August 1, 2011 (OCEA – Confidential Non-Exempt) and before J...
	3.1.3 An employee is considered a Plan U member if the date of membership into OCERS is on or after January 1, 2013.
	3.2 Service Credit –The hours worked at OC San while a member of OCERS, converted to months for which an employee makes contributions and receives credit in the retirement system. One hour is equal to .00576923 months of service credit.
	3.3 Summary Plan Description (SPD) – A booklet published by OCERS that provides detailed information about how the retirement plan works.
	4.0 POLICY
	4.1 It is the policy of OC San to continue participation in OCERS in accordance with the provisions of the SPD, California Public Employees' Pension Reform Act of 2013 (PEPRA), and the County Employees Retirement Act of 1937.
	4.2 OC San retirement plans are reciprocal and allow employees who transfer between different retirement systems to preserve and enhance their total retirement benefits in accordance with reciprocity criteria. Additional information about reciprocity ...
	4.3 An employee’s service retirement date will be the day following the termination date.
	4.4 OC San Contributions. Unless otherwise stipulated by an employee’s affiliated bargaining unit MOU, OC San will pay 3.5% toward the employee’s contribution to OCERS for H members and 0% toward the employee’s contribution to OCERS for Plan B and U m...
	4.4.1 All monies paid into the retirement system as an employee’s contribution are deducted from gross salary for taxation purposes in accordance with Internal Revenue Code provisions.
	4.5 Early Retirement Incentive. When, in the determination of OC San, a change in the manner of performing service, savings of money or other economic benefit would result from employees being able to receive additional service credit and retire early...
	4.5.1 Receipt of Additional Service Credit. Subject to certain specified conditions, this Section generally provides that an employee who is at least age fifty (50) with ten (10) years of service, and who is otherwise eligible to retire, may receive u...
	5.0 PROCEDURE
	5.1 The OC San participates in OCERS, wherein all regular full-time employees and eligible part-time employees are considered members from their date of hire. The retirement program is in effect pursuant to the contract between OCERS and OC San as of ...
	6.0 EXCEPTIONS
	6.1 In extenuating circumstances, as authorized by the General Manager (or designee), an employee’s termination date may be a non-work day.
	7.0 PROVISIONS AND CONDITIONS
	7.1 Employees must contact OCERS within sixty (60) days of their expected retirement date to make an appointment to apply for retirement. Employees may not file for retirement earlier than sixty (60) days before their expected retirement date. Retirem...
	7.2 Upon determining a retirement date, employees must notify Human Resources (HR) and their supervisor in writing at least two (2) weeks prior to their termination date. HR staff will arrange a meeting to review retiree benefits and address retiremen...
	7.3 Eligibility Criteria. Employees are eligible for retirement when they are no longer working in a position requiring them to be a member of OCERS and they meet any of the following criteria:
	7.3.1 Any part-time or full-time employee age fifty (50) or over with ten (10) or more years of service credit
	7.3.2 Any employee at any age with thirty (30) or more years of service credit
	7.3.3 A part-time employee age fifty-five (55) or older with five (5) years of service credit and at least ten (10) years of active employment with an employer covered by OCERS
	7.3.4 Any employee at age seventy (70) or over, regardless of years of service credit
	7.3.5 Any member age fifty-two (52) or over with five (5) or more years of service
	7.3.6 Any employee at age seventy (70) or over, regardless of years of service credit
	8.0 RELATED DOCUMENTS
	8.1 “A Guide to Your Retirement Plan Benefits,” Orange County Employees Retirement System Summary Plan Description for Orange County Sanitation District General
	8.2 County Employees Retirement Law of 1937, Sections 31450 through 31899.10 of the California Government Code
	8.3 California Public Employees' Pension Reform Act of 2013
	8.4 Government Code Section 31641.04, Receipt of Additional Service Credit
	8.5 Policy 4.1, Employee Benefits
	8.6 Policy 3.3, Leave of Absence with Pay
	8.7 Retirement Preparation document located on OC San’s intranet site

	4.3 Tuition Reimbursement Program
	2.0 ORGANIZATIONAL UNITS AFFECTED
	2.1 This policy applies to all OC San qualifying employees.
	3.0 DEFINITIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS
	8.1        Fair Labor Standards Act, as amended.
	8.2       Sections 127 and 132-J8 of the Internal Revenue Code.
	8.3 Tuition Reimbursement Pre-Approval Form
	8.4 Tuition Reimbursement Form


	4.4 Certification Reimbursement Program
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	5.2 Reimbursement Process
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	4.5 Prof-Tech Memberships Fees
	1.0 PURPOSE
	1.1 This policy provides the guidelines for budgeting, approving and paying of employee memberships in professional and/or technical organizations. This program encourages employees to update and maintain professional and/or technical capabilities tha...
	2.0 ORGANIZATIONAL UNITS AFFECTED
	4.0        POLICY
	4.1 OC San shall pay for membership fees associated with acquiring and maintaining OC San-approved professional and/or technical associations that are deemed pertinent and beneficial to OC San and employees.
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	4.6 Domestic Partnership
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	4.7 Pro Rata Benefits for PT EEs
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	4.2 On occasion, employees may request or be asked to transition from part-time to full-time status or vice-versa.  It is the right of OC San, at its sole discretion, to schedule working hours and assign work that may be necessary to operate OC San in...
	5.0 PROCEDURE
	5.1 With respect to insurance, employees pay premiums through semi-monthly payroll deduction, according to the chart in section 4.1.
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	4.8 Employee Assistance Program
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	4.9 Catastrophic Leave
	Approved by: General Manager
	1.0 PURPOSE
	1.1 The purpose of this policy is to establish uniform guidelines and procedures regarding the Orange County Sanitation District (OC San) Catastrophic Leave Bank Donation Program.
	2.0 ORGANIZATIONAL UNITS AFFECTED
	2.1 All OC San employees who have completed their initial probationary period.
	3.0 DEFINITIONS
	3.1 Catastrophic Illness or Injury:
	3.1.1 A debilitating non-industrial illness or injury that is expected to incapacitate the employee, meaning the employee is unable to work and/or perform other regular daily activities for a period of time that exceeds thirty (30) consecutive calenda...
	3.1.2 A debilitating non-industrial illness or injury that incapacitates an immediate family member and results in the employee being required to take time away from work for a period of time that exceeds thirty (30) consecutive calendar days to care ...
	3.1.3 Conditions that are short-term in nature, such as a cold, flu, a minor injury or surgery, are generally not deemed catastrophic; however, surgery recovery time that meets eligibility criteria may qualify.
	3.2 Donor for the purposes of this policy refers to an employee who voluntarily contributes leave hours to OC San’s Catastrophic Leave Bank Donation Program.
	3.3 Immediate Family Member: an employee’s child, stepchild, parent, spouse, domestic partner or child of a domestic partner.
	3.4 Recipient for purposes of this policy refers to an employee who voluntarily accepts leave hour contributions through OC San’s Catastrophic Leave Bank Donation Program.
	3.5 Terminally Ill Employee: an employee whose life expectancy is twelve (12) months or less, as diagnosed by the employee’s treating physician.
	4.0 POLICY
	4.1 Employees may request leave donations from OC San’s Catastrophic Leave Bank Donation Program when faced with a catastrophic medical condition involving themselves or a member of their immediate family.
	4.2 Employees may donate accrued and unused sick leave, personal leave, vacation leave and compensatory time to OC San’s Catastrophic Leave Bank Donation Program.  Administrative leave and floating holidays may not be donated.
	4.3 Donations must be made in whole hour increments and are irrevocable.
	4.4 Donating employees must maintain a combined total minimum balance of eighty (80) hours for personal leave, vacation leave, and/or compensatory time off leave hours.  Employees can only donate leave hours that exceed the minimum eighty (80) hour to...
	4.5 Donating employees must maintain a minimum sick leave balance of one hundred (100) hours.  Employees can only donate sick leave hours that exceed the minimum one hundred (100) hour sick leave balance.
	4.5.1 Sick leave donations will be applied at a thirty-five percent (35%) value rate.
	5.0 PROCEDURE
	5.1 Requests for donated leave time are to be submitted to Human Resources for approval using the “Recipient Participation Form” located on the OC San intranet site.
	5.2 To receive donations, employees must provide medical documentation of their own catastrophic health condition or the catastrophic health condition involving their immediate family member.  OC San may specify the medical documentation required to r...
	5.2.1 If applicable, employees must also provide permission for the release of certain medical information as indicated on the “Recipient Participation Form."
	5.3 To donate leave hours, employees must complete a “Donor Participation Form” and submit the form to Human Resources for approval.  This form is located on the OC San intranet site.
	5.4 Employees will also be provided the option to donate leave hours during annual leave payout periods.
	5.5 Approved donor and recipient requests shall be administered by the Financial Management Division.
	5.5.1 Except for sick leave, donated leave hours will be valued at the donor’s hourly rate of pay that is in effect at the time the completed Donor Participation Form is received by the Financial Management Division.  The leave value amount will be al...
	5.5.2 Donations will be applied to qualified recipients beginning with the next applicable pay period after the Financial Management Division receives an approved Recipient Participation Form provided there are donations available in the Catastrophic ...
	5.5.3 To apply leave donations, the Financial Management Division will determine the number of hours necessary for the recipient for the pay period.  An amount equal to that number of hours at the recipient’s current rate of pay will be deducted from ...
	6.0 EXCEPTIONS
	6.1 In the event that an employee is unable to complete the “Recipient Participation Form,” the employee’s court appointed legal representative, guardian, or conservator may do so on the employee’s behalf.
	7.0 PROVISIONS AND CONDITIONS
	7.1 Employees are expected to maintain confidentiality regarding participation in the Catastrophic Leave Bank Donation Program to protect the privacy of the employee and/or the employee’s family.  Employees shall not disclose recipient or donor inform...
	7.2 To be eligible to receive donations of leave time, employees must have exhausted all of their unused and accrued vacation leave, sick leave, personal leave, administrative leave, compensatory time off, and floating holiday hours.
	7.3 The maximum allocation of donated leave that an employee may receive is four hundred and eighty (480) hours per individual per twelve (12) month period except in the event that the employee is diagnosed by his/her treating physician as terminally ...
	7.4 The leave type (sick, vacation, personal or compensatory) that is donated will be converted to either sick leave or personal leave depending on the paid time off system of the recipient’s affiliated bargaining unit or employee group.
	7.5 In the event that there are donations totaling $2,000 or less remaining in the Catastrophic Leave Donation Bank or it is anticipated that the Catastrophic Leave Donation Bank will be insufficient to support pending recipient requests, OC San will ...
	7.5.1 For multiple recipient requests, available donations remaining in the Catastrophic Leave Donation Bank shall be allocated so that each recipient receives an equivalent percentage of leave donation hours.
	7.6 Participation in this program shall be subject to applicable state and federal taxation requirements.
	8.0 RELATED DOCUMENTS
	8.1 Recipient Participation Form
	8.2 Donor Participation Form
	8.3 Policy 3.3, Leave of Absence with Pay

	4.10 Employee Development
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	5
	5.0
	5.1 GENERAL TRAINING INFORMATION
	5.2 SPECIAL TRAINING AND DEVELOPMENT CONSIDERATIONS
	5.3 TRAINING AND DEVELOPMENT FUNDING
	5.4 TRAINING AND DEVELOPMENT REQUESTS
	5.5 CONFERENCE ATTENDANCE REQUESTS
	5.6 VENDOR PAYMENT FOR OFF-SITE TRAINING, CONFERENCES, AND WEBINARS
	5.7 PROCUREMENT OF ON-SITE TRAINING
	5.8 TRAINING SCHEDULING
	5.9 TRAINING RECORDS

	5.9.2 Access to Training Transcripts
	5.10 RESPONSIBILITIES FOR TRAINING AND DEVELOPMENT

	5.10.1 Employee Responsibilities
	5.10.2 Division Responsibilities
	5.10.3 Human Resources and Risk Management Responsibilities
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS

	4.11 Development Pay
	1.0 PURPOSE
	1.1 The purpose of this program is to promote employee efforts that increase job knowledge, skills, and abilities that are consistent and aligned with Orange County Sanitation District (OC San) Personnel Policies 4.3 (Tuition Reimbursement Program) an...
	2.0 ORGANIZATIONAL UNITS AFFECTED
	2.1 This policy applies to all qualifying OC San employees.
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	5.2 All requests are routed to the employee’s management representative to ensure the Development Pay request meets the stated objectives and purpose of the Development Pay Program.
	5.2.1 The employee’s management representative must approve or deny the Development Pay request and ensure the request is consistent with objectives and purpose of the Development Pay Program.
	5.3 All completed requests submitted by an employee, whether approved or denied by the employee’s management representative, must be submitted to the Human Resources Department for processing and retention.
	5.4 Employee must complete a separate Request for Development Pay form for the educational degree, and for each certificate, or license.
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	5.1 Rules of Conduct
	5.2 Discipline
	5.2 Exhibit A - Rules of Evidence
	5.3 Operator Certification Maintenance
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	5.4 Participation in Recreational Activities
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	7.1 Notices advising employees that OC San is not responsible for off-duty recreational activities will be posted throughout OC San.
	7.2 Place in OC San’s Personnel Policies and Procedures Manual and on the Intranet.
	8.0 RELATED DOCUMENTS

	5.5 Meal and Rest Periods
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	5.6 Travel
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 POLICY
	4.0 PROCEDURE
	4.1 GENERAL INFORMATION
	4.2 REIMBURSEMENT
	4.3 LODGING
	4.4 GROUND TRANSPORTATION
	4.5 AUTO RENTALS
	4.6 AIR TRAVEL
	4.7 MEALS/INCIDENTALS
	4.7 GROUP EXPENSE REIMBURSEMENT
	4.9 COMBINING BUSINESS AND PERSONAL TRAVEL
	4.10 FOREIGN TRAVEL
	4.11 TELEPHONE CALLS
	4.12 INTERNET USAGE
	4.13 CASH ADVANCE
	4.14 NON-REIMBURSABLE EXPENSES
	4.15 AGENCY/VENDOR-REIMBURSED EXPENSES
	4.16 REIMBURSEMENT FOR NON-OC SAN EMPLOYEES

	5.0 PROCEDURES
	6.0 EXCEPTIONS
	6
	7
	7.0 PROVISIONS AND CONDITIONS
	7
	8
	8.0 RELATED DOCUMENTS

	5.7 Solicitation & Distribution
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS

	5.10 Wireless Electronic Communications
	5.11 Telecommuting
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.0 POLICY
	5.0 PROCEDURE
	6.0 EXCEPTIONS
	7.0 PROVISIONS AND CONDITIONS
	8.0 RELATED DOCUMENTS
	8.1 OC San Telecommuting Request and Acknowledgement Form
	8.2 Policy 3.1.1 Hours of Work, Non-Exempt
	8.3 Policy 3.1.2 Hours of Work, Exempt
	8.4 Policy 3.2 Attendance
	8.5 Policy 3.3 Leave of Absence with Pay
	8.6 Policy 3.4 Leave of Absence without Pay
	8.7 Policy 5.1 Rules of Conduct
	8.8 Policy 5.10 Wireless Electronic Communications
	8.9 Policy 5.18 Use of OC San Property
	8.10 Injury Illness Protection Program
	8.11 ADM-SOP-203 Ergonomic Program

	5.18 Use of OC San Property
	5.19 Vehicle Usage
	5.20 Substance Abuse
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	3.1 Criminal Drug Statute - Any state or federal criminal law involving the manufacture, distribution, dispensation, use, or possession of a controlled substance.
	3.2 Illegal Drugs - Any drug (a) that is not legally obtainable or (b) that is legally obtainable but has not been legally obtained.  The term includes, but is not limited to, cocaine, crystal methamphetamine, heroin, and PCP.  It includes prescribed ...
	3.3 Legal Drugs - Legal drugs include prescribed drugs and over-the-counter drugs, which have been legally obtained and are being used for the purpose for which they were prescribed and manufactured.
	3.4 Need to Know - A term applied to persons who may reasonably be expected to base administrative managerial, or supervisory activity on a given piece of information to which they would not be otherwise entitled.
	3.5 Paraphernalia - Drug paraphernalia may include pipes, hypodermic needles, bongs, rolling papers, and other items used in the ingestion, consumption, or the preparation for consumption of illegal drugs.
	3.6 Reasonable Suspicion - Is a belief, based on objective facts or specific personal observations sufficient to lead a reasonably prudent person to suspect that an employee is under the influence of drugs or alcohol.
	3.7 Under the Influence - Having the presence of any detectable level of drugs in the body or an alcohol concentration level of .02% or greater.
	3.8 Controlled Substance – a drug or chemical whose manufacture, possession, or use is regulated under state and/or federal law.
	4.0 POLICY
	4.1 It is the policy of OC San to maintain a safe workplace, which is free of alcohol, marijuana and illegal possession and/or use of drugs.  OC San is firmly committed to achieving a drug free workplace and will continue making a good faith effort to...

	5.0 PROCEDURE
	5.1 ILLEGAL DRUGS
	5.1.1 The sale, purchase, offer to sell or purchase, use, manufacture, distribution, dispensation, or possession of, or being under the influence of, Illegal Drugs during OC San time, or while engaged in OC San business, or on, or in, OC San premises,...
	5.1.2 No employee shall bring drug paraphernalia onto OC San premises or property or into OC San vehicles.

	5.2 OTHER DRUGS
	5.2.1 If an employee has any question or concern as to his or her ability to safely perform the duties of his or her job while taking a legal prescription drug, the employee has an affirmative obligation to report the use of that drug to his/her super...
	5.2.2 Upon receiving such notification, the employee may be temporarily assigned to alternative work duties and/or asked to provide a release to OC San from the employee’s physician for a determination of the employee’s ability to work while using tha...
	5.2.3 An employee may continue to perform his or her regularly assigned job duties, while taking a legal prescription drug, if OC San has determined, on a case-by-case basis, after consulting with the employee’s physician, that the employee does not p...

	5.3 ALCOHOL AND MARIJUANA
	5.3.1 No alcoholic beverages or recreational marijuana may be brought onto or consumed on OC San time or property or while wearing an OC San identifiable uniform.


	5.4  PROHIBITION AGAINST EMPLOYEES HAVING ILLEGAL DRUGS, MARIJUANA OR ALCOHOL IN THEIR BODIES DURING WORKING TIME
	1.0
	2.0
	3.0
	4.0
	5.0
	5.1
	5.2
	5.3
	5.4
	5.4.1 All employees of OC San are expected to report for work with no residue or metabolite of Illegal Drugs or marijuana in the body or alcohol concentration level of .02% or greater.  Employees must not have any residue or metabolite of  Illegal Dru...
	5.4.1.1 Employees still under the influence of a medication legally prescribed to them that cause a loss of motor skill, reaction time, or decision making must report the use to their supervisor.
	5.4.2 When an alcohol screen test indicates an alcohol concentration level of .02% or greater, the employee will be prohibited from performing the duties of his or her job for twenty-four (24) hours.  Employees may also face disciplinary action for be...
	5.4.3 When a marijuana screen test indicates a marijuana concentration of any amount, the employee will be prohibited from performing the duties of his or her job for twenty-four (24) hours.   Employees may also face disciplinary action for being unde...
	5.4.4 Employees may be subject to discipline up to and including termination for any marijuana test indicating any amount of marijuana or alcohol screen test that indicates an alcohol concentration level of .02% or greater.  Refer to Section 14.3 for ...

	1.0
	2.0
	3.0
	4.0
	5.5 ENFORCEMENT OF RULE PROHIBITING EMPLOYEES FROM HAVING ILLEGAL DRUGS OR ALCOHOL IN THEIR BODIES DURING WORK TIME
	5.5 REASONABLE SUSPICION ALCOHOL/DRUG SCREENING
	5.5.1 Reasonable suspicion shall be determined by a supervisor or manager and, where possible, corroborated by a trained Human Resources representative or other trained management representative.
	5.5.2 Specific personal observations must be based on a supervisor, manager, or Human Resources representative’s direct observations and not hearsay.
	5.5.3 Objective facts and specific personal observations may be based upon, but are not limited to, the following:
	5.5.3.1 Direct observations of substance abuse or symptoms of being under the influence such as: an employee’s manner, disposition, muscular movement, appearance, behavior, speech, or breath odor.
	5.5.3.2 An employee’s possession or use of Illegal Drugs, recreational marijuana, alcohol, or Paraphernalia while on duty, in the workplace or on OC San property, including evidence that an employee has used, possessed, sold, solicited, or transferred...
	5.5.4 The objective facts and specific personal observations upon which reasonable suspicion is based must be documented.
	5.5.5 When OC San has a reasonable suspicion that an employee is under the influence of drugs or alcohol, the employee shall be required to undergo an alcohol/drug screen test as soon as reasonably achievable.  Prior to being transported to the alcoho...
	5.5.5.1 An employee’s refusal to submit to an alcohol/drug screen test may constitute insubordination and the employee may be subject to discipline up to and including termination.
	5.5.5.2 Any employee failing such a test, or who tampers with the test specimen, may be subject to discipline up to and including termination.
	5.5.5.3 The Human Resources Department shall arrange for the employee to be transported to the testing facility and then driven home.  The employee shall not be permitted to drive while subject to reasonable suspicion testing.
	5.5.6 Reasonable Suspicion Training
	5.5.6.1 OC San shall ensure that managers, supervisors, Human Resources and Risk Management representatives, and/or other designated staff receive training on reasonable suspicion.  The training shall include, but will not be limited to, the physical,...

	5.6 POST ACCIDENT TESTING
	5.6.1 An employee who directly contributes to a job-related accident or an accident involving OC San property shall be subject to a drug/alcohol screen test as soon as practicable when the accident results in:
	5.6.1.1 A fatality;
	5.6.1.2 The issuance of a citation under State or local law for a moving traffic violation and bodily injury that requires immediate medical treatment away from the scene; or
	5.6.1.3 The issuance of a citation under State or local law for a moving traffic violation and disabling damage to any vehicle that requires tow away.
	5.6.1.4 Property damage that occurs on OC San facilities and there is a direct observations of substance abuse or symptoms of being under the influence such as: an employee’s manner, disposition, muscular movement, appearance, behavior, speech, or bre...
	5.7 EMPLOYEE ASSISTANCE PROGRAM
	5.7.1 OC San policy is to help employees with substance abuse problems who voluntarily seek assistance.  Accordingly, OC San provides a method by which employees may come to management without fear of reprisal and seek assistance.
	5.7.2 Any employee who feels that he or she has developed an addiction to, dependence upon or problem with the use of alcohol or drugs, is encouraged to seek assistance.  Assistance may be sought by writing in confidence to, or asking for a personal a...
	5.7.2.1 Each request for assistance shall be treated as confidential. Only those persons with a need to know shall be made aware of such requests.

	5.7.3 Human Resources shall refer employees seeking assistance to an appropriate treatment organization.
	5.7.4 Rehabilitation is the responsibility of the employee, but any employee seeking medical attention for alcoholism or drug addiction shall be entitled to benefits available under OC San’s group medical insurance plans with the restrictions and limi...
	5.7.5 To be eligible for continued employment after rehabilitation, the employee must provide certification that he/she was continuously enrolled in a treatment program and actively participated in that program.
	5.7.5.1 Any employee suffering from an alcohol or drug problem who rejects treatment or who leaves a treatment program prior to being properly discharged therefrom shall be dismissed from employment with OC San.

	5.7.6 Any employee returning to active employment from rehabilitation shall be required to sign a Return to Work Agreement providing:
	5.7.6.1 Unannounced testing for a minimum of twelve (12) months to ensure that the employee is free from the alcohol or drug problem.
	5.7.6.2 Notice that failure of, or refusal to take, such a test during this period shall constitute just cause for immediate dismissal of the employee.
	5.7.6.3 Notice that the employee shall maintain an acceptable attendance and performance record and comply with all other OC San policies upon his/her return to work.  Failure to maintain an acceptable attendance and performance record shall constitut...

	5.7.7 No disciplinary action shall be taken against any employee who, for the first occurrence, comes forward to OC San with his/her problem prior to 1) OC San becoming aware of a violation of the drug and alcohol policy, or 2) a request by OC San to ...
	5.8 INSPECTIONS

	5.8.1 In order to ensure the safety of the workplace and the workforce, and to protect and preserve OC San’s property, OC San may from time to time inspect OC San’s vehicles, tool boxes, lockers, desks, file cabinets and other OC San property.
	5.8.2 These inspections may not be announced and employees should have no expectation of privacy with respect to items brought onto OC San property and/or stored in such OC San facilities.
	5.8.3 It is a condition of employment for employees to cooperate with these inspections.  Refusal to consent to such an inspection amounts to insubordination and may constitute cause for termination.
	5.8.4 A representative from Human Resources must be present during any inspection of OC San property due to a reasonable suspicion that the Substance Abuse policy has been violated.
	5.9 DRUG CONVICTIONS
	5.9.1 All OC San employees or persons performing services for OC San who are convicted under a criminal drug statute for a violation occurring in the workplace are required to notify the Human Resources Department in writing within five (5) calendar d...
	5.9.2 Pursuant to the Drug Free Workplace Act, the Human Resources Department shall notify the appropriate contracting authority within ten (10) calendar days after learning of an individual’s drug conviction from either the individual or any other so...
	5.10 DEPARTMENT OF TRANSPORTATION (DOT) REGULATIONS
	5.10.1 Every driver who operates a commercial motor vehicle in interstate or intrastate commerce, and is subject to the commercial driver’s license requirements of the Department of Transportation (DOT), Federal Highway Administration CFR Part 382 is ...
	5.10.2 Any employee promoted, reassigned or transferred into a classification subject to the Department of Transportation requirements will be required to successfully complete alcohol and controlled substance testing prior to assuming the position.
	5.11 DRUG FREE AWARENESS PROGRAM
	5.11.1 OC San shall require all employees to attend biannual Reasonable Suspicion Training which shall include a module on Drug Free Awareness informing employees about the dangers of drug abuse in the workplace, OC San’s Substance Abuse Policy, avail...
	5.12 POLICY DISTRIBUTION
	5.12.1 Copies of this policy shall be disseminated to current employees in biannual Prevention of Workplace Violence training and later hired employees in New Employee Orientation.  Acknowledgement forms shall be included with the policy copy to be si...
	5.13 DISCIPLINARY ACTION
	5.13.1 Except as otherwise provided in Section 5.7, violation of the Substance Abuse Policy may result in disciplinary action, up to and including termination, even for a first offense.

	6.0 EXCEPTIONS
	6.1 If any portion of this policy is found to be at variance with the provisions of an approved Memorandum of Understanding (MOU), the MOU provisions shall prevail with respect to employees in the affected bargaining unit.
	6.2 It will not be considered a violation of this policy for employees to store sealed alcoholic beverages in their personal vehicle as long as such storage is out of public view and does not remain in the vehicle for more than the period of one (1) c...
	6.3 If an alcohol screen test indicates an alcohol concentration level of .02% or greater but less than .04%, the employee will not be subject to discipline if the following conditions apply:
	6.3.1 The employee holds a position that is not subject to DOT regulations; and
	6.3.2 It is the first time the employee has received an alcohol screen test indicating an alcohol concentration level of .02% or greater.
	7.0 PROVISIONS AND CONDITIONS
	7.1 No employee shall be eligible for rehabilitation under the employee assistance program more than one time.  The reoccurrence of an alcohol or drug problem shall be cause for dismissal.
	7.2 Under no circumstances shall the testing process be delayed due to the unavailability of an employee representative.

	8.0 RELATED DOCUMENTS
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	6.3 Privacy & HR Records
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	4.1 An employee’s personnel, medical, or similar file is OC San’s permanent record of that individual’s personal data and employment history, and as such is to be accurately maintained and treated confidentially, to the extent allowed by law.
	4.2 OC San treats personal information about employees as confidential and respects the need for protecting each employee’s privacy by enforcing secure information handling procedures on the part of all personnel whose job duties involve gathering, re...
	4.4 Employee information is considered confidential and will not be disclosed to internal or external parties without a business need-to-know.  Internal use shall be limited to those officers and employees of the organization that maintain confidentia...

	6.4 Problem Solving
	6.5 Grievance Procedure
	6.6 Diversity Equity and Inclusion
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	7.1 Miscellaneous Provisions
	7.2 IDEA Program
	1.0 PURPOSE
	2.0 ORGANIZATIONAL UNITS AFFECTED
	3.0 DEFINITIONS
	3.1 Custodian refers to a member of the IDEA Committee who is assigned to coordinate the processing, evaluation, and review of a proposal.
	3.2 Proofing Period refers to a period of time during which the IDEA Committee may monitor the implementation of an IDEA proposal for the purposes of determining cost savings and potential award incentive.
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	03-08-2023 Administration Committee Meeting Special Notice - PARTICIPATION INFORMATION.pdf
	Your participation is always welcome.  OC San offers several ways in which to interact during meetings.  You will find information as to these opportunities below.
	IN-PERSON MEETING ATTENDANCE
	You may attend the meeting in-person at the following location:
	Orange County Sanitation District
	Administration Building
	10844 Ellis Avenue
	Fountain Valley, CA 92708
	ONLINE MEETING PARTICIPATION
	As a convenience for the public, the meeting may also be accessed live via Teams on your computer or similar device or web browser using the link below.  As this is an in-person meeting and the Teams component is not required, but rather is being offe...
	HOW TO PARTICIPATE IN THE MEETING BY TELEPHONE
	To join the meeting from your phone:            Dial (213) 279-1455
	All meeting participants may be muted during the meeting to alleviate background noise.  If you are muted, please use *6 to unmute.  You may also mute yourself on your device.
	Please raise your hand to speak by use *5, during the public comment section of the meeting.  The Clerk of the Board will call upon you by using the last 4 digits of your phone number as identification.
	NOTE:  All attendees will be disconnected from the meeting at the beginning of Closed Session.  If you would like to return to the Open Session portion of the meeting, please login or dial-in to the Teams meeting again and wait in the Lobby for admitt...
	WATCH THE MEETING ONLINE
	The meeting will be available for online viewing at:
	SUBMIT A COMMENT
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