
 

 

COMMITTEE MEMORANDUM 
 
 

              
 
SUMMARY 

Each year, the Agency reviews and updates the Employee Manual to ensure compliance with 
new regulatory laws and evolving best practices. Regulatory changes at the local, state, and 
federal levels often introduce new requirements that impact employment policies, workplace 
rights, and operational procedures. As part of this process, the Agency carefully evaluates 
necessary modifications, communicates changes clearly, and provides training or guidance as 
needed to ensure smooth implementation. 

DISCUSSION 
 
New legislation was passed to be effective in January 2025 and as a result the SCV Water 
Employee Manual (EM) needs to be updated to remain in compliance. Policy numbers 3, 6 and 
20 will have the following changes:  
 
Legislative Changes 
 
Policy No. 3 – Equal Employment  (SB 1137) (Attachment 1) 
Policy No. 6 – Recruitment and Hiring (SB 1137) (Attachment 2) 
 
EM Policy Section 3.0 and EM Policy Section 6.7 – Amends FEHA, Unruh Act, and Education 
Code to clarify that these anti-discrimination statutes extend to protect individuals from 
discrimination based not only on a single protected characteristic but also based on the 
intersectionality (combination) of two or more protected characteristics. 
 
Policy No. 20 – Leave (Non-Vacation) (AB 2499) (Attachment 3) 

EM Policy Section 20.1 – Additional language now expands and further defines the definition of 
an employee’s family member for whom permitted sick leave may be taken when caring for 
another. 
 
EM Policy Section 20.5 – AB 2499 amends California’s law to allow employees to use leave for 
themselves or when a family member is a victim of domestic violence, sexual assault, or 
stalking and any act of conduct causing bodily injury, death, or the threat of harm, such as 
brandishing a weapon or making threats. Employees may take unpaid leave for up to 12 weeks 
and up to 10 days to assist family members. This will be treated like any other leave and will 
require employer accommodation such as modified schedules, or transfer locations.  
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The Agency’s legal counsel has reviewed the recommended changes. 
 
STRATEGIC PLAN NEXUS 
 
The revision of these policies helps to support SCV Water’s Strategic Plan Goal F – A High-
Performance Team: Attract and Retain Quality Staff Members and Grow a Culture of 
Continuous Improvement that Fosters SCV Water’s Values, specifically Strategy F.3.15 – 
Maintain and update Financial and Administrative policies. 
 
FINANCIAL CONSIDERATIONS 
 
None. 
 
RECOMMENDATION  
 
That the Finance and Administration Committee recommends the Board of Directors approve 
changes in the sections of the attached Employee Manual Policy numbers 3, 6 and 20. 
 
RP 
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3.0 EQUAL EMPLOYMENT OPPORTUNITY 
The Agency is an equal opportunity employer and hires on the basis of individual qualifications. 

Agency policy prohibits unlawful discrimination based on the characteristics of race, religion, religious 
creed (including religious dress and religious grooming), color, national origin, ancestry, physical 
disability, mental disability, medical condition, genetic information, marital status, sex (including 
pregnancy, perceived pregnancy, childbirth, breastfeeding, or related medical conditions), gender, 
gender identity (including transgender identity), gender expression, age (40 or over), sexual orientation, 
military and veteran status, on the intersectionality (combination) of two or more protected 
characteristics, a perception that a person has any protected characteristic or a combination thereof, 
or is associated with a person who has, or is perceived to have, any protected characteristic or a 
combination thereof, or any other basis protected by federal, state or local laws. The Agency is 
committed to accommodating all applicable laws which provide for equal employment opportunities. 
This commitment applies to all persons involved in Agency operations and prohibits unlawful 
discrimination by any Agency employee.   

  
3.1 Policy Against Harassment 

As set forth more fully in the Agency’s separate Harassment, Discrimination, and 
Retaliation Reporting Policy, the Agency strictly prohibits unlawful harassment on the basis of 
protected classes under applicable law as mentioned above. Harassment may consist of verbal, 
physical, or visual types. This policy applies to all phases of the employment relationship 
including hiring, promoting, transfers, etc. Management considers this to be an extreme form 
of personal abuse and will take appropriate disciplinary action, up to and including termination, 
against any employee exhibiting such misconduct. Any employee or applicant who encounters 
any form of harassment should immediately report the conduct to the General Manager (or the 
Board where the General Manager is perceived as biased) and is entitled to a prompt fair review 
of his or her case.  The Agency is committed to providing Harassment Prevention and 
Awareness Training to Supervisors and Employees according to Federal and State laws and 
regulations. 

 
 3.2 Policy Against Retaliation 

 The Agency similarly strictly prohibits retaliation against any employee for making a 
good-faith complaint of discrimination or harassment or for cooperating, assisting, testifying, 
or participating in any of the complaint procedures described in detail in the Agency’s 
separate Harassment, Discrimination, and Retaliation Reporting Policy. Claims of retaliation 
are taken seriously and are subject to the same complaint procedures.   
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6.0 RECRUITMENT AND HIRING 
 

6.1 Appointment 
 When a person has been offered and has accepted a position, his/her hiring is 
referred to as an "appointment" to the position and classification. The date of that 
appointment is referred to as the appointment date or anniversary date. 
 
6.2 Vacant Positions 

Vacant positions may be filled by the General Manager or his/her designee by 
following any of the following procedures: 

 
6.2.1 Appointment of qualified present (or laid off) employees of the Agency 

without announcement or examination. 
6.2.2 Appointment of present employees of the Agency following announcement 

and internal process. 
6.2.3 Appointment following announcement and open/competitive process. 

 
6.3  Open/Competitive Process 

The process is open to any person, employee or non-employee, who meets the 
minimum qualifications for the classification. 

Applications will be solicited by public announcement posted in a manner and at 
locations to be determined by the General Manager. Such announcement shall specify 
the vacant position by title, job description, compensation range, required and desirable 
qualifications, deadlines and procedures for applying, any examinations required, and any 
other applicable information. The selection techniques used in this process will be 
impartial and relate to those subjects which fairly measure the relative capacities of the 
persons to execute the duties and responsibilities of the job to which they seek to be 
appointed. The process may include, but is not necessarily limited to achievement and 
aptitude tests, other written tests, personal interview, performance tests, evaluation of 
daily work performance, work samples, successful completion of prescribed training, or 
other techniques as determined by the Agency. 
 
6.4 Internal Process 

The internal process is open for present qualified employees of the Agency and 
announcements are disseminated internally. 
 
6.5  Temporary Employment 

This section applies to all Agency employees except for those hired on a temporary 
or intermittent basis. In cases of temporary employment or emergency employment, the 
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General Manager is authorized to use simplified procedures for filling vacancies for 
specific job duties for a limited period of time, as he or she deems appropriate under the 
given circumstances. 
 
6.6 Eligibility to Work in the United States 
 As a prerequisite to being hired by the Agency and in compliance with the 
Immigration Reform and Control Act of 1986, each potential employee is required to 
present the Agency with a completed Employment Eligibility Verification Form I-9 and 
proper documentation, which establish the employee's identity as well as the employee's 
eligibility to work in the United States in accordance with all applicable laws, and be ready 
to have such information submitted to the federal E-Verify program.  
 Employees with general questions or seeking general information on immigration 
law issues are encouraged to contact Human Resources. Employees may raise questions 
or good faith complaints about immigration law compliance without fear of reprisal. 
 
6.7 Equal Employment Opportunity 
 The Agency provides equal employment opportunity for all applicants and 
employees regardless of the characteristics of race, religion, religious creed (including 
religious dress and religious grooming), color, national origin, ancestry, physical disability, 
mental disability, medical condition, genetic information, marital status, sex (including 
pregnancy, perceived pregnancy, childbirth, breastfeeding, or related medical conditions), 
gender, gender identity (including transgender identity), gender expression, age (40 or 
over), sexual orientation, military and veteran status, on the intersectionality (combination) 
of two or more protected characteristics, a perception that a person has any protected 
characteristic or a combination thereof, or is associated with a person who has, or is 
perceived to have, any protected characteristic or a combination thereof, or any other 
basis protected by federal, state or local laws.   
 This is reflected in the entire Agency’s practices and policies regarding recruitment, 
hiring, training, promotions, transfers, and rates of pay, layoff, and other forms of 
compensation. It is the responsibility of every manager, supervisor and employee to 
conscientiously follow this policy, and the Agency’s policy regarding harassment and 
discrimination, as set forth in Section 3 (Equal Employment Opportunity) of this Manual 
and the Agency’s separate Harassment, Discrimination, and Retaliation Reporting Policy.  
   
6.8 Pre-Employment Investigation 
 As part of the selection process, the Agency may conduct investigations of 
candidates including, but not limited to, reference checks, general background checks, 
and employment checks, as well as evaluations of experience, personal traits, and 
character. All applicants for employment may be required to undergo physical and/or 
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medical examinations. Applicants in safety sensitive appointed positions shall include 
testing for drugs and/or alcohol. In accordance with California law, the Agency will not 
inquire into an applicant’s conviction history or conduct physical and/or medical 
examinations of an applicant until after a conditional offer of employment has been made 
to the applicant. 
 
6.9 Orientation 
 During an employee's first week of employment, the employee will participate in 
an orientation program conducted by the employee's supervisor and Human Resources, 
during which the employee will receive important information regarding the performance 
expected and required of the employee, basic Agency policies, compensation and benefit 
programs, as well as other information necessary to acquaint the employee with Agency 
policies, including the Agency’s Injury and Illness Prevention Program and safety training. 
 The employee may be asked to complete all necessary paperwork at this time, 
such as medical benefit plan enrollment forms, beneficiary designation forms, appropriate 
Federal, State and local tax forms, and other necessary administrative forms. 
 The Agency strongly encourages new employees to ask any and all questions you 
may have during the orientation program so that you will understand all guidelines that 
affect and govern your employment relationship with the Agency.   
 
6.10 Disaster Service Workers 

Pursuant to California Government Code § 3100, every Agency employee is 
considered a Disaster Service Worker (“DSW”). As such, all employees must render 
assistance as may be necessary in times of emergency, as declared by the Governor or 
his or her designee. The Agency has established a disaster preparedness plan, which 
includes a process for notifying employees of their disaster service assignments and when 
Employees must perform them. When you receive a notice to report to an assignment 
as a DSW, you are required by law to report and serve.  

Each employee must complete an Oath or Affirmation as a condition of their 
employment and a Disaster Service Worker Registration. The Oath or Affirmation is 
prescribed by Section 3, of Article XX of the California Constitution. The Oath will be taken 
by the employee upon hire and a copy of the signed and witnessed Oath will be filed in 
the employee’s personnel folder.  

 
Examples of DSW responsibilities include, but are not limited to: 
▪ Registering people at a shelter or mass prophylaxis clinic. 
▪ Translating for non-English speaking individuals. 
▪ Acting as a messenger at a designated site. 
▪ Serving food to emergency staff or to vulnerable populations. 
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▪ Answering phones. 
 
Public employees acting as DSWs can get paid and reimbursed for expenses only 

if they have taken and subscribed to the oath or affirmation prior to serving as a disaster 
service worker. (CA Labor Code § 3107). 
 The Agency will issue all employees an identification card which will include a 
photograph of the employee and identify the employee as a DSW. Only authorized 
individuals with their identification cards will be allowed access to restricted Agency areas 
following a natural disaster or other emergencies.  
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20.0 LEAVE (NON-VACATION) 
 

20.1 Sick Leave 
Paid sick leave is granted as a benefit to full-time employees to be used for illness 

or injury. Sick leave is not considered vacation and abuse of sick leave will not be 
tolerated. Sick leave pay is issued from the employee’s bank of accrued sick leave hours.  

 
Permitted Uses of Sick Leave. Sick leave may be applied to the following:  
(1) the diagnosis, care, or treatment of an existing health condition of, or 
preventative care for, an employee or an employee’s family member or (2) to 
attend legal proceedings, or to obtain medical treatment, counseling or other 
victims’ services for domestic violence, sexual assault, or stalking. 
 
A “family member” for these purposes is defined as a child (a biological, adopted, 
or foster child, stepchild, legal ward, or a child to whom the employee stands in 
loco parentis), a parent (a biological, adoptive or foster parent, stepparent, or legal 
guardian of an employee or the employee’s spouse or registered domestic partner, 
or a person who stood in loco parentis when the employee was a minor child), a 
spouse or registered domestic partner, a grandparent, grandchild and sibling, or 
an employee’s designated person which can be any person identified by the 
employee at the time the employee requests paid sick days. An employee is limited 
to one designated person per 12-month period for paid sick days. Additionally, paid 
sick leave may be used for an employee who is a victim of domestic violence, 
sexual assault or stalking.  
 
Method of Accrual:  Commencing upon employment, full-time employees who are 
regularly scheduled to work forty (40) hours per shall accrue 3.70 hours of sick 
leave with pay for each biweekly pay period (equivalent to twelve (12) working 
days per year or ninety-six (96) hours total). Employees working at least thirty-two 
(32) but fewer than forty (40) hours per week shall accrue sick leave on a prorated 
basis. Employees working less than sixty-four (64) hours in any pay period (or on 
average less than thirty-two (32) hours a week) shall also accrue sick leave on a 
prorated basis. An employee on leave of absence without pay shall earn no sick 
leave credit. 

 
Non-Discretionary Sick Leave Pay Out/ Bonus. In the event that an employee has 
a sick leave accrual of more than four hundred and eighty (480) hours of sick leave 
in any calendar year, the Agency will pay the employee fifty percent (50%) of the 
value of any unused sick leave in excess of four hundred and eighty (480) hours 
as a cash bonus. This bonus shall be based on leave balances on December 31 
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of a year and is typically paid within three (3) months of that date. The employee’s 
sick leave balance will thereafter be reduced to four hundred and eighty (480) 
hours of sick leave following the payout at the beginning of the new calendar year.   

 
Requests for Sick Leave. If the need for paid sick leave is foreseeable (e.g., 
scheduled routine medical appointments), employees must provide reasonable 
advance notice. If the leave is not foreseeable, employees must provide notice of 
the leave as soon as practicable. When requesting sick leave, employees should 
not disclose any private medical information or any other confidential personal 
information. 
 
Employees with a sick leave accrual of less-than four hundred and eighty (480) 

hours may also elect to receive a non-discretionary payout bonus of a maximum of 96 
hours of unused sick leave earned during the calendar year so long as (1) the employee 
maintains a minimum amount of sick leave to cover the employee’s salary until long-term 
disability insurance programs provide coverage and (2) if the employee irrevocably elects, 
in writing, to do so in the year prior. This bonus shall be paid at a rate of fifty percent of 
the value of the sick leave. This bonus shall be based on leave balances on December 31 
of a year and is typically paid within three (3) months of that date. The employee’s sick 
leave balance will thereafter be reduced by the number of hours of sick leave paid out at 
the beginning of the new calendar year. 

 
20.2 Minimum Paid Sick Leave for Part Time Employees 

Eligibility. Any employee not otherwise provided paid leave sufficient to cover at 
least forty (40) hours of absence on an annual basis for the reasons set forth in 
this policy (e.g., sick leave or paid time off) shall be eligible for this Minimum Paid 
Sick Leave. An employee who, on or after January 1, 2024, works thirty (30) or 
more days within a year from the commencement of employment is eligible for 
Minimum Paid Sick Leave. This policy is intended to comply with the requirements 
of SB 616 which amends the Healthy Workplaces, Healthy Families Act of 2014 at 
Labor Code Section 246(e)(2) and should be interpreted consistently. 

 
Annual Grant of 40 -hours of Minimum Paid Sick Leave. Employees who are 
eligible as of January 1, 2024, will be granted forty (40) hours Minimum Paid Sick 
Leave on January 1, 2024, for use during the remainder of that calendar year. 
Employees who are hired after January 1, 2024, shall be granted forty (40) hours 
Minimum Paid Sick Leave upon hire for use during the calendar year of their hire. 
Every year thereafter, on January 1st, each covered employee shall receive an 
annual grant of forty (40) hours of Minimum Paid Sick Leave for use during that 
calendar year. This annual grant does not roll over to the next calendar year and 
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is not paid out upon termination of employment. The Minimum Paid Sick Leave 
entitlement and its use shall be reflected on the covered employee’s regular pay 
stubs. 

 
Use of Minimum Paid Sick Leave. Leave may be used for any purpose; sick leave 
is otherwise typically used pursuant to policy and consistent with those uses set 
forth in the original Healthy Workplaces, Healthy Families Act of 2014 (AB 1522). 
These uses include, but are not limited to, use by a covered employee for 
preventative care or diagnosis, care, or treatment of an existing health condition 
for the covered employee or his or her family member; and use by a covered 
employee who is a victim of domestic violence, sexual assault, or stalking. A 
covered employee may not be required to find a replacement worker to utilize 
Minimum Paid Sick Leave. 

 
Procedural Requirements. Procedural requirements, including those requirements 
related to notice, request of use, acceptable uses, and prohibited uses are the 
same as referenced for full-time employees. 

 
20.3 Bereavement Leave 

In the event of death of a member of an employee's immediate family, full-time 
employees are eligible to take up to a total of five (5) days with pay to deal with 
bereavement-related matters. The immediate family is defined as parent, stepparent, 
spouse, child, grandchild, grandparent, brother, sister, mother-in-law, father-in-law, 
daughter-in-law, son-in-law, sister-in-law, brother-in-law, stepchild, or adopted child. 
Requests for bereavement leave not covered above must be approved by the General 
Manager.  Employees must be employed for at least 30 days prior to the commencement 
of bereavement leave. The leave does not need to be consecutive but must be 
completed within three (3) months of the event of the loss.  

 
20.4 Reproductive Leave 

Employees are entitled to five (5) days of reproductive loss leave following a 
Reproductive Loss Event to comply with the requirements of SB 848, which adds section 
12945.6 to the Government Code. A Reproductive Loss Event means the day or, for a 
multiple-day event, the final day of a failed adoption, failed surrogacy, miscarriage, 
stillbirth, or an unsuccessful assisted reproduction. This is limited to a maximum of 20 
days within a 12-month period in cases where an employee experiences more than one 
Reproductive Loss Event. Similar to bereavement leave, employees must be at least 30 
days employed by the Agency and has up to three (3) months to complete the 
Reproductive Loss Event.  
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20.5 Victims of Crime 
 To comply with the requirements of AB 2499, employees are allowed to take 
unpaid leave for themselves or a family member who is a victim of domestic violence, 
sexual assault or stalking, or any act of conduct causing bodily injury, death, or the threat 
of harm such as brandishing a weapon or making threats. Employee may take an unpaid 
leave for up to 12 weeks for themselves and up to 10 days of leave to assist family 
members in any 12-month period. Employees should contact Human Resources for 
further information regarding such leave.  
 
20.5-6 Jury or Witness Duty Leave 

Full-time employees required to serve as jurors are granted unlimited jury duty 
leave with pay. This benefit is effective immediately upon employment. An employee 
serving jury duty must obtain an attendance slip from the court to be submitted to 
accounting with the affected timesheet in order to be eligible for pay for those hours. 

 
An employee should notify his or her supervisor immediately upon notice of jury 

duty or being subpoenaed to testify as a witness on non-Agency business. Although an 
employee will be granted leave to serve as a court witness, this leave shall be unpaid. 

 
20.76 Military Leave 

Under the California Family Military Leave Act, employees whose spouses or 
domestic partners are deployed servicemen or servicewomen may take up to ten (10) days 
of unpaid leave when the military spouse or domestic partner is on leave from deployment 
during a time of military conflict.   

 
To be eligible for this leave, the employee must provide the Agency with (i) notice of 

intention to take family military leave within two (2) business days of receiving official notice 
the employee’s military spouse or domestic partner will be on leave from deployment, and 
(ii) documentation certifying the employee’s military spouse or domestic partner will be on 
leave during the time the employee requests leave. The leave afforded under this policy is in 
addition to any other leave provided by law or this Manual. Employees may use any accrued 
vacation leave to receive pay while on family military leave. Military leave shall be granted in 
accordance with State and Federal law. 

 
20.87 Personal Leave of Absence without Pay 

Upon written request, approved by the General Manager, a full-time employee may 
be granted a personal leave of absence without pay not to exceed 90 days. The Board of 
Directors must approve requests for personal leaves of absence longer than 90 consecutive 
days’ duration. The General Manager, based on the Agency’s needs and requirements, shall 
determine the conditions of such leave of absence.   
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No sick leave or vacation will be accrued during any pay period in which the employee 

is on non-paid status for the entire pay period. No vacation credit will be earned during any 
pay period if an employee is absent without pay in excess of five consecutive full working 
days. 

 
The Agency will continue to pay its share of the premiums for disability, medical, 

dental, vision, and life insurance for employees on authorized personal leave of absence 
without pay for up to 30 days on such leave. Should coverage be terminated under the 
Agency’s long-term disability plan, coverage may be converted to an individual plan at the 
expense of the employee. Upon return to work, employees become eligible for reinstatement 
in accordance with the terms of the agreement with the insurance carrier then in effect. 

 
An employee on leave without pay from the Agency will not be eligible to accrue 

vacation or sick leave and shall not be eligible for any paid leave or pension plan 
contributions. 
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