
HAPPY CAMP COMMUNITY SERVICES DISTRICT

PERSONNEL POLICY


CHAPTER – IV

I. DEFINITION OF EMPLOYEES
A. REGULAR EMPLOYEES:
Employees that work on a regular full-time and continuous basis at a minimum of (35) hours per week.
B. TEMPORARY EMPLOYEES:
Those employees that work (35) hours or less per week for a set period of time, generally on an emergency or seasonal basis (project and program employees, for example).

II. PERSONNEL SELECTION:
A. Every effort shall be made to obtain the best qualified personnel.

During such recruitment, the District shall not discriminate in personnel policies regarding selection, transfer, promotion, termination, compensation, origin, color, religion, age, physical handicaps, or sex.
B. Minimum and maximum age limits shall be observed in 

accordance with child labor laws and other Federal and/or State legislation.

C. The District shall not employ any person who is immediately 

related to any person currently employed by the District.

D. Selection of all personnel is delegated to the General Manager, 

subject to approval by the Board of Directors. When qualified personnel are available, the General Manager may be authorized to recruit and train desired personnel provided it is within limitations of the budget with Board approval. A screening committee comprised of two (2) Directors and the General Manager will interview and select, for Board approval.

E. All applicants for employment must complete an application 

form and submit it to the district office. Falsification of application forms is cause for eliminating those applicants from consideration for hire, or if hired, dismissal.
III. CONDITIONS FOR CONTINUED EMPLOYMENT:
A. The Happy Camp Community Services District does not

operate under the civil Service classification or examination plan. The District has its own job classification plan and a description is provided for each position and the typical duties and responsibilities involved.

B. A regular employee of the District is assured continued 

employment provided funds are available and the employee:
1. Observes and obeys the rules and regulations of the District.

2. Remains physically and mentally fit.

3. Continues to work enthusiastically and effectively.

4. Works harmoniously and cooperatively with his fellow employees.

5. Is fair, honest and courteous to the public.

C. All employees hired by the District will be subject to a defined

period of probation:
1. Proposed regular employees shall serve a probationary 

period of six (6) months with the District.

2. Temporary employees, with the exception of the directors 

and those who serve on a project of less than six (6) months duration, shall serve a probationary period of six (6) months with the District.

3. Time spent on leaves of absence shall not count toward the 

probationary period. Probationary employees may be dismissed at the will of the general manager for reasonable cause.

4. If proposed regular employees’ performance proves 

satisfactory during their probationary periods, they may receive regular status and only be dismissed, suspended or demoted for reasonable cause as hereafter defined.

SUSPENSION:
Temporary removal of an employee from his position, with loss of pay as a disciplinary measure or removal prior to investigation of charges, pending demotion or dismissal.

DEMOTION:
Reduction of an employee from a given status and salary to a lower status and salary.

DISMISSAL:
Separation, discharge, or permanent removal of an employee from his position will be made for reasonable cause. All disciplinary action shall be documented in employee’s file.  Progressive discipline will be used consisting of: 

1. Verbal warnings 

2. Written warnings

3. Temporary suspension

Suspension leading to termination shall be in accordance with the provisions of the   law and the following situations:  
a. Dishonesty
b. Persistent violation or refusal to obey safety rules or regulations.
c. Insubordination, including but not limited to, refusal to do assigned tasks.
d. Drinking alcoholic beverages on the job or reporting to work while intoxicated. The use of illegal and harmful drugs.
e. Incompetency or inefficiency in the performance of the duties of his or her position.
f. Carelessness or negligence in the performance of duties or in the use of District property.
g. Discourteous, offensive, or abusive conduct or language toward other employees or the public.
h. Repeated unexcused absences or tardiness.

i. Excessive abuse of sick leave privileges.

j. Engaging in political activity during assigned hours of employment
k. Abandonment of position.
l. Advocacy or overthrow of Federal, State, or Local Government by force, violence, or other unlawful means.

D.       The General Manager has the authority to discharge any employee who

fails to fulfill his job duties and responsibilities with Board approval. The Board of Directors may dismiss the General Manager for reasonable cause.

E.       Notice of Termination:
1. A regular employee of the District who has completed his 
probationary period and who is to be dismissed shall be given thirty (30) days written notice of such termination. The thirty-day advance

notice may be waived in cases where there is grounds for immediate 

dismissal. The written notice will state the cause(s) for dismissal.

2. A temporary employee of the district who has completed his

probationary period and is planned for dismissal shall be given (48)
hours notice of termination.
3. In all dismissal cases, the General Manager will be responsible (through department heads) for compiling thorough performance

records for each employee, including written reports of 

disloyalty, dishonesty, warnings, offensive behavior, violations,

insubordination, etc.; (likewise, records and statements of

commendable service and excellent performance shall be kept).

F. Right of Appeal:
1. An employee who has completed his probationary period and is

 dismissed, has the right to appeal to the Board of Directors. 

 If he chooses to appeal his termination, however, he must submit

 written request within seven (7) days from the date of his discharge. 
IV. PAYMENT OF SALARY AND WAGES:  
A. All employees shall be paid in accordance with the salary schedule adopted by the Board of Directors and in effect at the time of their employment. Placement within the salary schedule will be determined by the Board of Directors following a recommendation from the General Manager.
B.  Employees shall be paid semi-monthly on or before the 15th and 31st of each month.
C. Those employees paid on a monthly basis will receive their
checks on or before the 31st day of the month.

V. OFFICE HOURS:
A. The District office shall remain open for the transaction of business between the hours of 9:00 a.m. and 5:00 p.m. Monday through Friday, except holidays. The office will be closed between 12 p.m. and 1 p.m. for lunch. Exceptions to these hours may be made with the approval of the General Manager.

VI. VACATION LEAVE:
A.  Regular full-time employees shall earn vacation as follows:
1 to 5 years of employment Ten (10) days per year.

6 to 10 years of employment Fifteen (15) days per year.

11 + years of employment Twenty (20) days per year.

A.     The time during which an employee may take vacation shall

    be approved by the General Manager with approval of the Board.

    All vacation time earned must be taken within that calendar year
B.     A legal holiday, as defined in these rules, which falls during an
    employee’s vacation, shall not be considered a day of vacation.
          D.     Upon termination of an employee’s service with the District, the                                                                        
                   employee shall be paid a lump sum for all accrued vacation earned and             
         not taken prior to the termination.
E.      Leave balances shall be kept and provided monthly to the Board with    

          Employee time cards.
VII. SICK LEAVE:
A.     No sick leave shall accrue until an employee has completed six (6)     

                   full months of regular and continuous service. At that time, the employee  
         shall be allowed Twelve (12) work days of credit per year for sick          
                   leave with pay. Sick leave may be accumulated for future use but may 
                   not be paid to employee as compensation.

A.    Sick leave may be taken for:
1. Illness and Injury:
Leaves of more than (3) days may require a Doctor’s 

certificate indicating the necessity for the absence from work.
2.  Dental, eye or other physical or medical examinations or
treatment by a licensed practitioner:
Leaves for these purposes may be limited to (8) hours in any

work day at the discretion of the General Manager.
3. Providing necessary care for an ill or injured member of the

immediate family:
Immediate family shall include the following;
Grandparents, mother, father, sister, brother and children.
Absences of more than three (3) days at a time may require a Doctor’s statement, indicating that the employee’s presence was required at home.

4. Death in the immediate family:
A. Leaves should not exceed (3) work days for any one death.

Five (5) days will be allowed for out of town deaths of 400 miles or more.   
B. Death in extended family shall include father-in-law, mother-in-law, aunts, uncles, sister-in-law, brother-in-law, niece, nephew etc. Leave should not exceed (3) working days Once per year in this case.
5. Pregnancy:
Accrued sick leave may be used when pregnant. If sick leave

is expired, the Board of Directors may grant an extended leave

of absence without pay.

6.  Injuries on the Job:
All injuries on the job will be reported to the District office immediately the day of injury and a written report made.
7.  A legal holiday which falls during an employee’s sick leave shall not     be considered one (1) day of sick leave.
8. An employee shall be granted leave of absence with full pay for                  

     appearance legally required of him in court as a witness, as part of his   

     official job duties, or for jury services.

VIII. LEAVE WITHOUT PAY:
A. Leave without pay may be granted by the General Manager, with

Board approval
IX. HOLIDAYS:
A. All regular employees of the District shall be entitled to the following     holidays with pay:
1. January 1st                               New Years Day
2. January                                    Martin Luther King Jr.

3. February (Monday)                 President’ Day
4. May (Last Monday)                Memorial Day

5. July 4th                                     Independence day

6. September (1st Monday)          Labor Day

7.  November 11th                       Veteran’s Day

8. November                               Thanksgiving Day

9.  November                              Day after Thanksgiving Day

10.  December 24th                       Christmas Eve Day

11.  December 25th                       Christmas Day

12.  Employee’s choice of (1) floating holidays per year
B.  If a holiday falls on a Saturday, the Friday before will be taken and if the holiday falls on a Sunday the following Monday will be taken.
C. Employees must work the day before and the day after a holiday in order to receive holiday pay unless they are ill or on vacation.
XI.     HOURS OF WORK: 
      A.     Regular full time employees are required to work a minimum of (35)  
          hours per week. Hours worked in excess of (40) hours per week 
          shall be compensated at the rate of 1.5 times their normal pay or in        

          lieu of pay the employee may choose compensatory time off. Call back   
time shall be a minimum of two (2) hours.                
X. DRESS POLICY:
A.  Each employee shall dress neatly, clean, and in good appearance.



 No shorts or cut off pants or sandals.
XIII.     GRIEVANCE: 
                    For each grievance/complaint made, a district form shall be filled    

                    out and presented to the Board at their next regular scheduled 

             
Board meeting. The Board shall respond to the grievance at the



following regular Board meeting. 
XIV.     PERFORMANCE:
                     All Employees shall have yearly review by the Manager and the 



 Board.

XV.     OPERATOR’S CONDITIONS:

                    All employees hired for position of Operator will be required to 



have a physical examination prior to commencing work.

XVI.     COMPENSATION/MEETING SCHEDULES FOR BOARD OF     


   DIRECTORS:
1. Board Member compensation shall be $100.00 per month for attendance at regularly scheduled monthly Board meetings.
Special and Emergency Meetings will not be compensated.
2. Regular scheduled Board meetings are to be held on the 2nd Wednesday of every month at 6:00 p.m.

XVII.     EMPLOYEE RETIREMENT PLAN:
A. The District offers all full time employees a Simple IRA plan administered by The Vanguard Group. The plan is a defined contribution plan. The District’s contribution is 3% of employees pay. Employee’s contribution is a maximum of $ 8,000 dollars per year. 
XVIII.     EMPLOYEE MEDICAL INSURANCE:


     The Board shall make comprehensible medical insurance available to full
                time employees and contribute 50% of the monthly premium. Dependent       
                health insurance will not be paid by the District.
 XIV.
   CONTRACTS AND AGREEMENTS: 

All contracts and agreements shall be signed by the Board President or      General Manager with Board approval.  
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