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SAN SIMEON COMMUNITY SERVICES DISTRICT 

 
POLICIES AND PROCEDURES GOVERNING THE 

SAN SIMEON COMMUNITY SERVCES DISTRICT AND BOARD OF 
DIRECTORS  

 
 

SECTION 1.00 General Policies 
 
Introduction.  The Board of Directors is the governing and legislative body of the District. 
All action of the District shall be taken by the Board and not by individual Directors.  The 
Board of Directors shall be the policymakers of the District, establishing policy after receiving 
necessary information from staff and other persons as deemed necessary.  No individual Board 
Member shall represent a policy as the District's policy unless said policy has been determined 
by the Board nor shall any board member act unilaterally in regard to representing the board 
or its policies in any public forum. 
 
1.01 Purpose of Board Policies. It is the intent of the Board of Directors of the San Simeon 
Community Services District to maintain a Manual of Policies. Contained therein shall be a 
comprehensive listing of the Board's current policies, being the rules and regulations enacted 
by the Board. The Manual of Policies will serve as a resource for Directors, staff, and members 
of the public in determining the manner in which matters of District business are to be 
conducted. 
 
1.02 Conflicts with the Law.  If any policy or portion of a policy contained within the 
Manual of Policies is in conflict with rules, regulations, or legislation having authority over 
the San Simeon Community Services District, said rules, regulations, or legislation shall 
prevail. 
 
1.03 Adoption/Amendment of Policies.  A Director or General Manager may initiate the 
consideration of a new policy or to amend a policy.  A written draft of the proposed new policy 
or amendment should be submitted to the General Manager to be included for consideration 
on the agenda of the appropriate regular meeting of the Board of Directors.  Adoption of a new 
policy or an amendment shall be accomplished at a regular meeting of the Board of Directors 
and shall require a three-fifths (3/5) affirmative vote of the entire Board of Directors. 
 

1.03.01 Process of Adopting or Amending Policy.  Before considering the adoption 
or amendment of any policy, Directors shall have the opportunity to review the proposed 
adoption or amendment at the regular Board of Directors’ meeting prior to the meeting at which 
consideration for adoption or amendment is to be given. Copies of the proposed policy 
adoption or amendment shall be included in the agenda information packet for any meeting of 
consideration. The agenda information packets with said copies shall be made available to each 
Director for review at least three (3) days prior to any meeting of consideration. 
 
SECTION 2.00 Board of Directors 
 
2.01 Authority of the Board.  The Board of Directors is the governing body of the District.  
The Board shall act only at its regular meeting, regular adjourned meetings, special meetings, 
or emergency meetings. 
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2.02 Officers.  At the regular meeting in December, the Directors shall elect one of their 
members Chairperson of the Board and another of the members Vice-Chairperson of the 
Board. Term of office for each shall be one (1) year.  
 
2.03 Attendance at Meetings.  Members of the Board of Directors shall attend all regular 
and special meetings of the Board unless there is good cause for absence. 
 
2.04 Vacancy.  A vacancy shall occur if any member ceases to discharge the duty of his/her 
office for the period of three (3) consecutive months except as authorized by the Board of 
Directors. 
 
2.05 Renumeration.  Members of the Board of Directors shall receive a monthly stipend, 
the amount of which shall be annually established by the Board as set forth in the adopted 
budget. However, a member of the Board who does not attend the regular monthly meeting of 
the Board is not entitled to the monthly stipend.  
 
2.06 Reimbursement. Members of the Board of Directors shall be reimbursed for all 
legitimate expenses incurred in attending any meetings or in making any trips on official 
business of the Board when so authorized in accordance with policies. Reimbursement for the 
cost of the use of a Director's vehicle shall be on the basis of total miles driven and at the rate 
specified in the Internal Revenue Service Guidelines in effect at the time of the vehicle use. 
 
2.07 Membership in Associations. The Board of Directors shall ordinarily hold 
membership in and attend meetings of such national, state, and local associations as may exist 
which have applicability to the functions of the District and shall look upon such memberships 
as an opportunity for in-service training.  The Board of Directors shall maintain membership 
in the California Special Districts Association and shall insure that annual dues are paid when 
due.  The Chairperson shall be selected to represent the District in accordance with said 
chapter's constitution/bylaws, and the Vice-Chairperson shall serve as an alternate for the 
representation. 
 
SECTION 3.00 Duties of the Board of Directors 
 
3.01 Presiding Officer.  The Chairperson shall preside at all meetings of the Board. The 
Vice-Chairperson shall preside at all meetings of the Board in the absence of the Chairperson. 
If both the Chairperson and Vice-Chairperson are absent, the Directors in attendance shall 
select a Director to preside over the meeting. 
 
3.02 Duties of the Chairperson.  The Chairperson of the Board shall preserve order and 
decorum and shall decide questions of order subject to appeal to the Board of Directors. The 
Chairperson from the chair may place a motion before the Board, second a motion, and vote 
irrespective of the existence of an otherwise tie vote. 
 
The Chairperson shall act as spokesperson for the Board with respect to its actions and policies 
and those of the District. This provision, however, shall not preclude any other member of the 
Board from making appropriate comments within the scope of his or her position. 
 
The Chairperson, or any member of the Board or staff persons so designated, shall represent 
the Board where it is appropriate or desirable for the District to appear at meetings of other 
public agencies, private entities, before public or private groups, or on other public or private 
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occasions. However, this provision shall not limit the attendance of any Director or authorized 
officer or staff member of the District at other public gatherings or meetings. Prior to attending 
such a gathering or meeting, Directors are encouraged to review Government Code Section 
54952.2(c)and ensure their attendance is in conformance with the requirements of the Brown 
Act. (Please refer to Section 3.04) 
 
To obtain such information as may be necessary and appropriate to assist the Board in its 
deliberations, the Chairperson and/or designee shall work with the General Manager, District 
Counsel, or other staff member of the District. The Chairperson may also direct staff to 
implement the policies and decisions of the Board. Individual members of the Board shall not 
act independently to direct staff in the performance of their duties unless specifically provided 
for in these policies or as approved by the Board.  
 
3.03 Duties of the Vice-Chairperson.  The Vice-Chairperson shall act if the Chairperson 
is absent or unable to act and shall exercise all of the powers of the Chairperson on such 
occasions. 
 
3.04 Authority of Individual Board Members.  All powers of the District shall be 
exercised and performed by the Board as a body. Individual Board Members, except as 
provided in these policies (reference 3.02 and 13.00) or otherwise authorized by the Board, 
shall have no independent power to act for the District, the Board, or to direct staff of the 
District.  
 
SECTION 4.00 Staff and Consultants 
 
4.01 Staff.  The Board shall, as necessary, appoint a General Manager and a District 
Secretary. The General Manager may also act as District Secretary, but no Director shall be 
appointed as General Manager or District Secretary. The General Manager, District Secretary, 
or a third party may also be appointed as the Finance Officer. 
 
4.02 Consultants and Compensation.  The Board may also appoint and employ, fix the 
compensation of, and prescribe the duties and authorities of other officers, employees, 
attorneys, engineers, and other professional consultants as necessary or convenient for the 
business of the District subject to the Procurement Policy.  (Please refer to Section 19.00) 
 
4.03 General Manager.  The General Manager shall be the Executive Officer of the San 
Simeon Community Services District and for the Board of Directors.  The General Manager 
may be employed by the District through written agreement or retained as a consultant through 
written agreement.  If any such written agreement between the General Manager and the 
District is in conflict with any District policy, said agreement shall prevail. 
 
SECTION 5.00 Duties of Staff 
 
5.01 Duties of General Manager.  The General Manager (or designee) shall be responsible 
for all of the following: 

• the implementation of the policies established by the Board of Directors for the 
operation of the District, 

• the supervision of the District’s facilities and services, 
• the supervision of the District’s finances. 
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5.02 Duties of District Secretary (or designee).  The District Secretary shall prepare and 
mail or send by electronic media to each person entitled thereto copies of agendas, minutes of 
the preceding meeting, and notice of meetings. The District Secretary shall prepare minutes 
for adoption by the Board of Directors setting forth all actions taken by the Board and shall 
preserve minutes and other records of actions of the governing Board as per the Records 
Retention Policy (Please see Ord.19-407). 
 
SECTION 6.00 Meetings: Time, Place, and Manner 
 
6.01 Time. The date, time, and place of regular Board meetings shall be reconsidered 
annually at the annual organizational meeting of the Board.  
 
6.02 Place.  The place of meetings of the Board of Directors shall be in a Cavalier Banquet 
Room located at 250 San Simeon Avenue, San Simeon, California, unless otherwise designated 
by the Board of Directors. Due to the COVID19 pandemic Board meetings are being held using 
Zoom.  
 
 
6.03 Recording.  The proceedings of all regular meetings shall be recorded by videographer. 
The proceedings of all special meetings shall be video recorded.  Recordings shall be retained 
in accordance with the record retention policy pursuant to Resolution 19-407. Video and audio 
taping of regular or special meetings shall conform to Government Code Sections 54953.5 & 
54953.6.  
 
6.04 Special and Emergency Meetings.  The time, place, and manner of calling all other 
meetings of the Board of Directors shall be undertaken as prescribed in the Government Code 
Section 54950 et seq. 
 
6.05 Adjourned Meetings.  A majority vote by the Board of Directors may terminate any 
meeting at any place in the agenda to any time and place specified in the order of adjournment, 
except that if no Directors are present at any regular or adjourned regular meeting, the General 
Manager may declare the meeting adjourned to a stated time and place. 
 
6.06 Compliance with the Brown Act.  All meetings of the Board of Directors and 
Committees shall be open and public and all persons shall be permitted to attend any public 
meeting of the Board of Directors except as provided by law; provided, however, that closed 
sessions may be held when permitted by law. 
 
6.07 Secret Ballots.  Secret ballots are not allowed. 
 
SECTION 7.00 Agendas. 
 
7.01 Setting of Agenda.  The General Manager, in consultation with the Board Chairperson, 
shall set the agenda. The General Manager and Board Chairperson shall consider any matter 
requested by a Director for inclusion on the agenda. Committee recommendations on topics to 
be added to the agenda shall be given to the Board Chairperson or said designee.  A member 
of the public may also request that a matter directly related to District business be placed on 
the agenda.  Such a request must be made to the General Manager (or designee) or the Board 
Chairperson at least fifteen (15) day prior to the date of the meeting.  With regard to all requests 
to add items to the agenda, the General Manager and the Board Chairperson may use their 
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discretion as to which items are included.  The agenda shall also contain any matter requested 
by a majority of the Board. 
 
7.02 Consent Calendar.  Agendas of Board meetings shall incorporate a consent calendar 
listing items of a routine nature not normally requiring discussion.  The following is a listing 
of consent calendar items which may be amended by the direction of the Board of Directors or 
by the General Manager and the District Secretary as they deem appropriate: (1) approval of 
minutes, (2) approval of bills paid, (3) informational items, and (4) certain resolutions (example: 
banking authority).  Approval of the consent calendar shall take place by a motion and a second 
of the Board and passed by a roll call vote indicating a majority vote. 
 
The District adopts the following general guidelines in reviewing and approving consent 
agenda items: 
 

1. The Chairperson shall announce the item and read each consent agenda item into the 
record.  

2. The Chairperson shall ask if there are any public comments on any item within the 
consent agenda. 

3. Once all public comments are done, the Chairperson shall ask the Board members if 
they would like to pull an item off the consent agenda for full discussion.  If an item 
is pulled off the consent agenda, it shall be added as a Business Item for full Board 
discussion. 

4. The Chairperson shall next ask if the Board members have any minor comments 
(typographical/spelling errors) or minor questions about any of the consent agenda 
items.  If so, the Board member shall then make the minor comment or ask staff a 
question. 

5. Once all minor comments/questions have been dealt with, the Chairperson shall ask if 
there is a motion to approve the consent agenda (if motion is not already made 
independently by another Board member); the motion, if it passes, shall approve all 
items within the consent agenda. 

 
7.03 Distribution.  The District Secretary (or designee) shall prepare an agenda for each 
regular meeting and shall post and mail or send by electronic media the agenda to persons 
entitled thereto at least 72 hours prior to the meeting. The District Secretary shall prepare an 
agenda for each special meeting and post this agenda 24 hours prior to the meeting. 
 
7.04 Additional Distribution.  Agendas shall be mailed or sent by electronic media to any 
person who has on file a written request to receive agendas after the District has received 
payment of the appropriate fees to cover either faxing or mailing of said agendas. 
 
7.05 Agenda Change.  Upon a determination by a two-thirds (2/3) vote of the members of 
the Board present at the meeting, or, if fewer than two-thirds (2/3) of the members are present, 
a unanimous vote of those members present, that there is a need to take immediate action and 
that the need for action came to the attention of the local agency subsequent to the agenda 
being posted, the Board may add an item to the agenda in accordance with Government Code 
Section 54954.2(b). Example:  If there are five (5) Board members present, four (4) affirmative 
votes would be needed to add an agenda item.  If there are three (3) Board members present, 
three (3) affirmative votes would be needed to add an agenda item. 
 
7.06 Public Comments on Agenda Items.  Any member of the public may address the 
Board on any item on the agenda at the time that item is being considered by the Board. Each 
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speaker will be limited to three (3) minutes per agenda item as monitored by the District 
Secretary. Additional time may be extended by the Chairperson. Speakers shall not be allowed 
to “split” their time, nor shall they be permitted to “reserve” all or any portion of their allotted 
time. If any person fails or refuses to abide by these rules, the Chairperson, after warning the 
speaker, may declare that the speaker is disrupting, disturbing, or impeding the orderly conduct 
of the meeting and order the speaker to leave the meeting room.  If another Board member 
disagrees that a speaker is disrupting the proceeding, that Board member may object to having 
the speaker leave the meeting room.  At such time, the full Board shall vote on whether the 
speaker should be required to leave or not. 
 
7.07 Public Comments on Items Not on the Agenda.  Any member of the public may 
address the Board on any item of interest to the public that is within the subject matter 
jurisdiction of the District that is not on the agenda subject to the time limits and restrictions 
for public comments on agenda items. No action shall be taken on any item not appearing on 
the agenda unless authorized in accordance with the procedures set forth in Government Code 
Section 54954.2. The Board shall not engage in debate, dialogue, or take action on any matter 
brought to its attention under public comment, except to refer the matter to staff or to determine 
that the matter should be included on a future agenda for consideration and action. 
 
7.08 Manner of Addressing the Board by an Individual.  A member of the public 
addressing the Board should give his or her name in an audible tone of voice for the record. 
All remarks shall be addressed to the Board as a body, not to any individual Director. No 
person, other than a Director, General Manager or District Counsel, and the person having the 
floor shall be permitted to enter into any general discussion without the permission of the 
Chairperson. 
 
7.09  Manner of Addressing the Board by a Group of Persons.  Whenever members of 
the public wish to address the Board on the same subject matter, it shall be proper for the 
Chairperson to request that a spokesperson be chosen by the group to address the Board and, 
in case additional matters are to be presented at the time by any member of that group, to limit 
the number of persons so addressing the Board so as to avoid repetition before the Board. The 
Chairperson may set a time limit for each side of an issue.  Government Code 54957.9 permits 
the legislative body to clear the room if the meeting is willfully interrupted so as to render 
further conduct of the meeting unfeasible. 
 
SECTION 8.00 Minutes 
 
8.01 Minutes.  The District Secretary (or designee) shall keep minutes of regular and special 
meetings of the Board. Copies of said minutes shall be made for distribution to each member 
of the Board with the agenda for the next regular Board meeting. 
 
8.02 Record of Motions, Resolutions, and Ordinances.  Motions, resolutions, or 
ordinances shall be recorded as having passed or failed, and individual votes will be recorded 
unless the action was unanimous.  All resolutions and ordinances adopted by the Board shall 
be numbered consecutively, starting anew at the beginning of each fiscal year. 
 
8.03 Procedure for Minutes.  The minutes of Board meetings shall be maintained as 
hereinafter outlined. 
 
 8.03.01  Procedure: 

• date, place, and type of each meeting 
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• directors present and absent by name 
• call to order 
• arrival of tardy Directors by name 
• pre-adjournment departure of Directors by name or if absence takes place 

when any agenda items are acted upon 
• adjournment of the meeting 

 
 8.03.02  Board Actions: 

• approval or amended approval of the minutes of preceding meetings 
• complete information as to each subject, including the roll call record of the 

vote on a motion if not unanimous 
• all Board resolutions and ordinances in complete context, numbered serially 

for each fiscal year 
• a record by number of all warrants approved for payment  
• adoption of the annual budget 
• financial reports, including water and wastewater sales, balances of District 

checking accounts, and a monthly balance sheet   
 
8.04 Storage.  The official minutes of the regular and special meetings of the Board shall 
be saved on the District computer in accordance with the Records Retention Policy.  (Please 
see Resolution 19-407.) This computer shall be backed up onto a hard drive that is stored in a 
safe deposit box that is located at an offsite location. Approved minutes of the Board of 
Directors’ meetings shall be public records open to inspection by the public. The Secretary 
shall make copies available to any person who has made a request in compliance with the 
California Public Records Act.  
 
SECTION 9.00 Rules of Order for Meetings 
 
9.01 General. Action items shall be brought before and considered by the board by motion 
in accordance with this policy. The board prefers a flexible form of meeting and, therefore, 
does not strictly follow Robert’s Rules of Order. 
 
9.02 Obtaining the Floor.  Any member of the Board desiring to speak should address the 
Chairperson and, upon recognition by the Chairperson, may address the subject under 
discussion. 
 
9.03 Motions.  Any member of the Board, including the Chairperson, may make or second a 
motion. A motion shall be brought and considered when a member of the Board makes a motion 
and another Director seconds the motion. The motion is then open to discussion and debate. After 
the matter has been fully discussed and debated, the Chairperson will call for the vote. 
 
9.04 Motion to Amend.  A main motion may be amended before it is voted on either by the 
consent of the members of the Board who moved and seconded or by a new motion and second. 
 
9.05 Motion to Postpone.  A main motion may be postponed to a certain time by a motion 
to postpone which is then seconded and approved by a majority of the Board. 
 
9.06 Motion to Refer to Committee.  A main motion may be referred to a Board committee 
for further study and recommendation by a motion to refer to committee which is then 
seconded and approved by a majority vote of the Board. 
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9.07 Motion to Close Debate and Vote Immediately.  As provided above, any member of 
the Board may move to close debate and immediately vote on a main motion. 
 
9.08 Motion to Adjourn.  A meeting may be adjourned by motion made, seconded, and 
approved by a majority vote of the Board before voting on a main motion. 
 
9.09 Decorum.  The Chairperson shall take whatever actions are necessary and appropriate 
to preserve order and decorum during Board meetings, including public hearings. The 
Chairperson may eject any person or persons making personal, impertinent, or slanderous 
remarks; refusing to abide by a request from the Chairperson; or otherwise interrupting the 
meeting or hearing. 
 
If any meeting is willfully interrupted by a person or a group so as to render the orderly conduct 
of such meeting infeasible and order cannot be restored by the removal of individuals who are 
willfully interrupting the meeting, the members of the legislative body conducting the meeting 
may order the meeting room cleared and continue in session. Only matters appearing on the 
agenda may be considered in such a session. Representatives of the press or other news media, 
except those participating in the disturbance, shall be allowed to attend any session held 
pursuant to this section. Nothing in this section shall prohibit the legislative body from 
establishing a procedure for readmitting an individual or individuals not responsible for 
willfully disturbing the orderly conduct of the meeting.  
 
SECTION 10.00 Actions and Decisions 
 
10.01 Method of Action.  The Board of Directors shall act only by ordinance, resolution, or 
motion in accordance with these policies.   
 
10.02 Majority/Quorum.  The majority of the Board shall constitute a quorum for the 
transaction of business. 
 
10.03 Majority Vote Required.  No ordinance, resolution, or motion shall be passed or shall 
become effective without the affirmative vote of at least a majority of the members of the 
Board.  Three (3) Directors represent a quorum for the conduct of business. Actions taken at a 
meeting where only a quorum is present, therefore, require three (3) unanimous votes to be 
effective (unless a four-fifths (4/5) vote is required by policy or other law).  A member 
abstaining in a vote is considered as absent for that vote. 
 
 Example 1: If three (3) of five (5) Directors are present at a meeting, a quorum exists 
and business can be conducted. However, if one (1) Director abstains on a particular action 
and the other two (2) cast "aye" votes, no action is taken because a "majority of the Board" did 
not vote in favor of the action. 
 
 Example 2: If a proposed action requires a two-thirds (2/3) vote and two (2) Directors 
abstain, the proposed action cannot be approved because four (4) of the five (5) Directors 
would have to vote in favor of the action. 
 Example 3: If a vacancy exists on the Board and a vote is taken to appoint an individual 
to fill said vacancy, three (3) Directors must vote in favor of the appointment for it to be 
approved. If two (2) of the four (4) Directors present abstain, the appointment is not approved. 
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10.04 Recordation of Vote Exceptions. For action taken by motion without the unanimous 
vote of all Directors present voting, the names of the Ayes and Noes shall be entered in the 
minutes. For passage of all ordinances and resolutions, the names of the Ayes, Noes, Abstain, 
and Absent shall be entered into the minutes of the Board. 
 
10.05 Direction to Staff.  During a public meeting, the Board may give directions, however, 
which are not formal action. Such directions do not require formal procedural process. For 
example, after an ordinance is adopted at a public meeting, the Board may direct staff to publish 
an ordinance summary in a newspaper of general circulation.  The Board may also direct staff 
to research a particular topic and place it on the agenda at the next regular Board meeting.  
Such directions include the Board's directives and instructions to the General Manager.  The 
Chairperson shall determine by consensus a Board directive and shall state it for clarification. 
Should any two (2) Directors challenge the statement of the Chairperson, a voice vote may be 
requested. A formal motion may be made to place a disputed directive on a future agenda for 
Board consideration or to take some other action (such as referring the matter to the General 
Manager for review and recommendation, etc.).  Informal action by the Board is still Board 
action and shall only occur during public meetings regarding matters which appear on the 
agenda for the Board meeting during which said informal action is taken. 
 
SECTION 11.00 Deviations 
 
11.00  Deviations.  No deviation from or failure to follow the procedures set forth in this Code 
shall invalidate any action or decision of the Board of Directors unless such deviation or failure 
has substantially prejudiced the rights of an interested person. 
 
SECTION 12.00 Records 
 
12.01 Records.  Public records of the San Simeon Community Services District shall be open 
to inspection as provided in the California Public Records Act. 
 
SECTION 13.00 Committees 
 
13.01 Standing Committees.   The District has the following standing committees: 

• Budget/Finances – This committee shall be concerned with the financial 
management of the District, including the preparation of an annual budget and 
major expenditures. 

• Water/Facility – This committee shall be concerned with the formulation of plans 
for arranging, realizing, and/or achieving the District’s goals in regard to alternative 
water sources and facility maintenance and upgrades. 

 
13.02 General Rules Governing Committees.  The Chairperson of the Board of Directors 
shall appoint one (1) or two (2) Board members and three (3) to five (5) members of the public 
to serve on the Standing Committees subject to Board approval.  The Chairperson of the Board 
of Directors shall publicly announce the members of the standing committees for the ensuing 
year at the next regular Board meeting following the appointment of the Chairperson of the 
Board of Directors. Committees shall be governed by the following policies and rules. 

• At its first meeting, each Standing Committee shall select a Chairperson, who shall 
be one of the Board members on the committee. 

• No more than two Directors of the Board shall serve on any one Committee. Other 
Directors may attend Committee meetings as observers in accordance with the 
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Brown Act.  As observers the Board members may not ask questions or make 
statements while attending the meeting, nor may they sit in the special chairs on the 
dais while attending the meeting. As observers the Board members have no 
authority to participate in any way in Committee discussions. 

• Committees should focus on matters that typically require extensive research and 
review.  

• A Committee may take no action. Recommendations for formal action by the Board 
of Directors are made in the Committee reports. 

• Any Committee that is appointed by action of the Board of Directors and/or has 
members of the public serving on the Committee shall then come under the posting 
requirements of the Brown Act and shall be open to the public. 

• The meetings of Standing Committees shall be held when called by the Chairperson 
of the Standing Committee, other Director member, or the Board Chairperson. 

• Duties and Functions: At the time the Chairperson of the Board of Directors forms 
the Standing Committee, he/she shall give instructions as to the duties for each 
Committee. Additional duties and functions may be delegated by the Chairperson, 
as need arises, subject to Board approval. 

• The Committee shall give a report at the regular meeting of the Board of Directors 
and if a need to take action should arise, the Committee shall bring a 
recommendation to the Board of Directors at any duly noticed meeting. The 
Committee Chairperson shall notify the General Manager or a staff member of 
items to be placed on the agenda where action is needed one week prior to the 
meeting if possible. 

• Committee members must be registered San Simeon voters, or reside in San 
Simeon,  or property owners, or own a business that operates within the District 
boundary.  

 
13.03 Ad Hoc Committees.  Ad hoc Committees may be created by the Board of Directors 
to undertake special assignments on behalf of the Board. An ad hoc Committee shall exist for 
a specified term or until its special assignments are completed, whichever comes first, but its 
existence may be extended for an added term or added assignments by action of the Board. 
Unless otherwise specified, members of an ad hoc Committee shall be appointed by the 
Chairperson of the Board, subject to Board approval, and shall serve at the Board’s pleasure. 
 
13.04. Special Committees.  In addition to the committees discussed above, Special 
Committees may be created by the Board of Directors to undertake special assignments on 
behalf of the Board. A Special Committee shall continue in existence indefinitely. Unless 
otherwise specified, members of a Special Committee shall be appointed by the Chairperson, 
subject to Board approval, and shall serve at the Board’s pleasure.  All Special Committee 
meetings shall be open to the public, have an agenda, and otherwise be subject to the Brown 
Act.  
 
SECTION 14.00 Board Conduct 
 
14.01 Conflict of Interest.  No Director shall make, participate in, or in any way attempt to 
use his or her official position to influence a decision on any issue when prohibited from doing 
so by the Political Reform Act of 1974 (Government Code Section 81000, et seq.), any other 
law, or the District’s Conflict of Interest Code. (Please refer to Section 20.00.) A Director shall, 
when an agenda item is called, declare that he or she has a conflict of interest, state what the 
conflict of interest (reason) is, and shall recuse him or herself from the meeting room during 
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the discussion. The Director’s recusal shall be noted on the record by the District Secretary, 
who shall also note the Director’s return when the item is completed.  
 
14.02 Ethics.  Directors shall comply with the requirements of Government Code Section 
53235 by receiving at least two hours of training in general ethics principles and ethics laws 
relevant to District service every two years and shall file with the District Secretary a copy of 
the certificate verifying the completion of such training. Directors shall work with the General 
Manager, or said designee, to ensure adherence with all requirements of Government Code 
Section 53235.   
 
14.03 Decorum of Board of Directors during Board Meetings.  The Directors shall adhere 
to the following guidelines for conduct during all meetings. 

• The immediate and future needs of the District’s constituents should be the priority 
of the Board of Directors. 

• Once the Board of Directors takes action, Directors should not create barriers to the 
implementation of said action. 

• The work of the District is a team effort. All individuals should work together in 
the collaborative process, assisting each other in conducting the affairs of the 
District. 

 
14.04 Other Procedures for Directors.  Directors should practice the following procedures. 

1. In seeking clarification on informational items, Directors may approach professional 
staff members to obtain information needed to supplement, upgrade, or enhance their 
knowledge to improve legislative decision-making. 

2. In handling items related to safety, concerns for safety or hazards should be reported to 
the General Manager, said designee, or to the District office. Emergency situations 
should be dealt with immediately by seeking appropriate assistance. 

3. In seeking clarification for policy-related concerns, especially those involving 
personnel, legal action, land acquisition and development, finances, and programming, 
said concerns should be referred directly to the General Manager or District Counsel. 

4. When approached by District personnel concerning specific District policy, Directors 
should direct inquiries to the appropriate staff supervisor. The chain of command 
should be followed. 

5. Directors should develop a working relationship with the General Manager wherein 
current issues, concerns, and District projects can be discussed comfortably and openly. 

6. Unless a conflict of interest exists, Directors should not abstain from the Board's 
decision-making responsibilities. 

 
SECTION 15.00 Training, Education and Conferences. 
 
15.00 Educational Conferences.  Members of the Board of Directors are encouraged to 
attend educational conferences and professional meetings when the purpose of such activity is 
to improve District operation. Hence, there is no limit as to the number of Directors attending 
a particular conference or seminar when it is apparent that their attendance is beneficial to the 
District.  If multiple Directors are to attend an educational conference, it is recommended that 
prior to attending the conference, the Directors review Government Code Section 54952.2 (Ralph 
M. Brown Act) or confer with District Counsel. 
 
15.01 Reimbursement for Educational Conferences.  It is the policy of the District to 
encourage Board development and excellence of performance by reimbursing expenses 
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incurred for tuition, travel, lodging, and meals as a result of training, educational courses, 
participation with professional organizations, and attendance at local, state, and national 
conferences associated with the interests of the District. 
 

15.01.01 The Board member is responsible for making arrangements for 
conference and registration expenses and for per diem. Per diem, when appropriate, 
shall include reimbursement of expenses for meals, lodging, and travel. All expenses 
for which reimbursement is requested by Directors or that are billed to the District by 
Directors, shall be submitted to the General Manager or a staff member, together with 
validated receipts. 

 
15.02 Approval by Chairperson.  Attendance by Directors at seminars, workshops, courses, 
professional organization meetings, and conferences shall be approved by the Chairperson of 
the Board of Directors prior to incurring any reimbursable costs. 
 
15.03 Expenses for Educational Conferences.  Expenses to the District for Board of 
Directors' training, education, and conferences should be kept to a minimum by utilizing 
recommendations for transportation and housing accommodations put forth by the General 
Manager and by: 

• utilizing hotel(s) recommended by the event sponsor in order to obtain discounted 
rates 

• Directors traveling together whenever feasible and economically beneficial 
• requesting reservations sufficiently in advance, when possible, to obtain discounted 

airfares and hotel rates 
 
15.04 No Educational Activities After Resignation.   Directors shall not attend a conference 
or training event for which there is an expense to the District if it occurs after they have 
announced their pending resignation or if it occurs after an election in which it has been 
determined that they will not retain their seat on the Board. A Director shall not attend a 
conference or training event when it is apparent that there is no significant benefit to the 
District. 
 
15.05 Report to Board After Educational Conferences.  Upon returning from seminars, 
workshops, conferences, etc., where expenses are reimbursed by the District, Directors will 
either prepare a written report for distribution to the Board or make a verbal report during the 
next regular meeting of the Board. Said report shall detail what was learned at the session(s) 
that will be of benefit to the District. Materials from the session(s) may be delivered to the 
District office to be included in the District library for the future use of other Directors and 
staff. 
 
16.00 Ordinance Adoption Policy 
 
16.01 Adoption and Waiting Period. Ordinances should be adopted on a roll call vote. 
Unlike cities and counties, a community services district does not have a first and second 
reading prior to an adoption. Rather, the appropriate motion to adopt an ordinance is to move 
adoption of Ordinance No.___ entitled "__________." Ordinarily, it is advisable to have a 30-
day waiting period before the effective date of the ordinance, although, unlike city and county 
adopted ordinances, this is not a mandatory requirement.  
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16.02 Publication Requirements. Unlike cities and counties, there is no overall requirement 
for publication of all ordinances. However, it is a good practice to publish adopted ordinances 
in a newspaper of general circulation in the area within 15 days after passage. Some types of 
ordinances may have specific requirements for publication of the ordinance before their 
effective date. This sometimes includes Federal or State grant projects. Likewise, there is not 
a general requirement for all ordinances to be adopted after public hearing. However, some 
specific actions require public hearings, such as certain grant projects or increases in fees. 
District Counsel should either prepare all District resolutions and ordinances or carefully 
review drafts of such documents prior to their placement on the Board's agenda to ensure that 
any notice, hearing, or format requirements are met. 
 
16.03 Reading and Alterations. All ordinances shall be read in full either at the time of 
introduction or passage, except when, after reading the title, further reading is waived by 
regular motion adopted by unanimous vote of the Board by the Directors present. Corrections 
of typographical or clerical errors are not alterations within the meaning of this section. 
 
16.04 Enacting Clause of Ordinance.  The form of enacting clause of all ordinances passed 
by the Board shall be: "Be it ordained by the Board of Directors of the San Simeon Community 
Services District as follows”. 
 
16.05 Execution of Ordinances.  All ordinances shall be signed by the Chairperson and 
attested by the District Secretary. 
 
SECTION 17.00 Complaints/ Claims Procedures 
 
17.01 General Public Complaints.  The Board of Directors desires that complaints from the 
public be resolved at the lowest possible administrative level and that the method for resolution 
of complaints be logical and systematic. A public complaint is an allegation by a member of 
the public of a violation or misinterpretation of a District policy, state, or federal statute by 
which the individual has been adversely affected. 
 
17.02 Method of Handling General Public Complaints Against the District.  The method 
of resolving complaints shall be as follows: 
 

1. The individual with a complaint shall first discuss the matter with the General 
Manager or Office Manager with the objective of resolving the matter informally. 

2. If the complaint refers to the General Manager, it will be referred to the Board 
Chairperson with the objective of resolving the matter informally.  

3. If the individual filing the complaint is not satisfied with the disposition of the 
matter by the General Manager or Board Chairperson, a written complaint may be 
filed with the Board of Directors within ten (10) days of receiving the General 
Manager’s or Chairperson’s decision.  

4. The Board may consider the matter at the next regular meeting or call a special 
meeting. The Board will expeditiously resolve the matter. In making the final 
decision, the Board may conduct conferences, hear testimony, as well as utilize the 
transcripts of written documentation. A written decision from the Board may be 
requested by the individual filing the complaint. 

 
This policy in no way prohibits nor is intended to deter a member of the community or staff 
member from appearing before the Board to present verbally a testimony, complaint, or 
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statement in regard to actions of the Board, District programs and services, or impending 
considerations of the Board. 
 
17.03 Complaints Concerning Staff or Contractors of the District.  The Board states its 
support of staff and its expectation that each shall perform in the spirit of excellent service to 
the community. The Board wishes to defend staff against malicious complaints while 
upholding standards of performance for each staff member and correcting problems.  Board 
members individually will refer compliments, suggestions, and criticisms about staff directly 
to the General Manager for appropriate consideration and action. 
 
17.04 Method of Handling Complaints Against District Staff/Contractors.  The method 
of resolving complaints shall be as follows. 
 

1. Complaints should first be made directly by the complainant to the staff member 
against whom the complaint is lodged. Community members are encouraged to 
attempt to orally resolve concerns with the staff member personally as soon as 
possible, within 30 days of the occurrence. 

2. If the issue cannot be resolved between the community member and the staff 
member informally, the complaint should be referred to the General Manager. 

3. The General Manager (or designee) shall investigate the complaint and shall take 
appropriate measures to address the complaint once the investigation is complete.  
The individual making the complaint shall be informed of the results of the 
investigation and with any actions/measures that were taken. 

4. If the General Manager deems it necessary, the matter may be referred to the Board.  
All charges or complaints against a staff member brought to a Board meeting shall 
comply with the requirements of Cal. Gov’t Code § 54950 et seq. 

5. No anonymous complaints concerning staff members will be processed by the 
District or Board. Such complaints shall be given to the General Manager, who 
shall note the content. Board and staff shall inform complainants that anonymous 
complaints will not be handled, receive attention, or be acted upon. 

6. Each person involved in a complaint shall act quickly so that the complaint may be 
solved promptly. Training on the appropriate resolution of complaints within the 
guidelines of this policy shall be held annually. 

 
17.05 Claims Against the District.  The purpose of this policy is to provide direction to 
District staff for processing and resolving claims against the District.  Inherent in this policy is 
the recognition that every claim will be unique and that guidelines cannot be written to 
accommodate every case.  Therefore, staff must use discretion and good sense in handling each 
claim. 
 
 17.05.01. Property (Land and Improvements) Damage Claims.  In the course of 
District operations, damage to land and improvements thereon occasionally occur due to the 
proximity of the District’s facilities to private property.  When District staff are aware that 
property has been damaged in the course of their work, restorative measures are to be taken to 
return the property as close to its original condition as possible. 
 

1. When property owners inform District staff members of damage to their 
property, the staff member receiving the claim will document in writing the 
time and date and a description of the stated circumstances and allegations.  
Staff members should respond to questions, be cordial and respectful, but 
refrain from commenting on liability questions. 
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2. As soon as possible after information about the damage has been received, it 
shall be given to the General Manager or designee.  The General Manager, or 
said designee, shall investigate the property owner’s allegations. 

3. If the owner of damaged property informs a member of the Board of Directors, 
the information will be given to the General Manager or designee.  Directors 
should not independently investigate claims but may go with staff to observe. 

4. Claims in excess of the District’s insurance deductible shall be forwarded to the 
insurance company (Special District Risk Management Authority, SDRMA), 
and the claimant shall be advised of this action. 

5. Claims for personal injury/wrongful death shall not be investigated by District 
staff or Directors but shall be immediately forwarded to the District’s insurance 
company. 

 
 17.05.02.  Property (Vehicles and Unsecured Property) Damage Claims.  All 
claims of damage to vehicles or other unsecured property shall be submitted to the General 
Manager.  He/she shall review the damage claim and the requested restitution.  If the General 
Manager determines that the damage is the District’s responsibility, he/she may authorize 
repairs or reimbursement of expenses to an amount not to exceed $500.   Claims in excess of 
$500 shall be forwarded to the insurance company. 
 
 17.05.03.  Claims Form.  All damage claims must be submitted in writing on a District 
claim form.  This will ensure that a claim is valid and protect important rights of the District.  
District staff shall provide no assistance to the claimant in filling out the claim form. The 
claimant must fill out the claim form in its entirety and submit it via mail, FAX, or personal 
delivery to the District office.  Upon receipt, office staff shall date-stamp the document.   
 
Anyone not wishing to file a claim on the District form, may present the claim by letter if it 
conforms to Section 910 and Section 910.2, California Government Code.  Section 910 
specifies that a claim needs to show all of the following: 
 

1. the name and post office address of the claimant; 
2. the post office address to which the person presenting the claim desires notices 

to be sent; 
3. the date, place, and other circumstances of the occurrence or transaction which 

gave rise to the claim asserted; 
4. a general description of the indebtedness, obligation, injury, damage, or loss 

incurred so far as it may be known as the time of presentation of the claim; 
5. the name or names of the staff member(s) causing the injury, damage, or loss, 

if known; 
6. the amount claimed as of the date of presentation of the claim, including the 

estimated amount of any prospective injury, damage, or loss, insofar as it may 
be known at the time of presentation of the claim, together with the basis of 
computation of the amount claimed. 

7. Section 910.2 of the California Government Code specifies the following: “the 
claim shall be signed by the claimant or by some person on his behalf.  Claims 
against local public entities for supplies, materials, equipment or services need 
not be signed by the claimant or on his behalf if presented on a billhead or 
invoice regularly used in the conduct of the business of the claimant.” 

8. If the filed letter/claim does not meet the requirements of California 
Government Code 910 and 910.2, then a letter shall be sent to the claimant 
informing him/her of this fact. 
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SECTION 18.00 Staff and Operations 
 
18.01 Substance Abuse 
 
 18.01.01.  Purpose of Policy.  This policy sets forth the District’s position regarding 
substance abuse and provides guidance to staff in addressing substance abuse problems.  The 
District recognizes its responsibility to maintain a safe, healthful, and productive environment 
and staff’s responsibility to perform services for the public effectively and efficiently.  The 
District will act to eliminate any substance abuse which increases the risk for accidents, 
absenteeism, substandard performance, poor morale, or damage to the District’s property or 
reputation.  Substance abuse includes the use or possession of illegal drugs, alcohol, controlled 
substances, or misuse of prescription or over-the-counter drugs which could impair staff 
members’ ability to perform their services safely, effectively, and efficiently. 
 
 18.01.02 Definitions. 
  
For purposes of this Guideline: 
 
(1)  “Illegal drugs or other controlled substances” means any drug or substance that (a) is not 
legally obtainable, or (b) is legally obtainable but has not been legally obtained, or (c) has been 
legally obtained but is being sold or distributed unlawfully. 
 
(2)  “Legal drug” means any drug, including any prescription drug or over-the-counter drug, 
that has been legally obtained and that is not unlawfully sold or distributed. 
 
(3)  “Abuse of any legal drug” means the use of any legal drug (a) for any purpose other than 
the purpose for which it was prescribed or manufactured; or (b) in a quantity, frequency, or 
manner that is contrary to the instructions or recommendations of the prescribing physician or 
manufacturer. 
 
(4)  “Possession” means that a staff member has the substance on his or her person or otherwise 
under his or her control. 
  
 18.01.03  Prohibited Conduct. 
 
A. Scope 
The prohibitions of this section apply whenever the interests of the District may be adversely 
affected, including any time a staff member is: 
(1)  on District premises; 
(2)  conducting or performing District business, regardless of location; 
(3)  operating or responsible for the operation, custody, or care of District equipment or other 
property; or 
(4)  responsible for the safety of others in connection with, or while performing, District-related 
business. 
 
B. Alcohol 
The following acts are prohibited by this policy: 
(1)  the unauthorized use, possession, purchase, sale, manufacture, distribution, transportation, 
or dispensation of alcohol; or 
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(2)  being under the influence of alcohol from unauthorized consumption. 
 
C. Illegal Drugs 
The following acts are prohibited by this policy: 
(1)  the use, possession, purchase, sale, manufacture, distribution, transportation, or 
dispensation of any illegal drug or other controlled substance; or 
(2)  being under the influence of any illegal drug or other controlled substance. 
 
D. Legal Drugs 
The following acts are prohibited by this policy: 
(1)  the abuse of any legal drug; 
(2)  the purchase, sale, manufacture, distribution, transportation, dispensation, or possession  
of any legal prescription drug in a manner inconsistent with law; or 
(3)  performing services for the District while impaired by the use of a legal drug whenever 
such impairment might:  
 (a)  endanger the safety of the staff member or some other person, 
 (b)  pose a risk of significant damage to Company property or equipment, or 
 (c)  substantially interfere with the work performance or the efficient operation of the  

      District’s business or equipment. 
 
 18.01.04  Violations of this Policy.  A violation of this policy will be immediately 
referred to the General Manager for review.  Disciplinary action, up to and including 
termination, is a potential consequence for a violation of this policy but will be at the discretion 
of the General Manager.   
 
18.02 Anti-Discrimination and Anti-Harassment Policy 
 

18.02.01 No Discrimination or Harassment. The District does not unlawfully 
discriminate on the basis of race, color, religion, religious creed (including religious dress and 
religious grooming), sex (including pregnancy, perceived pregnancy, childbirth, breastfeeding, 
or related medical conditions), gender, gender identity (including transgender identity and 
transitioning), gender expression and sex stereotyping, national origin, ancestry, citizenship, 
age, physical or mental disability, legally protected medical condition or information 
(including genetic information), family care or medical leave status, military caregiver status, 
military status, veteran status, marital status, domestic partner status, sexual orientation, status 
as a victim of domestic violence, sexual assault or stalking, enrollment in a public assistance 
program, engaging in protected communications regarding wages, requesting a reasonable 
accommodation on the basis of disability or bona fide religious belief or practice, or any other 
basis protected by local, state, or federal laws. Consistent with the law, the District also makes 
reasonable accommodations for disabled applicants and staff; for pregnant staff who request 
an accommodation (on the advice of a health care provider), for pregnancy, childbirth, or 
related medical conditions; for staff who are victims of domestic violence, sexual assault, or 
stalking; and for applicants and staff based on their religious beliefs and practices. The District 
is committed to creating a work environment, in which all individuals are treated with respect 
and dignity.  Staff, Board members, and third parties interacting with the District have a right 
to function in a professional atmosphere that promotes positive opportunities. The District 
prohibits discrimination and harassment of staff or Board members by Board members, 
managers, co-workers, or third parties with whom staff or Board members come into contact. 
Similarly, the District will not tolerate harassment or discrimination by its staff or Board 
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members of non-staff members, Board members, or other third parties with whom the District’s 
staff or Board members have a business, service, or professional relationship. 
 
 18.02.02.  Harassment Defined. Harassment includes verbal, physical, and visual 
conduct that creates an intimidating, offensive, or hostile working environment or that 
interferes with work performance. Such conduct constitutes harassment when (1) submission 
to the conduct is made either an explicit or implicit condition of providing services to the 
District; (2) submission to or rejection of the conduct is used as the basis for a District decision; 
or (3) the harassment interferes with work performance or creates an intimidating, hostile, or 
offensive work environment. 
 
Harassing conduct can take many forms and may include, but is not limited to, the following 
(when based upon a protected status as noted above): slurs, jokes, statements, gestures, assault, 
impeding or blocking another’s movement or otherwise physically interfering with normal 
work; pictures, drawings, or cartoons; violating someone’s “personal space”; foul or obscene 
language; leering, stalking, staring; unwanted or offensive letters or poems, or offensive email 
or voicemail messages. 
 
Sexually harassing conduct in particular may include all of these prohibited actions, as well as 
other unwelcome conduct, such as requests for sexual favors, conversation containing sexual 
comments, and other unwelcome sexual advances. Sexually harassing conduct can be by a 
person of either the same or opposite sex. Sexually harassing conduct need not be motivated 
by sexual desire to be in violation of this policy. 

 18.02.03. Reporting and Investigating Harassing Conduct. The District 
understands that victims of harassment are often embarrassed and/or reluctant to report acts of 
harassment. However, no one should have to endure harassing conduct, and the District 
therefore encourages staff or Board members to promptly report any incidents of harassment 
so that corrective action may be taken. Any incidents of harassment should be reported to the 
General Manager. If the General Manager is the individual who is committing harassment, the 
incident should be reported to a member of the Board. The investigation will be handled in as 
confidential a manner as possible consistent with a fair, timely, and thorough investigation in 
a manner that provides all parties appropriate due process and reaches reasonable conclusions 
based on the evidence collected. 
 
 18.02.04.   Corrective Action.  The District will not tolerate retaliation against 
someone for making a good faith complaint of harassment or for cooperating in an 
investigation. If harassment or retaliation in violation of this policy is established, the District 
will take appropriate corrective action. Corrective action may include, for example, training, 
referral to counseling, or disciplinary action ranging from a verbal or written warning to 
termination of employment or other service contracts, depending on the circumstances.  
 
18.03 Smoke Free Workplace Policy 
 
 18.03.01.  Purpose.  The District would like to contribute to the health and well-being 
of all staff and third-parties that may have a business, service, or professional relationship with 
the District.  Therefore, the District promotes a smoke-free environment.  The use of all 
smoking products, including vapor products and electronic cigarettes (E-cigarettes), is banned 
from the District premises except as designated in this policy.  The successful implementation 
of this policy depends upon the thoughtfulness, consideration, and cooperation of smokers and 



20 
 

non-smokers alike.  All individuals on District premises share in the responsibility of adhering 
to this policy. 
 
 18.03.02.  Prohibited Activities.  Smoking is prohibited within the buildings and 
facilities of the District without exception. This includes common work areas, conference and 
meeting rooms, private offices, hallways, lunchrooms, restrooms, District vehicles, and all 
other enclosed facilities. 
 
 18.03.03. Designated Smoking Areas.  The only designated smoking areas at the 
District are outdoors at least 25 feet from any building entrances and exits, including any doors 
and windows that open. No one may smoke along any pathway or walkway leading to or from 
a designated smoking area.  Smokers must dispose of the remains of smoking products in the 
proper containers. This helps to keep a neat and clean environment for all.   
 
18.04 Investment of Public Funds 
 
 18.04.01.  Policy and Purpose.  It is the policy of the District to invest public funds in 
a manner that will provide the highest investment return with the maximum security while 
meeting the daily cash flow demands of the District and conforming to all state and local 
statutes governing the investment of public funds.  As a public entity, the District places 
particular importance on the preservation of capital and protection of District funds above other 
investment objectives.  All investments require prior approval by the Board of Directors. 
 
 18.04.02.  Scope.  This investment policy applies to all financial assets of the District 
These funds are accounted for in the District Annual Financial Report and may include: 

 
• General Fund 
• Enterprise Funds 
• Any new fund established by the District 

 
 18.04.03.  Prudence. Investments shall be made with care, skill, prudence, and 
diligence under the circumstances then prevailing, including, but not limited to, the general 
economic conditions and the anticipated needs of the District that a prudent person acting in a 
like capacity and familiarity with those matters would use in the conduct of funds of a like 
character and with like aims to safeguard the principal and maintain the liquidity needs of the 
District.   
 
 18.04.04.  Objective.  The primary objective in priority order of the District’s 
investment activities shall be: 
 

• Safety of Principal – Investments shall be undertaken in a manner that first 
seeks to preserve portfolio principal.  

• Liquidity – Investments shall be made with maturity dates that are compatible 
with cash flow requirements and that will permit easy and rapid conversion into 
cash, at all times, without a substantial loss of value. 

• Return on Investment – Investments shall be undertaken to produce an 
acceptable rate of return after first consideration for principal and liquidity. 
 

 18.04.05.   Delegation of Authority.  Pursuant to the Government Code, the District 
Board delegates the authority to invest or to reinvest funds or to sell or exchange securities so 
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purchased to the General Manager for a one-year period.  The General Manager is charged 
with the responsibility of carrying out the policies of the District Board and shall assume full 
responsibility for investment transactions until the delegation of authority is revoked or 
expires. 
 
 The daily cash management, investment transactions, and account reconciliations are 
the primary responsibilities of the General Manager.  The General Manager has authority to 
transfer funds between any of the accounts that have been established by the District in order 
to accomplish the purpose and objective of this policy.  The General Manager shall report any 
transfer of funds at the next regular Board meeting during the General Manager or Financial 
report.  These activities are also carried out by other members of the District’s staff under the 
direction of the General Manager.  The General Manager shall establish procedures for the 
operation consistent with this investment policy. 
 
 The General Manager and authorized individuals acting in accordance with written 
procedures, the investment policy, and exercising due diligence shall be relieved of personal 
responsibility for an individual security’s credit risk or market price changes, provided 
deviations from expectations are reported in a timely fashion and appropriate action is taken 
to control adverse developments. 
 
 18.04.06.  Ethics and Conflicts of Interest.  District staff involved in the investment 
process shall refrain from personal business activities that could conflict with proper execution 
of the investment program or that could impair their ability to make impartial decisions.  
District staff involved in the investment process shall abide by the District’s Conflict of Interest 
Code, the provisions of California Government Code Section 1090 et seq., and the California 
Political Reform Act, California Government Code Section 81000 et seq. 
 
 18.04.07.  Permitted Investments.  California Government Code Sections 53601, 
53635, and 16429.1 govern the investments permitted for purchase by the District.  Within the 
investments permitted by the Code, the District seeks to further restrict eligible investments to 
the investments listed below. 
 
Percentage limitations, where indicated, apply at the time of the purchase.  Rating 
requirements, where indicated, apply at the time of purchase.  In the event a security held by 
the District is subject to a rating change that brings it below the minimum specified rating 
requirement, the General Manager shall notify the District Board of the change.  The course of 
action to be followed will then be decided on a case-by-case basis, considering such factors as 
the reason for the rate drop, prognosis for recovery or further rate drops, and the market price 
of the security.  Investment maturities shall be based on review of cash flow forecasts.  
Maturities will be scheduled so as to permit the District to meet all projected obligations. 
 
No investment shall be made in any security, other than a security underlying a repurchase or 
reverse repurchase agreement, that at the time of the investment has a term remaining to 
maturity in excess of five years unless the District Board of Directors has granted express 
authority to make that investment no less than three months prior to the investment. 

18.04.08.  Eligible Investments.  
 

• State of California Local Agency Investment Fund (“LAIF”) pursuant to Gov’t 
Code § 16429.1.  The District may invest in LAIF.  A maximum of $50 million 
may be invested in this category. 
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• California Asset Management Trust.  The District may invest in the shares in 
the California Asset Management Trust, so long as the portfolio is rated among 
the top two rating categories by one of the nationally recognized rating 
agencies.  A maximum of $50 million may be invested in this category, net of 
bond proceeds. 
 

• U.S. Treasury Obligations.  United States Treasury notes, bonds, bills, or 
certificates of indebtedness, or those for which the faith and credit of the United 
States are pledged for the payment of principal and interest. 
 

• Negotiable Certificates of Deposit.  Negotiable certificates of deposit issued by 
a nationally or state-chartered bank or a state or federal savings and loan 
association or by a state licensed branch of a foreign bank, provided that the 
senior debt obligations of the issuing institution are rated “AA” or better by 
Moody’s or Standard & Poor’s.  Investments in negotiable certificates of 
deposit are limited to 30% of the portfolio. 
 

• Banker’s Acceptances.  Banker’s acceptances issued by domestic or foreign 
banks which are eligible for purchase by the Federal Reserve System.  
Purchases of banker’s acceptances may not exceed 180 days maturity.  Eligible 
banker’s acceptances are restricted to issuing financial institutions with short-
term paper rated in the highest category by one or more nationally recognized 
rating services.  Investments in banker’s acceptances are further limited to 40% 
of the portfolio with no more than 30% of surplus invested in the banker’s 
acceptances of any one commercial bank. 
 

• Federal Agency Securities.  Federal agency or United States government-
sponsored enterprise obligations, participations, or other instruments, including 
those issued by or fully guaranteed as to principal and interest by federal 
agencies or United States government-sponsored enterprises. 
 

• Municipal Obligations: Bonds, notes, warrants, or other evidences of 
indebtedness of the State of California or of any local agency within the State 
of California, including bonds. 
 

• Money Market Funds.  Shares of beneficial interest issued by diversified 
management companies that are money market funds registered with the 
Securities and Exchange Commission (SEC) under the Investment Company 
Act of 1940 (15 U.S.C., Sec. 80a-1, et seq.). 

 
o The District may invest in shares of beneficial interest issued by a 

company that shall have met either of the following criteria: 
1. attained the highest ranking or the highest letter and numerical 

rating provided by not less than two nationally recognized rating 
services, (or) 
 

2. retained an investment advisor registered or exempt from 
registration with the SEC with not less than five years’ experience 
in managing money market mutual funds with assets under 
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management in excess of five hundred million dollars 
($500,000,000). 

 
o The purchase price of shares of beneficial interest purchased pursuant 

to this subdivision shall not include any commission that the companies 
may charge.  Investments in Money Market Funds are limited to 20% 
of the portfolio. 
 

• Local Agency Bonds.  Bonds, including Certificates of Participation, notes or 
evidences of indebtedness issued by any state, municipality, or local agency 
whether payable from any fund of such entity or from special revenues pledged 
for such payment. 

 
 18.04.09.  Ineligible Investments.  As provided in California Government Code 
section 53601.6, the District shall not invest any funds in inverse floaters, range notes, 
mortgage derived interest-only strips, or in any security that could result in zero interest accrual 
if held to maturity.  The purchase of any security not listed above but permitted by the 
California Government Code is prohibited unless the District Board approves the investment 
specifically. 
 
 18.04.10.  Safekeeping.  All securities purchased may be delivered against payment 
and held in safekeeping pursuant to a safekeeping agreement.  All financial institutions shall 
be instructed to mail confirmations and safekeeping receipts directly to the General Manager. 
 
 18.04.11. Performance Standards.  An annual appraisal of the investment portfolio 
shall be conducted  to  evaluate  the  effectiveness of  the  District’s  investment  program.  The 
purpose of this review, in addition to evaluation of performance, is to provide the platform for 
recommendations of change and improvements to the portfolio to the Board. 
 
 18.04.12. Reporting Requirements. Each month the Finance Officer shall prepare and 
submit a report of investment transactions to the Board of Directors.  This report will be 
sufficiently detailed to provide information for investment evaluation.  
 
 18.04.13.  Annual Review of Investment Policy.  The investment policy shall be 
adopted by resolution of the District Board on, at minimum, an annual basis.  The investment 
policy shall be reviewed at least annually to ensure its consistency with the overall objections 
of preservation of principal, liquidity, yield, and its relevance to current law and financial and 
economic trends.  Any amendments to the policy shall be approved by the District Board. 
 
18.05 Disposal of Surplus Equipment/Property. 
 
 18.05.01. Equipment.   
 
  A. Policy and Procedure.  The General Manager, in conjunction with the 
Office Manager and the Plant Superintendent, shall be responsible for identifying obsolete/ 
surplus materials, goods, and equipment (“Surplus Equipment”).  Once Surplus Equipment is 
identified by the General Manager, it shall be presented to the Board of Directors at a meeting.  
The Board of Directors shall declare the obsolete/surplus materials, goods, and equipment as 
Surplus Equipment. 
 
  B. Definitions.   
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Disposal – Sell, discard, destroy, donate, or otherwise remove from District ownership. 
 
Equipment – The term “equipment” as used in this procedure consists of material, goods, 
furniture, vehicles, computers, and other substantive objects that had value at the time of 
purchase or acquisition and are owned by the District. 
 
Near Relative – Near relative is defined as a spouse or significant other, father, mother, 
daughter, son, sister, brother, step-relative, or in-law in the same relationships.  
 
Obsolete Material, Goods, and Equipment – Material, goods, and equipment no longer 
usable in the service for which they were purchased and that cannot be used safely or 
economically for any other purpose. 
 
Surplus Material, Goods, and Equipment – That portion of material, goods, and equipment 
that is in excess of operating, maintenance, repair, or spare parts requirements, or any item not 
having a use within the foreseeable future. 
 
  C. Determination of When to Dispose of Items.  As a general rule, when 
the cost of repairing an item becomes more than what an item is worth, the item should be 
disposed of.  Items that are obsolete or surplus should be disposed of using one of the methods 
below.  
 
  D.  Disposal Methods.   
    
Resell – Surplus Equipment or working equipment that cannot be economically repaired or put 
back into service will be sold.  The District shall publish notice of the sale noting 
location/hours/days the equipment can be seen and a deadline for submission of sealed bids. 
The publication shall note that the equipment is sold “as is” and that the District reserves the 
right to reject any or all bids.  The sealed bids are opened at the next regular Board meeting 
and action by the Board shall be taken to accept or reject bids.  Bidders shall be notified of the 
Board’s action. 

 
Disposal or Recycling – If it is determined that equipment is obsolete or cannot meet any of 
the above categories, the General Manager will dispose of or recycle the equipment in 
compliance with all state and federal laws. 
 
Donation – Giving equipment that has little or no value to the District to nonprofit 
organizations such as school districts.  Such donations would be done to forgo the cost of 
disposal of the equipment. 
 
  E.  Limitations of Transfers to Directors, Staff, or Near Relatives.  No 
member of the Board of Directors, staff member, or their near relatives may buy or receive 
equipment from the District pursuant to this policy. 
    
 18.05.02. Real Property.   
 
  A. Policy.  The General Manager shall be responsible for identifying real 
property that is no longer of value to the District and should be disposed of.  Once real property 
is identified by the General Manager as surplus, it shall be presented to the Board of Directors 
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at a meeting.  The Board of Directors shall declare the real property surplus and authorize staff 
to obtain an appraisal of the real property.   
 
  B. Procedure.  The General Manager shall obtain an appraisal and provide 
notice to public agencies in the manner prescribed by Government Code § 54220.  In the event 
that no public agency desires the real property, the District shall publish a notice inviting bids.  
Notices inviting bids shall include a legal description of the subject property, a vicinity map 
showing the general location of the subject property, and a statement that transfer of the surplus 
real property shall be by quitclaim deed.  Sealed bids shall be submitted to the General Manager 
and shall be opened at the next regular Board meeting.  The notice shall also include that the 
District reserves the right to reject any or all bids.  The sealed bids are opened at the next 
regular Board meeting and action by the Board shall be taken to accept or reject bids.  Bidders 
shall be notified of the Board’s action. 
 
18.06 Guidelines for Accepting and Providing Gifts, Entertainment, and Services.   
 
 18.06.01     Policy.  This policy establishes the procedures for the receipt of gifts offered 
to the District, its Board members, and/or its staff.  District staff is prohibited from accepting, 
or providing to, individuals or companies doing or seeking to do business with the District, 
gifts, entertainment, services, or other benefits unless the transaction meets all the following 
guidelines: (a) is customary, gives no appearance of impropriety, and does not have more than 
a nominal value; (b) does not impose any sense of obligation on either the giver or the receiver; 
(c) does not result in any kind of special or favored treatment; (d) cannot be viewed as 
extravagant, excessive, or too frequent considering all the circumstances, including the ability 
of the recipient to reciprocate at District expense; and (e) is given and received with no effort 
to conceal the full facts by either the giver or receiver.  Any individual or entity that desires to 
make a donation to the District shall be referred to the General Manager.  The General Manager 
shall consult with District Counsel and the District’s accounting professional prior to accepting 
any donations on behalf of the District. 
 
18.07 Budget Preparation.   
 
The annual budget proposal is prepared by the Budget/Finance Committee in conjunction with 
staff .  The Budget/Finance Committee shall present the annual budget proposal at its meeting 
in April of each year,   the annual budget proposal shall be reviewed and amended by the Board 
of Directors.  The annual budget proposal shall be presented to the Board of Directors for 
review and approval no later than its meeting in June of each year. 
 
 
18.08 Expense Authorization. 
 
 18.08.01.  Expenditures.  All expenditures and purchases made by the District shall 
be authorized in the District’s annual budget and by the General Manager.  Any commitment 
of District funds, expenditures, and/or purchases in the amount of $5,000 or greater require 
prior authorization/approval by the Board of Directors in conformance with the Procurement 
Policy.  Expenditures in the amount of $4,999 or less require authorization by the General 
Manager. 
 
 18.08.02.  Petty Cash.  This policy seeks to ensure that petty cash is managed 
appropriately and that staff members are not financially disadvantaged as a result of incurring 
minor work-related expenses.  The amount of petty cash shall be as determined by the General 
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Manager but, in general, should not exceed $150.00.  The General Manager shall ensure that 
petty cash is used to cover only those expense reimbursements for which it is not feasible, or 
for which it is unreasonably inconvenient, to use normal purchasing methods.  Any expense 
that is predictable, regular, or significant should be dealt with through normal accounting 
procedures.  All expenses incurred using petty cash funds must be substantiated by acceptable 
supporting documentation such as receipts and invoices.  The petty cash shall be kept in a 
secure (locked) location and the key held securely.  The General Manager may delegate petty 
cash duties to the Office Manager. 
 
19.00  Procurement Policy. 
 
 19.01. Purpose.  The purpose of this policy is to provide direction on how to efficiently 
and legally obtain suitable quality services, supplies, materials, and labor at the lowest possible 
cost.  
 
 19.02. Definitions.  For the purposes of this Policy, the term "purchasing" refers 
collectively to contracting or procurement of services, supplies, materials, or labor, including 
Capital Improvements. 
 
19.03. Procurement Procedures. 
 

Sections A, B, and C are governed by the following conditions: 
 
The contract shall be awarded to the lowest responsible, responsive bidder, in 
accordance with the Public Contract Code. Written entries documenting that the 
required bidding process has been followed shall be entered in the project file, and a 
copy of the Board Report and contract shall be saved in the District files. Following 
Board approval, the General Manager and one Board member shall then execute the 
contract.  

 
A. Solicitation of Formal, Advertised Bids or Requests for Proposals (RFP) for 

Expenditures Exceeding $50,000 
 

When any expenditure is expected to exceed $50,000, the District shall publish a 
notice inviting bids or requests for proposals a minimum of one week prior to the time 
of receiving bids in a general circulation newspaper published within San Luis Obispo 
County. This type of formal bidding process typically includes the issuance of written 
plans and/or specifications describing the goods or services to be provided and the 
receipt of written bids from the vendors or contractors involved. The General 
Manager, or a designated staff member, shall solicit a minimum of three (3) vendors 
or contractors to bid on the project. There may be special circumstances, however, 
when fewer than three (3) vendors are available to submit a proposal or fewer than 
three (3) vendors submit proposals. In such cases, the General Manager shall justify 
the reason(s) three vendors could not be solicited with written documentation retained 
in the project file.  

 
B. Solicitation of Three Written Bids or Requests for Proposals for Expenditures 

Exceeding $10,000 but Not Exceeding $50,000 
 

When any expenditure is expected to exceed $10,000, but not exceed $50,000, the 
General Manager, or said designee, shall solicit a minimum of three (3) vendors or 
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contractors to submit written bids or proposals. Written entries documenting that three 
written proposals were solicited shall be noted by the General Manager in the project 
file.  There may be special circumstances, however, when fewer than three (3) vendors 
are available to submit a proposal or fewer than three (3) vendors submit proposals. In 
such cases, the General Manager shall justify the reason(s) three vendors could not be 
solicited with written documentation retained in the project file.   
 
1. Alternative Selection Procedure for Expenditures Exceeding $10,000 
 
When the District is seeking a unique solution to a problem or situation that cannot 
necessarily be resolved by the lowest bidder (i.e. when the methods, approaches, and 
procedures to be used in performing the work are of primary importance), a “Point 
Count/High Score” method of selecting a proposal may be utilized.  Before soliciting 
proposals, the District must determine the method of evaluation and include the 
appropriate information in the request for proposal.  If a “Point Count/High Score” 
method will be used, a comprehensive evaluation plan must be developed and 
finalized.  All rating and scoring factors that are to be considered must be included, 
criteria for considering costs must be developed, and the evaluation plan must provide 
for a fair and equitable evaluation of all proposals.  Scoring factors must take into 
consideration cost and that factor cannot be less than 30% of the total points available.  
Proposals received under this method shall first be evaluated to determine whether 
they were received in time and in the manner prescribed to determine which ones meet 
the format requirements specified in the request for proposal.  Those proposals that 
meet the format requirements shall then be submitted to an evaluation committee 
which shall be comprised of the General Manager and one Board member.  The 
evaluation committee will evaluate and score the proposals using the methods 
specified in the request for proposal.  The contract must be awarded to the responsible, 
responsive proposal given the highest score by the evaluation committee. 
 
Note:  Invitation for Bids are typically used to obtain simple, common, or routine 
services that may require personal or mechanical skills (i.e. little discretion is used in 
performing the work).  Requests for Proposals are used to obtain complex services in 
which professional expertise is needed and may vary.  Requests for Proposals that will 
utilize the alternative selection procedure should be used only to obtain very complex 
and/or unique services in which professional expertise and methods vary greatly or 
creative/innovative approaches are needed.  (i.e. public relations, advertising, complex 
research projects). 
 

C. Solicitation of Three Verbal Quotes for Expenditures Exceeding $5,000 but Not 
Exceeding $10,000 

 
When any expenditure is expected to exceed $5,000 but not exceed $10,000, the 
General Manager, or said designee, shall solicit a minimum of three (3) verbal quotes 
to provide the goods or services. Written entries documenting that three verbal quotes 
were solicited shall be made in the project file. 
 

D. Expenditures Not Exceeding $5,000 
 

The General Manager, or said designee, shall obtain competitive cost information, 
whenever reasonably feasible, for any District purchase even though formal cost 
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quotations are not required for goods or services costing $5,000 or less. The General 
Manager shall approve the payment.  

 
19.04. Exceptions to Standard Purchasing Procedures. 
 

A. Public Projects.   
 
On June 11, 2014, the District passed Resolution No. 14-363 adopting the Uniform 
Public Construction Cost Accounting Procedures (California Public Contract Code § 
22000 et seq.) in the contracting for construction of “public projects.”  The District is 
therefore subject to the uniform construction cost account procedures set forth in Pub. 
Con. Code § 22000 et seq. and incorporates the procedures set forth therein to this 
policy manual.   “Public project” means any of the following: (1) construction, 
reconstruction, erection, alteration, renovation, improvement, demolition, and repair 
work involving any publicly owned, leased, or operated facility; (2) painting or 
repainting of any publicly owned, leased, or operated facility.   
 

B. Emergency Conditions 
 

An emergency is defined as a breakdown in machinery and/or equipment resulting in 
the inability of the District to provide essential services or a threat to public health, 
safety, or welfare, including, but not limited to, threatened damage to natural resources 
or an imminent threat of injury or damage to any person or property.  
 
In the case of such an emergency, the formal RFP process is suspended. The General 
Manager, or said designee, shall secure, in the open market at the lowest obtainable 
price, any services, supplies, material, or labor required to respond to the emergency. 
The Purchase Order should indicate "Emergency Conditions" with written 
documentation of the nature of the emergency and lowest obtainable price information. 
The General Manager shall consult with two Board members prior to taking significant 
action.  

 
In the case of a natural disaster or for civil defense, nothing contained in this Policy shall limit 
the authority of the General Manager to make purchases and take necessary emergency steps.   

C. Limited Availability/Sole Source 
 

Occasionally, necessary supplies, material, equipment, or services are of a unique type, 
are of a proprietary nature, or are otherwise of such a specific design or construction, 
or are specifically necessary for purposes of maintaining cost-effective system 
consistency so as to be available from only one source. The General Manager may 
dispense with the requirement of competitive bids and recommend negotiating a fair 
price and making the purchase from a sole source if, after reasonable efforts by District 
staff to find alternative suppliers, there exists only a single source. Alternatively, if 
reasonable efforts by District staff to identify three (3) vendors or contractors as 
applicable under this policy are unsuccessful, the General Manager may authorize a 
limited availability bidding process with fewer than three (3) vendors or contractors. 
The basis for the sole source recommendation shall be documented in writing on the 
contract or purchase order and approved, in advance, by the Board for purchases 
exceeding $10,000 and the General Manager, or other authorized District staff, under 
this policy for purchases not exceeding $10,000. 
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D. Cooperative Purchasing 
 
The District shall have the authority to join in cooperative purchasing agreements with 
other public agencies (e.g. the State of California or other counties, cities, or special 
districts) to purchase goods or services at a price established by that agency through a 
competitive bidding process consistent with California public bidding requirements. 
The Board may authorize participation in cooperative purchasing agreements. 
 

E. Professional Consultant Services 
 

1. Definition and Restrictions 
 

Professional consultant services are of a technical nature and, due to the type of 
services to be provided, do not readily fall within the "low bid" competitive bidding 
process. California Government Code Section 4525 et. seq. requires that selection 
of professional consultants in the categories of architects, landscape architects, 
engineers, surveyors, and environmental consulting be made on the basis of 
demonstrated competence and the professional qualifications necessary for the 
satisfactory performance of the required services. Professional consultants should 
be individually selected for a specific project or problem with the objective of 
selecting the most qualified consultant at a price that is fair and reasonable.  
Professional service agreements shall not be split into smaller units, nor shall 
contract amendments be used, for the purpose of circumvention of the expenditure 
limits of this Policy. 
 
As used in this Policy, "professional consultant service agreement" shall mean and 
include all professional services provided by the same consultant that are provided 
as part of or related to the same project or program for which the consultant is being 
retained. Consultants who are retained to provide services on an ongoing basis, such 
as geotechnical peer reviews of District projects, shall be retained by means of an 
annual service agreement unless an agreement providing for renewal or extension 
of services has been approved. 

 
a. For selection of architects, landscape architects, engineers, surveyors, and 

environmental consultants, the following procedures shall apply unless the 
services needed from such consultants are of a technical nature or involve 
professional judgment.   
 
Cost is not to be included in the Request for Proposal (RFP). Only after a firm 
is selected, is compensation negotiated. The scope of work is the basis for 
negotiations for payment. If the parties cannot agree on fair compensation, 
negotiations may be formally terminated with the firm considered most 
qualified and may be commenced with the second highest-rated firm.  Such 
procedure may be repeated until an agreement is reached with a qualified firm.  
 
Alternatively, a fee or cost estimate can be requested at the time of the RFP by 
requiring it to be provided in a separate, sealed envelope. The fee estimate will 
only be opened after selecting the successful consulting firm.  
 

b. For consultants who do not fall under the qualifications-based selection method 
described above, or where the services needed from the vendors listed above 
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are of a technical nature and involve professional judgment, cost can be 
included in the RFQ/RFP and used in ranking the consultants for selection. 
Examples of such consultants include, but are not limited to:  training, safety, 
recruitment, personnel services, economic analysis, city and regional planning, 
property appraisals/analysis, property acquisition, title insurance, facilitators, 
legal services, financial services, and data processing. 

 
2. Selection Procedures for Professional Services in Excess of $50,000 

 
When the cost for professional services is expected to be in excess of $50,000, the 
District shall prepare a Request for Proposal (RFP) which should request the 
professional's qualifications, relevant experience, described approach, staffing, and 
support. The proposal should outline the terms, conditions, and specifications of 
the services required by the District.   District staff will review the proposals 
received, rank the consultants based upon the following criteria, and invite the most 
qualified firms for interviews: 
 
a. ability of the consultants to perform the specific tasks outlined in the RFP, 
b. qualifications of the specific individuals who will work on the project, 
c. quantity and quality of time key personnel will be involved in their respective 

portions of the project, 
d. reasonableness of the fee requested to do the work; comparability of fee to 

similar services offered by other qualified consultants (except where fee is to 
be negotiated later), 

e. demonstrated record of success by the consultant on work previously performed 
for the District or for other public agencies or enterprises, 

f. the specific method and techniques to be employed by the consultant on the 
project or problem, 

g. ability of the consultant to provide appropriate insurance in adequate amounts, 
including errors and omissions if applicable, and 

h. responsiveness to the RFP. 
 

The report to the Board shall summarize the basis for staff’s consultant selection 
recommendation and the ranking of the consultants based upon these criteria.  
Following Board approval, the General Manager and one Board member shall then 
execute the contract. 

 
3. Selection Procedures for Professional Services in Excess of $10,000 but Not 

Exceeding $50,000 
 

District staff shall solicit written proposals from a minimum of three (3) qualified 
consultants. A formal RFP is not required. There may be special circumstances, 
however, when fewer than three (3) vendors are available to submit a proposal or 
fewer than three (3) vendors submit proposals. In such cases, the General Manager 
shall justify the reason(s) three (3) vendors could not be solicited with written 
documentation retained in the project file.   
 
The selection shall be based upon the criteria noted in Section 2 above.  The General 
Manager, or said designee, may approve the selection and execute the agreement. 
The ranking and selection recommendation, based upon these criteria and the 
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written proposal information, shall be documented in the project file.  Following 
Board approval, the General Manager shall then execute the contract. 

 
4. Selection Procedures for Professional Services in Excess of $5,000 Not 

Exceeding $10,000 
 

Formal RFP’s are not required for professional services in excess of $5,000 and not 
exceeding $10,000.  District staff may select a consultant from a pre-qualified 
consultant file if available. District staff shall contact at least three (3) qualified 
consultants and request an informal written proposal or verbal proposal.  There may 
be special circumstances, however, when fewer than three (3) vendors are available 
to submit a proposal or fewer than three (3) vendors submit proposals. In such 
cases, the General Manager shall justify the reason(s) three vendors could not be 
solicited with written documentation retained in the project file.   
 
The selection shall be based upon the criteria noted in Section 2 above. Notations 
documenting the proposals and reasons for selection shall be made in the project 
file.  Following Board approval, the General Manager shall then execute the 
agreement. 
  

5. Selection Procedure for Professional Services Not Exceeding $5,000 
 

Formal RFP’s are not required for professional services $5,000 or under. District 
staff may select a consultant from a prequalified consultant file if available. The 
General Manager shall approve the selection. 

 
6. Renewal of Contracts with Professional Consultants 

 
The District may, after following required consultant selection procedures, enter 
into consultant agreements which contain provisions authorizing their extension or 
renewal. Recommendations to extend or renew an existing contract with a 
professional consultant should include a written evaluation of the work performed 
by the consultant as well as a determination that the rationale for providing for the 
renewal option in the existing contract remains valid and that the fees being charged 
are comparable to fees for similar services offered by other consultants at the time 
of renewal or extension.  If the total amount of the contract renewal does not exceed 
$5,000, the General Manager, or said designee, may execute a contract amendment 
to formalize the renewal. If the total amount of the original agreement and any 
amendments exceed $5,000, prior Board approval must be obtained. 

 
7. Conflict of Law 

 
These procedures are not applicable where superseded by local, state, or federal 
law; where the terms of grant funding provide for the use of other consultant 
selection procedures; or where the District is obligated to select consultants through 
the use of different procedures, such as the requirements of an insurance or self-
insurance program. 

 
8. Special Circumstances 
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These professional consultant selection procedures are not applicable when three 
(3) qualified professional service firms or individuals are unavailable or if it is 
appropriate and in the best interest of the District under the specific circumstances 
of the project at issue to limit the number of consultants solicited. Examples of such 
specific circumstances may include the following: the need to take immediate 
action on a project precludes the District's ability to follow these procedures; the 
absence of any fiscal or competitive advantage in following these procedures; only 
one consultant is known to be available and capable of providing needed services 
within the required time; the services to be provided are so unique that only one 
known consultant is qualified and available to perform them; or the terms of a legal 
mandate or negotiated agreement require the use of a particular consultant. The 
basis for such action shall be documented in writing and noted in the contract and 
approved by the General Manager. When Board approval is required, the 
documented basis for such action shall be included in the report to the Board. 

 
9. Prequalified Consultant File 

 
District staff may maintain a current file of consultants in their appropriate 
professional services categories after the selection procedures have been followed 
in this policy and a determination made that a consultant is qualified and competent. 
District staff may maintain this “prequalified consultant” file for a period of two 
(2) years from determination of the qualification of such consultant. The District 
may select a prequalified consultant from this file for services. 
 

F. Open Purchase Orders for Routine and Repetitive Supplies and Services 
 
Open purchase orders may be entered into with vendors who are expected to supply 
routine services, supplies, materials, or labor to the District on a regular basis 
throughout the fiscal year (such as gasoline, disking, road maintenance, vehicle 
maintenance, printing, office supplies, office machinery maintenance, computers, 
ergonomic equipment, field hardware, resource management supplies). Such open 
purchase orders should normally be closed at the conclusion of each fiscal year. 
1. Competitive Bidding Procedures 

 
Vendors of repetitive supplies and services shall be selected through the 
competitive procedures set out above, based upon the anticipated or budgeted 
cumulative cost of the supply or service. When competitive bidding procedures 
cannot feasibly be done due to the nature of the product to be purchased, a 
comparison of vendors’ prices on representative sample items will be made and 
staff will provide written documentation of the price quotations used to select the 
vendor with the lowest cost. In the event that the vendor selected for repetitive 
supplies and services ceases to provide competitive costs for supplies or adequate 
services during the fiscal year, the District may replace that vendor with the next 
lowest cost vendor who participated in the cost comparison.  

 
2. Multi-year Contracts 

 
Multi-year contracts shall be selected through the competitive procedures set out 
above, based upon the anticipated or budgeted cumulative cost of the supply or 
service over the course of the contract. Multi-year contracts can be let only when it 
is documented that it is appropriate and necessary to secure the best pricing or to 
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assure continuity of service. Whenever feasible, multi-year contracts for service or 
supplies shall provide that the option to renew or extend the contract is at the 
District’s sole discretion. 

 
 19.05 General Provisions.  
 

A. Conflict of Interest 
 

No District staff member or elected official shall be financially interested, directly or 
indirectly, in any purchase, contract, sale, or transaction to which the District is a party 
and that comes before said official or staff member for recommendation or action. Any 
purchase, contract, sale, or transaction in which any staff or official is financially 
interested shall become void at the election of the District. No staff member or elected 
official shall realize any personal gain from any purchase, contract, sale, or transaction 
involving the District. When any staff member is in doubt as to whether a conflict of 
interest exists, that staff member shall consult with the District Counsel, and, if 
necessary, alternative actions may be taken to facilitate the purchase. 

 
B. Purchase of Recycled Products 

 
District staff shall purchase recycled products whenever such products are available at 
equal cost to non-recycled products and when suitability and quality are equal. When 
recycled products are used, the supplier shall label the products to indicate that they 
contain recycled materials and specify the minimum percentage of recycled material in 
the products.  

 
C. Violations of This Policy 

 
Staff members are subject to disciplinary action up to and including termination for 
violation of this Policy. 

 
SECTION 20.00 Conflict of Interest Policy 
 
Section 20.01.  Conflict of Interest Code.   
 
 The Political Reform Act, Government Code Section 81000 requires local agencies to 
adopt and promulgate Conflicts of Interest Codes.  The District approved Resolution 18-XXX, 
attached here as Appendix 1, which adopted the conflict of interest regulations included in 2 
Cal. Code of Regs. §18730 (the “Resolution.”)  The Resolution and the regulations of 2 Cal. 
Code of Regs. 18730, reproduced below, constitute the Conflict of Interest Code and policies 
for the District. 
 
Conflict of Interest Regulations 
 
A. Incorporation of this Regulation – Adoption of Conflict of Interest Code 
 
 (a) Incorporation by reference of the terms of this regulation along with the designation 
of employees and the formulation of disclosure categories in the Exhibit referred to below 
constitute the adoption and promulgation of a conflict of interest code within the meaning of 
Section 87300 or the amendment of a conflict of interest code within the meaning of Section 
87306 if the terms of this regulation are substituted for terms of a conflict of interest code 
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already in effect. A code so amended or adopted and promulgated requires the reporting of 
reportable items in a manner substantially equivalent to the requirements of article 2 of chapter 
7 of the Political Reform Act, Sections 81000, et seq. The requirements of a conflict of interest 
code are in addition to other requirements of the Political Reform Act, such as the general 
prohibition against conflicts of interest contained in Section 87100, and to other state or local 
laws pertaining to conflicts of interest. 
 
B. Conflict of Interest Code 
 
 (b) The terms of a conflict of interest code amended or adopted and promulgated 
pursuant to this regulation are as follows: 
 
  (1) Section 1. Definitions.  The definitions contained in the Political Reform 
Act of 1974, regulations of the Fair Political Practices Commission (Regulations 18110, et 
seq.), and any amendments to the Act or regulations, are incorporated by reference into this 
conflict of interest code. 
  (2) Section 2. Designated Employees.  The persons holding positions listed in 
the Exhibit are designated employees. It has been determined that these persons make or 
participate in the making of decisions which may foreseeably have a material effect on 
economic interests. 
  (3) Section 3. Disclosure Categories.  This code does not establish any 
disclosure obligation for those designated employees who are also specified in Section 87200 
if they are designated in this code in that same capacity or if the geographical jurisdiction of 
this agency is the same as or is wholly included within the jurisdiction in which those persons 
must report their economic interests pursuant to article 2 of chapter 7 of the Political Reform 
Act, Sections 87200, et seq. 
 
  In addition, this code does not establish any disclosure obligation for any 
designated employees who are designated in a conflict of interest code for another agency, if 
all of the following apply: 

  (A) The geographical jurisdiction of this agency is the same as or is wholly included 
within the jurisdiction of the other agency; 
  (B) The disclosure assigned in the code of the other agency is the same as that required 
under article 2 of chapter 7 of the Political Reform Act, Section 87200; and 

  (C) The filing officer is the same for both agencies. Such persons are covered by this 
code for disqualification purposes only. With respect to all other designated employees, the 
disclosure categories set forth in the Exhibit specify which kinds of economic interests are 
reportable. Such a designated employee shall disclose in his or her statement of economic 
interests those economic interests he or she has which are of the kind described in the disclosure 
categories to which he or she is assigned in the Exhibit. It has been determined that the economic 
interests set forth in a designated employee's disclosure categories are the kinds of economic 
interests which he or she foreseeably can affect materially through the conduct of his or her 
office. 

  (4) Section 4. Statements of Economic Interests: Place of Filing.  The code 
reviewing body shall instruct all designated employees within its code to file statements of 
economic interests with the agency or with the code reviewing body, as provided by the code 
reviewing body in the agency's conflict of interest code.2 
  (5) Section 5. Statements of Economic Interests: Time of Filing. 
 (A) Initial Statements. All designated employees employed by the agency on the 
effective date of this code, as originally adopted, promulgated and approved by the code 
reviewing body, shall file statements within 30 days after the effective date of this code. 
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Thereafter, each person already in a position when it is designated by an amendment to this 
code shall file an initial statement within 30 days after the effective date of the amendment. 
 (B) Assuming Office Statements. All persons assuming designated positions after the 
effective date of this code shall file statements within 30 days after assuming the designated 
positions, or if subject to State Senate confirmation, 30 days after being nominated or 
appointed. 
 (C) Annual Statements. All designated employees shall file statements no later than 
April 1. If a person reports for military service as defined in the Service member's Civil Relief 
Act, the deadline for the annual statement of economic interests is 30 days following his or her 
return to office, provided the person, or someone authorized to represent the person's interests, 
notifies the filing officer in writing prior to the applicable filing deadline that he or she is 
subject to that federal statute and is unable to meet the applicable deadline, and provides the 
filing officer verification of his or her military status. 
 (D) Leaving Office Statements. All persons who leave designated positions shall file 
statements within 30 days after leaving office. 
 (5.5) Section 5.5. Statements for Persons Who Resign Prior to Assuming Office. Any 
person who resigns within 12 months of initial appointment, or within 30 days of the date of 
notice provided by the filing officer to file an assuming office statement, is not deemed to have 
assumed office or left office, provided he or she did not make or participate in the making of, 
or use his or her position to influence any decision and did not receive or become entitled to 
receive any form of payment as a result of his or her appointment. Such persons shall not file 
either an assuming or leaving office statement. 
 (A) Any person who resigns a position within 30 days of the date of a notice from the 
filing officer shall do both of the following: 
  (1) File a written resignation with the appointing power; and 
  (2) File a written statement with the filing officer declaring under penalty of 
perjury that during the period between appointment and resignation he or she did not make, 
participate in the making, or use the position to influence any decision of the agency or receive, 
or become entitled to receive, any form of payment by virtue of being appointed to the position. 
  (6) Section 6. Contents of and Period Covered by Statements of Economic 
Interests. 
 (A) Contents of Initial Statements.  Initial statements shall disclose any reportable 
investments, interests in real property and business positions held on the effective date of the 
code and income received during the 12 months prior to the effective date of the code. 
 (B) Contents of Assuming Office Statements.  Assuming office statements shall 
disclose any reportable investments, interests in real property and business positions held on 
the date of assuming office or, if subject to State Senate confirmation or  
appointment, on the date of nomination, and income received during the 12 months prior to 
the date of assuming office or the date of being appointed or nominated, respectively. 
 (C) Contents of Annual Statements. Annual statements shall disclose any reportable 
investments, interests in real property, income and business positions held or received during 
the previous calendar year provided, however, that the period covered by an employee's first 
annual statement shall begin on the effective date of the code or the date of assuming office 
whichever is later, or for a board or commission member subject to Section 87302.6, the day 
after the closing date of the most recent statement filed by the member pursuant to Regulation 
18754. 
 (D) Contents of Leaving Office Statements.  Leaving office statements shall disclose 
reportable investments, interests in real property, income and business positions held or 
received during the period between the closing date of the last statement filed and the date of 
leaving office. 
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  (7) Section 7. Manner of Reporting.  Statements of economic interests shall be 
made on forms prescribed by the Fair Political Practices Commission and supplied by the 
agency, and shall contain the following information: 
 (A) Investment and Real Property Disclosure.  When an investment or an interest in 
real property3 is required to be reported,4 the statement shall contain the following: 
    1. A statement of the nature of the investment or interest; 
    2. The name of the business entity in which each investment is 
held, and a general description of the business activity in which the business entity is engaged; 
    3. The address or other precise location of the real property; 
    4. A statement whether the fair market value of the investment 
or interest in real property equals or exceeds $2,000, exceeds $10,000, exceeds $100,000, or 
exceeds $1,000,000. 
 (B) Personal Income Disclosure. When personal income is required to be reported,5 
the statement shall contain: 
    1. The name and address of each source of income aggregating 
$500 or more in value, or $50 or more in value if the income was a gift, and a general 
description of the business activity, if any, of each source; 
    2. A statement whether the aggregate value of income from each 
source, or in the case of a loan, the highest amount owed to each source, was $1,000 or less, 
greater than $1,000, greater than $10,000, or greater than $100,000; 
    3. A description of the consideration, if any, for which the 
income was received; 
    4. In the case of a gift, the name, address and business activity 
of the donor and any intermediary through which the gift was made; a description of the gift; 
the amount or value of the gift; and the date on which the gift was received; 
    5. In the case of a loan, the annual interest rate and the security, 
if any, given for the loan and the term of the loan. 
 (C) Business Entity Income Disclosure. When income of a business entity, including 
income of a sole proprietorship, is required to be reported,6 the statement shall contain: 
    1. The name, address, and a general description of the business 
activity of the business entity; 
    2. The name of every person from whom the business entity 
received payments if the filer's pro rata share of gross receipts from such person was equal to 
or greater than $10,000. 
 (D) Business Position Disclosure. When business positions are required to be reported, 
a designated employee shall list the name and address of each business entity in which he or 
she is a director, officer, partner, trustee, employee, or in which he or she holds any position 
of management, a description of the business activity in which the business entity is engaged, 
and the designated employee's position with the business entity. 
 (E) Acquisition or Disposal During Reporting Period. In the case of an annual or 
leaving office statement, if an investment or an interest in real property was partially or wholly 
acquired or disposed of during the period covered by the statement, the statement shall contain 
the date of acquisition or disposal. 
  (8) Section 8. Prohibition on Receipt of Honoraria. 
 (A) No member of a state board or commission, and no designated employee of a state 
or local government agency, shall accept any honorarium from any source, if the member or 
employee would be required to report the receipt of income or gifts from that source on his or 
her statement of economic interests. 
 (B) This section shall not apply to any part-time member of the governing board of any 
public institution of higher education, unless the member is also an elected official. 
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 (C) Subdivisions (a), (b), and (c) of Section 89501 shall apply to the prohibitions in this 
section. 
 (D) This section shall not limit or prohibit payments, advances, or reimbursements for 
travel and related lodging and subsistence authorized by Section 89506. 
  (8.1) Section 8.1. Prohibition on Receipt of Gifts in Excess of $470. 
 (A) No member of a state board or commission, and no designated employee of a state 
or local government agency, shall accept gifts with a total value of more than $470 in a calendar 
year from any single source, if the member or employee would be required to report the receipt 
of income or gifts from that source on his or her statement of economic interests. 
 (B) This section shall not apply to any part-time member of the governing board of any 
public institution of higher education, unless the member is also an elected official. 
 (C) Subdivisions (e), (f), and (g) of Section 89503 shall apply to the prohibitions in this 
section. 
  (8.2) Section 8.2. Loans to Public Officials. 
 (A) No elected officer of a state or local government agency shall, from the date of his 
or her election to office through the date that he or she vacates office, receive a personal loan 
from any officer, employee, member, or consultant of the state or local government agency in 
which the elected officer holds office or over which the elected officer's agency has direction 
and control. 
 (B) No public official who is exempt from the state civil service system pursuant to 
subdivisions (c), (d), (e), (f), and (g) of Section 4 of Article VII of the Constitution shall, while 
he or she holds office, receive a personal loan from any officer, employee, member, or 
consultant of the state or local government agency in which the public official holds office or 
over which the public official's agency has direction and control. This subdivision shall not 
apply to loans made to a public official whose duties are solely secretarial, clerical, or manual. 
 (C) No elected officer of a state or local government agency shall, from the date of his 
or her election to office through the date that he or she vacates office, receive a personal loan 
from any person who has a contract with the state or local government agency to which that 
elected officer has been elected or over which that elected officer's agency has direction and 
control. This subdivision shall not apply to loans made by banks or other financial institutions 
or to any indebtedness created as part of a retail installment or credit card transaction, if the 
loan is made or the indebtedness created in the lender's regular course of business on terms 
available to members of the public without regard to the elected officer's official status. 
 (D) No public official who is exempt from the state civil service system pursuant to 
subdivisions (c), (d), (e), (f), and (g) of Section 4 of Article VII of the Constitution shall, while 
he or she holds office, receive a personal loan from any person who has a contract with the 
state or local government agency to which that elected officer has been elected or over which 
that elected officer's agency has direction and control. This subdivision shall not apply to loans 
made by banks or other financial institutions or to any indebtedness created as part of a retail 
installment or credit card transaction, if the loan is made or the indebtedness created in the 
lender's regular course of business on terms available to members of the public without regard 
to the elected officer's official status. This subdivision shall not apply to loans made to a public 
official whose duties are solely secretarial, clerical, or manual. 
 (E) This section shall not apply to the following: 
    1. Loans made to the campaign committee of an elected officer 
or candidate for elective office. 
    2. Loans made by a public official's spouse, child, parent, 
grandparent, grandchild, brother, sister, parent-in-law, brother-in-law, sister-in-law, nephew, 
niece, aunt, uncle, or first cousin, or the spouse of any such persons, provided that the person 
making the loan is not acting as an agent or intermediary for any person not otherwise 
exempted under this section. 
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    3. Loans from a person which, in the aggregate, do not exceed 
$500 at any given time. 
    4. Loans made, or offered in writing, before January 1, 1998. 
  (8.3) Section 8.3. Loan Terms. 
 (A) Except as set forth in subdivision (B), no elected officer of a state or local 
government agency shall, from the date of his or her election to office through the date he or 
she vacates office, receive a personal loan of $500 or more, except when the loan is in writing 
and clearly states the terms of the loan, including the parties to the loan agreement, date of the 
loan, amount of the loan, term of the loan, date or dates when payments shall be due on the 
loan and the amount of the payments, and the rate of interest paid on the loan. 
 (B) This section shall not apply to the following types of loans: 
    1. Loans made to the campaign committee of the elected officer. 
    2. Loans made to the elected officer by his or her spouse, child, 
parent, grandparent, grandchild, brother, sister, parent-in-law, brother-in-law, sister-in-law, 
nephew, niece, aunt, uncle, or first cousin, or the spouse of any such person, provided that the 
person making the loan is not acting as an agent or intermediary for any person not otherwise 
exempted under this section. 
    3. Loans made, or offered in writing, before January 1, 1998. 
 (C) Nothing in this section shall exempt any person from any other provision of Title 
9 of the Government Code. 
  (8.4) Section 8.4. Personal Loans. 
 (A) Except as set forth in subdivision (B), a personal loan received by any designated 
employee shall become a gift to the designated employee for the purposes of this section in the 
following circumstances: 
    1. If the loan has a defined date or dates for repayment, when the 
statute of limitations for filing an action for default has expired. 
    2. If the loan has no defined date or dates for repayment, when 
one year has elapsed from the later of the following: 
    a. The date the loan was made. 
    b. The date the last payment of $100 or more was made on the 
loan. 
    c. The date upon which the debtor has made payments on the 
loan aggregating to less than $250 during the previous 12 months. 
 (B) This section shall not apply to the following types of loans: 
    1. A loan made to the campaign committee of an elected officer 
or a candidate for elective office. 
    2. A loan that would otherwise not be a gift as defined in this 
title. 
    3. A loan that would otherwise be a gift as set forth under 
subdivision (A), but on which the creditor has taken reasonable action to collect the balance 
due. 
    4. A loan that would otherwise be a gift as set forth under 
subdivision (A), but on which the creditor, based on reasonable business considerations, has 
not undertaken collection action. Except in a criminal action, a creditor who claims that a loan 
is not a gift on the basis of this paragraph has the burden of proving that the decision for not 
taking collection action was based on reasonable business considerations. 
    5. A loan made to a debtor who has filed for bankruptcy and the 
loan is ultimately discharged in bankruptcy. 
 (C) Nothing in this section shall exempt any person from any other provisions of Title 
9 of the Government Code. 
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  (9) Section 9. Disqualification.  No designated employee shall make, participate 
in making, or in any way attempt to use his or her official position to influence the making of 
any governmental decision which he or she knows or has reason to know will have a reasonably 
foreseeable material financial effect, distinguishable from its effect on the public generally, on 
the official or a member of his or her immediate family or on: 
 (A) Any business entity in which the designated employee has a direct or indirect 
investment worth $2,000 or more; 
 (B) Any real property in which the designated employee has a direct or indirect interest 
worth $2,000 or more; 
 (C) Any source of income, other than gifts and other than loans by a commercial 
lending institution in the regular course of business on terms available to the public without 
regard to official status, aggregating $500 or more in value provided to, received by or 
promised to the designated employee within 12 months prior to the time when the decision is 
made; 
 (D) Any business entity in which the designated employee is a director, officer, partner, 
trustee, employee, or holds any position of management; or 
 (E) Any donor of, or any intermediary or agent for a donor of, a gift or gifts aggregating 
$470 or more provided to, received by, or promised to the designated employee within 12 
months prior to the time when the decision is made. 
  (9.3) Section 9.3. Legally Required Participation.  No designated employee 
shall be prevented from making or participating in the making of any decision to the extent his 
or her participation is legally required for the decision to be made. The fact that the vote of a 
designated employee who is on a voting body is needed to break a tie does not make his or her 
participation legally required for purposes of this section. 
  (9.5) Section 9.5. Disqualification of State Officers and Employees.  In addition 
to the general disqualification provisions of section 9, no state administrative official shall 
make, participate in making, or use his or her official position to influence any governmental 
decision directly relating to any contract where the state administrative official knows or has 
reason to know that any party to the contract is a person with whom the state administrative 
official, or any member of his or her immediate family has, within 12 months prior to the time 
when the official action is to be taken: 
 (A) Engaged in a business transaction or transactions on terms not available to members 
of the public, regarding any investment or interest in real property; or 
 (B) Engaged in a business transaction or transactions on terms not available to members 
of the public regarding the rendering of goods or services totaling in value $1,000 or more. 
 (10) Section 10. Disclosure of Disqualifying Interest.  When a designated employee 
determines that he or she should not make a governmental decision because he or she has a 
disqualifying interest in it, the determination not to act may be accompanied by disclosure of 
the disqualifying interest. 
 (11) Section 11. Assistance of the Commission and Counsel.  Any designated employee 
who is unsure of his or her duties under this code may request assistance from the Fair Political 
Practices Commission pursuant to Section 83114 and Regulations 18329 and 18329.5 or from 
the attorney for his or her agency, provided that nothing in this section requires the attorney 
for the agency to issue any formal or informal opinion. 
 (12) Section 12. Violations.  This code has the force and effect of law. Designated 
employees violating any provision of this code are subject to the administrative, criminal and 
civil sanctions provided in the Political Reform Act, Sections 81000-91014. In addition, a 
decision in relation to which a violation of the disqualification provisions of this code or of 
Section 87100 or 87450 has occurred may be set aside as void pursuant to Section 91003. 
_______________ 
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1 Designated employees who are required to file statements of economic interests under any 
other agency's conflict of interest code, or under article 2 for a different jurisdiction, may 
expand their statement of economic interests to cover reportable interests in both jurisdictions, 
and file copies of this expanded statement with both entities in lieu of filing separate and 
distinct statements, provided that each copy of such expanded statement filed in place of an 
original is signed and verified by the designated employee as if it were an original. See Section 
81004. 
2 See Section 81010 and Regulation 18115 for the duties of filing officers and persons in 
agencies who make and retain copies of statements and forward the originals to the filing 
officer. 
3 For the purpose of disclosure only (not disqualification), an interest in real property does not 
include the principal residence of the filer. 
4 Investments and interests in real property which have a fair market value of less than $2,000 
are not investments and interests in real property within the meaning of the Political Reform 
Act. However, investments or interests in real property of an individual include those held by 
the individual's spouse and dependent children as well as a pro rata share of any investment or 
interest in real property of any business entity or trust in which the individual, spouse and 
dependent children own, in the aggregate, a direct, indirect or beneficial interest of 10 percent 
or greater. 
5 A designated employee's income includes his or her community property interest in the income of his 
or her spouse but does not include salary or reimbursement for expenses received from a state, local or 
federal government agency. 
6 Income of a business entity is reportable if the direct, indirect or beneficial interest of the filer and 
the filer's spouse in the business entity aggregates a 10 percent or greater interest. In addition, the 
disclosure of persons who are clients or customers of a business entity is required only if the clients or 
customers are within one of the disclosure categories of the filer. 
 
Section 20.02.  Statement of Economic Interest. Board members and staff shall file 
statements of economic interests with the Clerk of the County of San Luis Obispo. 
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SECTION 21.00 Social Media Policy 
 
21.01 Purpose. The District respects the right of the Board of Directors and District personnel 
(collectively, “Staff Members”) to use social media as a medium of self-expression. However, 
use of social media also presents certain risks and carries with it certain responsibilities. To 
assist Staff Members in making responsible decisions about their use of social media, the 
District has established these guidelines for appropriate use of social media. All Staff Members 
need to follow these requirements when posting on social media. 

 
21.02 Guidelines.   

 
Social Media.  Social media includes all means of communicating or posting information or 
content of any sort on the Internet, including to a Staff Member’s own or someone else’s web 
log or blog, journal or diary, personal web site, social networking or affinity web site, web 
bulletin board or a chat room, whether or not associated or affiliated with the District, as well 
as any other form of electronic communication. AB 992 permits a Board member to use a 
social media platform to engage in conversations or communications on matters within the 
subject matter jurisdiction of the Board: 
(a) to answer questions, 
(b) to provide information to the public, and 
(c) to solicit information from the public. 
However, a majority of members may not use social media to “discuss among themselves” 
official business. AB 992 broadly defines the meaning of “discuss among themselves” to 
include any “communications made, posted, or shared on an internet-based social media 
platform between members of a legislative body, including comments or use of digital icons 
that express reactions to communications made by other members of the legislative body.” 
AB 992 prohibits a member from communicating directly with the social media of any other 
member on a subject within the jurisdiction of the board. 
By way of example, this means that a Board member may not respond directly, comment, 
like/dislike, express a digital reaction (i.e., an emoji), or even share the social media post of 
another Board member if that post concerns any matter within the subject matter jurisdiction 
of the Board. This law applies to all internet based social media platforms that are “open and 
accessible to the public,” including, but not limited to, Snapchat, Instagram, Facebook, 
Twitter, blogs, TikTok and Reddit. 
AB 992 is significant because it restricts online communication between Board members to a 
greater extent than offline communication. Generally, subject to certain restrictions, a 
minority of Board members may discuss off-line a matter of official business outside of a 
Brown Act meeting. However, AB 992 absolutely prohibits any such discussion or 
communication of official business between two or more Board members on a social media 
platform. 
Therefore, it is recommended that Board members completely refrain from any type of 
communication amongst yourselves via social media platforms that are open and accessible 
to the public.  

 
 

1. Follow District Rules. Staff Members should carefully read these guidelines and the 
District’s overall Board policies, including (but not limited to) the Sections on Board 
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Conduct, Conflict of Interest Policy, Anti-Discrimination, and Anti-Harassment Policy, 
and ensure their postings are consistent with these policies.  Inappropriate postings that 
may include discriminatory remarks, harassment, threats of violence, or similar 
inappropriate or unlawful conduct may subject Staff Members to disciplinary action up 
to and including termination.   
 

2. District Business.  District emails and computers are limited to conducting District 
business and are not to be used for personal social media. Staff Members must never 
use their District e-mail account or password in conjunction with a social media site. 
All data contained in the District’s computer network systems is owned by and is the 
intellectual property of the District. Staff Members should not have an expectation of 
privacy with respect to information or communications that they post using the 
District’s computers or networks. The District has the right to monitor all activity on 
its equipment and systems. 
 

3. Disclosures. Social media should remain personal in nature and be used to share 
personal opinions or non-District related information.   Staff members should neither 
claim nor imply that the Staff Member is speaking on behalf of the District. (Please see 
section 3.04) When appropriate, Staff Members should use a disclaimer to indicate the 
views expressed are the Staff Member’s own, such as: “The postings on this site are 
my own and don’t reflect or represent the opinions of the San Simeon Community 
Services District.” 
 

4. Exercise Best Judgment and Discretion.   
i. Staff Members should be fair and courteous to other Staff Members, District 

clients, members of the public, and individuals working on behalf of the 
District.   

ii. Work-related issues should be resolved by speaking directly (not via social 
media) to the individual or by utilizing the District’s Complaints/Claims 
Procedures or, for concerns involving suspected harassment, discrimination, or 
retaliation, by using the complaint reporting procedure described in the Anti-
Discrimination and Anti-Harassment Policy.   

iii. Staff Members should avoid using statements, photographs, video, or audio that 
reasonably could be viewed as obscene or contributing to a hostile work 
environment on the basis of race, religious creed, color, national origin, 
ancestry, physical or mental disability, medical condition, genetic information, 
marital status, sex, gender, gender identity, gender expression, age, sexual 
orientation, or any other status protected by law or District policy.   
 

5. Be Honest and Accurate. Strive for accuracy and full disclosure in any social media 
post.  Include a link to your sources of information.  If you make a mistake, correct the 
information or retract it promptly. Remember the Internet archives almost everything; 
even deleted postings can be searched.  Never post any information or rumors that you 
know to be false or inaccurate about the District, co-workers, District clients, or 
individuals working on behalf of the District.   
 

6. Maintain Confidential Information. Staff Members must not disclose or discuss the 
confidential, sensitive, and/or proprietary information of the District and/or its officials, 
officers, other Staff Members, agents, customers, or volunteers. For example, do not 
disclose another individual’s social security number, medical, or financial information.  
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7. Do Not Promote the District Anonymously.  Staff Members should not create a link 
from their blog, website, or other social networking site to the District’s website. In 
addition, they must use their best judgment and exercise discretion when linking to 
people on social media sites. Other Staff Members and members of the public may see 
Staff Member connections and make judgments about them or their work. 

 
8. Additional Considerations.  

i. Staff Members are free to express themselves as private citizens on social media 
to the degree that such speech does not impair or impede the performance of 
District duties, impair discipline and harmony among Staff Members, or 
negatively affect the public perception of the District.    

ii. The same principles and guidelines found in the District’s policies apply to Staff 
Members’ activities online. Before creating online content, Staff Members should 
consider some of the risks and rewards that are involved. Staff Member conduct 
that adversely affects job performance, the performance of fellow Staff Members, 
or otherwise adversely affects members of the public served by the District, 
suppliers, people who work on behalf of the District, or the District’s legitimate 
business interests may result in disciplinary action up to and including 
termination. 

iii. Staff Members should not display District logos or similar identifying items on 
personal webpages.  

 

SECTION 22.00 Applying for Grants Policy 
 
22.01 Purpose.  Grants are contracts or agreements whereby the District receives funding 
from an outside agency to subsidize a District project or program and for which the District 
has fiduciary oversight responsibility. 
 
It shall be the policy of the District to identify and apply for grants that provide additional 
financial resources to the District to assist in carrying out its projects and programs. This Policy 
has been adopted by the Board of Directors to clarify responsibility and authority for applying 
for grants and to provide that all grants awarded to the District have been thoroughly 
researched, are financially feasible for the District, and do not create unforeseen financial or 
other burdens. 
 
22.02 Policy.  When submitting requests for grant funding, it shall be the policy of the District 
to solicit funds for projects or programs that are consistent with the goals of the District and to 
make sure that the nature of the grant is such that it can be administered in an efficient manner. 
Accordingly, the General Manager or said designee, has responsibility for applying for external 
funding for projects and programs subject to the provisions of this policy. 
 
Prior to application submission, all grant applications must be reviewed by the General 
Manager who shall provide to the Board a report and recommendation regarding: 
 
1. consistency with overall program goals of the District, 
2. local match requirements and/or other budget impacts, 
3. staff/personnel requirements to implement objectives of the grant, and 
4. identification of responsible staff for program and fiscal monitoring. 
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In the event that timing constraints prevent staff from obtaining Board Approval of a grant 
application submittal prior to the application being submitted, staff shall provide the Board 
with notice and a status update within two business days. 
 
 
 


