Those persons wishing to speak on any item included on the agenda should fill out a Request
to Speak” form (name and address optional), which is available in the Board Room and submit
it to the Senior Administrative Assistant. If you have any questions, you can contact the Senior
Administrative Assistant via email at jmireles@cbwcd.org or contact the District office at (909)
626-2711.
The Chino Basin Water Conservation District complies with the Americans with Disabilities Act
and amendments thereto. If you require special assistance to participate in this meeting or if
you desire a copy of the Agenda in an alternate format, please contact the District’s office at
(909) 626-2711, at least 48 hours prior to the advertised starting time of the meeting.

PERSONNEL COMMITTEE MEETING
Chino Basin Water Conservation District
4594 San Bernardino Street
Montclair, CA 91763
Wednesday, November 10, 2021
11:30 a.m.
AGENDA
CALL TO ORDER and FLAG SALUTE
ROLL CALL
Personnel Committee Members:

Committee Chair Marc Grupposo, Directors Margaret
Hamilton and Ryan Sonnenberg.

ADDITIONS OR CHANGES TO THE AGENDA
In accordance with Section 54954.2 of the Government Code (Brown Act), a two-thirds vote
(or unanimous vote if less than two-thirds are present), is required to add an item for action,
provided that there is a need to take immediate action and that the need for action came to
the attention of the agency after the agenda was posted.
PRESENTATIONS – None
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PUBLIC COMMUNICATIONS
This is the time and place for the general public to address the Personnel Committee. Due to
Brown Act requirements, action will not be taken on any issues not on the Agenda; however,
the Personnel Committee may refer comments and concerns to staff or request the item be
placed on a future agenda. In accordance with District Resolution No. 2020-05: Decorum During
Public Meetings, each speaker shall be allotted five (5) minutes of time to address the Personnel
Committee.
DISCUSSION ITEMS
1.

Policy & Procedure Manual Update - Policy No. 36: Sick Leave
Report by: Elizabeth Skrzat, General Manager
Toyasha Sebbag, Administrative Services Manager
RECOMMENDATION: Review, discuss, and recommend Board approval of changes to
Policy No. 36: Sick Leave.

2.

Internship Opportunities at the District
Report by: Elizabeth Skrzat, General Manager
Toyasha Sebbag, Administrative Services Manager
RECOMMENDATION: Staff recommends that the Personnel Committee:
1) Review, discuss, and recommend Board approval of changes to Policy No. 25-1:
Definitions and Policy No. 22: Vehicle Use
2) Direct staff to recommend that the Board shift intern costs from Acct No 56320:
Educational Grant to Account No. 50130: Employee Wages – Hourly in FY 2022-2023
Operating Budget; and
3) Direct staff to recommend that the Board approve job descriptions for Administrative
Services Intern, Conservation Programs Intern, Field & Operations Technician Intern,
Outreach & Public Affairs Intern, and Youth Programs Teaching Intern.

3.

Calendar Year 2022 Holiday Schedule
Report by: Elizabeth Skrzat, General Manager
Toyasha Sebbag, Administrative Services Manager
RECOMMENDATION: Review, discuss, and recommend Board approval of the Calendar
Year 2022 Holiday Schedule.
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ORAL REPORTS
Committee Chair Marc Grupposo – Board Suggestion Box
CLOSED SESSION – None
ADJOURN
The Personnel Committee will adjourn to the next Regular Meeting of the Chino Basin Water
Conservation District, which will be held on, December 13, 2021.
I, Jerry Mireles, Sr. Administrative Assistant of the Chino Basin Water Conservation District, do
hereby certify that a copy of this agenda has been posted by 5:00 p.m. on November 5, 2021.

_____________________________________________
Jerry Mireles, Senior Administrative Assistant

STAFF REPORT
CHINO BASIN WATER CONSERVATION DISTRICT
PERSONNEL COMMITTEE MEETING

_______________________________________________________________________________

MEETING DATE:

November 10, 2021

AGENDA ITEM: DI 1

FROM:

Elizabeth Skrzat, General Manager
Toyasha Sebbag, Administrative Services Manager

SUBJECT:

Policy & Procedure Manual Update – Policy No. 36: Sick Leave

ATTACHMENTS:

1) Policy No. 36: Sick Leave - Current
2) Policy No. 36: Sick Leave - Proposed

RECOMMENDATION
Review, discuss, and recommend Board approval of changes to Policy No. 36: Sick Leave.
FISCAL IMPACT
None.
BACKGROUND
On April 4, 2016, Governor Jerry Brown signed Senate Bill (SB) 3, amending the Healthy Workplaces,
Healthy Families Act of 2014, which states that employees not already covered under a collective
bargaining unit would accrue paid sick days at a rate of 1-hour for every 30-hours worked. However,
an employer could limit an employee’s use of accrued paid sick days to 24-hours or three (3) days in
each year of employment, calendar year, or 12-month period. Therefore, Policy No. 36: Sick Leave as
it pertains to part-time employees was written with the minimum standard in mind to allow parttime employees to take no more than 24-hours of sick time per year. In addition, if an employee
separates from the District and is rehired within one year from the date of separation, previously
accrued and unused paid sick days must be reinstated.
ISSUES/ANALYSIS
Currently, the District employ’s three (3) part-time employees who have each worked with the
District for over one year and some of whom have alternated between full-and-part-time
employment thereby accumulating more than 24-hours of sick leave. Furthermore, a part-time
employee that works 850 hours in a year would accumulate 28-hours of sick leave and a part-time
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employee working 1040 hours in a year would accumulate 34-hours of sick leave. Therefore, staff
recommends removing the limitation of 24-hours per year of sick time that part-time employees may
use and instead allowing part-time employees to use their sick time hours accumulated. Lastly, to
match the benefits of full-time employees, part-time employees would be allowed to carry over sick
leave from year to year with a maximum accrual of one hundred seventy-six (176) hours.
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Policy No. 36 – Sick Leave
Purpose: To establish guidelines for the usage of sick leave by District employees
and to adhere to AB1522 “Healthy Workplaces, Healthy Families Act of 2014”; and
to provide affected employees with monetary compensation during an absence
from work due to an injury, illness, or disability; to establish the method by which
employees receive monetary compensation during an extended absence from
work due to an injury, illness, or disability; to establish how employees who are
injured, ill, or disabled on the job supplement regular sick leave benefits with
compensation received from the District’s Workers’ Compensation program and
the State Disability Insurance Fund.
Policy/Procedure:
1. All salaried and hourly full-time employees accrue sick leave at the rate of eighty
(80) hours per year. Unused sick leave may be carried forward to a maximum
accrual of one hundred seventy-six (176) hours. Employees are eligible to use
accrued sick leave on the 90th day of employment. Salaried and full-time hourly
employees who are ill on a holiday will receive holiday pay.
2. Except in emergencies or when the employee has previously provided a written
off-work order from his/her treating physician(s), an employee who utilizes sick
leave shall be responsible, each and every day sick leave is utilized, to notify
the Manager or a supervisor prior to his/her scheduled start time.
3. A District part-time, temporary or intern (employee) who, on or after July 1,
2015, works for thirty (30) or more days within a year from the commencement
of employment shall accrue paid sick days at the rate of one hour for every 30
hours worked; such employee is entitled to use accrued sick days beginning on
the 90th day of employment; and the District limits such employee’s use of paid
sick days to 24 hours or three (3) days in each year of employment.
4. It is the employee’s responsibility to be aware of how much sick leave has been
earned and used. In accordance with AB1522, if the employee separates from
the District and is rehired within one year from the date of separation,
previously accrued and unused paid sick days shall be reinstated. The
employee shall be entitled to use those previously accrued and unused paid
sick days and to accrue additional paid sick days upon returning.
5. Employees on sick leave who are eligible for disability benefits are required to
apply for them, and the employee’s pay while on sick leave is reduced by the
amount of
any disability benefits awarded. The employee sends the
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notice of award or a copy of the first disability check to the District as soon as it
is received.
6. Sick leave is not paid to employees upon termination, whether voluntary or
involuntary.
7. At no time shall the employee’s total compensation received from the District’s
Workers’ Compensation program and the utilization of sick leave, vacation
leave be greater than his/her regular total compensation received from the
District.
8. The use of sick leave or vacation leave to supplement benefits received from
the District’s Workers’ Compensation program, or the Long-Term Disability
program shall be limited to those amounts earned by the employee prior to or
accrued during any absence covered by either of those programs.
9. Employees who utilize the value of sick leave or vacation leave, to supplement
the difference between the employee’s regular District compensation and the
benefits received from the District’s Workers’ Compensation program are
required to submit to the District a copy of all checks received from said
programs within five (5) working days of receipt of any compensation check.
10. Upon receiving from the employee a copy of his/her compensation check from
the District’s Workers’ Compensation program the District shall credit the
employee’s leave accounts for any sick leave or vacation leave utilized to
supplement the difference between the employee’s regular District
compensation and benefits received from the District’s Workers’ Compensation
program.
11. Upon returning to work following an absence due to an injury or illness, an
employee shall present to the General Manager a medical release form
identifying "limitation", if any, to his ability to perform the regular duties of his
position without further injury or at a reduced efficiency. If the medical release
form contains limitations which, in the District's sole opinion, are incompatible with
its operations and the normal work assignments of the employee, the District may
refuse to let the employee return to work. In such an event, the employee shall
continue his absence as identified before his attempt to return to work with
incompatible restrictions, unless and until he is released to return to work without
restrictions or until other provisions of these rules, such as those relating to leave
of absence, and such come into play.
12. Employees unable to report to work for his/ her scheduled shift shall either call
or have someone call his/ her supervisor at least sixty (60) minutes preceding
the time he/ she is scheduled to report to work to notify the District of the
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absence for sick leave purposes. If the supervisor does not answer at the time
of the call, a contact phone number shall be left as part of the message
regarding the absence. Sick leave use must be reported to the employee’s
manager/supervisor and submitted with payroll.
13. Sick leave may be granted for personal illness or injury; absences for medical,
dental, and/ or vision care appointments; or to attend to an immediate family
member (parent, child, spouse, registered domestic partner, sibling,
grandparent, or grandchild as defined under California Labor Code Section 233
and 245. 5) who is ill/injured or needs care as permitted by that law.
14. An employee using sick leave for three (3) or more consecutive days must
present his/her manager with a note from a doctor clearing the individual to return
to work.
Workers’ Compensation: The District abides by all laws and regulations
pertaining to the Workers’ Compensation system established by the State of
California.
Revision:
Issue No. 1 –
Issue No. 2 –
Issue No. 3 –
Issue No. 4 –
Issue No. 5 –
Issue No. 6 –

1-10-96 (Original Policy)
3-12-97 (Annual Review)
3-9-09 (Alternative Work Week)
7-13-15 (AB1522 Legal Update)
3-9-20 (Add #12 and 13)
6-14-21 (Add #14)
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Policy No. 36 – Sick Leave
Purpose: To establish guidelines for the usage of sick leave by District employees
and to adhere to AB1522 “Healthy Workplaces, Healthy Families Act of 2014”; and
to provide affected employees with monetary compensation during an absence
from work due to an injury, illness, or disability; to establish the method by which
employees receive monetary compensation during an extended absence from
work due to an injury, illness, or disability; to establish how employees who are
injured, ill, or disabled on the job supplement regular sick leave benefits with
compensation received from the District’s Workers’ Compensation program and
the State Disability Insurance Fund.
Policy/Procedure:
1. All salaried and hourly full-time employees accrue sick leave at the rate of eighty
(80) hours per year. Unused sick leave may be carried forward to a maximum
accrual of one hundred seventy-six (176) hours. Employees are eligible to use
accrued sick leave on the 90th day of employment. Salaried and full-time hourly
employees who are ill on a holiday will receive holiday pay.
2. Except in emergencies or when the employee has previously provided a written
off-work order from his/her treating physician(s), an employee who utilizes sick
leave shall be responsible, each and every day sick leave is utilized, to notify
the Manager or a supervisor prior to his/her scheduled start time.
3. A District part-time, temporary or intern (employee) who, on or after July 1,
2015, works for thirty (30) or more days within a year from the commencement
of employment shall accrue paid sick days at the rate of one hour for every 30
hours worked; such employee is entitled to use accrued sick days beginning on
the 90th day of employment; and the District limits such employee’s use of paid
sick days to 24 hours or three (3) days in each year of employment. Unused
sick leave may be carried forward to a maximum accrual of one hundred
seventy-six (176) hours.
4. It is the employee’s responsibility to be aware of how much sick leave has been
earned and used. In accordance with AB1522, if the employee separates from
the District and is rehired within one year from the date of separation,
previously accrued and unused paid sick days shall be reinstated. The
employee shall be entitled to use those previously accrued and unused paid
sick days and to accrue additional paid sick days upon returning.
5. Employees on sick leave who are eligible for disability benefits are required to
apply for them, and the employee’s pay while on sick leave is reduced by the
amount of any disability benefits awarded. The employee sends the notice of
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award or a copy of the first disability check to the District as soon as it is
received.
6. Sick leave is not paid to employees upon termination, whether voluntary or
involuntary.
7. At no time shall the employee’s total compensation received from the District’s
Workers’ Compensation program and the utilization of sick leave, vacation
leave be greater than his/her regular total compensation received from the
District.
8. The use of sick leave or vacation leave to supplement benefits received from
the District’s Workers’ Compensation program, or the Long-Term Disability
program shall be limited to those amounts earned by the employee prior to or
accrued during any absence covered by either of those programs.
9. Employees who utilize the value of sick leave or vacation leave, to supplement
the difference between the employee’s regular District compensation and the
benefits received from the District’s Workers’ Compensation program are
required to submit to the District a copy of all checks received from said
programs within five (5) working days of receipt of any compensation check.
10. Upon receiving from the employee a copy of his/her compensation check from
the District’s Workers’ Compensation program the District shall credit the
employee’s leave accounts for any sick leave or vacation leave utilized to
supplement the difference between the employee’s regular District
compensation and benefits received from the District’s Workers’ Compensation
program.
11. Upon returning to work following an absence due to an injury or illness, an
employee shall present to the General Manager a medical release form
identifying "limitation", if any, to his ability to perform the regular duties of his
position without further injury or at a reduced efficiency. If the medical release
form contains limitations which, in the District's sole opinion, are incompatible with
its operations and the normal work assignments of the employee, the District may
refuse to let the employee return to work. In such an event, the employee shall
continue his absence as identified before his attempt to return to work with
incompatible restrictions, unless and until he is released to return to work without
restrictions or until other provisions of these rules, such as those relating to leave
of absence, and such come into play.
12. Employees unable to report to work for his/ her scheduled shift shall either call
or have someone call his/ her supervisor at least sixty (60) minutes preceding
the time he/ she is scheduled to report to work to notify the District of the
absence for sick leave purposes. If the supervisor does not answer at the time
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of the call, a contact phone number shall be left as part of the message
regarding the absence. Sick leave use must be reported to the employee’s
manager/supervisor and submitted with payroll.
13. Sick leave may be granted for personal illness or injury; absences for medical,
dental, and/ or vision care appointments; or to attend to an immediate family
member (parent, child, spouse, registered domestic partner, sibling,
grandparent, or grandchild as defined under California Labor Code Section 233
and 245. 5) who is ill/injured or needs care as permitted by that law.
14. An employee using sick leave for three (3) or more consecutive days must
present his/her manager with a note from a doctor clearing the individual to return
to work.
Workers’ Compensation: The District abides by all laws and regulations
pertaining to the Workers’ Compensation system established by the State of
California.
Revision:
Issue No. 1 – 1-10-96 (Original Policy)
Issue No. 2 – 3-12-97 (Annual Review)
Issue No. 3 – 3-9-09 (Alternative Work Week)
Issue No. 4 – 7-13-15 (AB1522 Legal Update)
Issue No. 5 – 3-9-20 (Add #12 and 13)
Issue No. 6 – 6-14-21 (Add #14)
Issue No. 7 – TBD (Removed sick leave hour limitation of 24-hours per year for
part-time employees and added total accrual of 176 hours)
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MEETING DATE:

November 10, 2021

AGENDA ITEM: DI 2

FROM:

Elizabeth Skrzat, General Manager
Toyasha Sebbag, Administrative Services Manager

SUBJECT:

Internship Opportunities at the District

ATTACHMENTS:

1) Policy No. 25-1, Definitions – Current
2) Policy No. 25-1, Definitions – Proposed
3) Policy No. 22, Vehicle Use – Current
4) Policy No. 22, Vehicle Use – Proposed
5) Administrative Services Intern Job Description
6) Conservation Programs Intern Job Description
7) Field & Operations Technician Intern Job Description
8) Outreach & Public Affairs Intern Job Description
9) Youth Programs Teaching Intern Job Description

RECOMMENDATION
Staff recommends that the Personnel Committee:
1) Review, discuss, and recommend Board approval of changes to Policy No. 25-1: Definitions
and Policy No. 22: Vehicle Use
2) Direct staff to recommend that the Board shift intern costs from Acct No 56320: Educational
Grant to Account No. 50130: Employee Wages – Hourly in FY 2022-2023 Operating Budget;
and
3) Direct staff to recommend that the Board approve job descriptions for Administrative
Services Intern, Conservation Programs Intern, Field & Operations Technician Intern,
Outreach & Public Affairs Intern, and Youth Programs Teaching Intern.
FISCAL IMPACT
There are no changes suggested to the FY 2021-2022 budget, which currently budgets intern costs
in Account No. 56320: Educational Grant in partnership with the Water Resources Institute for an
amount of $28,350.
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BACKGROUND
Supervised experiential learning, more commonly known as “internships” is a program aimed at
students enrolled in university that integrates knowledge and theory learned in the classroom with
practical application and skill development in a professional setting. Internships give students the
opportunity to gain valuable applied experience and make connections in professional fields they are
considering as career paths; and would give the District the opportunity to guide and evaluate
incoming talent. Staff proposes an internship program experience that would involve observation
and participation in planning, conducting, and evaluating levels of professional responsivity. Interns
would report to department managers.
ISSUES/ANALYSIS
For the past three years, the District has successfully partnered with the Water Resources Institute
(WRI) through an annual “Gift Agreement” to provide student interns. However, at this juncture,
staff believes that a Memorandum of Understanding (MOU) would better protect the District from
liability, however, it is not something that WRI is interested in pursuing. Therefore, WRI has asked
that the District partner with them like their other water agencies. In these arrangements, WRI posts
a job flyer for the agency and distributes it to local universities, but the intern is hired by the agency
rather than by WRI directly. In this arrangement, the District would oversee interviews, background
checks, training, and payroll. The District would benefit greatly from hiring interns directly, as it
would save staff time in working with outside entities and it would allow the District to hire interns
from both public and private universities on a schedule that suits the District’s needs.
The change in Policy No. 25-1, Definitions, clarifies the status of interns as “Temporary Employees”
of the District who must work 849 hours or less for one year. The change in Policy No. 22, Vehicle
Use, allows interns to ride in, but not drive District vehicles. Interns may need to ride in District
vehicles to attend LEAP Audits or to go out in the field for some other purpose.
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Policy No. 25-1 – Definitions
NOTE: The singular includes the plural and the plural includes the singular. The
masculine, feminine or neuter are mutually inclusive.
Purpose: To establish clear definitions of employment terms utilized throughout
this policy manual.
Policy/Procedure:
1. "Regular Full-Time Employee" shall mean an employee who has successfully
met the Introductory Employment period requirements for a full-time position.
2. "Introductory Employee" shall mean an employee who is hired by the District in
a full-time position and performs work during the Introductory Employment
period per Policy No. 29.
3. "Part-Time Employee" shall mean an employee who works a regular schedule
of less than forty hours per week or less than twelve months per year. A PartTime employee is not entitled to benefits enjoyed by regular Full-Time
employees.
4. "Temporary Employee" shall mean a worker hired for a limited time only to
complete a particular task or for a specified time period. "Temporary Employee"
status may be renewed for a new task or additional time period at the District's
sole discretion. A Temporary employee is not entitled to benefits enjoyed by
regular Full-Time employees.
5. "Introductory Employment Period". An employee shall not attain the status of a
regular full-time employee until he or she has completed an Introductory
Employment period of continuous service in a regular full-time position with the
District per Policy No. 29 Introductory Employment. The term “continuous
service” as used in this provision means uninterrupted service with the District,
and excluding time related to unauthorized absences, interruption of service
due to illness, and authorized leaves of absence. Such interruptions or
absences may result in the extension of the Introductory Employment period
per Policy No. 29, or the commencement of a new Introductory Employment
period based on the District’s needs. The Introductory Employment period may
be extended by the Executive Director. During the Introductory Employment
period or any extension thereof, the employee may be terminated by the
District for any reason, and with or without cause.
Revision:
Issue No. 1 – 03-12-97 (Original Policy)
Issue No. 2 – 08-08-16 (Conforming changes with Policy No. 29 Introductory
Employment)
Issue No. 3 – 07-13-20 (use of term “Introductory Employment Period” rather than
“Probationary
Period”
in
alignment
with
industry
standards)
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Policy No. 25-1 – Definitions
NOTE: The singular includes the plural and the plural includes the singular. The
masculine, feminine or neuter are mutually inclusive.
Purpose: To establish clear definitions of employment terms utilized throughout this
policy manual.
Policy/Procedure:
1. "Regular Full-Time Employee" shall mean an employee who has successfully
met the Introductory Employment period requirements for a full-time position.
2. "Introductory Employee" shall mean an employee who is hired by the District in
a full-time position and performs work during the Introductory Employment period
per Policy No. 29.
3. "Part-Time Employee" shall mean an employee who works a regular schedule of
less than forty hours per week or less than twelve months per year. A Part-Time
employee is not entitled to benefits enjoyed by regular Full-Time employees.
4. "Temporary Employee" shall mean a worker hired for a limited time only to
complete a particular task or for a specified time period and are limited to working
849 hours per fiscal year (July 1 through June 30). "Temporary Employee" status
may be renewed for a new task or additional time period at the District's sole
discretion. If a Temporary Employee is transferred to another department within
a single fiscal year, then the 849-hour maximum would still apply and runs
concurrently with all assignments within that year. A Temporary Employee is not
entitled to benefits enjoyed by regular Full-Time employees and all assignments
are at-will and may be terminated at any time and have no appeal rights. Student
interns, or college students at the graduate and undergraduate levels, may be
employed directly by the District as Temporary Employees. To qualify for an
internship, the candidate must be 18 years old, a student currently enrolled or a
recent graduate within 2-years of a college, university, or graduate program with
a GPA of 2.0. A student internship term will last the course of one school year,
including a summer session. However, individual student interns may request to
start another internship term again for one or more additional school years up to
3-years. Interns shall be compensated by payment at an hourly rate or with
school credit, as approved by the educational institution they attend.
5. "Introductory Employment Period". An employee shall not attain the status of a
regular full-time employee until he or she has completed an Introductory
Employment period of continuous service in a regular full-time position with the
District per Policy No. 29 Introductory Employment. The term “continuous
service” as used in this provision means uninterrupted service with the District,
and excluding time related to unauthorized absences, interruption of service due
to illness, and authorized leaves of absence. Such interruptions or absences may
Chino Basin Water Conservation District
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result in the extension of the Introductory Employment period per Policy No. 29,
or the commencement of a new Introductory Employment period based on the
District’s needs. The Introductory Employment period may be extended by the
Executive Director. During the Introductory Employment period or any extension
thereof, the employee may be terminated by the District for any reason, and with
or without cause.
Revision:
Issue No. 1 – 03-12-97 (Original Policy)
Issue No. 2 – 08-08-16 (Conforming changes with Policy No. 29 Introductory
Employment)
Issue No. 3 – 07-13-20 (use of term “Introductory Employment Period” rather than
“Probationary Period” in alignment with industry standards)
Issue No. 4 – TBD Added definition of student and college inters to “Temporary
Employee” category.
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Policy No. 22 – Vehicle Use
Purpose: To identify the eligibility and reporting requirements of District
employees provided car allowance and/or mileage reimbursement by District funds
and to establish guidelines relative to the use of both employee vehicles and the
vehicles and other mobile equipment used or owned by the District.
Policy/Procedure:
1. The Executive Director shall receive a monthly car allowance at a rate specified
in the Executive Director employment agreement as approved by the Board. The
monthly car allowance will be included on annual W2 reporting, in accordance
with Internal Revenue Codes and guidelines.
2. While operating any vehicle or other mobile equipment for District business, all
employees shall possess a valid California driver’s license, and shall comply with
all requirements of the California Vehicle Code and local regulations. In addition,
all employees shall maintain a driving record deemed acceptable by District
management and District insurance carriers.
3. Except for the Executive Director, the District’s employees and Directors shall be
reimbursed for the business use of personal vehicles at a rate equal to the
mileage reimbursement rate allowed by the United States Internal Revenue
Service. District staff will provide an "Expense Reimbursement" form for each
Director to submit when that Director requests to be compensated for use of their
personal vehicles to attend Board meetings and attend to authorized business
for the CBWCD.
4. The employee's private vehicle insurance is the primary insurance on the
employee’s private vehicle, and the District shall not be responsible for the
replacement or repair of any private vehicle, not otherwise owned, rented, or
leased by the District, used to conduct District business, if said vehicle is
damaged or destroyed during the course of such use.
5. Employees, while performing work for the District, are not, nor shall they be,
required to operate their private vehicle off-highway, i.e. off-of-paved
thoroughfares available for use by the general public.
6. Employees, while operating owned, rental, or leased vehicles and other mobile
equipment, shall not permit “non-employees” to ride thereon or therein unless
such non-employees are conducting business for or on behalf of the District or
unless a life-threatening medical emergency exists for such non-employee.
7. District owned, rental, or leased vehicles and other mobile equipment shall only
be utilized to conduct District business and no personal business or activity
shall be conducted therein or thereon. Securing personal meals is not District
business.
8. Should a District owned, rental, or leased vehicle or other mobile equipment
become significantly damaged an investigation shall be conducted to determine
the facts, circumstances and cause of the incident. The Executive Director and
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one other full-time employee shall conduct such investigation. In the event the
Executive Director was the operator of the damaged vehicle or equipment the
investigation shall be conducted by two other full-time employees. In the event
the operator is determined to be legally responsible for the damage to District
owned, rented, or leased vehicles or other mobile equipment, then such
operator may be disciplined.
Revision:
Issue 7 – 08/14/17 (Update title of Executive Director. Update car allowance per
Executive Director employment agreement).
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Policy No. 22 – Vehicle Use
Purpose: To identify the eligibility and reporting requirements of District employees
provided car allowance and/or mileage reimbursement by District funds and to establish
guidelines relative to the use of both employee vehicles and the vehicles and other mobile
equipment used or owned by the District.
Policy/Procedure:
1. The General Manager shall receive a monthly car allowance at a rate specified in the
General Manager employment agreement as approved by the Board. The monthly car
allowance will be included on annual W2 reporting, in accordance with Internal Revenue
Codes and guidelines.
2. While operating any vehicle or other mobile equipment for District business, all
employees shall possess a valid California driver’s license, and shall comply with all
requirements of the California Vehicle Code and local regulations. In addition, all
employees shall maintain a driving record deemed acceptable by District management
and District insurance carriers.
3. Except for the General Manager, the District’s employees and Directors shall be
reimbursed for the business use of personal vehicles at a rate equal to the mileage
reimbursement rate allowed by the United States Internal Revenue Service. District
staff will provide an "Expense Reimbursement" form for each Director to submit when
that Director requests to be compensated for use of their personal vehicles to attend
Board meetings and attend to authorized business for the CBWCD. District employees
will be reimbursed for millage with a starting and ending address of District
headquarters. Whereas Directors will be reimbursed for millage with a starting and
ending address of their homes.
4. The employee's private vehicle insurance is the primary insurance on the employee’s
private vehicle, and the District shall not be responsible for the replacement or repair
of any private vehicle, not otherwise owned, rented, or leased by the District, used to
conduct District business, if said vehicle is damaged or destroyed during the course
of such use.
5. Employees, while performing work for the District, are not, nor shall they be, required
to operate their private vehicle off-highway, i.e. off-of-paved thoroughfares available
for use by the general public.
6. Employees, while operating District owned, rented, or leased vehicles and other
mobile equipment, shall not permit “non-employees” or “temporary employees” to ride
thereon or therein unless such non-employees or temporary employees are
conducting business for or on behalf of the District or unless a life-threatening medical
emergency exists for such non-employee.
7. District owned, rental, or leased vehicles and other mobile equipment shall only be
utilized to conduct District business and no personal business or activity shall be
conducted therein or thereon. Securing personal meals is not District business.
Chino Basin Water Conservation District
Policy and Procedures Manual
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Policy No.:
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Effective Date:
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8. Should a District owned, rental, or leased vehicle or other mobile equipment become
significantly damaged an investigation shall be conducted to determine the facts,
circumstances and cause of the incident. The General Manager and one other fulltime employee shall conduct such investigation. In the event the General Manager
was the operator of the damaged vehicle or equipment the investigation shall be
conducted by two other full-time employees. In the event the operator is determined
to be legally responsible for the damage to District owned, rented, or leased vehicles
or other mobile equipment, then such operator may be disciplined.
9. Temporary employees, including interns, may not operate vehicles or equipment
owned, rented, or leased by the District.
Revision:
Issue 7 – 08/14/17 (Update title of Executive Director. Update car allowance per General
Manager employment agreement).
Issue 8 – TBD – Clarify language pertaining to Item 6 and adding Item 9.
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POSITION

ADMINISTRATIVE SERVICES INTERN

SALARY GRADE

106

SALARY RANGE

$15.12 to $19.84/per hour or academic credit

CLASSIFICATION

Limited Term Part-Time Employment, up to 20 hours per week, up to 849
hours per fiscal year (July 1 – June 30), Non-exempt under the Fair Labor
Standards Act (FSLA).

DATE

TBD

ABOUT THE DISTRICT
Chino Basin Water Conservation District (District) is recognized throughout the state as an
innovative, energetic, and effective water conservation organization. The District is dedicated
to the protection of the Chino Groundwater Basin to ensure that the current and future water
needs of the region will be met. Its core business is two-pronged: (1) increase water supply
through groundwater percolation; and (2) decrease water demand through conservation
education, workforce training, and services. The District provides programs, services, and
resources to audiences of all ages and backgrounds to cultivate a community-wide
conservation ethic and build regional capacity for water resilience.
ABOUT THE INTERNSHIP PROGRAM
The District's Internship program is a component of the District’s Training and Employment
Preparation Program. The Program provides an opportunity for trade, undergraduate and
graduate students to gain valuable work experience in a local government setting. The
program provides research, analytical and project coordination experience through
assignments in one or more departments. This is “at will” employment opportunity and may
be terminated at any time without cause. Participation in the program is based on continued
satisfactory performance and attendance. Participation in, or completion of, the program does
not guarantee further employment with the District beyond participation in the Internship
program. The provisions of this program do not constitute an expressed or implied contract
and any provision of this program may be modified or revoked without notice.
The Administrative Services Intern is designed to attract, develop, and mentor individuals
interested in pursuing a career in local government, specifically Administrative Services which
consists of human resources, finance, budgeting, and contract management. More specifically,
interns are given definite work assignments involving meaningful participation in a wide
variety of projects including, but not limited to inputting accounts payable invoices, assisting
with payroll functions, assist with reporting and auditing, preparing trainings, and assist with
recruitment. Students will also be responding to inquiries from employees; preparing
correspondence, notices, memorandums, and reports; and collecting and analyzing data and
information.
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ABOUT THE DEPARTMENT
The Administrative Services Department works with the General Manager on the business and
personnel functions of the District. Administrative Services:
• Is responsible for District financial activities, including budget and expenditures,
inventory, audits, investments, and payroll;
• Oversees human resources functions, including classification and
compensation, recruitment and selection, performance appraisals, personnel
records, and staff development and education;
• Administers benefits programs and risk management;
• Oversees safety programs and protocols;
• Is responsible for District Records, including resolutions, Board and committee
agendas, meeting materials and minutes, and public records requests;
• Coordinates Board and committee meetings;
• Maintains and coordinates review of District policies with District counsel for
compliance with federal, state, and local laws and advises staff on applicable
policies;
• Oversees information technology;
• Provides support to the Board of Directors; and
• Oversees procurements, contracts, and agreements.
ABOUT THE POSITION
The Administrative Services Intern supports the District as general support to Board of
Directors, District management, staff, and the public.
SUMMARY/OBJECTIVE
The Administrative Services Intern supports the goals of the Administrative Services
Department and District by assisting with Brown Act requirements; accounting, record
keeping, financial reporting, including year-end procedures and related regulatory/GASB
requirements; meeting all required deadlines for regulatory, financial, and staff related
activities. In addition, this position works closely with the Administrative Services Manager
in developing and implementing technical projects and programs, including Water
Resources, Capital Improvement Projects, Operations and Maintenances, and grants.
ESSENTIAL FUNCTIONS
• Communicate effectively with diverse audiences to promote District’s mission of
protecting the Chino Groundwater Basin.
• Provide research and analytical work on an entry-level professional basis using
various research techniques and methods.
• Conduct studies of administrative systems, laws, policies, procedures and practices.
• Assisting with creating reports including staff reports for Board and Committee
Meetings.
• Assisting with the administration of personnel related matters, including
employment procedures, classification and pay, on-boarding and off-boarding,
background checks, and employer-employee relations.
• Assisting with administering the District’s safety program.
• Assisting with preparing and presenting the District’s annual operating budget.
COMPETENCIES
Knowledge and Experience
• Knowledge of Microsoft Office tools.
• Federal, state, and local laws relating to groundwater and water storage desired, but
not required.
Position approval date: TBD
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Skills
• Customer service.
• Can communicate complex programs, projects, and issues clearly and concisely,
both verbally and in writing.
• Exceptionally detail-oriented, with superb organizational skills.
• Gather data, compile information, and prepare reports.
• Collaborative teamwork.
• Verbal and written communication skills.
Abilities
• Demonstrates curiosity and desire to learn about topics relevant to the District’s
mission such as water, conservation, landscaping, watershed science, and trends,
etc.
• Work meticulously with numbers for reports, checking work, and ensuring accuracy.
• Uses flexibility and problem-solving skills.
• Initiate, observe, and maintain effective safety practices.
• Demonstrates positive attitude and initiative to attain information and skills
necessary to complete tasks and projects well.
• Potentially, once trained, prepare and deliver clear, concise, well-organized
presentation to the District’s Board/Committees, staff, and/or outside partners.
• Maintain confidentiality.
SUPERVISION
• Reports to: Administrative Services Manager
• Supervises: Does not provide any supervision
POSITION TYPE AND EXPECTED HOURS OF WORK
• Limited Term Part-Time Employment, up to 20 hours per week, up to 849 hours per
fiscal year (July 1 – June 30); evening and/or weekend work may be required to
complete required duties and projects and participate in events.
• The Waterwise Community Center hours are Monday – Saturday, 8am-5pm. There is
significant flexibility to work within those hours.
EDUCATION AND EXPERIENCE
• Must be at least 18 years old and enrolled or a recent graduate within 2-years of a
higher education institution with a minimum average GPA of 2.0.
• Interest in public administration, business administration, human resources, public
policy, finance, sustainability, and similar fields is necessary for success in the
position.
WORK ENVIRONMENT
• Standard office setting. Must be able to work in fast-paced environment.
PHYSICAL DEMANDS
• Communicates orally in English with District Board members, co-workers, and the
public in face-to-face, one-to-one, group, and classroom settings. Must be able to
exchange information in these settings and promote a positive and collaborative
image.
• Work at a desk for an extended period of time.
• Sitting for extended periods.
• Regularly operates a telephone for communication.
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• Operates office equipment such as computers, printers, copiers, projectors, and FAX
machines.
• Sufficient finger/hand coordination and dexterity to operate and adjust office
equipment.
• May be required to move/position supplies and materials of up to 50 Lb.
• Intermittently moves materials, shifts items up to 25 lbs. for brief to moderate
durations of up to 5 minutes.
• Traverses over uneven terrain.
• Uses a variety of hand tools, cleaning solutions and equipment in the performance
of light janitorial and office type work to support programs.
ADDITIONAL ELIGIBILITY QUALIFICATIONS
• Applicants who are selected for hire are fingerprinted during the pre-placement
processing period. All fingerprints will be processed with the Department of Justice
to verify criminal records or absence thereof.
• Our Board of Directors passed a policy called COVID-19 Vaccination & Mask
Requirement Policy which requires all District employees, interns, fellows, and
volunteers who are 12 years old and over to show proof of COVID-19 vaccination to
our human resources department prior to starting employment/volunteering
with the District.
• Complete 1-hour Sexual Harassment training within first month of employment.
• Must demonstrate ability to legally work in the United States and possess
appropriate documentation.
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POSITION

CONSERVATION PROGRAMS INTERN

SALARY GRADE

106

SALARY RANGE

$15.12 to $19.84/per hour or academic credit

CLASSIFICATION

Limited Term Part-Time Employment, up to 20 hours per week, up to 849
hours per fiscal year (July 1 – June 30), Non-exempt under the Fair Labor
Standards Act (FSLA).

DATE

TBD

ABOUT THE DISTRICT
Chino Basin Water Conservation District (District) is recognized throughout the state as an
innovative, energetic, and effective water conservation organization. The District is dedicated
to the protection of the Chino Groundwater Basin to ensure that the current and future water
needs of the region will be met. Its core business is two-pronged: (1) increase water supply
through groundwater percolation; and (2) decrease water demand through conservation
education, workforce training, and services. The District provides programs, services, and
resources to audiences of all ages and backgrounds to cultivate a community-wide
conservation ethic and build regional capacity for water resilience.
ABOUT THE INTERNSHIP PROGRAM
The District's Internship program is a component of the District’s Training and Employment
Preparation Program. The Program provides an opportunity for trade, undergraduate and
graduate students to gain valuable work experience in a local government setting. The
program provides hands-on, research, analytical and/or project coordination experience
through assignments in one or more departments. This is “at will” employment opportunity
and may be terminated at any time without cause. Participation in the program is based on
continued satisfactory performance and attendance. Participation in, or completion of, the
program does not guarantee further employment with the District beyond participation in the
Internship program. The provisions of this program do not constitute an expressed or implied
contract and any provision of this program may be modified or revoked without notice.
The Conservation Programs Intern will gain experience with maintenance practices for
waterwise and California native landscapes and professional water management. Water
management experience will include site evaluation, irrigation auditing, and irrigation
scheduling techniques for both residential and commercial properties. Garden experience will
include techniques for planting, plant establishment, pruning / detailed species-specific care,
organic pest control, and more. Water management experience will include preparing for
irrigation system audits, operating irrigation controllers, inspecting irrigation systems for
issues, calculating precipitation rates for spray, rotor, and drip irrigation systems, documenting
site observations, and helping create reports which include irrigation scheduling
recommendations, and water use savings calculations. Interns will experience working in a
professional public service environment and interact with landscape crews, property
managers, and/or municipal staff in a professional context.
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ABOUT THE DEPARTMENT
The Conservation Programs Department provides:
• Landscape audits;
• Maintenance of the District’s Waterwise Community Center public
demonstration garden and plantings;
• Landscape design and horticultural consultations;
• Free workshops and resources focused on California native, waterwise, and
sustainable landscaping for community members;
• Irrigation audits and training;
• Professional development courses and certification programs for landscape
professionals related to water conservation, landscape transformation, and
water efficiency; and
• Administration of grants and contract to develop and deliver audit, landscape
transformation, and water efficiency programs in the District’s service area.
ABOUT THE POSITION
The Conservation Program Intern supports the District's goal to sustain regional water
resources. This position focuses on work in urban landscapes and the landscape industry.
SUMMARY/OBJECTIVE
The Conservation Program Intern supports the goals of the Conservation Programs
Department and District by assisting with demonstration garden projects and care,
implementation and assessment of water conservation programs and trainings for the
public and professionals, and / or development of informational resources, depending on
assignment and intern skill set.
ESSENTIAL FUNCTIONS
• Maintenance and renovation tasks in the Waterwise Demonstration Garden
including, planting, pruning, weeding, mulching, and other landscape and
horticulture tasks.
• Assist with irrigation system and water management audits of residential and
commercial properties.
• Assist with site evaluations including (under supervision) operating irrigation
systems, make observations and taking photos of identified issues.
• Assist with precipitation rate tests and calculations, and interact with landscape staff,
property managers, and site owners in a professional manner.
• With training and supervision, assist with audit reporting including uploading and
organizing site observation photos and notes.
• Assisting with creating reports including site observation write ups and irrigation
controller setting recommendations.
• Print and email audit reports.
• Enter site water use data into spreadsheets to track water use changes of past
program participants.
• Identify opportunities for the District to expand public knowledge of its programs.
• Communicate effectively with diverse audiences to promote District’s mission of
protecting the Chino Groundwater Basin in order to guarantee that current and
future water needs will be met by promoting water conservation education.
• If assigned, depending on intern skill set, assist with the creation of public
informational resources related to waterwise and sustainable landscaping.
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COMPETENCIES
Knowledge and Experience
• Knowledge of Microsoft Office tools
• General understanding of water-use efficiency principles and irrigation system best
practices.
• General knowledge of waterwise plants suited for Inland Valley area landscapes.
Skills
• Customer service
• Collaborative teamwork
• Verbal and written communication skills
Abilities
• Demonstrates curiosity and desire to learn about topics relevant to the District’s
mission such as water, conservation, landscaping, watershed science, and trends,
etc.
• Work meticulously with numbers for reports, checking work, and ensuring accuracy.
• Uses flexibility and problem-solving skills.
• Initiate, observe, and maintain effective safety practices.
• Demonstrates positive attitude and initiative to attain information and skills
necessary to complete tasks and projects well.
• Work independently as necessary.
SUPERVISION
• Reports to: Conservation Programs Manager
• Supervises: Does not provide any supervision
POSITION TYPE AND EXPECTED HOURS OF WORK
• Limited Term Part-Time Employment, up to 20 hours per week, up to 849 hours per
fiscal year (July 1 – June 30); occasional evening and/or weekend work may be
required to complete required duties and projects and participate in events; respond
to emergencies as necessary.
• The Waterwise Community Center hours are Monday – Saturday, 8am-5pm. There is
significant flexibility to work within those hours, with work schedule pre-approved
by Manager.
EDUCATION AND EXPERIENCE
• Must be at least 18 years old and enrolled or a recent graduate within 2-years of a
higher education institution with a minimum average GPA of 2.0.
• Interest in plant science, horticulture, landscape architecture, irrigation
management, or similar fields is necessary for success in the position. Some
completed course work or work experience in one or more of the above fields of
study is required.
WORK ENVIRONMENT
• Indoor and outdoor work, year-round, in all weather conditions. Must be able to work
outdoors in heat, direct sun, wind, rain, and cold. Must be able to work in fast-paced
environment.
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PHYSICAL DEMANDS
• Communicates orally in English with co-workers and the public in face-to-face, oneto-one and in group settings. Must be able to exchange information in these settings
and promote a positive and collaborative image.
• Regularly operates a telephone for communication.
• Operates office equipment such as computers, printers, copiers, projectors.
• Regularly uses field equipment and tools such as soil probes and shovels.
• As a passenger, travels frequently by vehicle to conduct District business.
• Regularly works in an outdoor environment in the sun, wind, rain, etc.
• Occasionally moves/positions supplies and materials of up to 50 Lb.
• Regularly moves materials, shifts items up to 25 lbs.
• Traverses over uneven terrain.
• Uses a variety of landscaping tools including but not limited to pruners, loppers,
shovels, rakes, and brooms.
• Uses a variety of hand tools, cleaning solutions and equipment in the performance
of light janitorial and office type work to support programs.
ADDITIONAL ELIGIBILITY QUALIFICATIONS
• Applicants who are selected for hire are fingerprinted during the pre-placement
processing period. All fingerprints will be processed with the Department of Justice
to verify criminal records or absence thereof.
• Our Board of Directors passed a policy called COVID-19 Vaccination & Mask
Requirement Policy which requires all District employees, interns, fellows, and
volunteers who are 12 years old and over to show proof of COVID-19 vaccination to
our human resources department prior to starting employment/volunteering
with the District.
• Must demonstrate ability to legally work in the United States and possess
appropriate documentation.
• Complete 1-hour Sexual Harassment training within first month of employment.
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POSITION

FACILITIES & OPERATIONS TRADES INTERN

SALARY GRADE

106

SALARY RANGE

$15.12 to $19.84/per hour or academic credit

CLASSIFICATION

Limited Term Part-Time Employment, up to 20 hours per week, up to 849
hours per fiscal year (July 1 – June 30), Non-exempt under the Fair Labor
Standards Act (FSLA).

DATE

TBD

ABOUT THE DISTRICT
Chino Basin Water Conservation District (District) is recognized throughout the state as an
innovative, energetic, and effective water conservation organization. The District is dedicated
to the protection of the Chino Groundwater Basin to ensure that the current and future water
needs of the region will be met. Its core business is two-pronged: (1) increase water supply
through groundwater percolation; and (2) decrease water demand through conservation
education, workforce training, and services. The District provides programs, services, and
resources to audiences of all ages and backgrounds to cultivate a community-wide
conservation ethic and build regional capacity for water resilience.
ABOUT THE INTERNSHIP PROGRAM
The District's Internship program is a component of the District’s Training and Employment
Preparation Program. The Program provides an opportunity for trade, undergraduate and
graduate students to gain valuable work experience in a local government setting. The
program provides research, analytical and project coordination experience through
assignments in one or more departments. This is “at will” employment opportunity and may
be terminated at any time without cause. Participation in the program is based on continued
satisfactory performance and attendance. Participation in, or completion of, the program does
not guarantee further employment with the District beyond participation in the Internship
program. The provisions of this program do not constitute an expressed or implied contract
and any provision of this program may be modified or revoked without notice.
The Facilities & Operations Trades Internship provides trade school and college students the
opportunity to explore a career path within the Facilities & Operations Department. Interns will
enhance their classroom learning by obtaining practical real-world work experience. The
internship program is designed to provide students with meaningful work experience to
supplement their academic curriculum and to enhance their future career development.
ABOUT THE DEPARTMENT
The Facilities & Operations Department provides:
• Management and oversite of the District’s facilities including the Waterwise
Community Center, percolation basins, and demonstration garden;
• Responsible for ensuring construction projects are completed on time and on
or under budget by identifying and mitigating project risks and issues;
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Manages one or more components of a project (permitting, inspection,
monitoring, enforcement, reporting), identifying and tracking requirements,
completing the necessary actions, checking the work of others, and periodically
auditing conformance with regulatory and contractual requirements;
Evaluates and assists in the selection of consultants to provide professional
services on projects; provides administration of professional services
agreements for assigned projects;
Directly manages small projects to completion with emphasis on contract
compliance, quality, cost control, schedule compliance, and permits;
Provides environmental documentation as needed for projects; manages the
work of environmental consultants in their preparation of documentation and
mitigation monitoring activities to meet the requirements and regulations of
State and Federal agencies;
Evaluates right-of-way acquisition needs for various projects; assembles teams
to accomplish needed appraisal, negotiation, and acquisition of property;
Conducts visits to job sites, other agencies, material suppliers, contractors, and
consultants to coordinate, inspect, review, and monitor work, and to gather
information and/or negotiate resolution;
Creates, edits, and issues all internal and external project communications,
including but not limited to, project meetings, reports, status updates to project
team, vendors, consultants, stakeholders, subject matter experts, executives,
and governing bodies;
Collaborates with project stakeholders, and subject matter experts to define
project scope and objectives, gather requirements, develop specifications,
identify deliverables, and establish timelines; and
Develops and maintains project documents such as project charters, detailed
project plans, project schedules, requirements, develop bid documents for
contractors, reports, feasibility studies, cost/benefit analysis, communications
plans, risk matrices, action item logs, meeting agendas, meeting minutes,
policies, procedures, process flow charts, standard operating procedures,
service level agreements, manuals, and training documents.

ABOUT THE POSITION
The Facilities & Operations Intern supports the District's goal to sustain regional water
resources. This position focuses on working in percolation basins and grounds oversite.
SUMMARY/OBJECTIVE
The Facilitates & Operations Intern supports the goals of the Facilities & Operations
Department and District by performing a variety of responsible landscaping, grounds and
vegetation maintenance on District properties including but not limited to mowing,
planting, trimming, raking, watering, weeding, fertilizing, and renovating vegetation.
ESSENTIAL FUNCTIONS
• Communicate effectively (Bilingual in Spanish and English preferred but not
required) with diverse audiences to promote District’s mission of protecting the
Chino Groundwater Basin.
• Operates powered equipment, such as mowers, tractors, chain saws, gas clippers,
sod cutters, and pruning saws. Operates a variety of hand and power equipment
commonly used in landscaping and maintaining grounds.
• Mow or edge lawns using power mowers or edgers.
• Prune or trim trees, shrubs, or hedges, using shears, pruners, or chain saws.
• Care for established lawns by seeding, mulching, aerating, weeding, grubbing,
removing thatch, or trimming or edging around flower beds, walks, or walls.
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Inspects grounds for hazards, reports, and repairs as necessary.
Provide proper upkeep of sidewalks, driveways, parking lots, fountains, planters, or
other grounds features.
Under supervision mixing of concrete for various projects.
Painting in District properties.
Some janitorial duties may be required.
Facility maintenance and repairs throughout District properties.
Under supervision assists in mixing and dispensing fertilizers and herbicides.
Maintain or repair tools, equipment and structures.
Gather and remove litter.
Under supervision monitors and repairs irrigation systems.
Establish and maintain a plant propagation program.
Inspects assigned areas for insects and rodents.
Establish and maintain cooperative working relationships with co-workers, outside
agencies, and the public.
Assist with setup of District events.
Lead group tours of District Garden and basins.

COMPETENCIES
Knowledge and Experience
• General understanding of water use efficiency principles and irrigation system best
practices. Methods and techniques of planting, transplanting, cultivating, pruning,
plant propagation and maintaining a variety of lawns, ground cover, plants, shrubs,
hedges, and trees.
• Basic and accurate arithmetical calculations.
Skills
• Customer service
• Collaborative teamwork
• Competency in applying technical knowledge and carrying out a learned activity
• Putting knowledge and technical skills to beneficial use in a unique, efficient,
effective manner. For example, experience in applying principles of landscape
design and knowledge of drought-tolerant plants to public spaces, applying
knowledge of social media and analytics to develop outreach campaign, educator
with classroom management skills, etc.
Abilities
• Demonstrates curiosity and desire to learn about topics relevant to the District’s
mission such as water, conservation, landscaping, watershed science, and trends,
etc.
• Uses flexibility and problem-solving skills.
• Initiate, observe, and maintain effective safety practices.
• Demonstrates positive attitude and initiative to attain information and skills
necessary to complete tasks and projects well.
• Safely use and maintain tools and equipment used in grounds maintenance.
• Learn to operate District weather station equipment and system.
• Effectively apply fertilizers and herbicides
• Follow oral and written directions in English.
SUPERVISION
• Reports to: Facilities & Operations Manager and Facilities & Basin Technician
• Supervises: Does not provide any supervision
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POSITION TYPE AND EXPECTED HOURS OF WORK
• Limited Term Part-Time Employment, up to 20 hours per week, up to 849 hours per
fiscal year (July 1 – June 30); evening and/or weekend work may be required to
complete required duties and projects and participate in events; respond to
emergencies as necessary.
• The Waterwise Community Center hours are Monday – Saturday, 8am-5pm. There is
significant flexibility to work within those hours.
EDUCATION AND EXPERIENCE
• Must be at least 18 years old and enrolled or a recent graduate within 2-years of a
higher education institution or trade school with a minimum average GPA of 2.0.
• Certificates from recognized organization in pesticides, herbicides, landscaping, and
irrigation preferred but not required.
WORK ENVIRONMENT
• Indoor and outdoor work, year-round, in all weather conditions. Must be able to work
outdoors in heat, direct sun, wind, rain, and cold. Must be able to work in fast-paced
environment.
• Exposure to the sun: 50% to 100% work time spent outside a building and exposed
to the sun.
• Work above floor level: Some work done on ladders or other surfaces from 4 to 20
feet above the ground.
• High temp: Considerable work time in hard manual labor in temperatures between
80-110 degrees.
• Humidity: Work in areas with unusually high humidity.
• Wetness: More than 10% of the work time getting part or all of the body and/or
clothing wet.
• Noise: Occasionally there are unusually loud sounds.
• Slippery surfaces: Occasional work on unusually slippery surfaces.
• Oil: Some parts of the body in contact with oil or grease occasionally.
• Dust: Works in or around areas with minor amounts of dust.
• Irregular or extended work hours. Occasionally required to change working hours
or work overtime.
• Exposure to chemicals: Herbicides, fertilizers, pesticides, insecticides, and
housecleaning chemicals.
PHYSICAL DEMANDS
• Communicates orally in English with District staff and public in face-to-face, one-toone settings. Must be able to exchange information in these settings and promote a
positive and collaborative image.
• Stands and walks for extended time periods.
• Hearing and vision within normal ranges with or without correction.
• Regularly uses field equipment and tools such as shovels, lawn mowers, and
shredders.
• As a passenger, travels frequently by vehicle to conduct District business.
• Stoops, kneels, crouches, crawls, and climbs during field maintenance and repair
work.
• Works in an environment with exposure to dust, dirt, and significant temperature
changes between cold and heat.
• May be required to move/position supplies and materials of up to 50 Lb.
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• Intermittently moves materials, shifts items up to 25 lbs. for brief to moderate
durations of up to 5 minutes.
• Traverses over uneven terrain.
• Uses a variety of hand tools, cleaning solutions and equipment in the performance
of light janitorial and office type work to support programs.
ADDITIONAL ELIGIBILITY QUALIFICATIONS
• Applicants who are selected for hire are fingerprinted during the pre-placement
processing period. All fingerprints will be processed with the Department of Justice
to verify criminal records or absence thereof.
• Our Board of Directors passed a policy called COVID-19 Vaccination & Mask
Requirement Policy which requires all District employees, interns, fellows, and
volunteers who are 12 years old and over to show proof of COVID-19 vaccination to
our human resources department prior to starting employment/volunteering
with the District.
• Complete 1-hour Sexual Harassment training within first month of employment.
• Must demonstrate ability to legally work in the United States and possess
appropriate documentation.
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POSITION

OUTREACH & PUBLIC AFFAIRS INTERN

SALARY GRADE

106

SALARY RANGE

$15.12 to $19.84/per hour or academic credit

CLASSIFICATION

Limited Term Part-Time Employment, up to 20 hours per week, up to 849
hours per fiscal year (July 1 – June 30), Non-exempt under the Fair Labor
Standards Act (FSLA).

DATE

TBD

ABOUT THE DISTRICT
Chino Basin Water Conservation District (District) is recognized throughout the state as an
innovative, energetic, and effective water conservation organization. The District is dedicated
to the protection of the Chino Groundwater Basin to ensure that the current and future water
needs of the region will be met. Its core business is two-pronged: (1) increase water supply
through groundwater percolation; and (2) decrease water demand through conservation
education, workforce training, and services. The District provides programs, services, and
resources to audiences of all ages and backgrounds to cultivate a community-wide
conservation ethic and build regional capacity for water resilience.
ABOUT THE INTERNSHIP PROGRAM
The District's Internship program is a component of the District’s Training and Employment
Preparation Program. The Program provides an opportunity for trade, undergraduate and
graduate students to gain valuable work experience in a local government setting. The
program provides research, analytical, and project coordination experience through
assignments in one or more departments. This is “at will” employment opportunity and may
be terminated at any time without cause. Participation in the program is based on continued
satisfactory performance and attendance. Participation in, or completion of, the program does
not guarantee further employment with the District beyond participation in the Internship
program. The provisions of this program do not constitute an expressed or implied contract
and any provision of this program may be modified or revoked without notice.
The Outreach & Public Affairs Intern will receive an immersive learning experience in water
conservation education. They will gain technical experience and skills through use of social
media and design applications, environmental communications experience through
developing outreach strategies to promote water conservation behavior, and research
experience through analyzing existing conditions and assessing community needs.
ABOUT THE DEPARTMENT
The Community Programs Department seeks to:
• Demonstrate best practices in conservation education in collaboration with
strategic partners across the region;
• Educate to activate a community-wide conservation ethic for all ages by
providing programs and resources that support awareness and knowledge of

Position approval date: TBD

Attachment 8

•

our water resources to promote watershed stewardship and adoption of
achievable conservation behaviors; and
Provide interpretation and education of percolation strategies in the Chino
Groundwater Basin to sustain a long-term water supply.

The Community Programs team develops, implements, and evaluates culturally relevant
youth education and community programming, and is responsible for the District and Center’s
public communications.
ABOUT THE POSITION
The Outreach & Public Affairs Intern supports the District's goal to increase its reach through
promoting the Waterwise Community Center and enhancing public relations and
communications.
SUMMARY/OBJECTIVE
The Outreach and Public Affairs Intern supports the goals of the Community Programs
Department and District by assisting with community engagement, public affairs, and
education projects including program and event coordination, communications, and
fostering regional partnerships. The primary responsibility of this internship is to support
the District’s mission by providing effective public environmental communications at the
Waterwise Community Center and communities throughout the Santa Ana River
Watershed.
ESSENTIAL FUNCTIONS
• Language - Communicate effectively (Bilingual in Spanish and English preferred but
not required) with diverse audiences to promote District’s mission of protecting the
Chino Groundwater Basin in order to guarantee that current and future water needs
will be met by promoting water conservation education.
• Collateral Materials - Promote District and Waterwise Community Center programs
by assisting with the maintenance of the District and Center’s website, signage,
lobby displays, literature racks, flyers, brochures, posters, and social media outlets.
• Research - Identify opportunities for the District to expand public knowledge of its
programs.
• Tabling - Support District outreach by preparing tabling materials and staffing
informational booths at conferences and other public events.
• Writing & Graphic Design - Draft written and graphic materials for digital and print
publication
• Staff Support - Assist with designing and implementing public outreach campaigns
around initiatives such as drought education, Water Awareness Month, and other
water conservation topics.
• Program Evaluation - Analyze District outreach efforts, track communication
trends, and recommend improvements and cost effectiveness measures.
• Photography - Photograph public workshops and events hosted by the Waterwise
Community Center to increase the District’s photo database to promote programs.
• Photo Editing - Edit and organize digital photos for use in District outreach
campaigns.
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COMPETENCIES
Knowledge and Experience
• Knowledge of Microsoft Office tools, familiarity with basic web content management
systems, social media management, and working knowledge of digital
communications software such as Adobe Creative Cloud products and Canva.
Skills
• Customer service
• Public speaking
• Collaborative teamwork
• Verbal and written communication skills
• Event coordination
• Public outreach
• Digital communications
Abilities
• Demonstrates curiosity and desire to learn about topics relevant to the District’s
mission such as water, conservation, landscaping, watershed science, science
education pedagogy, and trends, etc.
• Quickly adapts and learns new approaches and software for project management
and digital communications.
• Uses flexibility and problem-solving skills.
• Creates effective graphic designs and creative approaches for use in public
information and education programs for a wide variety of audiences.
• Demonstrates positive attitude and initiative to attain information and skills
necessary to complete tasks and projects well.
SUPERVISION
• Reports to: Community Programs Manager
• Supervises: Does not provide any supervision
POSITION TYPE AND EXPECTED HOURS OF WORK
• Limited Term Part-Time Employment, up to 20 hours per week, up to 849 hours
per fiscal year (July 1 – June 30); evening and/or weekend work may be required to
complete required duties and projects and participate in events; respond to
emergencies as necessary.
• The Waterwise Community Center hours are Monday – Saturday, 8am-5pm. The
ideal candidate would be available on Saturdays and some weekday evenings to
attend public programs hosted at the Waterwise Community Center and to staff
tabling events at various locations throughout our service area cities which include
Ontario, Montclair, Chino, Chino Hills, Upland & Rancho Cucamonga. Additional
hours to develop materials, review content, and receive training are more flexible.
EDUCATION AND EXPERIENCE
• Must be at least 18 years old and enrolled or a recent graduate within 2-years of a
higher education institution with a minimum average GPA of 2.0.
• Interest in communications, natural resources management, public policy,
environmental science, sociology, and similar fields is necessary for success in the
position.
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WORK ENVIRONMENT
• Indoor and outdoor work, year-round, in all weather conditions. Must be able to work
outdoors in heat, direct sun, wind, rain, and cold. Must be able to work in fast-paced
environment.
PHYSICAL DEMANDS
• Communicates orally in English with District Board members, co-workers, and the
public in face-to-face, one-to-one, group, and classroom settings. Must be able to
exchange information in these settings and promote a positive and collaborative
image.
• Regularly operates a telephone for communication.
• Operates office equipment such as computers, printers, copiers, projectors, and FAX
machines.
• Travels frequently by vehicle to conduct District business.
• Sometimes works in an outdoor environment in the sun, wind, rain, etc.
• Occasionally addresses a classroom setting, assists students at tables and on the
floor, inspects materials (plants, compost, etc.) on the ground, on tables/counters,
and on shelves.
• May be required to move/position supplies and materials of up to 50 Lb.
• Intermittently moves materials, shifts items up to 25 lbs. for brief to moderate
durations of up to 5 minutes.
• Traverses over uneven terrain.
• Uses a variety of hand tools, cleaning solutions and equipment in the performance
of light janitorial and office type work to support programs.
ADDITIONAL ELIGIBILITY QUALIFICATIONS
• Applicants who are selected for hire are fingerprinted during the pre-placement
processing period. All fingerprints will be processed with the Department of Justice
to verify criminal records or absence thereof.
• Our Board of Directors passed a policy called COVID-19 Vaccination & Mask
Requirement Policy which requires all District employees, interns, fellows, and
volunteers who are 12 years old and over to show proof of COVID-19 vaccination to
our human resources department prior to starting employment/volunteering
with the District.
• Complete 2-hour Mandated Reporter training within first week of employment.
• Complete 1-hour Sexual Harassment training within first month of employment.
• Must demonstrate ability to legally work in the United States and possess
appropriate documentation.

Position approval date: TBD

Attachment 9

POSITION

YOUTH PROGRAMS TEACHING INTERN

SALARY GRADE

106

SALARY RANGE

$15.12 to $19.84/per hour or academic credit

CLASSIFICATION

Limited Term Part-Time Employment, up to 20 hours per week, up to 849
hours per fiscal year (July 1 – June 30), Non-exempt under the Fair Labor
Standards Act (FSLA).

DATE

TBD

ABOUT THE DISTRICT
Chino Basin Water Conservation District (District) is recognized throughout the state as an
innovative, energetic, and effective water conservation organization. The District is dedicated
to the protection of the Chino Groundwater Basin to ensure that the current and future water
needs of the region will be met. Its core business is two-pronged: (1) increase water supply
through groundwater percolation; and (2) decrease water demand through conservation
education, workforce training, and services. The District provides programs, services, and
resources to audiences of all ages and backgrounds to cultivate a community-wide
conservation ethic and build regional capacity for water resilience.
ABOUT THE INTERNSHIP PROGRAM
The District's Internship program is a component of the District’s Training and Employment
Preparation Program. The Program provides an opportunity for trade, undergraduate and
graduate students to gain valuable work experience in a local government setting. The
program provides research, analytical and project coordination experience through
assignments in one or more departments. This is “at will” employment opportunity and may
be terminated at any time without cause. Participation in the program is based on continued
satisfactory performance and attendance. Participation in, or completion of, the program does
not guarantee further employment with the District beyond participation in the Internship
program. The provisions of this program do not constitute an expressed or implied contract
and any provision of this program may be modified or revoked without notice.
The Youth Programs Teaching Intern will receive an immersive experience in water
conservation education, gain experience with Next Generation Science Standards (NGSS) and
Environmental Principles and Concepts (EP&Cs) in an outdoor and nonformal science
education setting and build skills in behavior and classroom management.
ABOUT THE DEPARTMENT
The Community Programs Department seeks to:
• Demonstrate best practices in conservation education in collaboration with
strategic partners across the region;
• Educate to activate a community-wide conservation ethic for all ages by
providing programs and resources that support awareness and knowledge of
our water resources to promote watershed stewardship and adoption of
achievable conservation behaviors; and
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Provide interpretation and education of percolation strategies in the Chino
Groundwater Basin to sustain a long-term water supply.

The Community Programs team develops, implements, and evaluates culturally relevant
youth education programming, and is responsible for the District and Center’s public
communications.
ABOUT THE POSITION
The Youth Programs Teaching Intern supports the District's goals by leading culturally
relevant, inquiry-based environmental education programs for service area communities.
SUMMARY/OBJECTIVE
The Youth Programs Teaching Intern supports the goals of the Community Programs
Department and District by assisting with educating students on water conservation and
efficiency.
ESSENTIAL FUNCTIONS
• Language - Communicate effectively (Bilingual in Spanish and English preferred but
not required) with diverse audiences to promote District’s mission of protecting the
Chino Groundwater Basin in order to guarantee that current and future water needs
will be met by promoting water education.
• Classroom Management - Ability to lead a group, create supportive and safe
learning environments and effectively engage communities.
• Instruction - Receive training, feedback, and support to lead inquiry-based water
education programs primarily for K-6 grade students.
• Staff Support - Dedicate 8-20 hours/week each semester assisting with instruction
in field trip programming.
• Classroom Assistance - Assist with program set up and clean up.
• Curriculum Development and Evaluation - Create and evaluate teaching tools and
classroom management strategies to ensure that youth programs are culturally
relevant and inclusive to all learner types and backgrounds, including class
chaperones and English language learners.
• Program Development - Identify opportunities to extend student field trip
experiences by developing take home tools for students to spark conversation with
their families about water conservation.
COMPETENCIES
Knowledge and Experience
• Knowledge of Microsoft Office tools.
• Classroom and behavior management curriculum and instruction with youths TK8th grade.
Skills
• Customer service
• Public speaking
• Collaborative teamwork
• Verbal and written communication skills
Abilities
• Demonstrates curiosity and desire to learn about topics relevant to the District’s
mission such as water, conservation, landscaping, watershed science, science
education pedagogy, and trends, etc.
• Uses flexibility and problem-solving skills.
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•

Demonstrates positive attitude and initiative to attain information and skills
necessary to complete tasks and projects well.

SUPERVISION
• Reports to: Community Programs Manager
• Supervises: Does not provide any supervision
POSITION TYPE AND EXPECTED HOURS OF WORK
• Limited Term Part-Time Employment, up to 20 hours per week, up to 849 hours per
fiscal year (July 1 – June 30); evening and/or weekend work may be required to
complete required duties and projects and participate in events; respond to
emergencies as necessary.
• The Waterwise Community Center field trip programming occurs Tuesday Thursday, 8am-12pm. The ideal intern will be available during these hours, but at the
minimum available to attend two field trips per week. Additional hours to develop
materials, review content, and receive training can be more flexible. The
programming takes place primarily in an outdoor garden and park setting.
EDUCATION AND EXPERIENCE
• Must be at least 18 years old and enrolled or a recent graduate within 2-years of a
higher education institution with a minimum average GPA of 2.0.
• Interest in education, natural resources management, environmental science, and
similar fields is necessary for success in the position.
WORK ENVIRONMENT
• Indoor and outdoor work, year-round, in all weather conditions. Must be able to work
outdoors in heat, direct sun, wind, rain, and cold. Must be able to work in fast-paced
environment.
PHYSICAL DEMANDS
• Communicates orally in English with District Board members, co-workers, and the
public in face-to-face, one-to-one, group, and classroom settings. Must be able to
exchange information in these settings and promote a positive and collaborative
image.
• Frequently positions self to address a classroom setting, assist students at tables and
on the floor, inspect materials (plants, compost, etc.) on the ground, on
tables/counters, and on shelves.
• Regularly operates a telephone for communication.
• Operates office equipment such as computers, printers, copiers, projectors, and FAX
machines.
• Works with soil, water, compost, plants, “critters” (composting worms, tortoises, etc.)
and other teaching elements on a regular basis in garden, riparian, and classroom
settings
• Travels frequently by vehicle to conduct District business.
• Sometimes works in an outdoor environment in the sun, wind, rain, etc.
• Occasionally addresses a classroom setting, assists students at tables and on the
floor, inspects materials (plants, compost, etc.) on the ground, on tables/counters,
and on shelves.
• May be required to move/position supplies and materials of up to 50 Lb.
• Intermittently moves materials, shifts items up to 25 lbs. for brief to moderate
durations of up to 5 minutes.
• Traverses over uneven terrain.
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• Uses a variety of hand tools, cleaning solutions and equipment in the performance
of light janitorial and office type work to support programs.
ADDITIONAL ELIGIBILITY QUALIFICATIONS
• Applicants who are selected for hire are fingerprinted during the pre-placement
processing period. All fingerprints will be processed with the Department of Justice
to verify criminal records or absence thereof.
• Our Board of Directors passed a policy called COVID-19 Vaccination & Mask
Requirement Policy which requires all District employees, interns, fellows, and
volunteers who are 12 years old and over to show proof of COVID-19 vaccination to
our human resources department prior to starting employment/volunteering
with the District.
• Complete 2-hour Mandated Reporter training within first week of employment.
• Complete 1-hour Sexual Harassment training within first month of employment.
• Must demonstrate ability to legally work in the United States and possess
appropriate documentation.
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STAFF REPORT
CHINO BASIN WATER CONSERVATION DISTRICT
PERSONNEL COMMITTEE MEETING

_______________________________________________________________________________

MEETING DATE:

November 10, 2021

AGENDA ITEM: DI 3

FROM:

Elizabeth Skrzat, General Manager
Toyasha Sebbag, Administrative Services Manager

SUBJECT:

Calendar Year 2022 Holiday Schedule

ATTACHMENTS:

1) DRAFT 2022 Holiday Schedule
2) District Policy No. 39

RECOMMENDATION
Review, discuss, and recommend Board approval of the Calendar Year 2022 Holiday Schedule.
FISCAL IMPACT
None.
BACKGROUND
Annually, the Personnel Committee reviews for Board recommendation the Holiday Schedule for the
next calendar year (ATTACHMENT 1). Per Chino Basin Water Conservation District (District) Policy
No. 39 (ATTACHMENT 2), if a holiday falls on Saturday, employees will have the preceding Friday off
and if the holiday falls on a Sunday, employees will have the following Monday off.
ISSUES/ANALYSIS
The District is open Monday through Saturday 8 a.m. to 5 p.m. In 2022, Christmas Eve and New Year’s
Eve fall on Saturdays, while, Christmas and New Year’s Day fall on Sundays. Therefore, per Policy No.
39 below are recommendations for holiday observances for 2022 for consideration:

Personnel Committee Meeting Date: November 10, 2021
Subject: Calendar Year 2022 Holiday Schedule
Agenda Item: DI 3, Page 2
CHRISTMAS EVE & NEW YEAR’S DAY RECOMMENDATION
The District office will be closed on Christmas Eve, December 24, Christmas Day, December 25, and Christmas Eve Observed, December 23 and Christmas Day
Observed, December 26. The District office will be closed on New Year’s Eve, December 31, New Year’s Day, January 1, and New Year’s Eve Observed,
December 30 and New Year’s Day Observed, January 2.

18-Dec

19-Dec

20-Dec

21-Dec

22-Dec

23-Dec

24-Dec

Total

Sun.

Mon.

Tues.

Wed.

Thurs.

Fri.

Sat.

Hours

Closed

Open

Open

Open

Open

HOLIDAY
Closed
(Observed for
All staff)

HOLIDAY
Closed
Christmas Eve

40

25-Dec

26-Dec

27-Dec

28-Dec

29-Dec

30-Dec

31-Dec

Total

Sun.

Mon.

Tues.

Wed.

Thurs.

Fri.

Sat.

Hours

HOLIDAY
Closed
Christmas Day

HOLIDAY
Closed
(Observed for
All staff)

Open

Open

Open

HOLIDAY
Closed
(Observed for
All staff)

HOLIDAY
Closed
New Year’s Eve

40

1-Jan

2-Jan

3-Jan

4-Jan

5-Jan

6-Jan

7-Jan

Total

Sun.

Mon.

Tues.

Wed.

Thurs.

Fri.

Sat.

Hours

HOLIDAY
Closed
New Year’s Day

HOLIDAY
Closed
(Observed for
All staff)

Open

Open

Open

Open

Open

40

Attachment 1
2022 HOLIDAY SCHEDULE
Holiday
Date
Day of Week
New Year's Day*
Jan-01
Saturday
Martin Luther King Day
Jan-17
Monday
Presidents Day
Feb-21
Monday
Memorial Day
May-30
Monday
Independence Day
Jul-04
Monday
Labor Day
Sep-05
Monday
Veteran's Day
Nov-11
Friday
Thanksgiving Day
Nov-24
Thursday
Day after Thanksgiving Day
Nov-25
Friday
Christmas Eve*
Dec-24
Saturday
Christmas Day*
Dec-25
Sunday
New Year's Eve*
Dec-31
Saturday
New Year's Day 2023*
Jan-01
Sunday

Movement Needed
YES

YES
YES
YES
YES

* Christmas Eve, Christmas Day, New Years Eve, and New Year's Day falls on weekends (Saturdays and Sundays).
According to District Policy No. 39 "2. If the holiday falls on Saturday, employees will have the preceding Friday off. If
the holiday falls on Sunday, employees will have the following Monday off". Therefore, Christmas Holiday Observed,
December 23, 2022 and Christmas Day Holiday Observed December 26, 2021 and New Years Eve December 30, 2022
and New Years Day Monday, January 1, 2023.

ATTACHMENT NO. 2

No.
Issue No.
Effective Date:

39
4
1/1/10

Subject:

Holidays

Purpose: To provide salaried and full-time and part-time hourly employees holiday time off
with pay, or equivalent compensation.
Policy/Procedure:
1. The District pays full-time employees for twelve holidays per year:
* New Year’s Day
* Martin Luther King Day
* President’s Day
* Memorial Day
* Independence Day
* Labor Day
* Veteran’s Day
* Thanksgiving Day
* Day after Thanksgiving
* Christmas Eve
* Christmas Day
* New Year’s Eve
For the purpose of this policy, a holiday is defined as a day off with pay.
2. If the holiday falls on Saturday, employees will have the preceding Friday off. If the holiday
falls on Sunday, employees will have the following Monday off.
3. If a District observed holiday falls on an employee’s 9/80 Alternative Work Week scheduled
day off, the employee will accrue eight hours of holiday pay.
4. If an observed holiday falls on the employee’s eight hour work day, the employee will be
credited with eight hours of holiday pay.
5. If an observed holiday falls on the employee’s nine hour work day, the employee may elect
to use one hour of vacation or floating holiday leave accrual to supplement the eight-hour
holiday pay.
6. At the start of each year, the District designates 12 days as holidays and posts a list of
those days.

Chino Basin Water Conservation District
Policy and Procedures Manual

