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POLICY TITLE: PURPOSE OF BOARD POLICIES 1000

1000.101t is the intent of the Board of Directors of tlstal Vista Recreation and Park District to
maintain a Manual of Policies. Contained therdiallsdbe a comprehensive listing of the Board's
current policies, being the rules and regulatiareceed by the Board from time to time. The Manual
of Policies will serve as a resource for Directstaff and members of the public in determining the
manner in which matters of District business arbd@onducted.

1000.20 If any policy or portion of a policy containedthin the Manual of Policies is in conflict
with rules, regulations or law governing any Iglata Recreation and Park District or any contract
of the District. Said rules, contract, regulati@ndaw, shall prevail.

1000.30 An exception to or waiver of any policy containadhis manual or any policy incorporated
by reference, may be made only by action of ther@o&Directors, unless the Board provides
otherwise.

POLICY TITLE: ADOPTION/AMENDMENTS OF POLICIES 10 10

1010.10 Consideration by the Board of Directors to adopew policy or to amend an existing

policy may be initiated by any Director, or by tBeneral Manager. The proposed policy or
amendment is initiated by submitting a written tcdfthe proposed policy or amendment to each
Director and the General Manager through the Ristrifice, and requesting that the item be included
for consideration on the agenda of the appropregelar meeting of the Board of Directors.

1010.20 Adoption of a new policy or amendment of an emrgspolicy shall be accomplished at a
regular meeting of the Board of Directors and stegjuire a 4/5 affirmative vote of the entire Board
of Directors.

1010.30 Before considering whether to adopt or amendpanhigy, Directors shall have the
opportunity to review the proposed policy or amerdtrat the regular Board of Directors meeting
prior to the meeting at which consideration for @tthm or amendment is to be given. Copies of the
proposed policy or amendment shall be includetiénaigenda information packet for any meeting
where a proposed policy or amendment is to be dersil. The agenda information packets with
said copies shall be made available to each Diréataoeview at least three (3) days prior to the
meeting.

POLICY TITLE: CONFLICT OF INTEREST CODE 1020

Amended 9/02/04 per IVRPD Motion No. 040902-04 EO

Amended 12/02/04 per IVRPD Motion No. 041202-03 EO
Amended 9/30/10 per IVRPD Motion No. 100930-003 GB

1020.10 The Political Reform Act, Government Code Secti®8h800, et seq., requires state and
local government agencies to adopt and promulgat#liCt of Interest Codes. The Fair Political
Practices Commission has adopted a regulation]).2A@m. Code Section 18730, which contains the
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terms of a standard Conflict of Interest Code, Wheccontained in attachment 1. Therefore, the
terms of 2 Cal. Adm. Code Section 18730 and anynaments to it duly adopted by the Fair

Political Practices Commission, along with the@ttd Appendix A and Appendix B in which
officials and employees are designated and dismosategories are set forth, are hereby incorpdrate
by reference and constitute the Conflict of Intefésde of the ISLA VISTA RECREATION AND
PARK DISTRICT.

1020.20 Pursuant to Section 4(A) of the Standard Codegdesed employees shall file statements
of economic interests with the Park District. Upeneipt of the statements of the designated
employees, the agency shall retain the originalfanslard a photocopy of these statements to the
clerk of Santa Barbara County, Elections Division.

Appendix A
Disclosure Categories

DESIGNATED EMPLOYEES DISCLOSURE CATEGORIES
Board Members/Directors 1&2
General Manager 1&2
District Clerk 1&2
General Counsel (and Special Counsel if 1&2
required by the Board)
Consultants (if required by the General 1&2
Manager)
Personnel and Finance Committee 1&2
Members
Appendix B

Disclosure Categories

1020.40 When a designated employee is required to diedlogestments and sources of income, s/he
need only disclose investments in business enttiessources of income which do business in the
District, plan to do business in the District, @vk done business within the District in the past t

(2) years or which supply the kind of services oods used by the District. In addition to other
activities, a business entity is doing busineshiwithe District if it owns real property withingh
District. When a designated employee is requicedigclose interests in real property, s/he nedg on
disclose real property which is located in wholengpart within or not more than two (2) miles
outside the boundaries of the District or withirot¢2) miles of any land owned or used by the
District.

Designated employees shall disclose their finanotalest pursuant to the appropriate disclosure
category as indicated in Appendix A.

Disclosure Categories:

Category 1: All investments and sources of income.
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Category 2: All interests in real property, andastments and business positions in businessemtiti
and sources of income which engage in land devedopneonstruction or acquisition or sale of real

property.

ATTACHMENT 1

(Regulation of the Fair Political Practices ComnaissTitle 2, Division 6 of the California Code of
Regulations)

CCRS§18730 Provisions of Conflict of Interest Codes

1)

2)

Incorporation by reference of the terms of thisutetion along with the designation of employees
and the formulation of disclosure categories inAbpendix referred to below constitute the
adoption and promulgation of a conflict of interegtle within the meaning of Government Code
Section 87200 or the amendment of a conflict adnest code within the meaning of Government
Code Section 87306 if the terms of this regulatiom substituted for terms of a conflict of interest
code already in affect. A code so amended or adiogid promulgated requires the reporting of
reportable items in a manner substantially equitaie the requirements of Article 2 of Chapter 7
of the Political Reform Act, Government Code Sawi®1000, et seq. The requirements of a
conflict of interest code are in addition to othequirements of the Political Reform Act, such as
the general prohibition against conflicts of intgreontained in Government Code Section 87100,
and to other state or local laws pertaining to kcisfof interest.

The terms of a conflict of interest code amendeddmpted and promulgated pursuant to this
regulation are as follows:

a) Section 1. Definitions. The definitions containedhe Political Reform Act of 1974,
regulations of the Fair Political Practices Commoisg2 Cal. Code of Regs. Sections 18100,
et seq.), and any amendments to the Act or regukatre incorporated by reference into this
conflict of interest code.

b) Section 2. Designated Employees. The personsrpfabsitions listed in the Appendix are
designated employees. It has been determinedhtbsd persons make or participate in the
making of decisions which may foreseeably have ter@d effect on financial interests.

c) Section 3. Disclosure Categories. This code doégstablish any disclosure obligation for
those designated employees who are also speaifi@dvernment Code Section 87200 if they
are designated in this code in that same capacifyttte geographical jurisdiction of this
agency is the same as or is wholly included withmjurisdiction in which those persons
must report their financial interests pursuant tocbe 2 of Chapter 7 of the political Reform
Act, Government Code Sections 87200, et seq. ditiad, this code does not establish any
disclosure obligation for any designated employeles are designated in a conflict of interest
code for another agency, if all the following apply

i) The geographical jurisdiction of the agency isshme as or is wholly included within the
jurisdiction of the other agency;
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d)

i) The disclosure assigned in the code of the othem@gis the same as that required under
Article 2 of Chapter 7 of the Political Reform AGpvernment Code section 87200; and

iii) The filing officer is the same for both agencies.

Section 4. Statements for Persons Who Resign ®riassuming Office. Any person who
resigns within 12 months of initial appointmentvathin 30 days of the date of notice
provided by the filing officer to file an assuminffice statement, is not deemed to have
assumed office or left office, provided he or sheeribt make or participate in the making of,
or use his or her position to influence any decdisiad did not receive or become entitled to
receive any form of payment as a result of hisesrappointment. Such persons shall not file
either an assuming or leaving office statement.

i) Any person who resigns a position within 30 daythefdate of a notice from the filing
officer shall do both of the following:

(1) File a written resignation with the appointing poynand

(2) File a written statement with the filing officeraaring under penalty of perjury that
during the period between appointment and resigndte or she did not make,
participate in the making, or use the positiomftuence any decision of the agency or
receive, or become entitled to receive, any formpayment by virtue of being
appointed to the position.

Section 5. Contents of and Period Covered by Siatés of Economic Interests.

i) Contents of Initial Statements. Initial statemesttall disclose any reputable investments,
interests in real property and business positi@hd dn the effective date on the code and
income received during the 12 months prior to tifecéve date of the code.

i) Contents of Assuming Office Statements. Assumifigeostatements shall disclose any
reportable investments, interests in real propanty business positions held on the date of
assuming office or if subject to State Senate cordtion or appointment, on the date of
nomination, and income received during the 12 meptior to the date of assuming
office of the date of being appointed or nominatedpectively.

iii) Contents of Annual Statements. Annual statemdvah disclose any reportable
investments, interests in real property, incomelamsiness positions held or received
during the previous calendar year provided, howebeat the period covered by an
employee's first annual statement shall begin ereffective date of the code or the date
of assuming office whichever is later.

iv) Contents of Leaving Office Statements. LeavingcefStatements shall disclose
reportable investments, interests in real prop@amggome and business positions held or
received during the period between the closing dbtke last statement filed and the date
of leaving office.

POLICY MANUAL.doc 8 1/21/2011



f) Section 6. Manner of Reporting. Statements of egoa interests shall be made on forms
prescribed by the Fair Political Practices Commoissind supplied by the agency, and shall
contain the following information:

)

ii)

Investments and Real Property Disclosure. WImeim&estment or an interest in real
property is required to be reported, the statems&mdd contain the following:

(1) A statement of the nature of the investment oregie

(2) The name of the business entity in which each tmvest is held, and a general
description of the business activity in which thesiness entity is engaged.

(3) The address or other precise location of the negigaty:

(4) A statement whether the fair market value of theegtiment or interest in real property
exceeds one thousand dollars ($1,000), exceedadarand dollars ($10,000), or
exceeds one hundred thousand dollars ($100,000).

Personal Income Disclosure. When personal incemequired to be reported the
statement shall contain:

(1) The name and address of each source of incomegagorg two hundred fifty dollars
($250) or more in value or fifty dollars ($50) oora in value if the income was a gift
and a general description of the business actifigny, of each source.

(2) A statement whether the aggregate value of incaom €ach source, or in the case of
a loan, the highest amount owed to each sourcen@shousand dollars ($1,000) or
greater than ten thousand dollars ($10,000).

(3) A description of the consideration, if any, for whithe income was received.

(4) In the case of a gift the name, address and bussawivity of the donor and any
intermediary through which the gift was made: acdpsion of the gift: the amount or
value of the gift: and the date on which the gifisweceived.

(5) In the case of a loan, the annual interest ratelamdecurity, if any, given for the loan.

Business Entity Income Disclosure. When incoma blisiness entity, including income
of a sole proprietorship, is required to be repbttee statement shall contain:

(1) The name, address, and a general description @fuieess activity of the business
entity.

(2) The name of every person from whom the businestyeateived payments if the
filer's pro rate share of gross receipts from quaisons was equal to or greater than
thousand dollars ($10,000).
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9)

h)

iv) Business Positions Disclosure. When businessiposiare required to be reported, a
designated employee shall list the name and addfessch business entity in which he or
she is a director, officer, partner, trustee, erygdo or in which he or she holds any
position of management, a description of the bissiraetivity in which the business entity
is engaged, and the designated employee's positibrihe business entity.

v) Acquisition or Disposal During Reporting Periodh the case of an annual or leaving
office statement, if an investment or an intereseal property was partially or wholly
acquired or disposed of during the period coverethb statement, the statement shall
contain the date of acquisition or disposal.

Section 7. Prohibition on Receipt of Honoraria.

i) No member of a state board or commissions and sigrted employee of a state or
local government agency shall accept any honorafiam any source if the member or
employee would be required to report the receiphodme or gifts from that source on
his or her statement of economic interests. Tdasien shall not apply to any part-time
member of the governing board of any public institu of higher education unless the
member is also an elected official. Subdivisiaas (b), and (c) of Government Code
Section 89501 shall apply to the prohibitions iis gection. This section shall not limit or
prohibit payments, advances, or reimbursementsdeel and related lodging and
subsistence authorized by Government Code Sec8506

Section 7.1. Prohibition on Receipt of Gifts in Egs of $290.

i) No member of a state board or commission, and smuated employee of a state or local
government agency, shall accept gifts with a teééhe of more than $290 in a calendar
year from any single source if the member or emgoyould be required to report the
receipt of income or gifts from that source ondnder statement of economic interests.
This section shall not apply to any part-time mentdfehe governing board of any public
institution of higher education unless member $® @n elected official. Subdivision (e),
() and (g) of Government Section 89503 shall ajpplthe prohibitions in this section.

Section 8. Disqualification. No designated emptoghall make, participate in making, or in
any attempt to use his or her official positionrtuence the making of any governmental
decision which he or she knows or has reason tavkmid have a reasonably foreseeable
material financial effect distinguishable from éffect on the public generally, on the official
or a member of his or her immediate family or on:

i) Any business entity in which the designated empdyas a direct or indirect investment
worth one thousand dollars ($1,000) or more.

i) Any real property in which the designated empldyag a direct or indirect interest worth
one thousand dollars ($1,000) or more.

iii) Any source of income, other than gifts and othantlosses by a commercial lending
institution in the regular course of business emgeavailable to the public without regard
to official status aggregating two hundred fiftylldes ($250) or more in value provided
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)

K)

to, received by or promised to the designated eyeglavithin 12 months prior to the time
when the decision is made.

iv) Any business entity in which the designated empagea director, officer, partner,
trustee, employee, or holds any position of managgnor

v) Any donor of, or any intermediary or agent for adioof, a gift or gifts aggregating $290
or more provided to, received by, or promised odbsignated employee within 12
months prior to the time when the decision is made.

Section 8.1. Legally Required Participation. Ngigeated employee shall be prevented from
making, participating in the making of any decisida the extent his, or her participation is
legally required for the decision to be made. Tdat that the vote of a designated employee
who is on a voting body is needed to break a tessdwt make his or her participation legally
required for purposes of this section.

Section 8.2. Disqualification of State Officer @achployees. In addition to the general
disqualification provisions of section 9 no statenénistrative official shall make, participate
in making, or use his or her official position tdluence any governmental decision directly
relating to any contract where the state admirtisgafficial knows or has reason to know
that any party to the contract is a person with nviibe state administrative official, or any
member of his or her immediate family has, withihmonths prior to the time when the
official action is to be taken:

i) Engaged in a business transaction or transactionsrms not available to members of the
public regarding any investment or interest in pralperty; or

i) Engaged in a business transaction or transactiomsrms not available to members of the
public regarding the rendering of goods or serviogaing in value one thousand dollars
($1,000) or more.

Section 9. Manner of Disqualification. When a desied employee determines that he or

she should not make a governmental decision bedsuseshe has a disqualifying interest in

it, the determination not to act must be accomphhiedisclosure of the disqualifying

interest. In the case of a voting body, this deteation and disclosure shall be made part of
the agency's official record: in the case of aglesied employee who is the head of an agency
this determination and disclosure shall be maderiting to his or her appointing authority:

and in the case of other designated employeesi¢tesmination and disclosure shall be made
in writing to the designated employee's supervisor.

m) Section 10. Assistance of the Commission and Gaumsny designated employee who is

n)

unsure of his or her duties under this code mayeasiassistance from the Fair Political
Practices Commission pursuant to Governmental Gedieon 83114 or from the attorney for
his or her agency provided that nothing in thidisaaequires the attorney for the agency to
issue any formal or informal opinion.

Section 11. Violations. This Code has the forog effect of law. Designated employees
violating any provision of this code are subjectite administrative, criminal and civil
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sanctions provided in the Political Reform Act. vdmnment Code sections 81000-91015. In
addition, a decision in relation to which a viotatiof the disqualification provisions of this
code or of Government Code section 87100 or 8745Mmlkcurred may be set aside as void
pursuant to Government Code section 91003. Sudope are covered by this code for
disqualification purposes only. With respect tootther designated employees, the disclosure
categories set forth in the Appendix specify whialds of financial interests are reportable.
Such a designated employee shall disclose in Higiostatement of economic interests those
financial interests he or she has with are of ihd klescribed in the disclosure categories to
which he or she is assigned in the Appendix. $tiwen determined that the financial
interests set forth in a designated employee'sadise categories are the kinds of financial
interests which he or she foreseeably can affetemadly through the conduct of his or her
office.

0) Section 12. Statements of Economic InterestsceRt@ Filing. The code reviewing body
shall instruct all designated employees withircasge to file statements of economic interests
with the agency or with the code reviewing bodypas/ided by the code reviewing body in
the agency's conflict of interest code.

p) Section 13. Statements of Economic Interests: Tafi&ling.

i) Initial Statements. All designated employees erygalidby the agency on the effective
date of this code, as originally adopted, promw@datnd approved by the code reviewing
body, shall file statements within 30 days after ¢fffective date of this code. Thereafter,
each person already in a position when it is dedeghby an amendment to this code shall
file an initial statement within 30 days after #féective date of the amendment.

i) Assuming Office Statements. All persons assumegjghated positions after the
effective date of this code shall file statemenithiww 30 days after assuming the
designated positions, or if subject to State Secatéirmation, 30 days after being
nominated or appointed.

iii) Annual Statements. All designated employees $it@btatements no later than April 1.

iv) Leaving Office Statements. All persons who leagsighated positions shall file
statements within 30 days after leaving office.

POLICY TITLE: PUBLIC COMPLAINTS 1030

1030.10 The Board of Directors desires that public conmp¢éabe resolved at the lowest possible
administrative level, and that the method for re8oh of complaints be logical and systematic.

1030.20 A public complaint is an allegation by a membikthe public of a violation or
misinterpretation of District policy, state or fedelaw of which the individual has been adversely
affected.

1030.30 The method of resolving complaints shall be #s\is:
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1030.31 The individual with a complaint shall first presehe complaint in writing to the District.
The complaint may then be discussed with the GéManaager with the objective of resolving the
matter informally.

1030.32 At the option of the General Manager, he/she omgduct conferences and take testimony
or written documentation in the resolution of tleenplaint. A written decision from the General
Manager may be requested by the individual filimg tomplaint.

1030.33 If the individual filing the complaint is not ssfied with the disposition of the matter by the
General Manager, a written complaint may be filéith the Board of Directors within ten (10) days
of receiving the General Manager's decision. Tbar8 may consider the matter at the next regular
meeting, or call a special meeting. The Board &ijbeditiously resolve the matter. In making the
final decision, the Board may conduct conferenhesy testimony, as well as utilize the transcrgbts
written documentation. A written decision from tBeard may be requested by the individual filing
the complaint.

1030.40 This policy in no way prohibits or is intended tetek a member of the community or staff
member from appearing before the Board to presenially a testimony, complaint, or statement in
regard to actions of the Board, District programg services, or impending considerations of the
Board.

POLICY TITLE: CONFIDENTIALITY/ACCESS TO RECORDS 1040

1040.0101t is the policy of the Park District to providéizens with reasonable access to inspect and
obtain copies of public records of the district,iliprotecting privacy and confidentiality whenst

in the public interest and permitted by law. Pallccess shall not be given to records listed as
exempt from public disclosure in the California ReiRRecords Act or other state and federal laws
except in unusual circumstances when requiredWyolastrong public policy.

The determination of which records are exempt fdiselosure often requires balancing various
interests in accordance with tests prescribed Wy laitially, the General Manager will decide
whether records are exempt from disclosure. Tleesim of the General Manager may be appealed
to the Board of Directors.

1040.020 The following lists are representative only, ao¢ intended to be exclusive and are subject
to change without notice as a result of changesatute or case law.

1040.030 The public will have access to the Public Recarfd$e Isla Vista Recreation & Park
District which ordinarily will include: meeting agdas and minutes of public meetings;

1) any written information distributed to Board mensar consideration at a public meeting,
unless exempted under the Brown Act;

2) proposed and approved budgets;
3) statistical citations;

4) final reports and supporting memoranda;
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5)
6)
7)
8)

9)

notices, bulletins and policy statements;

official communications between government branches

amount of compensation of employees and their egnmat contracts;
bids for Park District purchases and contracts;

the price paid for real property after completidrihe purchase;

10)statements of economic interests required by thdlicbof Interest Code;

11)tort claims filed against the district, and docutsdiled with a court or administrative agency.

1040.040 The public does not have access to the ConfigldRecords of the Isla Vista Recreation &
Park District which ordinarily will include:

1)

2)

3)

4)

5)

6)

7)

8)

Employee records including personnel files, medieabrds, personal correspondence, or similar
materials the disclosure of which would constitameunwarranted invasion of personal privacy,
unless released by the employee or employees adifect

Complaints and investigation of complaints agaamployees, unless the Park District has found
that the charges are well founded and substantigdiure.

Records protected by the attorney client or atipmerk product privilege or pertaining to
pending litigation.

Preliminary drafts, notes or inter district mematanvhich are not retained by the Park District in
the ordinary course of business; employee grievanadess the employee requests they be
public.

Minutes or recording of closed sessions of the BaarPark District Committees.

Records pertaining to pending litigation, or claiagainst the Park District until the litigation or
claim is concluded, except documents filed witloart or administrative agency and written
claims that ordinarily are available to the public.

Real estate appraisals until the property has beeguired.

Any other records listed as exempt from public ldisgre in the California Public Records Act.

The Park District may withhold any other recordghi public interest served by not making the
record public clearly outweighs the public interestved by disclosure of the record. The District
shall file public records separately from confidehtecords.
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1040.050 Every employee of the Park District may examiisedn her own Confidential Personnel
Records for a reasonable amount of time duringlaedrark District office hours with reasonable
notice, which include:

1) Records relating to hours worked, pay, vacatioretisick leave, compensatory time and leave
time (called "Accrual Records").

2) Records that are or have been used to determirae hex qualifications for employment,
promotion, additional compensation, or terminatomther disciplinary (but not including letters
of reference or records of the investigation obagible criminal offense), grievances or
complaints filed by the employee (but not any coeffitial investigation records or reports), or
personal correspondence (called the "Employmenoiist).

3) Records relating to the physical or mental condibbthe employee, including, but not limited
to, any examination or treatment performed at dugiest of the Park District, worker's
compensation records, occupational health andysadebrds and the health benefits claims
(called the "Medical Information").

Any employee may review his or her Accrual Recokagpt in the Fiscal Department, at any time that
does not interfere with the work of the Fiscal Dép@nt. Employment Records and Medical
Information may be inspected by making a requesitédGeneral Manager who will review the
requests and arrange for the inspection within @)evorking days.

1040.060 Only the following are authorized to have acdes&ccrual Records other than their own:

1) General Manager or person authorized by the GeMaahger, employee supervisors, any
person, including a Director, authorized by the f8laaf Directors in the scope of their job
description.

2) Employees in the Fiscal Department and auditorgpanson, including a member, authorized by
the Personnel Committee.

1040.0700nly the following are authorized to have accedSrtiployment Records other than their
own:

1) General Manager or person authorized by the GeMaahger or any person, including a Board
member, authorized by the Board of Directors.

2) Any person, including a Personnel Committee mendaghorized by the Personnel Committee.

1040.080 Medical Information about employees will be cdefitial and protected from
unauthorized use or disclosure as required by #igothia Confidentiality of Medical Information
Act (the "Confidentiality Act"), the Americans witbisabilities Act of 1990 (ADA) and other
applicable law.

1040.090 Medical Information means any individually iddiable information in possession of or
derived from a provider of health care regardingatent's medical history, mental or physical
condition, or treatment.
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1040.100 The Park District will instruct all employees amglents handling files containing Medical
Information regarding this policy and security &yss.

1040.110 The Park District will establish security systerastricting access to files containing
Medical Information.

1040.120 The Park District will use Medical Informationlgrior the purpose of administering and
maintaining employee benefit plans, workers' comspaan and for determining eligibility for paid
and unpaid leave from work for medical reasonsgssh signed authorization is obtained from the
employee.

1040.130 Medical Information will not be otherwise useddisclosed except as allowed by the
Confidentiality Act, ADA and other applicable lavin summary, the Confidentiality Act and ADA
allow: disclosure of information compelled by juidicor administrative process or other specific
provision of law; use of relevant information imaavsuit, arbitration, grievance or other claim or

challenge if the employer and employee are paainesthe patient has placed his or her medical
condition in issue;

1) Disclosure to aid treatment if the patient is upedablauthorize disclosure.

2) Disclosure under a lengthy list of categories intle@ 56.30 Civil Code: ADA provides that
information obtained from a medical examinationnguiry will be maintained in separate
confidential medical files except that supervisamg managers may be informed regarding
necessary restrictions on work or duties of theleyge and necessary accommodations.

3) First aid and safety personnel may be informeddisability might require emergency treatment.

4) Government officials investigating compliance WitBA will be provided relevant information
on request.

1040.140 Only the following persons are authorized to haveess to Medical Information:

1) General Manager or person authorized by the GeMaahger and/or employees of the Fiscal
Department

2) Any person, including a Board member, authorizethieyBoard of Directors;
3) Any person, including a Personnel Committee mendaghorized by the Personnel Committee.

1040.150 Other Confidential Records. Only the followingrpons are authorized to have access to
other Confidential Records:

1. General Manager or person authorized by the @eN&nager.

2. Any person, including a Board member, authorizgthe Board of Directors.
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1040.160 Recognized employee organizations will have #raesaccess as citizens to Park District
records. In addition, they will have access to fi@lamtial Records when the need for the employee
organization for the information (and the burdembfaining consent if personnel records are
involved) outweighs the interest of the Park Dgdt(and the privacy interest of affected employiees
the case of personnel records) in maintaining cenfiiality.

1040.170All discussions in closed sessions of the Boagedcanfidential, except as required to be
reported by law. All board members will have asdesany minutes taken or recording made of
closed sessions (except a Board member who isalifgd from participating in the meeting
because of a conflict in interest) during reguliice hours of the Park District by appointmenthwit
the General Manager or Board Secretary. No persondivulge the content of a closed session
beyond the disclosures required by law, even wghapproval of the full board.

1040.180 Park District records are kept on various meaguiding paper, computer hard disk and
floppy disk. When access is allowed, it includesords stored on all media. Upon request and as
provided in Park District instructions for obtaiginecords, Park District employees will locate,
provide for inspection and prepare copies of rezord

1040.190 Authorized persons may examine and use ConfigleRacords only for Park District
purposes and as needed to carry out job taskswvihibiauthority of the authorized person. Thissdoe
not apply to employees examining their own records.

1040.200 Authorized persons must not disclose any confideimformation to any unauthorized
person unless required to do so by Park Distriitpaor by law.

1040.210 Violation of this policy by an employee of therP®istrict will be grounds for

disciplinary action up to, and including, dismiss#lolation by a committee member will be grounds
for censure and for removal from the committeeol&tion by a Board Member will be grounds for
censure and will constitute corrupt misconductfiice which is grounds for removal.

1040.220 If any provision of this Policy is inconsistenttvapplicable state or Federal law, the
applicable law will be applied.

1040.230 The following authorities may be helpful in irpegting policy 1040:

CIVIL CODE 8856-56.37 Confidentiality of Medical Informatidyct.

GOVERNMENT CODE 883060-3074 Removal from Public Office,

6250-6268 California Public Records Act, 54957.2ne book record of closed sessions, 54957.5
Agendas and other writing distributed for discusseo consideration.

LABOR CODE 8§1198.5 Employees access to their own personcetds.

ATTORNEY GENERAL Indexed Letter 1L76-201 (October 20, 1976).

CASES American Federation of State, etc. Employees geRes of the University of California
(1978) 80 Cal.App.3d 913.
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POLICY TITLE: GENERAL EMPLOYMENT POLICY 2005

2005.00 The District intends that all relations with emypges and volunteers involve justice and
open honesty without prejudice or bad faith. Pemgbpolicies are to be implemented with the best
interests of the District weighed against the sghitthe employee.

2005.01 Applications for positions shall be in writingpplicants for General Manager shall be
screened and reviewed for qualifications by a comemiconsisting of at least one Board Member,
one staff member and one public member. Selecfitime General Manager is the duty of the Board
of Directors.

2005.10 The General Manager shall be the Executive Qffife¢he Isla Vista Recreation and Park
District and for the Board of Directors.

2005.20 The terms and conditions of the General Managenjsloyment shall be specified in the
agreement of employment established between ther@eWanager and the Board of Directors. The
agreement of employment shall be for the periothaoé as specified therein.

2005.30 Whenever the agreement of employment establisaateen the General Manager and the
Board of Directors is in conflict with any Distripblicy, said agreement of employment shall prevalil

2005.40 The General Manager shall be appointed by thedBaad shall have general administrative
responsibility over the day-to-day business offirict and for the efficient conduct of any and a
projects and programs undertaken by the Districe General Manager shall be the administrative
head of the District staff.

2005.50 The compensation of the General Manager shalebermined by the District. When the
General Manager's position is vacant, a temporamne@l Manager may be selected from among the
Directors, who shall serve without compensatiohéothan payment of necessary expenses).

2005.60 No employee shall, directly or indirectly, giwdfer, or promise anything of value to any
representative of any organization in connectiotin\&ny transaction or business that the Districg ma
have with the organization.

2005.70 No employee shall engage in conduct which iogla| disruptive, or damaging to the
reputation of the District.

Because it is not possible to describe every stnatvhich could arise involving potential confliaté
interest, all employees are asked to carefullywatal any activity which could be construed as
potentially conflicting with their employment, abtal seek advice from the General Manager
regarding such activity.

2005.80 Employment At-Will Policy: It is the general po} of the District that employees are
employed at the will of the District for an indefmperiod. By virtue of this policy, it is undéssd
that one's job may terminate at any time at theofilhe District or at the will of the employeeitiv
or without cause, without liability, and with ortiout notice.
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2005.90Employment At-Will Guidelines:

1) Any employee who has a separate, individual orectilfely bargained employment contract for a
specific, fixed term of employment would be an gta to this policy.

2) Only the District Board is authorized to modifyghgolicy or to enter into any agreement contrary

to this policy.

3) The Employment At Will policy shall not be modifiéy any oral statements, statements
contained in this manual or any other employmelated documents. No document shall create
an express or implied contract of employment for definite period of time or for any terms or
conditions of employment.

4) Successful completion of any probationary periotherfirst or subsequent performance
evaluation periods shall not impact an employdatsis as an employee-at-will.

5) Under the terms of employment-at-will, nothing @néed in this manual or other employment
related documents will restrict the District's tighn change the terms or conditions of
employment or to terminate an employee, with ohwiitt just cause.

6) Statements of specific grounds for terminationfeeh in this policy manual or elsewhere are not
all inclusive and are not intended to restrictEhstrict's right to terminate an employee.

POLICY TITLE: STAFF MEETINGS 2010
*this policy was deleted per Board Motion 081106-0&B

POLICY TITLE: APPLICATION 2035

All candidates for employment must file an IslatdiRecreation & Park District Application Form
with the office.

POLICY TITLE: INELIGIBILITY OR DISQUALIFICATION 2040

The appointing authority or the personnel officeigy withdraw anyone from consideration whose
appointment will be deemed contrary to the bestrasts of the District. Reasons for disqualifizati
may include, but not limited to, the following da@éncies:

1) Lack of any of the requirements established foretkemination or position for which he/she
applies.

2) Addiction to the use of intoxicating beverages»toess.
3) Addiction to the use of habit-forming drugs.
4) Conviction of a felony, or conviction of a misdemeainvolving moral turpitude.

5) Dismissal from any position for any cause which lddee cause for dismissal by the District.
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6) Resignation from any position not in good standingn order to avoid dismissal.
7) Deception or fraud in making the application.
8) Request by applicant that his/her name be withdrfa@m consideration.

9) Failure to reply within a reasonable time, as dptby the personnel office, to communications
concerning availability for employment.

10)Disqualification or unsuitability for employment sgecified in any District rule or regulation.

POLICY TITLE: EDUCATIONAL ASSISTANCE 2120 *amend ed 11/13/08 AK

2120.10 Employees of the District are encouraged to puesiucational opportunities which will
further the mission of the District and preparenitfer career advancement.

2120.20 The District will reimburse full-time employeesrfapproved courses of study.

2120.30 To be eligible for reimbursement of course casts,employee must receive written
advance approval for the class(es) from the Gehaakger. Requests for reimbursement must be
submitted in writing. The employee will be notdief final approval, or the reasons for disapproval

POLICY TITLE: ADVANCEMENT OF WAGES 2140
2140.10 This policy shall apply to all District employees

2140.20 Employees requesting payment of wages in advahiegular pay days as defined in the
Memorandum of Understanding shall submit said retjicethe General Manager.

2140.30 The General Manager may authorize the requeshemhaement of wages if the amount
requested does not exceed the wages accrued (exchplicable deductions) by the employee to
the date of said request. Employee shall be ressiplerfor costs incurred by the District for
advancing wages.

2140.40 Advancement of wages prior to a regular pay dayt a privilege which an employee may
use at his/her discretion, but may be authorizethbyGeneral Manager at his/her discretion in case
of employee necessity and/or personal financialrgerey.

2140.50 Requests for advancement of wages may be sulnoitlg once in any pay period, and
frequent requests shall be grounds for denial tfaization.

POLICY TITLE: DRUG AND ALCOHOL ABUSE 2190

2190.10 The Isla Vista Recreation & Park District recaggs alcohol and drug dependency as
treatable conditions and encourages those employleesre suffering from such conditions to seek
treatment. The Isla Vista Recreation & Park Disteiccourages employees who wish to seek
treatment to request leaves of absence for thiggserin addition to using vacation, sick leave and
outside support groups.
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2190.20 The District does not allow alcohol or illegabstances to be distributed or used by its staff
during work hours. Should an employee attempt tdkwhile under the influence of alcohol or

illegal substances, it is cause for disciplinaryacup to and including dismissal as they areipgtt
themselves and others at risk. Employees fourhe o violation of this policy may be subject to
disciplinary action up to, and including, dismissal

POLICY TITLE: USE OF TOBACCO PRODUCTS W/IN THE DIS TRICT 2195

2195.10 Ample research exists demonstrating the healthrda of the use of tobacco products,
including smoking and the breathing of second-remdke. Therefore, in the best interest of the
health and safety of employees and the generaigytifsé smoking of tobacco products is banned
completely within District buildings or confinedages, or in District vehicles. No smoking signs
shall be posted in each District building.

2195.11 The successful implementation of this policy defgeupon the thoughtfulness,
consideration and cooperation of smokers and navksms. All individuals on District premises
share in the responsibility of adhering to thisi@ol

2195.20 All District employees will be responsible fonaging members of the public who are
observed smoking tobacco products in District bodd or confined spaces of the District's policy on
the matter. Said individuals shall be asked byf &aefrain from smoking.

2195.21 Members of the public who refuse to comply whitstpolicy may be directed by the
General Manager to leave District property.

2195.30 District employees who violate this policy wikIsubject to disciplinary action in
accordance with Policy #2260.

POLICY TITLE: PRE-EMPLOYMENT PHYSICAL EXAMINATION 2200

2200.10 All job applicants for full-time, temporary ananp-time employment who are seriously
being considered for hiring shall be required torsit to a physician's examination at District
expense.

2200.12 Applicants who refuse to cooperate in the exatianashall not be considered further for
employment.

2200.50 All medical examination results shall be keptfatential. The applicant may be told he/she
failed to pass the examination, but only the Gdridemager and Executive Secretary shall have
access to the actual examination results.

POLICY TITLE: SEXUAL HARASSMENT 2210

2210.10 Purpose: It is legally mandated by State ancefdaws that employees have a right to
work in an environment that is free from all forofsllegal discrimination, including sexual
harassment. Sexual harassment is a form of dis@tran that is prohibited by Title VIl of the Clvi
Rights Act of 1964 and California Government Coeéetdn 12940. Sexual harassment is a costly
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form of discrimination that can result in expenditigation that may result in back pay or punitive
damage awards, withdrawal of Federal support famdigor other adverse actions. District
employees have a grave responsibility for maintgmigh standards of honesty, integrity,
impartiality and conduct to assure proper perforoeanf the District's business and the maintenance
of confidence of the people it serves. ltis, dhere, the policy of the Isla Vista Recreation &aak
District that sexual harassment is unacceptablenaihdot be tolerated.

2210.20 Definition: Sexual harassment is generally dafias unsolicited and unwelcomed sexual
conduct of a written, verbal, physical and/or visuature, that usually occur when:

2210.21 Submission to that conduct or communication isieya&ither explicitly or implicitly, a term
or condition of employment (quid pro quo);

2210.22 Submission to or rejection of that conduct or oamication by an employee is used as a
basis for employment decisions affecting the engxdoyr,

2210.23 Such conduct or communication has the potergiaffect an employee's work performance
negatively and/or create an intimidating, hostil@therwise offensive work environment.

2210.30 Definition Examples: Sexual harassment manifiésédf in many forms. The following are
a few examples of sexual harassment:

2210.31 Written: Sexually suggestive or obscene letteoges or invitations.
2210.32 Verbal: Sexually derogatory comments, slursegokemarks or epithets.

2210.33 Visual: Leering, making sexual gestures, orldgpg sexually suggestive objects,
pictures, cartoons or posters.

2210.34 Physical: Assault, attempted rape, impedingl@cking movement, or touching.

2210.351 Sexual advances which are unwanted (this maydiecsituations which began as
reciprocal attractions, but later ceased to berecal).

2210.352Women in nontraditional work environments who suibjected to hazing (this may
include being required to perform unsafe work pcast, having tools and equipment stolen, etc.) if
requests for sexual favors are not met.

2210.353 Employment benefits affected in exchange for akfavors (may include situations where
an individual is treated less favorably becausergthave acquiesced to sexual advances).

2210.354 Implying or actually withholding support for agptment, promotion, transfer or change
of assignment; or initiating a rejection on probator adverse action; or suggesting that a poor
performance report will be prepared if requestsséxual favors are not met.

2210.355 Reprisals or threats after negative responsexoad advances.
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2210.40 Policy Publicizing: All employees shall be infeed of the District's sexual harassment
policy and complaint process and again when anyptaint is filed. Also, said policy and complaint
process shall be readily available to all employaes members of the general public utilizing the
District's facilities and services.

2210.41 All new employees shall be given a copy of thauséharassment policy at the time of
hiring and said policy's contents shall be discdisg¢h said employee at that time by the General
Manager.

2210.42 An annual bulletin shall be prepared and disteluo all employees reinforming them of
the District's sexual harassment policy. SaiddimiIshall also include summaries of cases invglvin
sexual harassment, including examples of backmayitive damages and personal financial liability
of supervisors.

2210.43 Within three (3) working days after any compldias been filed in accordance with this
policy, a bulletin shall be prepared and distrillui® all employees reinforming them of the Distsict
sexual harassment policy.

2210.50 Complaint Process: Any employee who believeg #re the victim of sexual harassment
may file a formal or informal complaint without feaf reprisal or embarrassment.

2210.51 An informal complaint is made verbally by the dayee to his/her immediate supervisor.
Although filing the complaint with said immediatepervisor is preferred, the employee is free ® fil
his/her complaint with any supervisorial employee.

2210.52 A formal complaint is made in writing to the eropées immediate supervisor. Although
submitting the formal complaint with said immediatgervisor is preferred, the employee is free to
submit his/her formal complaint with any superviabemployee, or with the Chairperson of the
Personnel Committee if the employee's immediatersigor is the General Manager and the General
Manager is unavailable or personally involved i $@mplaint.

2210.60 Complaint Response Process: Any supervisoripl@yse who receives a formal or
informal sexual harassment complaint shall perspulaliver said complaint immediately and
directly to the General Manager. If the Generah®ger is unavailable or personally involved in said
complaint, the complaint shall be delivered immesliaand directly to the Chairperson of the
Personnel Committee.

2210.61 Within three (3) working days of the filing offarmal or informal complaint, even if it is
withdrawn, an investigation shall be conductedth®/General Manager. If the General Manager is
personally involved, the investigation will be caistked by the Chairperson of the Personnel
Committee or other person appointed by the Chagreof the Personnel Committee if the General
Manager is unavailable or personally involved ia domplaint. The District has a handbook
available to assist with the investigation process.

2210.62 A written record of any investigation of an albelgsexual harassment shall be maintained.

Findings will be sent to the General Manager.héf General Manager is the alleged harasser, the
findings of the investigation will be retained bysBict counsel.
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2210.63 The investigation of sexual harassment requinas\estigation which may divulge the
name and nature of the alleged sexual harassn@amtfidentiality cannot be maintained.

2210.64 The person initiating the complaint has the righbe accompanied by an advocate(s) when
discussing alleged incidents. Said person shadvesed of this right prior to the commencement of
such discussions.

2210.70 Disciplinary Procedures and Sanctions: Upon kmnan of the investigation of an alleged
sexual harassment, appropriate action shall bentkehe General Manager against the harasser
where sexual harassment is found. Whatever pumshim meted out to the harasser shall be made
known to the victim of the harassment.

2210.71 Appropriate action shall be taken to remedy ticéna's loss, if any, resulting from the
harassment. Making the employee whole may invadugstatement, back pay, promotion, etc.

2210.72 Action taken to remedy a sexual harassment @tuahall be done in a manner so as to
protect potential future victims.

2210.73 Employees complaining of sexual harassment bleglirotected thereafter from any form of
reprisal and/or retaliation.

POLICY TITLE: NEPOTISM 2230

2230.10 It is the policy of Isla Vista Recreation and IPBistrict to seek for its staff the best possible
candidates through appropriate search procedUreste shall be no bars to appointment of close
relatives in any staff category in the same oredéht departments so long as the following standard
is met:

2231.11 No employee shall vote, make recommendations, any way participate in decisions
about any personnel matter which may directly affiee selection, appointment, promotion,
termination, other employment status, or interést cdose relative.

2231.111 For the purpose of this policy, "close relatii®tlefined as husband, wife, mother, father,
son, daughter, sister, brother and "in-laws".

2230.20 When an individual is considered for appointmard department in which an immediate
family member is already assigned, review of thi §hall be required at all appointing levels.eTh
objective of this review shall be to assure eqtotgll members of the department.

2230.30 It is the policy of the District that relativesmembers of the Board of Directors or regular
full-time employees may be employed by the Distfithat person meets or exceeds established
criteria and is determined to be the most qualifipglicant for the position. Relatives of District
employees hired as regular full-time, seasonaboi-{ime employees shall not work directly under
the supervision of the relative.

POLICY TITLE: OUTSIDE EMPLOYMENT 2240
(Updated 12/08/08 GB)
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2240.10District full time employee shall be permitte8BJECT TO WRITTEN APPROVAL
OF THE GENERAL MANAGER ) to accept employment.

2240.20 An employee who does have additional or outsidpleyment shall not be permitted to use
District records, materials, equipment, facilitesother District resources in connection with said
employment.

POLICY TITLE: PARK NAMING POLICY 2250
(Updated 4/07/05 EO)

2250.10 Purpose
The purpose of this policy is to establish stangaotedures and guidelines for the naming of public
parklands and facilities owned and/or operatechieyisla Vista Recreation and Park District.

This policy, adopted April 7, 2005 by the IVRPD Boa&f Directors, may not be consistent with
existing names of District areas and facilitiesatHer, this policy is a basis for future decisions.

2250.20 Authorization

The naming of parks and facilities shall be thection of the Board of Directors, in conjunction kit

a study group named by the Board. Through thisgrdiversity, balance, and creativity will be
sought during the process of adopting names. Tawgpgwill recommend names to the District Board
for final approval. Community input will be encagied through publicly noticed meetings.

2250.30 Objectives

In the naming of parks and facilities, the Board #@a appointed group shall be charged with keeping

to the objectives described by this policy, whielve the constituency and the history of the Distri
2250.31To provide meaningful name identification for indiual parks, park areas and/or
park facilities.
2250.32To provide criteria and opportunities for communitgut during the process of
naming parks, park areas, and/or park facilities.
2250.33To insure that the naming of parks, park areasoamérk facilities is controlled by
the District Board through recommendations fromghblic and staff.
2250.34To insure that existing names with historical figance to the District and the Isla
Vista community are not forgotten or replaced atabst of District history, i.e.,
remembrance of significant District events, landkeaand/or people who made contributions
to Isla Vista.

2250.40 Qualifying Names
Names submitted for consideration should providaeséorm of individual identity to the parks, park
areas, and/or park facilities to be named, in i@tab the following:
2250.41The geographic location of the park. This includescriptive names.
2250.42An outstanding feature or quality of the park.
2250.43An adjoining, street, school, or natural feature.
2250.44A commonly recognized historical event, group, argation, or individual (living or
deceased).
2250.45An individual or organization that contributed siigantly to the acquisition or
development of the facility to be named. This rarude either a deed or substantial
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monetary contribution, or contribution toward aaiuon and/or development of the park or
facility (typically not less than 50 percent of thedue of the property or improvements).
2250.460utstanding accomplishments by an individual fer glood of the community.
Quality of the contribution should be considereshgl with the length of service by the
individual - this to be fully substantiated by therson making the recommendation.
2250.47An individual who provided an exceptional serviodghe interest of the park system
as a whole, typically while serving in a publicioff. Current public officials should not be
considered as candidates for naming.

2250.48A folk name, or name of long standing given aneldusy the Isla Vista population,
other than the park’s “official” name.

2250.50 Other Naming Alternatives

The following are additional alternatives and erégewhich must be considered in the naming of

parks, park areas, and/or park facilities:
2250.51Parks and facilities that are donated to the Bistan be named by deed restriction
by the donor. The naming and acceptance of lasdhgect to approval by the District Board.
Naming rights are not guaranteed if the donatiopaskland is a dedication as required by the
District’s subdivision ordinance (parkland dedioai).
2240.52Facilities within a park can be named separategfthe park and/or facility in
which they are located, subject to the generalajunds outlined in this policy.
2240.53Individuals, groups, and/or organizations inter@steproposing a name for an
existing un-named park area or facility must ddog@resenting their written proposals to the
General Manager, for consideration by the BoarDicéctors.

2250.60 Naming Process for Existing Un-named Fadiés
2250.61 A temporary name will be designated by Districffdiar identification of the park
area or facility during acquisition and/or develagrn
2250.62 Individuals, groups, and/or organizations intergésteproposing a name for an
existing un-named park area or facility must ddog@resenting their written proposals to the
General Manager, for consideration by the BoarDioéctors.
2250.63 The Board of Directors will appoint an ad-hoc cortte@d to make a name
recommendation. This group may choose from a waokimeans to select a name, (e.g.,
citizen contests, recommendations from previousesgrhistorical review of the site, and
other criteria for naming included in this polickgt in all cases, public involvement is
required.
2250.64 The Board of Directors will conduct a public megtion the proposed naming and
allow 30 days following the public meeting for picbtomment.
2250.65 The Board of Directors will take action on the regufollowing the 30 days for
public comment.

2250.70 Naming Process for New Facilities
2250.71A temporary name will be designated by Distrietffstor identification of the park
area or facility during acquisition and/or develagrn
2250.72Individuals, groups, and/or organizations intexdsh proposing a name for an
existing un-named park area or facility must ddog@resenting their written proposals to the
General Manager, for consideration by the BoarDioéctors.
2250.73 The Board of Directors will appoint an ad-hoc coittee to make a name
recommendation. This group may choose from a waokimeans to select a name, (e.g.,

POLICY MANUAL.doc 26 1/21/2011



citizen contests, recommendations from previousesgrhistorical review of the site, and
other criteria for naming included in this polickgt in all cases, public involvement is
required.

2250.74 The Board of Directors will conduct a public megton the proposed naming and
allow 30 days following the public meeting for picbtomment.

2250.75The Board of Directors will take action on the regufollowing the 30 days for
public comment.

2250.80 Park Renaming
2250.81 The renaming of parks and facilities will be sigty discouraged. Critical
examination will be conducted by the Board to iestinat renaming the park will not diminish
the original justification for the name or the pramntributors. Community input will be
sought for any renaming of parks.
2250.82Renaming of parks will follow the same proceduresiaming of parks, but must also
be accompanied by either a petition containingstgeatures of the residents whose
properties surround the park, as well as the sigaatof qualified electors equal to at least
25% of the vote cast for the last presidentialteda¢ or by a majority vote of the Board of
Directors.
2250.830nly parks and facilities named for geographictores locations, outstanding
features or subdivisions should be considereddioaming. Parks that have been named by
deed restriction shall not be considered for rengmi
2250.84Parks and facilities named after individuals shaller be changed, unless it is found
that because of the individual’s character theiooet use of his/her name would not be in
the best interests of the community.

POLICY TITLE: ACCEPTANCE AND VIOLATIONS OF RULES 2260

In accepting employment with the Isla Vista Redmea& Park District, each employee agrees to be
governed by and to comply with its rules and regoites, Memorandum of Understanding,
administrative rules, regulations, and directivethe district department in which he/she is
employed. Violation of any provision of these sile grounds for discharge, suspension, or other
disciplinary action.

POLICY TITLE: INTERNET, E-MAIL, AND ELECTRONIC COM  MUNICATION ETHICS,
USAGE AND SECURITY 2265

(Updated 4/07/05 EO)

2265.10The Isla Vista Recreation and Park District progidevide range of computer resources to
staff for the purpose of advancing the missiorhefDistrict. These resources are provided and
maintained at the District’'s expense--and therefitre public’'s expense--and are to be used by
members of the Staff and Board with respect fompthgic trust through which they have been
provided.

2265.20 This policy provides details regarding the appuprand inappropriate use of District
computers. The procedures do not attempt to katiicall required or proscribed behavior by users.
Successful operation of the District computer nekwequires that all users conduct themselves in a
responsible, decent, ethical, and polite manndewising the District computers. The users amnately
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responsible for their actions in accessing andyusistrict computers. As users of District compsitéhey
are expected to review and understand the guideding procedures in this document.

2265.25The District expects everyone to exercise goodmuglg and use the computer equipment in
a professional manner. The use of the equipmegscted to be related to the District’s goals or
for conducting District business. The Districtognizes, however, that some personal use is
inevitable, and that incidental and occasional reabuse that is infrequent or brief in duration is
permitted so long as it occurs on personal timesdwt interfere with District business, and is not
otherwise prohibited by District policy or procedsr If an employee or an elected official is aware
of somebody violating this policy, they are to infothe General Manager of the alleged violation
within two (2) business days. If the General Mandg alleged to have violated this policy, thea th
person is to notify the Chairperson within two 2jsiness days.

2265.27 Use of District Software: District software is licsed to the District by a large number of
vendors and may have specific license restrictiegarding copying or using a particular program.
Users of District software must obtain permissiamf the District prior to copying or loading
District software onto any computer, whether thenpater is privately owned or is a District-owned
computer.

2265.30 Use of Internet and E-mail: All employees arettd officials must read and adhere to the
guidelines and policies established herein reggnase of Internet and e-mail. Failure to follovs §holicy
may lead to progressive discipline, up to and ofiolg employee termination.

2265.31 Employees and elected officials shall not usdrtteznet or e-mail in an inappropriate manner.
Inappropriate use of the internet and e-mail ineddbut is not limited to:

2265.31.1 Accessing internet sites that contain pornogragkploit children, or that would
generally be regarded in the community as offensivsites for which access has no official
business purpose.

2265.31.2 Participating in any profane, defamatory, harassilegal, discriminatory, or
offensive activity, or any activity that is incostgnt in any way with the District’s policies, (¢.9
the policy on sexual harassment).

2265.31.3 Exploiting security weaknesses of the District'snpoiting resources and/or other
networks or computers outside the District.

2265.31.4 Internet access is to be used for District busipagsoses only (unless the employee is
on break). Employees who have completed all jskstahould seek additional work assignments.
Use of the Internet should not interfere with iheety and efficient performance of job duties.
Personal use of the Internet and e-malil is nohafitef employment or elected office with the
District.

2265.32 Employees or elected officials do not have anytitig privacy in any District computer
resources, including e-mail messages produced,@arteived by District computers or transmitted
the District’s servers and network. Employee dadted official access to the Internet and e-rsail i
controlled by use of a password. The existenegpaissword does not mean that employees or elected
officials should have any expectation of priva&jected officials and employees must disclose their

passwords to the District upon request, and thiei®iill maintain a file of all District passwosd
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currently in use. The District may monitor the temts of all e-mail messages to promote the
administration of the District, its business, aotigges.

2265.33 Employees’ and elected officials’ access to amdafishe Internet, e-mail, and other electronic
communications will be monitored frequently. Feelto follow the policy may lead to progressive
discipline, up to and including employee terminati®isciplinary action may also include the remmfa
Internet and e-mail privileges, including accesaiftheir computer.

2265.34 Internet and e-mail provide means by which emmeya elected officials of the District may
communicate with District customers (general pgpbasiness associates, and fellow staff members or
elected officials about District matters. Messdges from customers, business associates, dod/fel
staff members or elected officials through the it e-mail system may be considered part of the
District’'s business records and should be treagestieh, in accordance with this policy and theiBubl
Records Act.

2265.35 Deleting an e-mail message does not necessardy the message cannot be retrieved from the
District's computer system. For a specific peodtime, the District retains backup copies of all
documents, including e-mail messages produced,ashteceived on the District’'s computer systesm, a
well as a history of web-site use.

2265.36 E-mail and any attachments are subject to the s#imeal and legal concerns and standards of
good conduct as memos, letters, and other papedoasuments. E-mail can be forwarded to others,
printed on paper, and is subject to possible desgoduring lawsuits in which the District may be
involved.

2265.37 Currently, all District e-mail being sent is noteypted. Unencrypted electronic mail is not a
secure way of exchanging information or files. Duthe way Internet data is routed, all messages a
subject to “eavesdropping”. Messages may be fstale they temporarily reside on host machines
waiting to be routed to their destinations, or they be purposefully intercepted from the Intechaing
transfer to the recipient. It is possible for someeother than the intended recipient to capttoeg,gead,
alter and/or re-distribute your message. Do m@oistmit information in an electronic mail message th
should not be written in a letter, memorandum,caudhent available to the public.

2265.38 E-mail, once transmitted, can be printed, forwdy@ad disclosed by the receiving party
without the consent of the sender. Use cauti@adressing messages to ensure that messages are not
inadvertently sent to the wrong person.

2265.39 Use of electronic mail or the Internet to disttédooopyrighted materials is prohibited.

2265.40 Each user should take the necessary steps tanprenaithorized disclosure of confidential or
privileged information. (This is especially impanmt for law firms and accounting firms that havest
professional ethical obligations and duties towheit clients.)

2265.41 Use of electronic mail or the Internet to senémdfve messages of any kind is prohibited.

2265.42 Use of electronic mail or the Internet for inapgprate or unauthorized advertising and
promotion of the District is prohibited.
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2265.43 When District employees or elected officials commate using electronic mail or other
features of the Internet, the employee or eledifeziad must be extremely mindful of the image kgin
portrayed of the District.

2265.44 Computer viruses can become attached to exectitabland program files. Receiving and/or
downloading executable files and programs via et mail or the Internet without expressed
permission of the General Manager is prohibiteklis ihcludes, but is not limited to, software prags

and software upgrades. All downloaded files mastdanned for viruses.

2265.45 Use of another user's name/account, without eggresmission of the Systems Administrator,
to access the Internet is strictly prohibited.

2265.46 Personal use of the District's computer resouiamegersonal, commercial or political activity
or any type of illegal activity is strictly prohtied.

2265.47 Itis advisable for all employees of the Distt@wtremind customers/clients/contractors of these
security issues when sending confidential eleatrorail and/or documents to the District via eleatro

mail. If applicable, our customer/clients/contaastshould be reminded to implement a securitepoli

and make sure their employees understand the catrofis of sending privileged information via
electronic mail. (This is especially important faw firms and accounting firms that have strict
professional ethical obligations and duties towtaeir clients.)

2265.48 The District will not be responsible for maintenamnd payment of personal Internet accounts
or related software. To maintain the integrity &relvall protection of the District’'s network sgsh,
telephone system, modem pool, or communicatioregeecess to the Internet shall only occur through
the firewall.

2265.49 E-mail messages that users need to retrieve freimglrsonal Internet accounts must be
retrieved via that User’s personal Internet accourtheir break time. District users shall noegscsuch
personal e-mail accounts using the District’s netveystem, telephone system, modem pool, or
communication server except on break and only &braat duration. Employees or public officials who
breach this policy shall have their privilege dehmet/e-mail access for personal use terminated.

2265.50 Elected official access will be related to conchgistrict business, such as corresponding
with constituents or other agencies, or researdbistict issues.

2265.51 Employees and elected officials will only accessltiternet using the approved Internet
browser (Internet Explorer). Any other browsemnlaised on a workstation will be promptly removed.

2265.52 Employees and elected officials will respect affyright and license agreements regarding
software or publication they access or downloachftioe Internet. The District will not condone atibns
of copyright laws and licenses and the employexeated official will be personally liable for afiges or
sanctions caused by the license or copyright igprinent. Any software or publication downloadeaont
District computer resources, becomes the sole pyopiethe District.

2265.53 Employees and elected officials shall only downliwdidrmation and/or publications for
official business purposes.
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2265.54 Employees and elected officials are to scan allndloaded materials before using or opening
them on their computers to prevent the introduadiotomputer viruses.

2265.55 All list subscriptions should be for business j@sgs only. The employee or elected official
will make sure List Servers are notified when thpleyee or elected official leaves the District.

2265.70 Employee or Elected Official AcceptandBy signing this agreement, | hereby represent tha
have read, understand, and agree to the Distné#get, E-mail, and Electronic Communicationsi¢sh
Usage, and Security Policy.

POLICY TITLE: MISCELLANEOUS 2270

2270.001 Application of Rules: These rules apply to @pdrtments in the District's service. Any
department head may, with the specific approvaéheiGeneral Manager, establish special rules to
meet the needs of that department or any of itsidivs so long as said rules and regulations are
consistent with and do not conflict with these pargel rules as set forth herein. Special rulestmus
be in harmony with the general spirit of this persel policy and the personnel rules as set forth
herein.

2270.002 Gratuities: No officer or employee of the Distrwill solicit or accept any gratuity for
services rendered in connection with his/her dwgea District employee from any source other than
the District.

2270.003 Political Activity: Employees shall be prohildtérom conducting political activity during
working hours. Employees shall not engage in jgalitactivity which violates State or Federal laws.

2270.004 Financial Affairs: Employees will be encouradedrrange their personal affairs so that
creditors and collection agencies will not haveniake use of the offices of the District, the
department head, or the General Manager for theogerof making collections. Repeated
garnishment of an employee's wages or failureéherptirt of employees to meet their just obligations
is grounds for adequate and appropriate discipfiaation or dismissal.

POLICY TITLE: ASSIGNED LABORERS 2280

2280.001 Purpose: This policy establishes a procedymnetich the Board of Directors of the Isla
Vista Recreation & Park District will permit the eqation of a volunteer community work service
program on District property. A volunteer commymitork service program is defined as a program
allowing certain county probationers and minor oéfers the opportunity to "work-off" their offenses
through a court referral work program. Rather thaying a fine or going to jail, work referral
participants would work a specified number of hoamsa community service project.

2280.002 Policy: The Board of Directors of the Isla ¥dRecreation & Park District directs the
General Manager, or his/her appointed represestativadminister the District's volunteer
community work service program.

2280.003 Procedure: The Isla Vista Recreation & Pargtiiit shall receive its volunteer
community work service participants from the cotsprobation department subject to the following
conditions.
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2280.004 Types of Offenses or Conditions Excluded Fromrk\Rrogram: Conviction of the
following types of offenses shall normally exclumley applicant from participating in the District's
volunteer community work service program: any fgloonvictions or any injury or illness that
would require a doctor's release.

2280.005 Work Requirements and Procedures: In ordeafgrapplicant to participate in the
District's volunteer community work service progtahre following procedures are to be followed:

1) Referred to the District by the County's court refeprogram.

2) Must not be excluded from participating in the peog for any reason listed under policy
2280.004.

3) Must complete the District's work application infaation form.

4) Must be interviewed and recommended for approvphtticipate in the program by District
staff.

5) Must be willing to perform physical labor at anylpaite located in the community.

6) Must present work application form and court redeat the time of interview with District staff.
7) Must be reliable and adhere to pre-arranged wdrkdde.

8) Must be eligible for Worker's Compensation insuganoverage.

9) Prohibited from driving District vehicles.

10)Must complete job sheet form for each pay period.

11)Must wear appropriate work clothes at all times.

12)Must comply with District work policies at all tirse

2280.006 Typical Work Assignments. Projects assigneddionteer community workers may
include, but not be limited to the following:

1) Weed removal.

2) Clearing debris from the pond.

3) Cleaning debris from sidewalks, driveways, and ipiggourts.

4) Site clearance at developing park sites.

5) Preparing wall, floor and ceilings for painting.

6) Wire brushing pool sides and bottoms.

7) Removing graffiti from walls, ceilings, floors, watays and playing courts.
8) Assisting park maintenance staff in routine and-rairtine duties.

9) Cleaning rest rooms.
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POLICY TITLE: OVERTIME 2290

2290.001 Overtime Policy Definition: It is the policyf the District that authorization and
computation of overtime be consistent with the Mesndum of Understanding and applicable
Federal and State laws.

POLICY TITLE: EMPLOYEE SUGGESTION PLAN 2300

2300.001 Purpose: The employee Suggestion Plan isumtexr plan that encourages employees to
submit ideas for improving the operation and s@&wiof the Isla Vista Recreation & Park District.

2300.002 Definition: A suggestion is a written proposdlich identifies a significant improvement
within the District or which identifies a signifinaproblem and suggests its solution.

2300.003 Types of Suggestions: Suggestions shoulddmnstructive proposal of a new procedure
or change in an existing District operating proageduhich tends to accomplish any of the following
benefits:

- The savings of time, labor, materials or supplie

- Improvements in service to the public.

- The improvement of safety conditions.

- More economical maintenance methods. Elimimatib
unnecessary tasks, reports or forms.

- Improvement in public or employee relations.

2300.004 Eligible Employees: Any employee of the Isladi Recreation & Park District may
submit suggestions except department head levélgsand above. Suggestions from supervisory,
mid management and administrative support persanast clearly concern a matter which is not a
part of their regular work and job responsibilityassignments.

2300.005 Procedure: All suggestions must be submitte8am G-141, "Isla Vista Recreation &
Park District Suggestion Plan”. A separate fornshie submitted for each suggestion. All
suggestions are to be submitted to the General §fana

2300.006 Review, Acceptance, or Rejection of the Suggasti When a suggestion is submitted, it
will be screened for completeness and conformamedidibility requirements and logged in by the
General Manager. The employee name and deparstdnat the bottom of page one will be
removed to provide anonymity during the evaluapoocess. Suggestions will be evaluated and
judged by the General Manager and staff membersiag@gol by the General Manager of those
suggestions believed to be of real value. Contoitsuwill receive a letter acknowledging receiptian
advising status of the submitted suggestion. littake 45-60 days before review of the suggestion
can be concluded and a final decision reached @ihghto implement the suggestion. A permanent
file of all suggestions will be maintained. Empdeysuggestions will be forwarded to the Board for
information purposes.

2300.007 Rejected Suggestions: All decisions regardigsuggestion are final. A rejected
suggestion is not eligible for resubmission for gear following the evaluation decision date.
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2300.008 Similar Suggestions Submitted at Approximataly $ame Time: The first suggestion
received shall be considered for the award. Ihlsniggestions are received on the same day asd it i
impossible to tell which was received first, theagnition would be divided equally between both
suggesters.

2300.09 Awards for Suggestions: Awards for suggestiontuhe submitting a letter of
commendation into the employee's personnel filedmsideration at the next performance

review.
Isla Vista Recreation & Park District
Suggestion Plan
Form G-141
Important

Before completing this suggestion form, review thips for Suggesters.” It may help to get your
suggestion awarded.

TITLE OR SUBJECT OF SUGGESTIQON

SUGGESTED IMPROVEMENT

Fully explain how your idea is an improvement otrer current method and how it can be
accomplished. Use a separate sheet if space leioadequate.
Please type or print

Suggestion No.: Date:

Suggestions

No.:
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Name:

Department:
Isla Vista Recreation & Park District
Tips for Suggesters
1) Before submitting your idea, READ OUR SUGGESTIONAPLRULES. In case of doubt,

2)

3)

4)

5)

6)

submit your idea anyway. It may be more valuabéntyou think.

If you would like help in preparing your suggestiask your supervisor or department head, who
can also provide cost information.

Each suggestion concerning a different subjectIshioel submitted on a separate form. If you
have more then one idea on the same subject, certti®m into one suggestion.

If your suggestion is for revision of a form ortéat include a sample of the suggested change as
well as the latest copy of the form.

Be specific. Ordinarily, it is not enough to shgitsomething ought to be done about this or that.
Tell us WHAT you think should be done, WHY it shdlde done, and HOW to do it. Answer the
guestions who, what, when, why, where, how, howhn(@}. Be as exact as possible. Don’t say
“‘many,” “a few,” “all the time,” “often,” “frequeny” and other such non-exact expressions.

If your suggestion will save the District moneyepare a cost comparison, before and after the
proposed change. A cost comparison may enhancaecii@ances of receiving a greater monetary
award.

IMPORTANT THOUGHTS :

FACTS: All facts about the present situation and thememended improvement should be
gathered. The improvement should not be basedpansan's opinion or lack of backup data.

CAUSES. Not effect; look at what is provoking the prableather than what is happening.

REASONS. Determine the reasons for the cause and doreptape excuses.

COST: What will the improvement cost (material, equipmdabor and time, etc.) to implement?
Will the additional cost, if any, justify the cast making the improvement?

QUALITY : Will the improvement increase, decrease, orattet the present quality? Do we really
need to improve the quality of the product? Howhes quality going to benefit us?

QUANTITY : Will the improvement increase or decrease prodity? Normally, productivity
should be increased by an improvement.
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SAFETY: If the improvement requires the use of a maghde¢ermine whether it will cause any
safety hazards, e.g., noise, pollution, mechamafunctions, space requirements, etc.

HUMAN EFFECT : Find out who else will be affected by the chanfjenplemented. Determine
whether or not it will cause more work for somebedse.

AFFECTED DEPARTMENTS : If the change requires coordination with anothepartment, it
should be discussed and reviewed with all departism@ncerned. The idea of an improvement is to
simplify work and not to create more work for aretdepartment.

FEASIBILITY : Will the improvement work or not?

BENEFITS: Benefits can be in any form, e.g., cost savimgseased quality and/or quantity, job
enrichment or enlargement, and/or enhancementstésys and procedures.

POLICY TITLE: VIOLENCE IN THE WORKPLACE 2301

2301.10 Definition: The spectrum of workplace violeneages from offensive language to
homicide, and a reasonable working definition ofkpbace violence is as follows: violent acts,
including physical assaults and threats of assatligr threats, intimidation, harassment or offemsi
language directed toward persons at work or on.dlibe circumstances of workplace violence also
vary and may include robbery-associated violentdemce by disgruntled clients, customers, public
members, etc.; violence by coworkers, employeesngloyers; and domestic violence that finds its
way into the workplace. The injuries, lost wonké, and restricted duty caused by workplace
violence can be tremendously expensive for bothl@yeps and employees.

2301.20Risk Factors:

1) Fatal workplace injuries: National Institute for €dpational Safety and Health (NIOSH) data
indicates that homicide has become the secondigadiuse of occupational injury death,
exceeded only by motor-vehicle-related deaths.idéetified risk factors for fatal workplace
injuries include: exchanging money with the publiorking alone or in small numbers, working
either late at night or early in the morning, gulagdvaluable property, and working in
community settings. Community workers are at rmkworkplace violence because they often
work alone or in small groups, and in settings \whio/olve extensive contact with the public.

2) Non-fatal workplace injuries: Risk factors for ntatal workplace injuries include: contact with
the public.

2301.30Indicators of Risk of Violent Behavior in Individisa

1) There is no specific "profile” of a potentially agarous individual. However, indicators of
increased risk of violent behavior are availableeSe indicators include:
a) Direct or veiled threats of harm.
b) Intimidating, belligerent, harassing, bullying,aiher inappropriate and aggressive behaviors.
c) Numerous conflicts with supervisors and other elygds.
d) Bringing a weapon to the workplace.
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e) Making inappropriate references to guns, or a fegmn with weapons.

f) Statements showing fascination with incidents ofkptace violence.

g) Statements indicating approval of the use of viodeto resolve a problem.

h) Statements indicating identification with perpetratof workplace homicides.

2301.40 Primary Points of Policy.
The primary points being conveyed by this policy as follows:

1) All employees are responsible for maintaining & sedrk environment.

2) This policy covers not only acts of physical viadenbut also harassment, intimidation, and other
disruptive behavior.

3) This policy covers both incidents involving co-werk and incidents involving individuals from
outside the agency perpetrating violence agairst@gemployees.

2301.50Violence Prevention
As the Employer, the District shall take the foliagy actions to prevent violence in the workplace
and to insure employee safety:

1) Provide safety education for employees; providecatian for employees in non-violent conflict
resolution.

2) Provide a radio communication system for employeesse while in the field.
3) Instruct employees not to enter any location wiileeg feel unsafe.

4) Encourage employees to utilize a "buddy system@dwrenforcement assistance in potentially
dangerous situations.

5) Establish procedures to decrease the risk of rgbberglary and/or theft, such as storing cash in
a safe.

6) Require field staff to keep a contact person infedrof their location throughout the day.
7) Assure proper maintenance of employer-providedolesi

8) Maintain an adequate physical separation betwegrogees and the general public, through
barriers and enclosures, such as the locking didohs at the office.

District Employees shall take the following stepsavoid violence in the workplace:
1) Learn how to recognize, avoid, or diffuse potehtiaiolent situations.
2) Follow procedures for alerting supervisors to aogaerns about safety or security.

3) Report all threats of violence to the supervisat tmthe SB County Sheriff's Department (Foot
Patrol.)
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2301.60 When Violence Occurs.
As Employer, the District shall take the followisteps whenever violence in the workplace occurs:

1) Require employees to report all incidents and tsreworkplace violence to their supervisor.

2) Require employees to report all incidents and tirefviolence to the Santa Barbara County
Sheriff's Department (Foot Patrol).

3) Investigate all reports of violence or threats iolence.

4) Make a supervisory report of all violent incidetdgshe SB County Sheriff's Department (Foot
Patrol).

5) Provide prompt medical evaluation and treatmemrafaich incident, regardless of severity.
6) Inform victims of workplace violence of their legaght to prosecute perpetrators.

7) Discuss the circumstances of incidents of assadliogher acts of violence with staff members;
provide opportunities for employees to share infation about ways to avoid such problems in
the future.

8) Monitor trends in violent incidents by type or eirastance, and institute corrective actions.

9) Provide post-trauma counseling services to helgkarsrrecover from violent incidents.

District Employees shall take the following stepdsewever violence in the workplace occurs:

1) Report all violent incidents in writing to the supisor and local law agencies, even if there were
no injuries.

POLICY TITLE: ILLNESS AND INJURY PREVENTION PROGRA M 3010

(Revised per Board Motion 060601-03 EO)

3010.01lt is the intention of the Isla Vista Recreatiordd&ark District to develop, implement, and
administer a comprehensive loss prevention progiidma.Park District maintains that the public and
its employees are their most important assets.eftwer, public and employee safety is our greatest
responsibility. In all of our assignments, the keaind safety of all should be the utmost
consideration. Department heads and supervisosppgeel at all levels of the Park District work
force are directed to make safety a matter of noimig concern, equal in importance with all other
operational considerations.

Reviews of operations should include consideradioproblems and/or errors which could occur as

related to the environment, equipment, job procedaind personnel. Accidents are unplanned events.
Proper planning can control accidents. Most acdglare preventable. Loss prevention means to
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initiate such pre-planning as is necessary to mr@mnsafe conduct, contain environmental hazards,
and control unsafe conditions.

Continual emphasis on loss prevention technigiestdafinement of work procedure, and safe
working conditions have been shown to significanéiguce injuries, property damage, and work
interruption. Every employee is charged with tbgponsibility of supporting and cooperating with
the loss prevention program outlined in the Patidit's Safety Program manual. All employees are
expected, as a condition of employment, to adapttncept that the safe way to perform a task is
the most efficient and the only acceptable wayaidgym it. Safety adherence and performance will
be considered an important measure of supervisahemployee performance evaluations at the
Park District. For those workers whose safetyqrenance is deficient, training will be provided.
(Rev. 3/20/03)

3010.10 Program Goal and Outline: The goal of the Dasis to provide safe and healthful working
conditions for all of its employees. Therefores istrict will maintain a safety and health pragra
conforming to the best practices of agencies aftype. The District's safety and health program
will include:

3010.11 Providing mechanical and physical safeguardegaraximum extent possible.

3010.12 Conducting a program of safety and health inspestto find and eliminate unsafe working
conditions or practices, to control health hazaadsl to comply fully with the safety and health
standards and law for every job.

3010.13 Training all employees in good safety and heaitttices.

3010.14 Providing necessary personal protective equipnaart instructions for its use and care.

3010.15 Developing and enforcing safety and health rides, requiring that employees cooperate
with these rules as a condition of employment.

3010.16 Investigating every accident promptly and thotdydo determine its cause and correct the
problem so it will not happen again.

3010.17 Developing a system of recognition and award®ftdstanding safety service and/or
performance.

3010.20 Program Responsibility: Although the Districtognizes that the responsibility for safety
and health is shared, the General Manager shadidp®nsible and have full authority for
implementing this policy and the District's Injuspd lliness Prevention Program.

3010.21 The District accepts responsibility for leadepsbi 