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POLICY TITLE: Code of Ethics
POLICY NUMBER: 1030

1030.1 Background information:

[District name] designed its Code of Ethics & Values (the “Code”) to provide clear, positive statements of ethical
behavior reflecting the core values of the District and the communities it serves. The Code includes practical
strategies for addressing ethical questions and a useful framework for decision-making and handling the day-to-
day operations of the District. The Code is developed to reflect the issues and concerns of today's complex and
diverse society.

1030.2  Goals of the code of ethics & values:

a) To make [District name] a better District built on mutual respect and trust.

b) To promote and maintain the highest standards of personal and professional conduct among all in-
volved in District government, District staff, volunteers and members of the District's Board. All elected
and appointed officials, officers, employees, members of advisory committees, and volunteers of the
District, herein called “Officials” for the purposes of this policy.

c) The Code is a touchstone for members of District Board and staff in fulfilling their roles and responsibili-
ties.

1030.3  Preamble:

a) The proper operation of democratic government requires that decision-makers be independent, impar-
tial and accountable to the people they serve. The [District name] has adopted this Code to promote
and maintain the highest standards of personal and professional conduct in the District's government.

b) All Officials, and others, who participate in the District's government are required to subscribe to this
Code, understand how it applies to their specific responsibilities and practice its eight core values in
their work. Because we seek public confidence in the District's services and public trust of its decision-
makers, our decisions and our work must meet the most demanding ethical standards and demonstrate
the highest levels of achievement in following this Code.

10304  Applicability:
This Code shall apply to all District Officials as defined in 1030.2 b.

1030.5  Core Value:
As participatory Officials in the District's government, we subscribe to the following Core Values:

1030.6  As a representative of [District name], | will be ethical.
In practice, this value looks like:
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a) |am trustworthy, acting with the utmost integrity and moral courage. | am truthful. I do what | say | will
do. | am dependable.

b) | make impartial decisions, free of bribes, unlawful gifts, narrow political interests, financial, and other
personal interests that impair my independence of judgment or action.

c) |amfair, distributing benefits and burdens according to consistent and equitable criteria.

d) lextend equal opportunities and due process to all parties in matters under consideration. If | engage in
unilateral meetings and discussions, | do so without making voting decisions or any improper or unau-
thorized representations on behalf of the District.

e) | show respect for persons, confidences, and information designated as "confidential."

f)  luse my title(s) only when conducting official District business for information purposes or as an indica-
tion of background and expertise carefully considering whether | am exceeding or appearing to exceed
my authority.

g) | will avoid actions that might cause the public or others to question my independent judgment.

h) I maintain a constructive, creative, and practical attitude toward the District’'s affairs and a deep sense of
social responsibility as a trusted public servant.

1030.7  As a representative of [District name], | will be professional.
In practice, this value looks like:
a) |apply my knowledge and expertise to my assigned activities and to the interpersonal relationships that
are part of my job in a consistent, confident, competent and productive manner.
b) | approach my job and work-related relationships with a positive, collaborative attitude.
c) |keep my professional education, knowledge, and skills current and growing.

1030.8  As a Representative of [District name], | will be service-oriented.

In practice, this value looks like:
a) | provide friendly, receptive, courteous service to everyone.
b) |attune to and care about the needs and issues of citizens, public Officials and District workers.
c) Inmy interactions with constituents, | am interested, engaged and responsive.

1030.9  As a representative of [District name], | will be fiscally responsible.
In practice, this value looks like:
a) | make decisions after prudent consideration of their financial impact, taking into account the long-term
financial needs of the District, especially its financial stability.
b) | demonstrate concern for the proper use of District assets (e.g., personnel, time, property, equipment,
funds) and follow established procedures.
c) | make good financial decisions that seek to preserve programs and services for District residents.
d) Ihave knowledge of and adhere to the District's Purchasing and Contracting and Allocation of Funds
Policies.
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1030.10 As a representative of [District name], | will be organized.
In practice, this value looks like:
a) lactin an efficient manner, making decisions and recommendations based upon research and facts,
taking into consideration short and long term goals.
b) | follow through in a responsible way, keeping others informed and responding in a timely fashion.
c) |am respectful of established District processes and guidelines.

1030.11 As a representative of [District name], | will be communicative.
In practice, this value looks like:
a) | positively convey the District's care for and commitment to its citizens.
b) | communicate in various ways, that | am approachable, open-minded, and willing to participate in dia-
log.
c) |engage in effective two-way communication, by listening carefully, asking questions, and determining
an appropriate response which adds value to conversations.

1030.12 As a representative of [District name], | will be collaborative.
In practice, this value looks like:
a) lactina cooperative manner with groups and other individuals, working together in a spirit of tolerance
and understanding.
b) | work towards consensus building and gain value from diverse opinions.
c) laccomplish the goals and responsibilities of my individual position, while respecting my role as a mem-
ber of a team.
d) I consider the broader regional and state-wide implications of the District's decisions and issues.

1030.13  As a representative of [District name], | will be progressive.
In practice, this value looks like:
a) |exhibit a proactive, innovative approach to setting goals and conducting the District's business.
b) |display a style that maintains consistent standards; but is also sensitive to the need for compromise,
“thinking outside the box" and improving existing paradigms when necessary.
c) | promote intelligent and thoughtful innovation in order to forward the District's policy agenda and District
services.

1030.14  Enforcement:

Any Official found to be in violation of this Code may be subject to Censure by the District Board. Any member of
any advisory Committee found in violation may be subject to dismissal from the Committee. In the case of an
employee, appropriate action shall be taken by the General Manager or by an authorized designee.
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POLICY TITLE: Correspondence to the Board
POLICY NUMBER: 1040

1040.1  All written or electronic correspondence addressed to the Board of Directors is to be sent to the District
office. Copies of the written or electronic correspondence and written responses in reply thereto, if any, shall be
distributed to each member of the Board, together with the next regular agenda or at the next regular meeting of
the Board, depending on date of receipt or response. Individual Board members may receive correspondence
addressed to him or her in his or her official capacity. However, Board members are not permitted to use agency
resources for sending or receiving personal correspondence.
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POLICY TITLE: Public Complaints
POLICY NUMBER: 2410

2410.1 The Board of Directors desires that public complaints be resolved at the lowest possible administrative
level, and that the method for resolution of complaints be logical and systematic.

2410.2 A public complaint is an allegation by a member of the public of a violation or misinterpretation of a
District policy, or state, or federal law, by an individual who has been adversely affected by that alleged violation
or misinterpretation.

2410.3 Complaints shall be resolved as follows:

a) Anindividual with a complaint shall first discuss the matter with the Office Manager [or other responsible
employee] to resolve the matter informally if possible.

b) If an individual registering a complaint is not satisfied with the disposition of the complaint by the Office
Manager [or other responsible employee], it shall be forwarded to the General Manager [or other re-
sponsible managing employee]. At the option of the General Manager [or other responsible managing
employee], he/she may conduct conferences and take testimony or written documentation in the resolu-
tion of the complaint. The General Manager [or other responsible managing employee] shall memorial-
ize his/her decision in writing, providing the individual registering the complaint with a copy.

¢) Ifanindividual filing a complaint is not satisfied with the disposition of the matter by the General Manag-
er [or other responsible managing employee], he/she may request consideration by the Board of Direc-
tors by filing said request in writing within ten (10) days of receiving the General Manager's [or other re-
sponsible managing employee’s] decision. The Board may consider the matter at its next regular meet-
ing, call a special meeting, or decline to consider the matter further. In making a decision, the Board
may conduct conferences, hear testimony, and review the materials provided to the General Manager.
The Board's final decision shall be memorialized in writing, copied to the individual registering the com-
plaint. The action of the Board, including an action to decline to consider a complaint, is the final action
of the District, not subject to further internal appeal.

24104  This policy is not intended to prohibit or deter a member of the community or a staff member from ap-
pearing before the Board to orally present testimony, a complaint, or a statement in regard to actions of the
Board, District programs and services, or pending considerations of the Board as permitted by the Brown Act.
Nothing in this policy shall alter the duties of District employees to protect the District's confidences and avoid
insubordination and as otherwise provided by law and District policy.

The California Special Districts Association does not provide legal advice and nothing in this handbook
should be construed as legal advice. Please contact your legal counsel if you have a legal question COLANTUONO
regarding information in this handbook, and to ensure your district is in compliance with applicable laws HIGHSMITH
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POLICY TITLE: Records Retention
POLICY NUMBER: 2145

21451 The purpose of this policy is to: provide guidelines to staff regarding the retention or disposal of Dis-
trict records; provide for the identification, maintenance, safeguarding and disposal of records in the normal
course of business; ensure prompt and accurate retrieval of records; and, ensure compliance with legal and reg-
ulatory requirements.

2145.2 Vital and important records, regardless of recording media, are those having legal, financial, opera-
tional, or historical value to the District.

21453 The General Manager is authorized by the Board of Directors to interpret and implement this policy,
and to cause to be destroyed any or all such records, papers and documents that meet the qualifications gov-
erning the retention and disposal of records, specified below, after consultation with the General Counsel.

21454 Pursuant to the provisions of Government Code §§ 60200 through 60204, and the guidelines pre-
pared by the State Controller's office and the Controller's Advisory Committee for Special Districts, the following
qualifications will govern the retention and disposal of records of the District.

214541 Duplicate records, papers and documents may be destroyed at any time without Board
authorization, advice of the General Counsel, or copying to photographic or electronic media.

2145.4.2  Originals of records, papers and documents more than two years old that were prepared or
received in any manner other than pursuant to State or Federal statute may be destroyed without the
necessity of copying to photographic or electronic media except for permanent records of the District
as defined in this policy.

21454.3 Inno instances are records, papers or documents to be destroyed where there is a contin-
uing need for such records for such matters as pending litigation, special projects, etc.

214544  Records, papers or documents which are not expressly required by law to be filed and pre-
served may be destroyed if all of the following conditions are met:

2145441 The record, paper or document is photographed, micro-photographed, repro-
duced on film of a type approved for permanent photographic records by the National Insti-
tute of Standards and Technology of the U.S. Department of Commerce, or copied to an

approved electronic media;
207894.1
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2145.4.4.2 The device used to reproduce such record, paper or document on film, or re-
trieves and prints the document from the electronic media, is one which accurately repro-
duces the original thereof in all details; and, 2145443 The photo-
graphs, micro-photographs, or other reproductions on film are placed in conveniently ac-
cessible files and provisions are made for preserving, examining, and using the same, to-
gether with documents stored via electronic media.

214545  Any accounting record except the journals and ledgers which are more than five years old
and which were prepared or received in any manner other than pursuant to State statute may be au-
thorized for destruction, provided that:

21454.5.1 Thereis no continuing need for said record, i.e., long-term transactions, spe-
cial projects, pending litigations, etc., and;

2145452 There exists in a permanent file, an audit report or reports covering the inclu-
sive period of said record, and that;

2145.4.5.3 Said audit report or reports were prepared pursuant to procedures outlined in
Government Code section 26909 and other State or Federal audit requirements, and that;

2145454 Said audit or audits contain the expression of an unqualified opinion.
21454.6  Any accounting record created for a specific event or action may be destroyed upon au-
thorization five years after said event or action has in all respects terminated. Any source document
detailed in a register, journal, ledger or statement may be authorized for destruction five years from the
end of the fiscal period to which it applies. The following may be destroyed at any time without Board
authorization or consultation with the General Counsel:

2145.4.6.1 Duplicated (original-subject to aforementioned requirements).

2145.4.6.2 Rough drafts, notes or working papers (except audit).

2145.4.6.3 Cards, listings, nonpermanent indices, other papers used for controlling work
or transitory files.

2145.4.7  All payroll and personnel records shall be retained indefinitely. Originals may upon authori-
zation be destroyed after seven years’ retention, provided said records have been microfimed and
qualify for destruction section 2145.4, above. Payroll and personnel records include the following:

2145.4.7.1 Accident reports, injury claims and settlements.
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21454.7.2 Medical histories.

2145.4.7.3 Injury frequency charts.

21454.74 Applications, changes and terminations of employees.
21454.7.5 Insurance records of employees.

21454.76 Time cards.

2145.4.7.7 Classification specifications (job descriptions).
2145.4.7.8 Performance evaluation forms.

21454.7.9 Earning records and summaries.

2145.4.7.10 Retirements.

2145.4.8 Records of proceedings for the authorization of long-term debt, bonds, warrants, loans,
etc., after issuance or execution may be destroyed if microfilmed as provided for in section 2145.4.4,
above. Terms and conditions of bonds, warrants, and other long-term agreements should be retained
until final payment, and thereafter may be destroyed in less than 10 years if microfimed as provided
for in section 2145.4.4, above. Paid bonds, warrant certificates and interest coupons may be destroyed
after six months if detailed payment records are kept for 10 years.

2145.5 Minutes of the meetings of the Board of Directors are usually retained indefinitely in their original
form. However, they may, upon the General Manager’s authorization, be destroyed if they are microfimed as
provided for in section 2145.4.4, above. Recording tapes (or other media) of Board meetings will be kept for a
period of one year from the date of the recorded meeting, after which they will be destroyed.

214551  Construction records, such as bids, correspondence, change orders, etc., shall not be kept
in excess of seven years unless they pertain to a project which includes a guarantee or grant and, in
that event, they shall be kept for the life of the guarantee or grant plus seven years. As-built plans for
any public facility or works shall be retained as long as said facility is in existence.

214552  Contracts should be retained for their lives plus seven years. Any unaccepted bid or pro-
posal for the construction or installation of any building, structure or other public work which is more
than two years old may be destroyed.

2145.5.3  Property records, such as documents of title, shall be kept until the property is transferred
or otherwise no longer owned by the District.
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Appendix A
Definitions for Records Retention and Disposal Policy

1. AUTHORIZATION. Approval from the General Manager, as authorized by the District's Board of
Directors.
2. ACCOUNTING RECORDS. Include but are not limited to the following:

a. SOURCE DOCUMENTS

(1) Invoices

(2) Warrants

(3)  Requisitions/Purchase Orders (attached to invoices)

(4) Cash Receipts

(5)  Claims (attached to warrants in place of invoices)

(6) Bank Statements

(7)  Bank Deposits

(8)  Checks

9) Bills

(10) Various accounting authorizations taken from Board minutes, resolutions or contracts

b. JOURNALS
(1)  Cash Receipts
(2)  Accounts Receivable or Payable Register
(3)  Check or Warrant (payables)
(4)  General Journal
(5)  Payroll Journal

(1)  Expenditure

(2) Revenue

(3)  Accounts Payable or Receivable Ledger
(4)  Construction

(5)  General Ledger

(6)  Assets/Depreciation

d. TRIAL BALANCE

e. STATEMENTS (Interim or Certified - Individual or All Fund)
(1)  Balance Sheet
(2)  Analysis of Changes in Available Fund Balance
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(3)  Cash Receipts and Disbursements
(4) Inventory of Fixed Assets (Purchasing)

f.  JOURNAL ENTRIES

g. PAYROLL and PERSONNEL RECORDS include but are not limited to the following:
) Accident reports, injury claims and settlements

) Applications, changes or terminations of employees

) Earnings records and summaries
) Fidelity Bonds

) Garnishments

) Insurance records of employees
) Job Descriptions

) Medical Histories

) Retirements

0

1
2
3
4
5
6
7
8
9
10) Time Cards

P

h. OTHER
(1) Inventory Records (Purchasing)
(2) Capital Asset Records (Purchasing)
(3) Depreciation Schedule
(4) Cost Accounting Records

3. LIFE. The inclusive or operational or valid dates of a document.

4. RECORD. Any “writing” as defined in government Code section 6252(f), which includes: means
any handwriting, typewriting, printing, photostating, photographing, photocopying, transmitting by elec-
tronic mail or facsimile, and every other means of recording upon any tangible thing any form of com-
munication or representation, including letters, words, pictures, sounds, or symbols, or combinations
thereof, and any record thereby created, regardless of the manner in which the record has been stored
that is issued by or received in a department, and maintained and used as information in the conduct
of its operations.

5. RECORD COPY. The District copy of a document or file.

6. RECORD SERIES. A group of records, generally filed together, and having the same reference
and retention value.

7. RECORDS CENTER. The site selected for storage of inactive records.
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8. RECORDS DISPOSAL. The planning for and/or the physical operation involved in the transfer of
records to the Records Center, or the authorized destruction of records pursuant to the approved Rec-
ords Retention Schedule.

9. RECORDS RETENTION SCHEDULE. The consolidated, approved schedule list of all District rec-
ords which timetables the life and disposal of all records.

10. RETENTION CODE. Abbreviation of retention action which appears on the retention schedule.

11. VITAL RECORDS. Records which, because of the information they contain, are essential to one
or all of the following:

a. The resumption and/or continuation of operations;
b. The re-creation of the legal and financial status of the District, in case of a disaster;
c. The fulfillment of obligations to bondholders, customers, and employees.

Vital records include but are not limited to the following [detail the records structure of the District,
stating the retention time for each class of records. Those times can be drawn from the recommendations of the
Secretary of State (http://archives.cdn.sos.ca.gov/local-gov-program/pdf/records-management-8.pdf) or devel-
oped with the advice of legal counsel, as there are many laws governing records retention]:

(1)

(11)

Agreements District insurance records
(2) (12)
Annexations and detachments District water rights
(3) (13)
As-built drawings Employee accident reports, injury
(4) claims & settlements
Audits (14)
(5) Employee earning records
Contract drawings (15)
(6) Employee fidelity bonds
Customer statements (16)
(7) Employee insurance records
Deeds (17)
(8) Encroachment permits (by others)
Depreciation schedule (18)
9) Encroachment permits
Disposal of surplus & excess prop- (19)
erty Facility improvement plans
(10) (20)
Disposal of scrap materials Improvement districts

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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(21)

Individual water rights

(22)

Individual claims/settiements
(22)

Inventory

(24)

Journal vouchers

(25)

Ledgers

(26)

Licenses & permits (to operate)
(27)

Loans & grants

(28)

Maps

(29)

Minutes of Board meetings
(30)

Payroll register

(31)

Policies, Rules & Regulations
(32)

Purchase orders & requisitions
(33)

Restricted materials permits
(34)

Rights of ways & easements
(35)

Spray permits

(36)

Statements of Economic Interest
(37)

(38)
(39)
(40)
(41)

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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Appendix B
Records Retention & Storage Summary

Retention Periods
Grou
p No. Title or Description Origi- | Dupli- Office | Record Re-
nal cate Center tain or
De-
stroy

1 Records affecting title to real property or X 2 yrs. OP ES
liens thereof.

2 Records required to be kept permanently X 2 yrs. OP ES
by statute.

3 Minutes, ordinances & resolutions of X 2 yrs. OP ES
Board.

4 Documents with lasting historical, adminis- X 2 yrs. OP ES
trative, legal, fiscal, or research value.

5 Correspondence, operational reports and X 2 yrs. 10 yrs. 12
information upon which District policy has yrs.
been established.

6 Duplicates of 5, above, when retention is X 2 yrs. 2 yrs.
necessary for reference.

7 Records requiring retention for more than X 2 yrs. 13 yrs. 15
five years, but no more than 15 years by yrs.
statute or administrative value.

8 Duplicates needed for administrative pur- X 2 yrs. 13 yrs. 15
poses for five to 15 years. yIs.

9 X 2 yrs. 1yr. 3 yrs.
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All other original District records, or instru-
ments, books or papers that are consid-
ered public documents not included in
Groups 1 through 8.

10 | Duplicates and other documents not public X X 2yrs. 3yrs. dyrs.
records required to be maintained for ad-
ministrative purposes.

11 Duplicate records requiring retention for X 3 yrs. 3
administrative purposes such as reference
material for making up budgets, planning
and programming.

12 | Reference files (copies of documents X 1yr. 1yr.
which duplicate the record copies filed
elsewhere in the District; documents which
require no action and are non-record;
rough drafts, notes, and similar working pa-
pers accumulated in preparation of a com-
munication, study or other document, and
cards, listings, indexes and other papers
used for controlling work).

13 | Transitory files, including letters of trans- X X 3 mos. 3
mittal (when not a public record), suspense mos.
copies when reply has been received, rou-
tine requests for information and publica-
tion, tracer letters, and other duplicate cop-
ies no longer needed.

14 | Original documents disposable upon oc- X 2yrs. 3yrs. dyrs.
currence of an event or an action (i.e., au-
dit, job completion, completion of contract,
etc.) or upon obsolescence, supersession,
revocation.

15 | Policy files and reference sets of publica- X
tions.

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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16 | Duplicates or non-record documents re- X
quired for administrative needs but de-
stroyable on occurrence of an event or an
action.

OP = QOriginal or photographic copy.
ES = May be destroyed if stored in electronic media.
| = Indefinitely

©000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
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