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ARTICLE 1. RECOGNITION. The River Pines Public Utility District (District) recognizes
S.E.l.U. Local 1021 (Union) as the exclusive bargaining representative for all full and
part-time clerical, technical, professional, and blue collar employees of the District.

ARTICLE 2. UNION RIGHTS.

2.1. UNION COMMUNICATIONS. Use without charge of any of the District’s interoffice
communications systems for transmission of information concerning Union matters.
Such use shall not extend to the use of the U.S. Mail or to the making of long-
distance telephone calls at District expense. Union phone calls to and from work
shall not unduly interrupt or interfere with normal operations.

2.2. Use ofF FaclLiTIES. The Union shall be afforded use without charge of the
District's buildings at reasonable times for Union matters. With the exception of
normal wear and tear, the Union shall be responsibie for any damage to District

property caused by such use.

2.3. UNION NEGOTIATING REPRESENTATIVES. The District shall allow a reasonable
number of representatives designated by the Union, which shall not exceed one (1)
except by mutual consent of the District and the Union, reasonable time off work,
without loss of pay or benefits. Such time off work shall be for formal negotiations
with the District for purposes of reaching a successor to this MOU on wages, hours,
and other terms and conditions of employment.

2.4, AcCCESS TO INFORMATION. Review at reasonable times of any public material in
the possession of the District.

2.5. SHOP STEWARDS.

2.5.1. The District recognizes the right of the Union to select a reasonable number of
Stewards. The District agrees that there will be no discrimination against the
authorized Steward because of Union activity. The District shall not recognize
stewards until the Union has notified the District in writing of the selection of

Stewards.

2.5.2. Stewards will be allowed an adequate amount of time to inform new employees
at their company orientation of Union policies and procedures.
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2.6. RIGHT TO REPRESENTATION BY A SHOP STEWARD: Employees have the right to the
presence and representation of a shop steward or other designee in all
investigative meetings that will or could lead to discipline.

2.7. AcCCESS OF REPRESENTATIVES OF THE UNION: Representatives of the Union shall
be permitted to visit all properties wherein employees conditions under which such
employees are working, provided such visits do not interrupt or interfere  with
normal operations. Representatives shall be permitted to visit employees at their
designated standby locations, as well. Union representatives shall notify the
District of their intent to visit the site.

2.8. UNION BULLETIN BoARDS: The District shall furnish at each work location a
reasonably sized bulletin board to post Union bulletins and publications. The space
provided will be maintained by the Steward and official Union Representative, with
the posting or removal of bulletins and publications to be handled only by the same.

2.9. No employee shall lose hours or his/her position to subcontracting of bargaining
unit work.

2.10. DUES DEDUCTION:

2.10.1. Upon receipt of an individual, written, and un-revoked check off authorization
from an employee in the bargaining unit, the District will deduct from the pay of such
employee during the first pay period of each calendar month, a sum equal to that
employee’s union monthly membership dues which fell due during the immediately
preceding month.

2.10.2. The District agrees to promptly remit the sums deducted under the preceding
paragraph to the Union.

ARTICLE 3. MANAGEMENT RIGHTS. All District rights and functions, except those that
are expressly abridged or modified by this M.O.U. shall remain vested with the District.
Nothing in this M.O.U. shall be construed to restrict any legal or inherent exclusive
District right with respect to matters or general legislative or managerial policy, which
include but are not limited to:

3.1. The exclusive right to determine the mission of its’ constituent sections;
3.2. Set standards of selection for employment and promotion;

3.3. Establish new classifications;
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3.4. Train, direct, and assign its employees;
3.5. Require overtime work when the health and/or safety of the public is at stake;

3.6. Relieve its employees from duty because of lack of work, lack of funds, or for
other legitimate reasons;

3.7. Maintain the efficiency of District operations;

3.8. Determine the methods, means, and personnel by which the District operations
are to be conducted;

3.9. Take all necessary actions to prepare for and carry out its’ mission in
emergencies;

3.10. Exercise control and discretion over its organization and the technology of
performing its work; and

3.11. Make reasonable rules and regulations pertaining to employees consistent with
the M.O.U.

ARTICLE 4. NO STRIKE/NO LOCKOUT. No STRIKE. The Union and the District agree
that there shall be no strike, work stoppage, work slowdown, job action, picketing or
other refusal or failure by employees of the District to fully and faithfully perform their
job functions and responsibilities, nor shall there be any other interference of a similar
or related nature with the operation of the District by the Union or by its officers, agents,
or members during the term of this M.O.U., including Union compliance with the request
of another employee organization to engage in such activity.

ARTICLE 5. NON-DISCRIMINATION. The District shall not discriminate in any way
against any employee or applicant for employment on account of race, color, creed,
religion, veteran’s status, national origin, gender, age, sexual orientation, marital status,
political affiliation or Union activity. The District shall not discriminate against any
employee or applicant for employment on the basis of physical handicap or disability to
the extent prohibited by applicable law excepting that a physical ability to perform the
job may be an appropriate condition of employment for all employees.

5.1. BLACK LiSTING: The District shall not in any way establish, create, or become a
party to a blacklisting which may have as a purpose, prevention, or interference
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with the obtaining of employment by a member of the Union with any employer or
company.

5.2. HARASSMENT: There shall be no harassment of any employee or job applicant
on the basis of gender, race, ethnicity, religion, age, physical handicap, medical
condition, or Union activity. All employees share in the responsibility to maintain a
work place that is free of discrimination and abuse. Conduct which has the
purpose or effect of unreasonably interfering with an individual’s work performance
or creating an intimidating, hostile, or offensive working environment constitutes
harassment.

5.3. SEXUAL HARASSMENT:

5.3.1. Sexual harassment shall be defined as follows: Sexual Harassment consists of
any unwanted verbal or physical conduct of a sexual nature directed toward an
employee or member of the public doing business with the district or an employee’s
participation in creating a hostile work environment. Sexual Courtesy, consideration
for others, and acknowledgment that the workplace is for working are the collective
basis for avoiding sexual harassment. Some examples of Sexual Harassment
include, but are not limited to, the following:

5.3.1.1. Unwelcome sexual advances.
5.3.1.2. Requests for sexual favors.

5.3.1.3. Verbal or physical conduct of a sexual nature when submission is made a
term or condition of any individual's employment.

5.3.1.4. When submission to or rejection of such conduct is used as the basis for
employment decisions affecting the individual.

5.3.1.5. Conduct that has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
working environment.

5.3.2. Sexual harassment is an act of discrimination, and misconduct and is grounds
for disciplinary action up to and including discharge.

5.3.3. All complaints of sexual harassment and related information will be investigated
and kept confidential. Information shall be shared only on a “need to know” basis.

ARTICLE 6. AGENCY SHOP.
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6.1. Effective upon adoption of this Agreement, current employees and those
subsequently hired will exercise one of the following as a condition of employment:

6.1.1. Become a member in good standing of the S.E.l.U. Local 1021.

6.1.2. Decline Union membership but, instead, in recognition of the Union’s obligation
to represent and engage in collective bargaining on behalf of all bargaining unit
members, contribute an agency fee, the amount of which shall be determined each
year by the chargeable percentage of the Union’s expenditures.

6.1.3. Any employee who is a member of a bona fide religion, body, or sect which has
historically held conscientious objections to joining or financially supporting a public
employee organization shall not be required to join or financially support the Union
as a condition of employment. However, in lieu of dues, such employee is required
to pay an amount equal to but no greater than the assessed dues amount to a non-
religious, non-labor, charitable, tax-exempt fund chosen by the employee and
approved by the Union. Said employees-shall provide proof of such payments to
the Union each month or as often as dues are remitted.

6.2. The Union shall hold the District harmless for any liability incurred through
entering into this agency shop provision.

ARTICLE 7. SAFETY CONDITIONS OF EMPLOYMENT.

7.1. The District and the Union agree that the need for safe working conditions shall
be of importance. No employee shall be required to work with unsafe equipment or
under circumstances that would be injurious to his/her health or safety.

7.2. SAFETY COMMITTEE: The Union and the District agree to consult upon and to
cooperate in effecting a safety program for employees. As a part of their
consultative and cooperative efforts, the Union and the District shall each name
one (1) Union and one (1) District representative respectively to serve on a joint the
District/Employee Organization Safety Committee. The Union and the District
agree further to cooperate in carrying out such job safety programs, practice and
procedures as may be promulgated by the District or required by state law, rule,
regulation or order.

7.3.  SAFETY EQUIPMENT: With the exception of items of personal clothing, the District
agrees to provide such health and safety equipment as may be required by the
District or by state law, rule, regulation or order. Employees must use the
equipment provided. Employees are required to return the safety equipment. The
District shall provide appropriate protective clothing for both winter and hazardous
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conditions for employees to properly perform their assigned duties. The District will
also provide employees and their vehicle with proper district employee
identification. Hepatitis shots — the employer shall reimburse employees annually or
as needed for medical injections, necessary for protecting employees working in
sewer from blood borne pathogens.

7.4. Employees may use alternate safety and health equipment that they have
furnished and approved in advance of its use by the District Board.

7.5.  WORK RELATED INJURY OR ILLNESS. In the event of injury or illness arising out of
employment with the District, an employee incurring such injury or illness shall
notify the District Board of the injury or illness immediately or as soon as
practicable.

7.6. UNSAFE EQUIPMENT/CONDITIONS: As soon as practicable, an employee shall
notify the District Board about any unsafe equipment or unsafe working condition.
The District Board shall investigate or cause to be investigated reports of unsafe
equipment or unsafe working conditions and shall advise the affected employees of
any corrective actions to be taken. If the employee still believes that the situation is
unsafe, the matter shall be referred to the state Division of Occupational Safety and
health as soon as possible. The employee will not be required to work with the
alleged unsafe equipment or unsafe working condition.

7.7. RIGHT TO REFUSE UNSAFE WORK: No employee shall be disciplined for having
refused to work with equipment or under conditions that he/she believes are unsafe
provided he/she does not continue to refuse to perform the work once an
authorized representative of the State Division of Occupational Safety and health
has determined the situation to be safe. an employee who unreasonable refuses to
perform work is subject to discipline.

7.8. COMPLIANCE WITH SAFETY REQUIREMENTS: As a condition of continued
employment, employees shall be responsible for adhering to the District and the
state job safety requirements. Accordingly, knowing failure by an employee to
perform work in accordance with the District or state job safety requirements shall
constitute just cause for disciplinary action against the employee by the District.

ARTICLE 8. SUBSTANCE ABUSE POLICY.

8.1. CONFIDENTIALITY: All procedures, records, and information pertaining to the
application of the substance abuse policy shall be treated with complete
confidentiality with a “need to know” context.
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8.2. ONE TIME DISCIPLINARY WAIVER: An employee facing pending disciplinary action
for actions either caused by or related to an issue of substance abuse may elect to
seek counseling, rehabilitation or other assistance with the help and support of the
employer. In such cases, a mutually agreed get-well program may be developed
along with return-to-work requirements and conditions. Upon  successful
completion of same, the pending discipline shall be waived.

ARTICLE 9. HOURS OF WORK. This policy shall apply to all employees.

9.1. The workweek shall consist of seven (7) consecutive days from 12:01 A.m.
Monday through 12:00 A.M. (midnight) Sunday.

9.2. Normal working hours are eight (8) hours per day, Monday through Friday, with
two (2) fifteen (15)-minute rest breaks and one (1) thirty (30)-minute lunch break.

9.3. Flexible hours may be evaluated on a case-by-case basis provided there are
clear advantages to both the employee and the District and that they result in no
reduction in service. All work hour modifications require the written approval of the
District Board.

9.4. The District Board shall schedule lunch and rest breaks to ensure that sufficient
employees are available to sustain normal operations throughout normal working
hours.

9.5. OVERTIME: Overtime is defined as one of the following:
9.5.1. Time worked in excess of forty (40) hours in a work week;

9.5.2. Time worked in excess of eight (8) hours on a scheduled workday if a five (5)
day, eight (8) hour per day workweek;

9.5.3. Time worked on a designated holiday.
9.5.4. The forty (40) hour workweek shall include authorized time off.

9.6. OVERTIME AUTHORIZATION: the District Board must approve all non-emergency
overtime in advance. The District Board at its next regularly scheduled meeting
may authorize emergency overtime.

9.7. COMPENSATION: Employees shall be paid at the rate of time-and-one half (1-1/2)
of their regular hourly rate.
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9.8. ON-CALL STATUS:

9.8.1. When an employee is on-call, he/she may be provided, a radio, pager, etc.,
which will provide notification in the event of any emergency work need. Said radio,
pager etc., shall be kept in the on-call employee’s possession during the entire on-
call period of time. Notification of an emergency work need may also be given
orally, in person or by telephone, by any responsible managing employee. District
Vehicle usage — Employees on call shall be allowed to take home a district vehicle
to be able to timely respond to sewer spills and other emergencies. District vehicles
may not be used for personal business.

9.8.2. When an employee is on-call, the employee may use his/her time as desired, but
must remain within Amador County and be no more than fifteen (15) minutes from a
telephone or on-call vehicle. Employees scheduled Monday through Friday on call
24 hours a day shall receive 25.00 a day premium pay.

9.8.3. Employees shall be compensated at the rate of time and one-half (1-1/2) the
regular rate of pay when called out.

9.9. TIMESHEETS: All employees shall complete time sheets on a daily basis.
9.10. GUARANTEED REST PERIODS:

9.10.1. All employees shall be guaranteed a minimum of eight (8) hours of off duty when
they get off after midnight or after performing sixteen (16) consecutive hours of
work. Any portion of this designated rest, which would be normally scheduled work
time, shall be paid at the employee’s regular rate of pay. Exceptions may be made
in the event of declared State, Federal, or County emergencies.

9.10.2. When an employee is called back after midnight, the employee will not be
guaranteed a rest period as defined in this Article. Upon request of the employee
and approval of the District Board, the employee shall

9.10.2.1. Accrue his/her hours worked toward their normal eight (8) hours; or

9.10.2.2. Completes-his/her normal shift and the hours will be paid at the overtime rate
as stated in Article 9.6. In no case will the employee be allowed to work more than
sixteen (16) consecutive hours.

ARTICLE 10. PAID TIME OFF (PTO) PROGRAM.
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10.1. Paid Time Off: A “bank” of Paid Time Off (PTO) hours will be accrued by full-
time and part-time employees to provide paid time off from work for vacation,
holidays, incidental sick days, or other reason of personal necessity.

10.2. Accrual of PTO hours: PTO accrual begins on the first day Worked and is
based on an accrual rate for each hour worked as straight-time, hours worked on a
holiday, jury duty, bereavement leave, district approved education days, and PTO
and ESL hours taken. Full-time employees also accrue PTO on overtime and
District Requested Absence Days (DRAD).

10.3. PTO accrual rate:
10.3.1. Schedule:

10.3.1.1. During the first (1*) year of employment, employees shall accrue PTO at the
rate of two and one-half (2 1/2) days per month.

10.3.1.2. Upon the commencement of the second (2"d) year of employment,
employees shall accrue PTO at the rate of two and five sixths (2 5/6) days per
month

10.3.1.3. Upon commencement of the fifth (5) year of employment, employees shall
accrue PTO at the rate of three and one third (3-1/3) days per month.

10.3.1.4. Upon commencement of the tenth (10”‘) year of employment, employees
shall accrue PTO at the rate of three and two thirds (3-2/3) days per month.

10.3.2. Eligible employees maintain an individual bank of PTO hours. As the employee
uses approved PTO, this time is subtracted from the employee's bank of PTO
hours. Payment for PTO time is made at the employee’s current base hourly rate of

pay.
10.4. USE OF ACCRUED PTO HOURS:

10.4.1. Eligible employees may begin to schedule and use PTO hours effective the pay-
period following the date which the employee completes ninety (90) days of regular
employment in a full-time or part-time status.

10.4.2. The District’s approval for use of PTO is required in advance. Except in cases of
unanticipated illness or bona fide emergency, PTO hours shall be requested by the
employee wishing to use PTO at least fourteen (14) days prior to the first day of the
schedule. Employees requesting PTO must notify District designee as soon as
possible in accordance with current District policy.
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10.4.3. A response shall be provided to an employee who has requested PTO within
seven (7) days after the request has been received. The District will abide by
policies in granting PTO requests and shall attempt to grant PTO requests in a fair
and equitable manner.

10.4.4. Accrued PTO may be used at a rate not to exceed the employee’s regularly
scheduled hours each pay period, up to the maximum hours in the applicable pay
period.

10.4.5. Each employee must take five consecutive calendar days off in a single block at
least once each calendar year, and the block must include at least three scheduled
shifts missed, prorated for part-time employees. The scheduled hours missed will
be taken as PTO days, provided the employee has sufficient hours in his or her PTO
bank.

10.4.6. The District may, at its’ discretion, cancel or deny to any employee PTO during
any work stoppage, strike, work slowdown or other job action (such as sick-out,
refusal to work assigned duties, or other similar concerted activity) against the
District by its’” employees or during any bona fide emergency for which the District
deems it necessary to have its’ employees work.

10.5. Observed Holidays: If the District is “closed” on an actual Holiday, employees
may receive PTO pay for their regularly scheduled hours on these days by
indicating PTO hours on their time sheet. Hours paid will be deducted from the
employee’s PTO bank. If the employee’s PTO bank is insufficient to cover the
holiday, payment will be made only to the number of PTO hours available in the
employee’s bank.

10.6. Exception may be provided to a probationary employee to allow holiday PTO to
be paid within the first 90 days of employment if scheduled hours are missed as a
result of a holiday. In these instances, the employee will be allowed to use accrued
PTO time. If there is not enough PTO time to cover the holiday(s) in their accrued
bank, probationary employee may be allowed to run a temporary PTO deficit.

10.7. This policy shall apply to probationary, full-time, and permanent part-time
employees in all classifications.

10.8. -PTO Annual payback: Employees who have accumulated PTO hours in
excess of their annual maximum accrual based on the employee’s years of service
in a benefit eligible status shall receive an annual “payback” for those excess hours
beyond their maximum accrual.

10.9. The payback will be provided on straight time hourly base pay. The calculation
will be made after the payroll-run which includes time off taken in November of

10




RIVER PINES PuBLIc UTILITY DISTRICT

MEMORANDUM OF UNDERSTANDING
July 1, 2014 to July 1, 2015

each year. The employee’'s PTO bank will be reduced accordingly. Payback is
paid on all hours over 320 hours at regular rate of pay.

10.10. PTO payoff: Accrued PTO will be paid-off with the final pay check or during
pay period where an employee changes status to a benefit ineligible position. Any
deficits owed to the District may be withheld from an employee’s final paycheck.

10.11. Upon termination, retirement or resignation, PTO payback shall be for all PTO
hours accumulated in the employer's PTO bank.

10.12. This policy shall apply to probationary, full-time, and permanent part-time
employees in all classifications.

10.13. No employee shall be entitled to PTO while absent from work for either of the
following reasons:

10.13.1.  Disability arising from a sickness or injury purposefully self-inflicted or caused
by the employee’s willful misconduct.

10.13.2. Sickness or disability sustained while on unpaid leave of absence.

10.13.3. If an employee has an injury or iliness which entitles him/her to compensation
payments from the District under the provisions of Worker's Compensation Act, and
if the employee, as a result of this injury or iliness, is unable to perform the duties of
his/her employment, the employee has the option of using accumulated PTO leave
to continue his/her regular salary. Notice needs to be given to the District Board to
continue payment.

10.13.4. Bereavement leave, as described in Article 13 may be augmented by use of
two days of PTO bank upon consent of the District Board.

10.13.5. In order to receive PTO while ill, the employee shall notify the District main
office prior to the time for beginning the regular work day, or as soon thereafter as
practical. Employee shall maintain appropriate communication with the office during
the period of leave. If possible, employee shall notify the office the day before
returning to work. The District will recognize and abide by the provisions of the
Family Medical Leave Act for all eligible employees.

ARTICLE 11. BEREAVEMENT LEAVE.

11.1. This policy shall apply to probationary, full-time, and permanent part-time
employees in all classification.

11
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11.2. In the event of a death in the immediate family, an employee may be granted a
paid leave of absence not to exceed three (3) days. This is in addition to regular
PTO. The District Board may require certification.

11.3. “Immediate family” is defined as mother, father, husband, wife, son grandson,
daughter, granddaughter, brother, sister, mother-in-law, father-in-law,
grandparents, and step relatives.

ARTICLE 12. AUTHORIZED LEAVES OF ABSENCE.

12.1. The District Board may grant a leave of absence without pay for up to sixty (60)
calendar days. The Board of Directors may grant a leave of absence of greater
length than sixty (60) calendar days but not to exceed four (4) calendar months.

12.2. A written request for an extension of leave to be granted by the Board of
Directors must be submitted no less than two weeks before the end of the original
leave.

12.3. A leave of absence may be taken in conjunction with, and at the conclusion of,
an authorized use of PTO or compensatory time off.

12.4. An employee who wishes to maintain any or all of his/her insurance benefits
may do so by paying the premiums for the desired benefits for the period he/she is
on leave of absence.

12.5. An employee’s prior service will be reinstated upon the employee’s return to
his/her position following a leave of absence, and such prior service shall be added
to all service thereafter.

12.6. If an employee is disabled or otherwise injured or unable to work, the period of
time that the employee is on disability and/or receiving benefits under the District
Worker's Compensation program, shall be considered a period of authorized leave
without pay.

12.7. When an employee is granted leave with or without pay, it is with definite
understanding that, at the expiration of the leave, the employee will be returned to
his or her same or comparable position after the conclusion of the leave.

12.8. The district will recognize and abide by the provisions of the Family Medical
Leave Act for all eligible employees.

12
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ARTICLE 13. CONTINUITY OF SERVICE.

13.1. For probationary, part-time, and full-time employees in all classifications, length
of continuous service with District will be used as the basis for determining benefits
such as PTO. Length of continuous service may also be one of the considerations
in promotions, demotions and layoffs.

13.2. Continuous service with the District will start with the date of employment and
will continue until one of the following occurs:

13.2.1. An employee is discharged for cause;
13.2.2. An employee voluntarily terminates his/her employment; or,

13.2.3. Layoff of permanent employees shall occur within their regularly assigned
classification and shall be in order of their seniority so that the employees with the
least seniority will be the first laid off. Probationary employees shall be laid off
before any regular employee. Employees laid off will retain their seniority for (2) two
years for recall purposes.

13.3. Continuity of an employee’s service will not be broken by absence for the
following reasons, and his/her length of service will accrue for the period of such
absence:

13.3.1. Absence for PTO as authorized under Article 10;
13.3.2. Authorized leave without pay on account of illness or maternity leave;

13.3.3. Absences governed by applicable state and/or federal laws such as military or
National Guard service.

13.4. Previous full-time employees who were laid off and called back for work that is
not fill-time in nature will have their employment service records maintained so that
they accumulate length-of-service as they work on an “hour-for-hour” basis.

13.5. Part-time and temporary employees who are hired for a position having full-time
status will have previously earned length-of-service maintained in their employment
service records.

13.6. Previous temporary employees who are rehired within eighteen (18) months of
their last date of employment shall have their employment service records restored
to include previously earned length-of-service.

13
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ARTICLE 14. UNAUTHORIZED LEAVES OF ABSENCE. Any employee’s unauthorized
absence (i.e., absence from his/her duty without leave authorized in accordance with
the provisions of this M.0.U.) for five (5) or more consecutive working days shall
constitute an automatic voluntary resignation by such employee from his/her
employment with the District, effective as of the last date on which the employee
worked. Any employee’s failure to return to the District service within five (5) working
days of the expiration of his/her leave of absence authorized in accordance with the
provisions of this M.O.U. or to secure from the District extension of such leave of
absence shall constitute an automatic voluntary resignation by such employee from
his/her employment with the District, effective as of the date of expiration of his/her
leave of absence.

ARTICLE 15. UNIFORMS AND PROTECTIVE CLOTHING.

15.1. For public identification, it shall be mandatory that District clothing (shirts) be
work at all times by field employees while performing District work. District will
provide shirts and hats to all field employees and overalls and jackets to designated
employees. All garments will have the District logo and name tags. Long, durable
pants shall be worn at all times for lower extremity protection, and appropriate
footwear shall be worn at all times as well.

15.2. The cost of uniforms and/or protective clothing that employees are required to
wear (in addition to the requirements of this Article), shall be borne by the District.
Advance approval from the District Board shall be required prior to purchase.

ARTICLE 16. TRAVEL COST REIMBURSEMENT.

16.1. Employees of the District will be reimbursed for all expenses, including but not
limited to transportation, meals, lodging and incidental expenses, while attending
authorized work related meetings or other functions. Reimbursement for alcoholic
drinks is not permissible. Employees will be reimbursed for use of personal
vehicles when performing authorized District work.

16.2. The District Board may review all requests for reimbursement for reasonable
and necessary expenses.

16.3. All employee travel for which reimbursement of expenses must be accompanied
by a record of the person who incurred the expense, the purpose of the expense,
the date incurred, receipts, mileage sheet and an itemized expense sheet, all
signed by the requesting employee and the District Board.

14
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16.4. OVERNIGHT TRIPs: Daily lodging, meals, and incidental expenses shall be
advanced or reimbursed up to an amount that is reasonable and necessary. It is
acceptable to stay at the location where a conference or seminar is being held.

16.5. DAY TRIPS: When lodging expenses are not incurred, expenses for meals and
incidental expenses shall be advanced or reimbursed to an amount that is
reasonable and necessary.

16.6. Employees with the District Board’s prior consent may submit expenses for
meals purchased for business associates.

16.7. Upon authorization of the District Board, any employee of the District who uses
his/her own private vehicle for the District business shall be reimbursed for the cost
of said use on the basis of total miles driven and at the rate specified in the Internal
Revenue Service Guidelines in effect at the time of said usage.

16.8. Use of personal vehicles shall not be authorized for the performance of District
work if a suitable District vehicle is available and safely operational.

16.9. Proof of adequate insurance covering collision, personal injury and property
damage shall be required by the District of any employee using a personal vehicle
in the performance of District work.

16.10. When an employee is temporarily reassigned to a new workplace and uses
his/her personal vehicle to travel there, the employee shall be compensated for the
mileage in excess of that which he/she normally drives.

ARTICLE 17. USE OF DISTRICT VEHICLES.

17.1. Use of the District owned vehicles shall be limited to the business of the District
and shall not be used by employees for personal use during or after working hours.
Because of insurance considerations, unauthorized persons other then employees
of the District may not ride in the District vehicles.

17.2. Vehicles taken home at night by employees are for on-call or standby use only
as determined by the District Board.

17.3. All occupants of District vehicles are required to wear seat belts.

17.4. The District vehicle is for the work related use of the current employee only.
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