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Staff Report 
for the Regular Meeting of the Board of Directors, May 22, 2019 
 
TO:  Honorable Board of Directors    
 
FROM: Jana Kolakowski, Human Resources Manager  
   
DATE: May 15, 2019   
  
SUBJECT: New Confidential Unit Classifications (Consent) 
 

HUMAN RESOURCES 
 
RECOMMENDATION ACTION:  
Approve the attached job descriptions and update to the Unrepresented Employee 
Benefits and Compensation Plan, as recommended by the Administrative Practices 
Committee. 
 
BACKGROUND:  
 
Staff has reviewed two new job descriptions that the General Manager has 
designated to the Confidential Employee Unit.  In order to ensure that staff with 
access to confidential employee and/or labor relations negotiations information are 
consistent, the following positions have been designated in the Confidential 
Employee Unit: 
 

1. Executive Management Assistant 
This position is based on the Management Assistant job description, and 
updated to reflect current duties.  This position supports the General 
Manager, the Assistant General Manager, the Board Secretary and the 
Board of Directors. The expertise and work required to support executive 
level staff differentiates it from the current Management Assistant 
classification that supports Department Managers.   
 
Previously referred to as the “Management Assistant – Executive”, this 
position has always been designated in the Confidential Employee Unit due 
to the involvement in documentation of confidential labor contract 
negotiations and access to other sensitive, confidential information.  The 
fact that this position is intended to be separate from the “Management 
Assistant” classification is reflected in the documentation that led up to the 
creation of the Office unit in October of 2016, as the District and AFSCME 
previously agreed that the person in this position was not to be included on 
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the list of employees eligible to vote in the representation election in which 
AFSCME obtained status as the exclusive representative of the Office Unit.   
 
During a meeting with AFSCME, they noted the lack of a separate job 
description for the Confidential position.  The District appreciates that 
AFSCME brought this matter to our attention and has taken the step of 
further making it clear that this position is different from those in the general 
Management Assistant classification.   
 
To ensure that there is no confusion as to the bargaining unit which applies 
to this position and in recognition of this position’s access to confidential 
information, the title of the classification associated with this position has 
been clarified.  This classification has also been benchmarked for 
comparable salaries and has a new suggested wage schedule.  A salary 
survey is included for benchmark purposes.  The survey agencies include 
the comparable agencies of the District’s current salary survey being 
undertaken by consultants.   

 
 

2. Records Management Assistant 
This new classification is based on the Management Assistant job 
description, with some updates to specific duties regarding confidential 
documentation.  This classification has access to confidential employee 
information and labor relations documents by virtue of their role as lead 
records keeper for the District and role in assisting the Board Secretary with 
Public Records Act Requests.   
 

The new and updated job descriptions were shared with AFSCME on February 21, 
2019 and the District met and conferred with them again on the classifications on 
March 21, 2019.  The current Management Assistant classification is attached for 
reference. 
 
The Compensation and Benefits Plan -  Unrepresented Employees is attached with 
these two confidential unit positions noted in the Confidential Employees list on the 
last page of the document.  Updates to titles and approved classifications were 
also made to this document:  
  

Confidential Employees: 
• Human Resources Representative I/II (title change) 

Exempt Employees*: 
• Environmental Resources Administrator 
• Hydroelectric Compliance Analyst 
• Hydroelectric Compliance Administrator 
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*Exempt from of overtime as per the Fair Labor Standards Act

This item is in alignment with the District’s Strategic Plan Goal No. 1, as it promotes 
the development of succession planning, integration of human resources and 
department employee functions,  and provides proactive management of the District’s 
physical, financial, and human resources. 

BUDGETARY IMPACT:  Est. ≤$1,000 

Attachments (5): 
• Management Assistant – Job Description
• Executive Management Assistant - Job Description
• Executive Management Assistant – Salary Survey
• Records Management Assistant – Job Description
• Benefit and Compensation Plan - Unrepresented Employees, June

30, 2017
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NEVADA IRRIGATION DISTRICT 

MANAGEMENT ASSISTANT - Range A78 – BOD 10/10/12  

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. 
Specifications are not intended to reflect all duties performed within the job. 

DEFINITION 

To provide highly responsible administrative, technical and/or secretarial support to management 
and departmental staff; to coordinate, monitor, and report on various departmental activities of a 
routine and recurring nature; and to review and respond to routine administrative requests related 
to area of assignment.  

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from assigned supervisory or management personnel. 

May exercise technical and functional supervision over assigned clerical personnel. 

ESSENTIAL FUNCTION STATEMENTS 
Essential and other important responsibilities and duties may include, but are not limited to, the following: 

Essential Functions: 

1. Perform administrative projects for management and departmental personnel; research
and compile background data; maintain records and files regarding department
administrative activities.

2. Perform a wide variety of complex, responsible, and confidential secretarial and
administrative duties for management personnel.

3. Assist in developing staff reports for submittal to the General Manager, Board of
Directors, District staff, and/or other committees including preparing reports, assembling
background materials, and composing first drafts; prepare meeting agendas and
background materials; take and distribute meeting minutes.

4. Participate and assist in the development and administration of a department or division
budget; prepare budget reports; compile annual budget requests; monitor and control
expenditures.

5. Interpret and explain District and department policies, rules, and regulations in response
to inquiries; refer inquiries as appropriate; assist in developing and implementing
department policies and procedures in order to meet department objectives and regulatory
requirements.
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Essential Functions: (Continued) 
 

6. Create purchase orders; receive and review invoices and accurately code billing 
according to location and budget expense code; maintain necessary files. 
 

7. Independently respond to letters and general correspondence not requiring the attention 
of management or supervisory personnel. 
 

8. Evaluate operations and activities of assigned responsibilities; recommend improvements 
and modifications; prepare various reports on operations and activities. 

 
9. Develop, coordinate and implement program activities of a technical area or assignment 

related to department activities; prepare technical documents related to program 
activities. 

 
10. Perform technical duties related to area of assignment including interpreting, analyzing 

and determining compliance or acceptance of information and materials; prepare reports 
to document results of duties performed. 
 

11. Assist professional staff in performing and conducting studies, special projects, 
administrative and technical functions; track statistical and technical data; perform data 
collection and routine analysis; prepare draft reports and technical documents.  
 

12. Type, proofread, and compile a variety of reports, contracts, letters, memoranda, and 
other technical and administrative documents. 
 

13. Assist the public with interpreting, understanding, and complying with District policies 
and procedures; coordinate with various District departments and outside entities as 
required. 

 
14. Receive telephone calls including complaints, and provide assistance to callers using 

judgment as to calls requiring priority attention. 
 

15. Coordinate and make travel arrangements; maintain appointment schedules and 
calendars; arrange meetings and conferences. 

 
16. Provide administrative support for assigned task forces, commissions, and boards. 

 
17. May order and purchase supplies for administrative operations and perform accounting 

functions related to ordering supplies, equipment and services. 
 

18. May assist with the inventory of capital equipment and prepare necessary paperwork for 
the purchase, inventory and disposal of such equipment.  
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Essential Functions: (Continued) 
 

19. May maintain time card and payroll records and personnel files and records for 
management personnel including employee evaluations and disciplinary actions. 

 
20. Build and maintain positive working relationships with co-workers, other District employees 

and the public using principles of good customer service. 
 

21. Perform related duties as assigned. 
 

QUALIFICATIONS 
 
Knowledge of: 
 
Principles and practices of office management. 
Principles and practices of administrative and technical support. 
Basic research methods and techniques. 
Principles and methods of business letter and report writing. 
Principles and practices of bookkeeping. 
Principles and practices of organizing and prioritizing the work of others. 
English  usage, spelling, punctuation and grammar, arithmetic and basic mathematical calculations. 
Advanced use of modern office equipment including applicable computer applications including 

word processing, databases and spreadsheets.  
Principles and practices of effective customer service. 
 
Ability to: 
 
Understand the organization and operation of the District and of outside agencies as necessary to 

assume assigned responsibilities. 
Perform routine research. 
Collect, compile, analyze and present a variety of data in a meaningful way. 
Review budget submissions and revisions for mathematical and accounting accuracy. 
Plan, organize and schedule priorities in the office. 
Compose general correspondence and letters. 
Interpret and apply administrative and departmental policies, laws, and rules. 
Preserve confidentiality of sensitive material routinely encountered as part of work assignments. 
Develop and recommend policies and procedures related to assigned office operations. 
Analyze situations carefully, recommend solutions, and adopt effective courses of action. 
Compile and maintain complex and extensive records and prepare reports. 
Prepare agenda items and take notes and write summaries of meetings. 
Type at a speed necessary for successful job performance. 
Operate and use modern office equipment including a computer and applicable software. 
Establish and maintain effective working relationships with those contacted in the course of work. 
Communicate clearly and concisely, both orally and in writing. 
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Responsibility to: 
 
Obey safe work practices, procedures, and regulations including wearing protective equipment   

and safety devices. 
Operate equipment in a careful and safe manner. 
Acknowledge the use of safeguards by other employees. 
Report any removal, displacement, damage, destruction, or tampering of safety devices, 

safeguards, notices or warnings. 
Report any safety risks or hazards to your supervisor or other management personnel. 
Report to your supervisor or other management personnel any work assignment that you feel 

would require you to perform the work in an unsafe manner. 
 
EXPERIENCE AND EDUCATION GUIDELINES 
Any combination of experience and education that would likely provide the required knowledge and abilities is 
qualifying.  A typical way to obtain the knowledge and abilities would be: 
 
Experience: 
 
Five years of responsible administrative and/or technical experience. 
 
Education: 
 
Equivalent to the completion of the twelfth grade preferably supplemented by course work in 
business, accounting or a related field. 
 
License and Certificate: 
 
Possession of, or ability to obtain, a valid California driver’s license. 
Some positions may require a Notary Public certificate. 
 
WORKING CONDITIONS 
 
Environmental Conditions: 
 
Work is normally performed in a temperature controlled office environment subject to typical 
office noise.  Some duties may include working in an outdoor environment, depending on 
assignment. 
 
Physical Conditions: 
 
Essential functions may require maintaining physical condition necessary to sit at desk and/or stand 
at counter for long periods of time; intermittently twist and reach office equipment; write and use 
keyboard to communicate through written means; run errands as required; lift or carry weight of 25 
pounds or less. 
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Mental Conditions: 
 
Essential functions may require maintaining mental condition necessary to review documents 
related to department operations; observe, identify, and problem solve office systems and 
procedures; understand, interpret and explain department policies and procedures; explain and 
problem solve office issues for the public and with staff; handle conflict. 
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EXECUTIVE MANAGEMENT ASSISTANT - Range A99 – BOD XX/XX/2019  
 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  
Specifications are not intended to reflect all duties performed within the job. 
 
DEFINITION 
 
To provide highly responsible administrative, technical and/or secretarial support to executive 
level management staff; to coordinate, monitor, and report on various departmental activities of a 
routine and recurring nature; and to review and respond to routine administrative requests related 
to area of assignment. Designated in the Confidential Employee Unit. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives general supervision from assigned supervisory or management personnel. 
 
May exercise technical and functional supervision over assigned clerical personnel. 
 
ESSENTIAL FUNCTION STATEMENTS 
Essential and other important responsibilities and duties may include, but are not limited to, the following: 
 
Essential Functions: 
 

1. Perform administrative projects for management personnel; research and compile 
background data; maintain records and files regarding department administrative activities. 

 
2. Perform a wide variety of complex, responsible, and confidential secretarial and 

administrative duties for executive management personnel. 
 

3. Assist executive staff and Board Secretary in reviewing and providing staff reports for 
submittal to the, Board of Directors and other committees including preparing reports, 
assembling background materials, and composing first drafts; prepare and distribute 
meeting agendas and background materials; take and distribute meeting minutes. 

 
4. Participate and assist in the development and administration of a department or division 

budget; prepare budget reports; compile annual budget requests; monitor and control 
expenditures. 

 
5. Interpret and explain District and department policies, rules, and regulations in response 

to inquiries; refer inquiries as appropriate; assist in developing and implementing 
department policies and procedures in order to meet department objectives and regulatory 
requirements. 
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6. Assist the Board Secretary with all Board and Committee meeting materials and minutes.  
Substitute as necessary for the Board Secretary or other Management Assistants during 
District Board or Committee Meetings. 
 

Essential Functions: (Continued) 
 

7. Create purchase orders; receive and review invoices and accurately code billing according 
to location and budget expense code; maintain necessary files. 
 

8. Independently respond to letters and general correspondence not requiring the attention of 
management or supervisory personnel. 
 

9. Evaluate operations and activities of assigned responsibilities; recommend improvements 
and modifications; prepare various reports on operations and activities. 

 
10. Develop, coordinate and implement program activities of a technical area or assignment 

related to department activities; prepare technical documents related to program activities. 
 

11. Perform technical duties related to area of assignment including interpreting, analyzing and 
determining compliance or acceptance of information and materials; prepare reports to 
document results of duties performed. 
 

12. Assist professional staff in performing and conducting studies, special projects, 
administrative and technical functions; track statistical and technical data; perform data 
collection and routine analysis; prepare draft reports and technical documents.  
 

13. Type, proofread, and compile a variety of reports, contracts, letters, memoranda, and other 
technical and administrative documents. 
 

14. Handles, types and proofreads confidential documents including District matters related to 
labor contract negotiations. 
 

15. Assist the public with interpreting, understanding, and complying with District policies and 
procedures; coordinate with various District departments and outside entities as required. 

 
16. Receive telephone calls including complaints, claims against the District and general 

inquiries, and provide assistance to callers using judgment as to calls requiring priority 
attention or referral to the appropriate staff member 

 
17. Coordinate and make travel arrangements; maintain appointment schedules and calendars; 

arrange meetings and conferences; schedule training for executive and management staff 
 

18. Provide administrative support for assigned task forces, commissions, and boards. 
 

19. May assist executive staff with documents that are required to be notarized. 
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Essential Functions: (Continued) 
 

20. May order and purchase supplies for administrative operations and perform accounting 
functions related to ordering supplies, equipment and services. 

 
21. May assist with the inventory of capital equipment and prepare necessary paperwork for 

the purchase, inventory and disposal of such equipment.  
 

22. Build and maintain positive working relationships with co-workers, other District employees 
and the public using principles of good customer service. 

 
23. Perform related duties as assigned. 

 
QUALIFICATIONS 
 
Knowledge of: 
 
Principles and practices of office management. 
Principles and practices of administrative and technical support. 
Basic research methods and techniques. 
Principles and methods of business letter and report writing. 
Principles and practices of bookkeeping. 
Principles and practices of organizing and prioritizing the work of others. 
English usage, spelling, punctuation and grammar, arithmetic and basic mathematical calculations. 
Advanced use of modern office equipment including applicable computer applications including 

word processing, databases and spreadsheets.  
Principles and practices of effective customer service. 
 
Ability to: 
 
Understand the organization and operation of the District and of outside agencies as necessary to 

assume assigned responsibilities. 
Perform routine research. 
Work with and control sensitive, confidential information.  
Collect, compile, analyze and present a variety of data in a meaningful way. 
Review budget submissions and revisions for mathematical and accounting accuracy. 
Plan, organize and schedule priorities in the office. 
Compose general correspondence and letters. 
Interpret and apply administrative and departmental policies, laws, and rules. 
Preserve confidentiality of sensitive material routinely encountered as part of work assignments. 
Develop and recommend policies and procedures related to assigned office operations. 
Analyze situations carefully, recommend solutions, and adopt effective courses of action. 
Compile and maintain complex and extensive records and prepare reports. 
Prepare agenda items and take notes and write summaries of meetings. 
Type at a speed necessary for successful job performance. 
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Operate and use modern office equipment including a computer and applicable software. 
Establish and maintain effective working relationships with those contacted in the course of work. 
Communicate clearly and concisely, both orally and in writing. 
 
Responsibility to: 
 
Obey safe work practices, procedures, and regulations including wearing protective equipment   

and safety devices. 
Operate equipment in a careful and safe manner. 
Acknowledge the use of safeguards by other employees. 
Report any removal, displacement, damage, destruction, or tampering of safety devices, 

safeguards, notices or warnings. 
Report any safety risks or hazards to your supervisor or other management personnel. 
Report to your supervisor or other management personnel any work assignment that you feel 

would require you to perform the work in an unsafe manner. 
 
EXPERIENCE AND EDUCATION GUIDELINES 
Any combination of experience and education that would likely provide the required knowledge and abilities is 
qualifying.  A typical way to obtain the knowledge and abilities would be: 
 
Experience: 
 
Seven years of responsible administrative and/or technical experience. 
 
Education: 
 
Equivalent to the completion of an Associate’s Degree, preferably supplemented by course work in 
business, accounting or a related field. 
 
License and Certificate: 
 
Possession of, or ability to obtain, a valid California driver’s license. 
Possession of a Notary Public certificate or ability to obtain one within 6 months of appointment. 
 
WORKING CONDITIONS 
 
Environmental Conditions: 
 
Work is normally performed in a temperature controlled office environment subject to typical 
office noise.  Some duties may include working in an outdoor environment, depending on 
assignment. 
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Physical Conditions: 
 
Essential functions may require maintaining physical condition necessary to sit at desk and/or stand 
at counter for long periods of time; intermittently twist and reach office equipment; write and use 
keyboard to communicate through written means; run errands as required; lift or carry weight of 25 
pounds or less. 
 
Mental Conditions: 
 
Essential functions may require maintaining mental condition necessary to review documents related 
to department operations; observe, identify, and problem solve office systems and procedures; 
understand, interpret and explain department policies and procedures; explain and problem solve 
office issues for the public and with staff; handle conflict. 
 
 



Exec Mgmt Assistant_Sample Survey

2/25/2019

Organization Position Low High Salary Schedule Date

El Dorado ID No comparable found
Modesto ID Confidential Assistant 61,963$            79,310$            Dec-18
PCWA Agency Secretary/Clerk/Board 66,223$            84,520$            Jan-19
Sonoma County Water Agency Executive Secretary 52,797$            62,300$            Jan-19
Turlock ID Executive Assistant to the GM 62,253$            79,452$            Jan-19
Turlock ID Executive Secretary to the Board 68,631$            87,587$            Jan-19

Average 62,373$           78,634$           

City of Grass Valley No comparable found
City of Roseville Executive Assistant 60,122$            80,569$            Jan-18
City of Lincoln Executive Assistant 52,695$            59,612$            Dec-18
Nevada County Administrative Services Associate (Confidential, Exempt) 60,957$            74,416$            Oct-18

Average 60,957$           74,416$           

median 75th %
Bureau of Labor Statistics - Sac Metro Area Executive Secretaries & Executive Admin Assistants 58,320.00$      70,770.00$      May-17
Bureau of Labor Statistics - Chico Executive Secretaries & Executive Admin Assistants 52,930.00$      65,750.00$      May-17

Step 1 Step 5
NID Management Assistant (WOA78) 51,417$            62,514$            Jan-19

Step 1 Step 5
NID Executive Management Assistant (WOA99) 57,336$            69,742$            Jan-19

Water/Utility Agencies

Cities/Counties

U.S. Labor Statistics

Nevada Irrigation District - Current/Comparables

Nevada Irrigation District - Proposed
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NEVADA IRRIGATION DISTRICT 
 
 

RECORDS MANAGEMENT ASSISTANT - Range A78 – BOD XX/XX/2019  
 
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  
Specifications are not intended to reflect all duties performed within the job. 
 
DEFINITION 
 
To provide highly responsible administrative, technical and/or secretarial support to management 
and departmental staff; to coordinate, monitor, and report on activities relating to records of the 
District of a routine and recurring nature; and to review and respond to routine administrative 
requests related to internal and public requests for records and information retained by the District 
and is designated in the Confidential Employee Unit. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives general supervision from assigned supervisory or management personnel. 
 
May exercise technical and functional supervision over assigned clerical personnel. 
 
ESSENTIAL FUNCTION STATEMENTS 
Essential and other important responsibilities and duties may include, but are not limited to, the following: 
 
Essential Functions: 
 

1. Accesses and researches a variety of public and confidential information inclusive of 
employee information and labor contract negotiations. 
 

2. Perform administrative projects for management and departmental personnel; research and 
compile background data; maintain records and files regarding department administrative 
activities. 

 
3. Perform a wide variety of complex, responsible, and confidential secretarial and 

administrative duties for management personnel and in response to public records requests. 
 

4. Receive, analyze, catalog and maintain a variety of records including District Board 
agendas and related staff reports, news releases and published articles about the District.   
 

5. Maintain paper, microfiche and digital District records according the appropriate District 
policies and procedures. 
 

6. Participate and assist in the development and administration of a department or division 
budget; prepare budget reports; compile annual budget requests; monitor and control 
expenditures. 
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Essential Functions: (Continued) 
 

7. Interpret and explain District and department policies, rules, and regulations in response to 
inquiries; refer inquiries as appropriate; assist in developing and implementing department 
policies and procedures in order to meet department objectives and regulatory 
requirements. 

 
8. Create purchase orders; receive and review invoices and accurately code billing according 

to location and budget expense code; maintain necessary files. 
 

9. Independently respond to letters and general correspondence not requiring the attention of 
management or supervisory personnel. 
 

10. Evaluate operations and activities of assigned responsibilities; recommend improvements 
and modifications; prepare various reports on operations and activities. 

 
11. Develop, coordinate and implement program activities of the administration of District 

records activities; prepare technical documents related to program activities. 
 

12. Perform technical duties related to area of assignment including interpreting, analyzing and 
determining compliance or acceptance of information and materials; prepare reports to 
document results of duties performed. 
 

13. Assist professional staff in performing and conducting studies, special projects, 
administrative and technical functions; track statistical and technical data; perform data 
collection and routine analysis; prepare draft reports and technical documents.  
 

14. Type, proofread, and compile a variety of reports, contracts, letters, memoranda, and other 
technical and administrative documents. 
 

15. Assist the public with interpreting, understanding, and complying with District policies and 
procedures; coordinate with various District departments and outside entities as required. 

 
16. Receive telephone calls including complaints, and provide assistance to callers using 

judgment as to calls requiring priority attention. 
 

17. Coordinate and make travel arrangements; maintain appointment schedules and calendars; 
arrange meetings and conferences. 

 
18. Provide administrative support for assigned task forces, commissions, and boards. 

 
19. May order and purchase supplies for administrative operations and perform accounting 

functions related to ordering supplies, equipment and services. 
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Essential Functions: (Continued) 
 

 
20. May assist with the inventory of capital equipment and prepare necessary paperwork for 

the purchase, inventory and disposal of such equipment.  
 

21. May maintain time card and payroll records and personnel files and records for 
management personnel including employee evaluations and disciplinary actions. 

 
22. Build and maintain positive working relationships with co-workers, other District employees 

and the public using principles of good customer service. 
 

23. Perform related duties as assigned. 
 

QUALIFICATIONS 
 
Knowledge of: 
 
Principles and practices of office management. 
Principles and practices of administrative and technical support. 
Principles and practices of public entity records management. 
Basic research methods and techniques. 
Principles and methods of business letter and report writing. 
Principles and practices of bookkeeping. 
Principles and practices of organizing and prioritizing the work of others. 
English usage, spelling, punctuation and grammar, arithmetic and basic mathematical calculations. 
Advanced use of modern office equipment including applicable computer applications including 

word processing, databases and spreadsheets.  
Principles and practices of effective customer service. 
 
Ability to: 
 
Understand the organization and operation of the District and of outside agencies as necessary to 

assume assigned responsibilities. 
Perform routine research. 
Collect, compile, analyze and present a variety of data in a meaningful way. 
Review budget submissions and revisions for mathematical and accounting accuracy. 
Plan, organize and schedule priorities in the office. 
Compose general correspondence and letters. 
Interpret and apply administrative and departmental policies, laws, and rules. 
Preserve confidentiality of sensitive material routinely encountered as part of work assignments. 
Develop and recommend policies and procedures related to assigned office operations. 
Analyze situations carefully, recommend solutions, and adopt effective courses of action. 
Compile and maintain complex and extensive records and prepare reports. 
Prepare agenda items and take notes and write summaries of meetings. 
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Type at a speed necessary for successful job performance. 
Operate and use modern office equipment including a computer and applicable software. 
Establish and maintain effective working relationships with those contacted in the course of work. 
Communicate clearly and concisely, both orally and in writing. 
 
Responsibility to: 
 
Obey safe work practices, procedures, and regulations including wearing protective equipment   

and safety devices. 
Operate equipment in a careful and safe manner. 
Acknowledge the use of safeguards by other employees. 
Report any removal, displacement, damage, destruction, or tampering of safety devices, 

safeguards, notices or warnings. 
Report any safety risks or hazards to your supervisor or other management personnel. 
Report to your supervisor or other management personnel any work assignment that you feel 

would require you to perform the work in an unsafe manner. 
 
EXPERIENCE AND EDUCATION GUIDELINES 
Any combination of experience and education that would likely provide the required knowledge and abilities is 
qualifying.  A typical way to obtain the knowledge and abilities would be: 
 
Experience: 
 
Five years of responsible administrative and/or technical experience. 
 
Education: 
 
Equivalent to the completion of the twelfth grade preferably supplemented by course work in 
business, accounting or a related field. 
 
License and Certificate: 
 
Possession of, or ability to obtain, a valid California driver’s license. 
 
 
WORKING CONDITIONS 
 
Environmental Conditions: 
 
Work is normally performed in a temperature controlled office environment subject to typical 
office noise.  Some duties may include working in an outdoor environment, depending on 
assignment. 
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Physical Conditions: 
 
Essential functions may require maintaining physical condition necessary to sit at desk and/or stand 
at counter for long periods of time; intermittently twist and reach office equipment; write and use 
keyboard to communicate through written means; run errands as required; lift or carry weight of 25 
pounds or less. 
 
Mental Conditions: 
 
Essential functions may require maintaining mental condition necessary to review documents related 
to department operations; observe, identify, and problem solve office systems and procedures; 
understand, interpret and explain department policies and procedures; explain and problem solve 
office issues for the public and with staff; handle conflict. 
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BENEFIT AND COMPENSATION PLAN  

 
PREAMBLE 

 
1. The NEVADA IRRIGATION DISTRICT is a public agency formed and existing under 

the laws of the State of California (Water Code, Division 11). 
 
2. This document, and the policies stated in it, constitutes a description of the 

compensation, as well as other terms and conditions of employment, for 
unrepresented employees (except managers).  This document does not create a 
binding agreement between the District and the employees.  It is simply a statement 
of policy subject to change or modification at any time and at the sole discretion of 
the Board of Directors. 
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ARTICLE 1 
 

EMPLOYEE STATUS 
 
1. A “Regular Employee” is an employee who has completed his/her probationary 

period and fills a regularly established classification. 
 
2. There are three (3) specific designations that define a “Probationary Employee.” The 

following definitions explain the different types of probationary employees.  
 

a) A “Probationary Employee” is defined as a newly hired employee in a 
classification that has been regularly established.  

b) A “Promotional Probationary Employee” is defined as an employee promoted 
into a new classification that is at least 5% above the salary range of their current 
classification. 

c) A “Transferred Probationary Employee” is an employee who voluntarily 
transfers into a regularly established classification. 

d) An employee who has not completed his or her initial six-month probationary 
period shall not be permitted to apply for an open position unless there are no 
other internal candidates for the position, or none of the other internal 
candidates for the position have been selected, and the vacancy has been 
opened up to external candidates.  In the event a probationary employee is 
selected to fill the position, the probationary employee will be required to 
complete a full probationary period in the new position (which will not be reduced 
by time spent as a probationary employee in the former position). 

e) A non-probationary employee who already has completed his or her initial six-
month probationary period, and successfully bids on an open position, will be 
required to complete a new 90-day probationary period in the new position.  If 
such employee has more than five years of service with the District, the 
employee will be entitled to return to his or her former position during the 90-day 
probationary period.  

f) In the case of a new outside hire, upon completion of six (6) months’ continuous 
service with the District, a probationary employee will be given the status of a 
regular employee.  During this probationary period, the employee may be 
terminated without cause. During the probationary period, new hires will be 
eligible for most District benefits herein, including observed holidays and 
vacation, as specified in District policies.  New employees are eligible for 
vacation after six (6) months of employment. A probationary employee will 
receive no less than the minimum rate of pay for the job.  

 
3. A “Regular Part-time Employee” is an employee who is hired by the District to fill a 

regularly established classification that warrants year-round employment at no more 
than thirty (30) hours per week and no less than twenty (20) hours per week. 

 
4. A probationary “Part-time Employee” will receive not less than the minimum hourly 

rate paid to a full-time employee for the same job.  Upon completion of six (6) 
months’ continuous service with the District, the Part-time employee shall be given 
the status of “Regular Part-time.”  During the probationary period of six (6) months, 
the probationary Part-time employee may be terminated without cause. 
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5. A “Temporary Worker” is defined as a worker who is hired on a temporary basis to 
perform seasonal work and/or work on special projects.  

 
6. An Exempt Employee is an employee who has positional duties and responsibilities 

and a level of decision making authority that is exempt from the overtime provisions 
of the Fair Labor Standards Act (FLSA).   

 
7. A Confidential Employee is an employee whose duties normally require access to 

confidential information that contributes significantly to the development of labor 
relations and/or collective bargaining. 

http://humanresources.about.com/od/glossaryf/a/flsa.htm
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ARTICLE 2 
 

SALARY AND OTHER COMPENSATION 
 
1. Job Classifications and Wage Rates:  Job Classifications and Wage Rates are 

established and/or amended by the District and adopted by the Board of Directors.  
A list of all classifications and applicable wage rates (Wage Schedule) is maintained 
on the District’s web site.    

 
2. Establishment and Revision of Classifications: The District will from time to time 

establish new and/or revise existing classifications and/or wage rates due to 
changes in operations or requirements as determined by the District. 

 
3. Performance Review:  The performance of employees will be reviewed annually for 

all job classifications at or below the top step of the salary range. After employees 
reach the top step of the salary range, reviews will be made bi-annually.  
Performance reviews can be conducted more frequently at the discretion of the 
supervisor.   

 
The employee may write a response that will be attached to the review and included 
in the personnel file. 

 
4. Work Out of Classification: 
 

a) When an employee is temporarily assigned to work in a supervisory role for a 
minimum of forty (40) consecutive hours, the employee will be paid at not less 
than the minimum rate established for the higher classification, or at one (1) step 
above his/her current rate of pay, whichever is greater, for each day so worked.  
Employees will not be required to assume supervisory responsibilities for less 
than forty (40) consecutive hours.   

 
When an employee is temporarily assigned to work in a classification that is not 
a supervisory role but is higher than his/her regular classification for work 
performed for four (4) hours or more in any one day, the employee will be paid 
as set forth in Section 5 herein. 

 
b) An employee will not work out of class longer than six (6) months in one position 

without approval from the General Manager.   
 
5. Rate of Pay: In the event an employee is working out of class, in accordance with 

this Article, the employee will receive a 5% increase to his/her hourly wage, or be 
paid at the starting rate of the higher classification, whichever is greater. 

 
a) For the duration that an employee works in an out of class position, the 

employee will receive the out of class rate of pay for holidays, vacation, sick 
leave, CTO, and administrative leave taken by the employee during the period 
of such out of class work. 

 
b) When an employee is required to work in a higher classification, the employee 

must possess the minimum qualifications of the higher classification. 
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6. Temporary Work in a Lower Classification: When an employee is temporarily 
required to work in a classification lower than his/her regular classification his/her 
rate of pay shall not be reduced. 

 
7. Emergency Call-Out:  A call-out shall occur when supervisory personnel specifically 

require an employee to perform emergency work outside the scheduled work hours. 
All employees shall be paid two (2) times the regular rate of pay for all time worked 
during a call-out for a minimum of two (2) hours up to a maximum of three (3) hours.  
All additional time worked over the three (3) hours emergency call-out shall be at the 
regular overtime rate of pay of the employee.   

 
Anytime an employee is monitoring the work of others outside of scheduled work 
hours, he/she shall receive emergency call-out pay. 

 
8. Boot Allowance:  The District will pay $180 toward the purchase and/or repair of 

work boots for District Employees listed in the District’s Work Apparel Policy and/or 
at the discretion of the employee’s department manager. Payment will be made 
within two (2) weeks of the employee’s date of hire and annually thereafter.  

 
9. Exempt Employees: In lieu of overtime and compensatory time off, exempt 

employees will receive Administrative Leave in accordance with District policy. 
 
10. Market Adjustment/Cost of Living Adjustment:  
 

a) Effective the first full pay period of January 2018, a 2% Market Adjustment will 
be applied to all employee salaries.   

b) The Consumer Price Index for all Urban Consumers (CPI-U), San Francisco-
Oakland-San Jose category, published by the U.S. Bureau of Labor Statistics, 
shall be the basis for all salary increases that are tied to Consumer Price 
Indexes. 

c)  Effective in the first full pay period in January 2018, 2019, and 2020, 
employees shall receive a cost of living adjustment (COLA) in accordance with 
section (b) above, and such COLA will be not less than a one and one-half 
percent (1.5%) increase and not more than a three and one-half percent (3.5%) 
increase.  The District’s Wage Schedule will be updated on or about January of 
each year to include the new COLA. 

11.  Salary Survey 
 
Not later than sixty (60) calendar days after this Plan is ratified by the District’s Board of 
Directors, the District will initiate efforts to retain a suitable consultant to perform a 
compensation survey designed to compare the wage rates and benefits (i.e. total 
compensation) paid by the District to its employees with wage rates and benefits paid 
by reasonably comparable irrigation districts or similar agencies - that operate under 
similar circumstances as the District - for the same or comparable work. The decision as 
to which agencies will be deemed comparable will be made by the District with input 
from the consultant.  The District will require that the survey be completed by the end of 
the fourth quarter of 2019.    
 

The District’s Wage Schedule will be revised accordingly for any wage adjustments. 
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ARTICLE 3 
 

BENEFITS 
 
1. Group Insurance Plan: The carriers, coverage, and terms and conditions of 

participation under the District’s Group Insurance Plan are subject to change in 
accordance with the applicable provisions of Title I, Division 4, Chapter 10 of the 
California Government Code (Section 3500 et seq.) (Meyers-Milias-Brown Act). 

 
a) The District contracts with CalPERS for health plan coverage for all regular and 

newly hired employees (eligibility to be defined by the “CalPERS health plan”).  
Booklets on the insurance plans will be available to all participants. 

 
b) Employees may choose any plan offered by CalPERS. Additional premiums will 

be borne by the employee through payroll deductions and paid to CalPERS by 
the District each month; and the additional cost for monthly premiums will be 
deducted evenly from the first and second payroll period of each month.  To the 
extent allowed by law, the District will attempt to deduct the employee’s premium 
contribution from pre-tax dollars. 

 
2. Direct Health Care Premium Contributions for Active Employees: 
 

The District will pay the minimum premium contribution directly to CalPERS, as 
required by CalPERS regulations for each eligible employee. 

 
3. Health Reimbursement Arrangement for Active Employees: 
 

On January 1, 2009, a Health Reimbursement Arrangement (HRA) was established 
by the District and includes, but is not limited to, the terms and conditions set forth 
below:  

 
a) Calendar year-end rollovers of individual account balances are allowed; and, 

 
b) Individual account “caps” for “employee plus dependent coverage” and 

“employee only coverage” shall be as follows: 
 

No contribution to an individual account shall be due when the 
balance in the individual employee account reaches the “cap” of 
$8,720.00 for “employee plus dependent coverage” and, $4,720.00 
for “employee only.”  Once expenditures reduce the account 
balance below the cap, contributions will resume.  Amounts not 
paid during the period of suspension shall be retained by the 
District and shall not accrue to the employee.  

 
c) Eligible participants are regular employees enrolled in a District offered health 

care plan, eligible dependents, and others as defined by the Nevada Irrigation 
District Health Reimbursement Arrangement; and, 

 
d) Eligible medical care expenses are defined by Internal Revenue Code Section 

213(d); and, 
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e) Eligible medical care expenses that are common to both an HRA and a Flexible 
Spending Account (FSA) will be required to be reimbursed from the FSA before 
expenses are reimbursed from an individual’s HRA account; and, 
 

 
f)     Upon the death of an employee: 

 
(i) HRA contributions to the individual’s account will cease, and 

 
(ii) Any balance in an HRA account at the time of the death of the employee 

must be used by the employee’s eligible dependents within sixty (60) 
months from the date of the last HRA contribution or it is forfeited. 

 
g) Regular Employees:  The District makes monthly contributions to eligible 

employee HRA accounts as follows: 
   
  The amount equal to: 
 

(i) The monthly contribution in the previous year for the purchase of the 
“employee only” Bay Area PERS Choice PPO premium; plus, 

1. Except that in plan year 2018 only, the monthly contribution in the 
previous year for the purchase of the “employee only” Anthem 
Blue Cross Select HMO – Bay Area; plus, 
 

 
(ii) 75% of the increase between the previous year monthly premium to the 

current year monthly premium (at the “employee only” Bay Area PERS 
Choice PPO rate);  

1. except that in plan year 2018 only, the employee only Anthem 
Blue Cross Select HMO – Bay Area rate shall be used )plus, 

 
(iii) $850.00 to offset dependent premiums, out-of-pocket expenses, 

deductibles, etc. 
1. except that in plan year 2018 only, the amount will be $450.00  

for employee only, $1,000.00 for employee plus one dependent, 
and $1,100.00 for employee plus family.   
 

(iv)  For benefits plan year 2018 only, eligible employees waiving District 
medical coverage will receive a monthly, post-tax contribution via payroll 
equivalent to fifty percent (50%) of the employee plus one dependent 
premium of the Anthem Blue Cross Select HMO – Bay Area plan. 

 
 

a) Newly Hired Regular Employees:  The District will fund individual newly-hired 
regular employees’ HRA accounts as follows: 

 
(i) Individual accounts will be set up for each “newly-hired regular employee” 

upon their successful completion of probation. 
 

(ii) Newly hired regular employees will be eligible for an additional one-time 
lump sum contribution on the first day of the month following the successful 
completion of their probationary period.  Such contribution will be calculated 
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based upon the number of months the employee was eligible to participate 
in the District’s health insurance program during their probationary period 
as follows: 

 
(aa) Upon the establishment of each individual account, a one-time 

District contribution of $1,000.00 will be made; plus, 
(bb) the number of eligible months times the amount identified in 

paragraph 3(g)(i) and 3(g)(ii), for those eligible months preceding the 
completion of the probationary period; plus, 

(cc) the number of eligible months times $850.00 to offset dependent 
premiums, out-of-pocket expenses, deductibles, etc.; less, 

(dd) any premiums paid directly by the District to CalPERS on behalf of 
the employee for dependent care coverage during the employee’s 
probationary period. 

(ee) In no event will the newly hired regular employee’s total initial 
contribution exceed $4,720.00 for any employee who has “employee 
only” coverage. 

 
BENEFITS FOR RETIREES FROM NEVADA IRRIGATION DISTRICT 
 
4. Retirement Health and Pension Benefits for Employees Hired before May 10, 2012: 
 

This section applies to employees hired prior to May 10, 2012 and who are eligible 
for District paid group insurance plan coverage.  Receipt of retiree benefits is 
available only to employees who are working for the Nevada Irrigation District at the 
time of retirement and begin receiving (PERS) pension benefits within 120 days of 
separation from the District.  Retirees may choose any plan offered to employees, 
and any additional cost for premium shall be borne by the retiree. 

 
a) Retiree Medical and Health Reimbursement Account:  The District will contribute 

to medical coverage for the employee only, under the plans and coverage 
available. 

 
(i) Direct Contribution: The District will pay, directly to CalPERS, the minimum 

monthly premium contribution required by CalPERS for the retiree only; 
and, 

 
(ii) Retiree HRA Plan:  The District will make monthly contributions to the 

retiree’s individual HRA account according to the vesting schedule in 
paragraph 4(b).  Retired employees will retain the ability to draw on their 
HRA account and claim reimbursement for qualifying medical expenses for 
themselves and their eligible dependents. 

 
b) HRA Vesting Schedule: 

 
Employees with ten (10) years of continuous service with the District and who 
are at least 55 years of age will receive a District contribution in the amount of 
the cost of the “employee only” medical premium at the PERS Choice Bay Area 
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rate, in place at the time the employee retires, minus the minimum contribution 
paid directly to CalPERS, as a monthly contribution to the retiree’s HRA.    

 
c) Retirement Pension Benefits for Employees Hired before May 10, 2012: 

 
(i) The District is a participant in the California Public Employees’ Retirement 

Plan, currently CalPERS 2.5% @ 55 retirement plan, one-year Final 
Compensation (1 yr FAC). 

 
(ii) Employees will pay 100% of the employee contribution, which is 8% of base 

salary. 
 
 
5. Retirement Health and Pension Benefits for Employees Hired on or after May 10, 

and “Classic” CalPERS Members Hired on or After January 1, 2013: 
 

This section applies to employees who are eligible for District paid group insurance 
plan coverage, hired on or after May 10, 2012 through December 31, 2012, and 
eligible employees hired on or after January 1, 2013 that are considered “Classic” 
Members as defined by CalPERS.  Receipt of retiree benefits is available only to 
employees who are working for the Nevada Irrigation District at the time of retirement 
and begin receiving (PERS) pension benefits within 120 days of separation from the 
District.  Retirees may choose any plan offered to employees, and any additional 
cost for premium shall be borne by the retiree. 

 
a) The District is a participant in the California Public Employees’ Retirement Plan. 

Effective May 10, 2012, the retirement benefit for all newly hired employees will 
be the CalPERS 2.0% @ 55 retirement plan, three-year Final Compensation (3 
yr FAC).  

 
b) Employees will pay 100% of the employee contribution, which is 7% of base 

salary. 
 

c) Employees shall receive retiree health benefits as follows: 
 

(i) The District will pay the eligible retiree’s minimum contribution for the 
retiree’s medical premium directly to CalPERS in accordance with PERS 
regulations; and 

 
(ii) The District will make monthly contributions to the eligible retiree’s HRA in 

accordance with the Vesting Schedule in paragraph 5(d). 
 

d) HRA Vesting Schedule: 
 

(i) Employees with ten (10) years of continuous service with the District and 
who are at least 55 years of age will receive a District contribution in the 
amount of 25% of the cost of the employee only medical premium at the 
PERS Choice Bay Area rate, in place at the time the employee retires, 
minus the minimum contribution paid directly to CalPERS, as a monthly 
contribution to the retiree’s HRA.  

 
(ii) Eligible employees shall earn an additional 2.5% for each subsequent year 

of service with the District. 
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(iii) The maximum District contribution will be achieved in the 20th year of 

continuous service and equal 50% of the premium in place at the time the 
employee retires, minus the minimum contribution paid directly to CalPERS.   

 
6. Retirement Health and Pension Benefits for Employees Hired on or after January 1, 

2013: 
 

This section applies to employees hired on or after January 1, 2013 and who are 
eligible for District paid group insurance plan coverage.  Receipt of retiree benefits 
is available only to employees who are working for the Nevada Irrigation District at 
the time of retirement and begin receiving (PERS) pension benefits within 120 days 
of separation from the District.  Retirees may choose any plan offered to employees, 
and any additional cost for premium shall be borne by the retiree. 

 
a) The District is a participant in the California Public Employees’ Retirement Plan. 

Effective January 1, 2013, the retirement benefit for all newly hired employees 
will be the CalPERS 2.0% @ 62 retirement plan, three-year Final Compensation 
(3 yr FAC).  

 
b) Employees will pay 100% of the employee contribution, which is 6.75% of base 

salary. 
 

c) Employees shall receive retiree health benefits as follows: 
 

(i) The District will pay the eligible retiree’s minimum contribution for the 
retiree’s medical premium directly to CalPERS in accordance with PERS 
regulations; and 

 
(ii) The District will make monthly contributions to the eligible retiree’s HRA in 

accordance with the Vesting Schedule in paragraph 6(d). 
 

d) HRA Vesting Schedule: 
 

(i) Employees with ten (10) years of continuous service with the District and 
who are at least 55 years of age will receive a District contribution in the 
amount of 25% of the cost of the employee only medical premium at the 
PERS Choice Bay Area rate, in place at the time the employee retires, 
minus the minimum contribution paid directly to CalPERS, as a monthly 
contribution to the retiree’s HRA.  

 
(ii) Eligible employees shall earn an additional 2.5% for each subsequent year 

of service with the District. 
 
(iii) The maximum District contribution will be achieved in the 20th year of 

continuous service and equal 50% of the premium in place at the time the 
employee retires, minus the minimum contribution paid directly to CalPERS.   

 
7. Individuals who retire from the District and convert their coverage from “employee 

plus dependent” to “employee only” will retain their account balance, even if the 
balance exceeds the cap from “employee only.” 
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8. In all cases, retirees who are eligible for Medicare will only be permitted to participate 
in District sponsored health insurance plans as retirees only if their participation in 
District plans is secondary to Medicare coverage. 

 
9. At least ninety (90) days prior to the planned retirement date, notification of the intent 

of the employee should be given in writing to the District. 
 
10. Any balance in an HRA account at the time of death of the retiree must be used by 

the retiree’s eligible dependents within sixty (60) months from the date of the last 
HRA contribution, or it is forfeited. 

 
11. The District’s contract with CalPERS includes Section 21023.5 Public Service Credit 

for Peace Corps or AmeriCorps: VISTA Service; and Section 21024 Military Service 
Credit as Public Service.  The cost of these service credits will be borne by the 
employee. 

 
OTHER BENEFITS 
 
12. Life Insurance for Active and Retired Employees:  The District’s group life insurance 

plan includes coverage at two times the employee’s current annual base salary for 
all active employees at no cost to the employee.  The District agrees to offer an 
optional supplemental life plan for active employees and dependents, at the 
employee’s expense.  This plan will be available only if 25 percent (25%) of the 
District’s employees enroll in the plan. 
 
Future retirees up to age 65, will receive coverage at $50,000 at no cost to the 
retiree.  The District will pay the cost of life insurance coverage for the employee 
only, under the plans available to all District employees, which may change from 
time-to-time thereafter.   

 
13. Medicare Benefits:   The District participates in Medicare-only coverage under the 

Federal Social Security Act, and the employee will be responsible for paying the 
employee’s share of the Medicare contribution. 

 
457 Deferred Compensation Plan:  The District contracts with various plan 
administrators to provide a 457 Deferred Compensation Plan, which is employee 
paid.   
 

14. Dental Plan: The District will contribute 100% of premiums for dental insurance 
coverage for employees and their eligible dependents. 

 
15. Vision Plan:  The District will contribute 100% of premiums for vision insurance 

coverage for employees and their eligible dependents.  
 

16. Disability Insurance: The District will continue to provide long term disability 
insurance coverage.  The District will contribute 100% of premiums for such 
coverage for employees.  The District also agrees to offer a short term disability 
plan for employees, at a cost to employees of half the premium.   This plan will be 
available only if 25 percent (25%) of the District’s employees enroll in the plan.   
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17. Air Ambulance:  The District agrees to provide air ambulance coverage.  The 
District will pay 100% of the annual membership cost for employees and families.  
 

18. IRS 125 Flexible Spending Plan:  The District provides an IRS 125 Flexible Spending 
Plan for employees in order to pay for other insurance, childcare, etc.  The District 
offers training related to the flexible spending plan. An employee can contribute up 
to the maximum amount allowed by law. 

 
19. Employee Assistance Program: The District provides an independently administered 

Employee Assistance Program.   
 
20. Vacation:  Vacation is provided pursuant to District policy.  
 
21. Sick Leave:  Sick Leave is provided pursuant to District policy. 
 
22. Holidays:  Holidays and holiday pay are provided pursuant to District policy. 
 
23. Leaves of Absence and Other Leaves:  Leaves of Absence and Other Leaves are 

provided pursuant to District policy. 
 
24. Part-Time Employees:  Part-time employees will not receive dental, vision, or long-

term disability benefits.  Health and HRA benefits will be provided on a pro-rated 
basis.  Retirement, life insurance, and other benefits will be restricted to those 
benefits or participation permitted under its terms, or carrier provisions, if any 
benefits or participation are available. 

 



 

13 
Revised 5/22/2019 

ARTICLE 4 
 

HOURS AND OVERTIME 
 
1. Standard Workweek Definition:  Except for those employees working an alternative 

work schedule as described in this Article, the basic workweek for District employees 
will be five consecutive eight hour work days.  A workday shall run from 12:00 
midnight to 12:00 midnight. The regular hours of work for all office and engineering 
employees will be from 8:00 a.m. to 5:00 p.m., with one (1) hour for lunch; however, 
at the discretion of the Department Manager, the hours of work and the length of 
time of the lunch hour may be adjusted to fall somewhere between 7:00 a.m. to 5:00 
p.m. with a half hour (1/2) or one (1) hour for lunch to be scheduled by his/her 
supervisor. The Department Manager, at his/her discretion may set different work 
schedules for some or all of the employees in the Department, and may change work 
schedules as necessary for the proper operation of the Department.   

 
2. Alternative Schedules:  An employee may work an alternative work schedule with 

the written permission of the employees Department Manager. The alternative work 
schedule may be ended by the Department Manager and the employees schedule 
changed to a different alternative work schedule or the standard work schedule. The 
District may change the employee’s work period when an employee begins and/or 
ends working an alternative schedule. The alternative work schedules are listed in 
the table below. 

 

Work Schedules Overtime Compensation Sick Leave, 
Vacation Holiday 

9/80s 
The work schedule is 
eight 9 hour days and one 
8 hour day per pay period. 
(2a) 

Non- exempt employees shall 
be compensated at the 
overtime rate for all hours 
worked in excess of 9 hours in 
a single day, or excess of 8 
hours on the scheduled 8 hour 
day, or in excess of 80 hours 
in a pay period. 

9 Hours per 
day off,  or 8 
hours on the 
scheduled 8 
hour day 

8 Hours per 
holiday. The 
balance will be 
made up with 
floating, 
vacation, or 
CTO hours 

4/10s 
The workday is 10 
consecutive hours of 
work. The work schedule 
is four days per seven day 
workweek. (2a) 

Non – exempt employees 
shall be compensated at the 
overtime rate for all hours 
worked in excess of 10 in a 
single workday or in excess of 
40 hours in a workweek. 

10 Hours per 
day off 

8 Hours per 
holiday. The 
balance will be 
made up with 
floating, 
vacation, or 
CTO hours 

12 hour shift plan 
The workday is 12 
consecutive hours of 
work. The schedule is 
three 12 hour workdays 
during a seven day 
workweek on the short 
week, followed by three 
12-hour workdays and 
one 8 hour workday 
during the alternating 
seven day workweek 
(long week) for a total of 
80 hours during two 

Non–exempt employees shall 
be compensated at the 
overtime rate for all hours 
worked in excess of 12 in a 
single workday, or in excess 
of eight on the single 8 hour 
work day during the long 
week, or in excess of forty 
four 44 in the long week or in 
excess of 36 in the short 
week. 

12 Hours per 
day, or 8 
hours on the 
scheduled 8 
hour day 

8 Hours per 
holiday. The 
balance will be 
made up with 
floating, 
vacation, or 
CTO hours 
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consecutive weeks. 
(2b)(2c)  

 
a) Work hours for 9/80, 4/10s and 3/12 hour schedules will be between 6:30 a.m. 

and 5:30 p.m. with a half-hour or hour lunch.  Starting and ending times, as well 
as lunch periods, will be at the discretion of the Department Manager.  

 
b) The District will pay 5% night shift differential for all hours worked between 6pm 

and 6am for employees regularly assigned to the night shift work schedule. 
 
c) The Department Manager or his/her designee will consider employee’s seniority 

within the classification in establishing priority for shift work scheduling. 
 
3. Full Time Employment:  All regular employees will receive full time employment for 

each workweek employed, provided they report to duty in accordance with the policy, 
terms and conditions established by the District, and are capable of performing their 
work.  This is not to be interpreted that the District does not have the right to layoff 
or release employees on account of lack of work or other valid reason. 

 
4. Overtime Definition: Overtime is defined as  
 

a) Time worked in excess of forty (40) hours in a workweek, unless an alternate 
work week is established in accordance with Item 2; 

 
b) Time worked in excess of eight (8) hours on a scheduled workday, unless an 

alternate work week is established in accordance with Item 2; 
 

c) Time worked on a non-scheduled workday; 
 

d) Time worked outside of regular hours on a workday, for those periods and under 
those conditions specified in paragraphs 7 and 8 hereafter; and 

 
e) Time worked on a holiday. 

 
5. Temporary Schedule Change:  The District may schedule employees to work for 

periods other than their regular or scheduled work hours.  
 

6. Overtime and Schedule Changes:  Time worked outside of regular or scheduled 
work hours on a workday shall be compensated as follows: 

 
a) Whenever other legally responsible public authority directs, or the needs for 

providing proper service to the public require the regular hours of work for 
employees may be scheduled at times other than between 7:00 a.m. and 5:00 
p.m.  In such an event, the regular hours of work shall consist of consecutive 
hours and shall include time to eat a meal near the midpoint of such shift. This 
mealtime shall be compensated for by the District.  Such work periods may 
overlap or be scheduled in shifts.  If the District gives less than seventy-two (72) 
hours notice to the employee prior to the commencement of a new work period 
or shift, the provisions of Section 6 b of this Article shall apply.  If the District 
provides seventy-two (72) hours or more notice prior to the commencement of 
a new work period or shift, such work period or shift for an employee may be 
established by the District without payment of any overtime compensation.   
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b) Overtime shall be paid for the time actually worked outside of regular work hours 
during the first two (2) days (forty-eight [48] hours) after commencement of 
alteration of the work hours.  Commencement of alteration of work hours shall 
be defined as the first hour of the shift worked outside of regular work hours.  
The alteration of work hours after the elapse of the two (2) day period specified 
above shall not entitle the employee to further overtime pay for time worked 
outside of regular work hours.  If the employee returns to the normal hours of 
work for four (4) workdays or more, the provisions of this section shall again 
become operative and overtime shall be paid for any time actually worked 
outside of the regular work hours during the first two (2) days after 
commencement of alteration of work hours.   

 
7. Scheduling and Approval of Overtime:  The District will attempt to schedule work 

and personnel to minimize overtime. When necessary, and at the sole discretion of 
the supervisor, overtime may be required.  

 
8. Compensation Rate:  Compensation for overtime work will be at either a) one and 

one-half (1½) times the regular straight time rate, or b) Compensatory Time Off 
(CTO) at one and one-half (1½) times the hours worked, at the request of the 
employee. 

 
9. Compensatory Time Accrual Limit: If, in the judgment of the District, CTO is granted 

when work is required in excess of the number of hours normally assigned during 
any workweek, the following provisions will apply. All CTO to be used will be 
approved by the Department Manager. 

 
10. CTO Balance Limit: The CTO Balance is the number of hours in the employee’s 

CTO bank at a specific point in time.  A maximum balance limit of eighty (80) CTO 
hours will be allowed in the CTO bank at any one time.  The employee will be 
compensated with pay for any overtime worked when his/her CTO balance is at or 
above eighty (80) hours.  Once the CTO balance is below eighty (80) hours, accrual 
may occur again.  The General Manager, or designee, may establish a more 
restrictive balance limit when and if necessary. 
 
CTO Accrual Limit:  Accrual is the total number of overtime hours converted to CTO 
and placed in the CTO bank during the fiscal year.  A maximum annual accrual limit 
of one hundred sixty (160) CTO hours will be allowed.  The employee will be 
compensated with pay for any overtime worked after the accrual limit has been 
reached.  The General Manager, or designee, may establish a more restrictive 
Balance Limit when and if necessary. 
 

11. CTO Rollover/Pay Option:  Prior to the last full payroll period of each fiscal year end, 
the employee will be given a one‐time option to rollover, all or a portion of his/her 
CTO hours, in his/her CTO bank.  The maximum amount of CTO hours that can be 
rolled over into the next fiscal year will be sixty (60). The employee shall be paid for 
any remaining CTO hours that are not rolled over. 
  

An employee may cash out all or a portion of his/her CTO hours, in his/her CTO 
bank, during the last full payroll period in June and the last full payroll period in 
December.  In addition, at the sole discretion of the General Manager, the 
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General Manager may, at any time during the fiscal year, authorize a CTO cash 
payout to an employee experiencing a severe financial hardship. 

 
12. Confidential Employees: The following classifications will be designated 

“Confidential”: 
 
 Accountant 
 Controller 
 Finance Analyst 
 Human Resources Representative I/II Technician 
 Information Technology Analyst 
 Executive Management Assistant – Executive 
 Records Management Assistant 
 Senior Finance Assistant - Payroll 
 

Employees in these classifications as well as new employees filling positions in 
these classifications will be trained in his/her confidential responsibilities by the 
Human Resources Manager or designate. 

 
Confidential employees are considered those employees who participate in the day 
to day activities that are intertwined with personal knowledge of employees, 
processing sensitive information relating to employee/dependent medical needs, 
payroll specifics, dealings with closed Board sessions, court cases, and other 
sensitive information either received or transmitted to others on a daily basis. 

 
13. Exempt Positions: The following positions are considered to be exempt for purposes 

of overtime work. The personnel occupying these positions are responsible for the 
completion of the work assigned, without regard to overtime.  Every effort should be 
made, however, to limit the amount of hours worked by these individuals to forty (40) 
hours a week.  The classifications are as follows:  

 
 Controller 
 Environmental Resources Administrator 
 Hydroelectric Compliance Analyst 
 Hydroelectric Compliance Administrator 
 Senior Engineer (Registered) – Dam Safety 
  
14. Flextime: With the prior approval of the Department Manager, non-exempt 

employees may take personal time off during the workday and such time may be 
made up by working an equivalent number of hours outside the normal workday 
during the course of the same workweek.  Such hours will not be considered 
overtime. 
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