
Mission Oaks Recreation and Park District Advisory Board of Directors and Committee Meetings will be 
held remotely via Zoom Meetings (The Zoom platform is ADA compliant). 

Meeting materials will be available online at MORPD.com. 

The public may attend and make a public comment by visiting: 

 https://us02web.zoom.us/j/82228701954?pwd=WGo3d1VSTW1NbEVZbUhjZjhaN0tUQT09 

Meeting ID: 822 2870 1954, Passcode: 004924 

            You may also call in to 1-669-900-9128 US San Jose, (long distance rates may apply) 

Staff: Daniel Barton, Debra Tierney, J.R. Hichborn, Rodney Dahlberg, Danny Curtola, Darren 
Woodland and Shayne Hawthrone 

Committee Members: Robert Evans and Pati Todd 

*Denotes agenda items with attached information

1. Approval of June 17, 2021 meeting Minutes *

2. Review/Approve updates to Policy Manual *

3. Review/Discuss Advisory Board Agenda links *

4. Review/Discuss Advisory Board Agenda reformat *

5. Review/Discuss policy 2704.1 (B), vacation request *

6. Review/Discuss proposed Lost and Found Policy *

7. Discuss changing name of Personnel Committee to Personnel/Governance

This agenda was posted and available for public review at the District Office, 3344 Mission Avenue, Carmichael, 
CA 95608; at Mission Oaks Community Center, 4701 Gibbons Dr., Carmichael, CA 95608; and at Swanston 
Community Center, 2350 Northrop Way, Sacramento, CA 95825 at least 72 hours in advance of the Regular 
Meeting, in accordance with the Ralph M. Brown Act. The agenda is also available online at morpd.com. Signed 
January 7, 2022, Debra Tierney, Clerk of the Board. 

AGENDA 
Personnel Committee Meeting 

Wednesday, January 12, 2022 5 pm 

https://us02web.zoom.us/j/82228701954?pwd=WGo3d1VSTW1NbEVZbUhjZjhaN0tUQT09
shawthrone
Cross-Out



Mission Oaks Recreation and Park District Advisory Board of Directors and Committee Meetings will be 
held remotely via Zoom Meetings  

(The Zoom platform is ADA compliant). 

Meeting materials may be obtained online at MORPD.com. 

The public may attend and make a public comment by visiting:  
https://us02web.zoom.us/j/85991028131?pwd=Rk4wTlBwTnMrTVBkTHZPNXdPeU9KZz09 

Meeting ID: 859 9102 8131, Passcode: 329817 
You may also call in to 1-669-900-9128 US, (long distance rates may apply) 

Staff:        Daniel Barton, Debra Tierney, J.R. Hichborn, Darren Woodland, Rodney 
Dahlberg, Danny Curtola, Nicole Friedrich, and Riva Ballis 

Committee Members: Robert Evans and Pati Todd 

Call to order: 5:10 pm    

1. Approval of February 2, 2021 Meeting Minutes.
Minutes approved.

2. Approve changes to wage scales and reorganization of Recreation Division.
Debra will check with the County to be sure we are promoting appropriately.
The changes will be incorporated and presented to the Advisory Board of Directors in the FY 2021-22
budget and will become effective upon the approval of the budget by the Board of Supervisors.
The committee will support staff’s recommendation as presented at the next Advisory Board meeting.

Adjourned: 6 pm 

Personnel Committee Meeting Minutes 
Thursday, June 17, 2021, 5 pm 

Via Zoom Meeting ID: 859 9102 8131 

#1



DATE: 

TO:    

FROM:   

January 7, 2022 

MORPD Personnel Committee  

Daniel Barton, District Administrator 

SUBJECT: Review and approve updates to Policy Manual 

BACKGROUND: 
The policy manual (Attachment A) hasn’t been updated since 2015. 

DISCUSSION: 
Changes to the Policy Manual were made to remove references to regular part-time employees 
that no longer exist. Titles have been changed during the past few years and have also been 
updated in the Policy Manual. Removing outdated information regarding regular part-time 
employees will reduce the amount of information needed to be reviewed by staff, while 
updating sections of the Policy Manual.   

RECOMMENDATION: 
Approve the updated Policy Manual. Policy manuals will be distributed to Advisory Board 
members in March.  

STAFF REPORT

#2



000  Purpose 000-0999

100 Purpose of Written Policies 

200 Organization of Manual 

300 Revisions/Additions 

400 Definitions 

500 Distribution 

Attachment A
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000 Purpose 000-0999

100 Purpose of Written Policies 
Carefully organized and clearly written policies that are kept up to date can be a 
tremendous asset to any organization. Written policies give continuity and consistency to 
the Board’s position and serve as defense against undue pressure from unreasonable, self-
seeking interests.  

Statements of policy are valuable orientation aids to new Board members, District 
Administrator and other personnel. They also provide awareness to residents, community 
organizations, and other interested parties as to the District’s goals and objectives.  

A set of written policies adds integrity to the system, assists in the employment of 
personnel, helps prevent impulsive Board decisions, saves administrative time, improves 
staff morale, and promotes good public relations.  

200 Organization of Manual  
The material in this manual is classified by subject and numbered consecutively. A block 
of 1000 numbers is assigned to each chapter. Openings in the sequence of numbers may 
be allowed for the introduction of additional sections.  

300 Revisions/Additions  
The manual shall be revised, as necessary, to keep it effective and current. 

Employees shall review sections of the manual as part of every full-time staff meeting, 
and consider revisions when determined necessary. They are encouraged to suggest or 
recommend additions or revisions to the manual, in writing (including the current policy, 
the recommended policy, justification, and financial impact), which are to be submitted 
to the Administrative Assistant. They will be forwarded to the District Administrator for 
consideration by leadership staff for submission to full-time staff for discussion.   

400 Definitions  
For the purposes of this manual, unless otherwise specified, the following terms shall 
apply, as defined below:  

Adult: A person 18 years of age shall be considered an adult, as prescribed by the State of 
California. 

Board. The local Advisory Board of Directors appointed by the Sacramento County 
Board of Supervisors to administer to the needs of the district.  

Board of Supervisors. The Sacramento County Board of Supervisors, the supervising 
authority of the District.  

District.  Mission Oaks Recreation and Park District. When used in a statement; such as, 
"the District shall approve", the term "District" may apply to either the Board or 
subordinates.  
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Division. One of three organizational elements of the District: Administration and 
Administrative Services Division, Division of Recreation Services, and Parks Division.  

 
District Administrator. The chief executive of the District, responsible to the Board for 
the operation of the District.  

 
Division Head. Refers to the employee responsible directly to the Administrator for the 
administration of one of the Divisions.  

 
Full-Time Employee. A person hired to work 80 hours per pay period or 2,088 hours per 
year. Those in this classification are entitled to all employee benefits. (January 2003) 
 
Seasonal Employee. A person hired to work intermittently. Those in this classification are 
not entitled to employee benefits. (January 2003) 

 
Volunteer. A person who undertakes to perform a service for the district without 
expectation of remuneration. Those in this classification do not receive pay and are not 
entitled to employee benefits. (January 2003) 
 
Policy. A statement of official position, serving as a guide to the Board and staff in the 
organization, administration and conduct of District affairs.  

 
Procedures. Methods designed to implement policies of the District. 

 
500  Distribution 

A copy of the manual will be maintained in the administration file. One copy will be 
provided to each member of the Board and full-time personnel.  
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1000  ORGANIZATIONAL/ADMINISTRATION     1000-1999 
 
1100  Organization Chart 
 
1200   Relationships with County Government 

 
1300 Appointments/Powers/Duties of Advisory Boards of Dependent Recreation and Park 

Districts 
1301  Advisory Board of Directors 
1302  Function 
1303  Officers of the Board 
1303.1  Duties of Officers 
1304 Sacramento County Resolution 85-156, February 5, 1985, “Amending Procedures 

for the Board of Supervisors, Acting as the Governing Body of Sacramento 
County and as the Governing Board of Various Districts and Other Entities” 

1305  Election of Officers 
1306  Committees 

  
1310  Compensation        
 
1320  Absences 
  
1330  Advisory Board Meetings 
 
1340  Minutes 

 
1350  Quorum 
 
1360  Order of Business 

 
1370  Distribution of Meeting Agenda and Related Information 
 
1400 District Administrator 

1401  Responsibilities and Authority 
1402  Relationship with Board 

 
1500  Land Acquisition/Disposition Procedures for Dependent Park Districts 
 
1600 County Park Ordinance, August 20, 1982, and amendment of chapter 9.36 (removal of 

animal excrement), May 24, 1994. 
 

1700 Legal Matters and Law Enforcement 
 
 
 
 
 
 
 
 
Reviewed June 2013 



Page 2 of 6 
 

 
1000  ORGANIZATIONAL/ADMINISTRATION     1000-1999 
 
1100  Organization Chart 
 
1200   Relationship to County Government 

The District is a dependent special district under the supervising authority of the 
Sacramento County Board of Supervisors. 

 
 
Listed below are the various county departments that staff may work with in the conduct 
of District business. 

 
Department    Subject Matter 
 
Administration/Finance  Finance and budget matters 
 
Auditor-Controller Accounting, payroll, claims processing and auditing 

  
County Counsel   Legal matters 

           
Parks and Recreation   Liaison, planning, consultation 
 
Personnel Employee benefits (medical and dental insurance) 

 
Public Works Park acquisition, development, planning, 
  contracting, inspection 

 
1300 Appointments/Powers/Duties of Advisory Boards of Dependent Recreation and Park 

Districts 
County Board of Supervisors resolution 82-696, July 8, 1982, relates to the appointments, 
powers and duties of advisory boards of dependent recreation and park districts. 

(See appendix 1/1000) 
 

1301  Advisory Board of Directors 
The District is in the third supervisorial district jurisdiction. The supervisor for 
that district makes recommendations for appointments. The recommendations are 
subject to the approval of the Board of Supervisors.   

 
1302  Function 

The paramount function of the Board is to determine policy. 
 

1303  Officers of the Board 
The officers are chairperson, vice-chairperson and clerk. 

 
1303.1  Duties of Officers 

A. Chairperson 
The chairperson shall preside over Board meetings and preserve order and 
decorum; determine questions of order and enforce rules of the Board, subject to 
appeal to the entire Board; call special meetings; execute all ordinances, 
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resolutions and contracts of the district, and other official documents on behalf of 
the Board; appoint Board committees; and act as liaison officer between the 
public and the Board. 

 
B. Vice-Chairperson 

In the absence of the chairperson or vacancy in the office of chairperson, the vice-
chairperson shall perform all the duties of the chairperson. 

 
C. Clerk 

The clerk shall keep, or cause to be kept, records of the proceedings of the Board 
meetings; attest, as necessary, to the signature of the chairperson on ordinances, 
resolutions, and contracts, and other official documents on behalf of the Board; 
certify, as necessary, district documents as true and correct copies; call meetings 
to order in the absence of the chairperson and vice-chairperson and preside until 
an acting chairperson is elected; give or cause to be given notice of all meetings 
of the Board; and perform such duties as directed by the chairperson or the Board. 
 

1304 Sacramento County Resolution 85-156, February 5, 1985, “Amending Procedures 
for the Board of Supervisors, Acting as the Governing Body of Sacramento 
County and as the Governing Board of Various Districts and Other Entities” 
The resolution amends Rule 8 of the resolution to outline the election, duties and 
responsibilities of the Board chairperson.   (See appendix 2/1000) 
 

1305  Election of Officers 
The election of officers normally takes place at the regular Board meeting in 
December, with the officers assuming office in January. Officers shall have equal 
power with other Board members and shall take part in the discussion and vote on 
all matters before the Board. 

 
1306  Committees 
 Board committees, consisting of no more than two members on each, may be 

appointed by the chairperson to study and make recommendations regarding 
matters such as, finance, land acquisition, development, personnel, and recreation 
programs. 

 
1310  Compensation        

The Board of Supervisors has authorized compensation of Advisory Board 
members at a rate of fifty dollars ($50) per meeting, not to exceed one hundred 
dollars ($100) per month (Pub Res. Code, § 5784.15. subd. (a).) For the purposes 
of determining compensation, a meeting includes, but is not limited to regular 
meetings, special meetings, closed sessions, emergency meetings, board field 
trips, district public hearings or meetings of a committee of the board (Pub. Res. 
Code, § 5784.15. subd. (e).) 

 
1320  Absences 

Any member of the Board who fails to attend three consecutive regular meetings, 
without being excused, shall automatically forfeit office and cease to be a member 
of the Board.  Board members may request to be excused from attending a 
meeting by notifying the chairperson or vice-chairperson, or the district office 
prior to the meeting of the reason for the absence.  At the meeting, the presiding 
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officer shall determine, subject to the approval of the remaining majority, whether 
or not the absence shall be excused.  Such determination shall be noted in the 
minutes of the meeting. 

 
 The clerk of the Board shall report to the clerk of the Board of Supervisors any 

member who fails, without being excused, to attend three consecutive regular 
Board meetings. The cast of a vote by a member who has forfeited office pursuant 
to this section shall not be deemed to invalidate the action upon which the vote 
was cast. 

 
 1330  Advisory Board Meetings 

A. Rules for Proceedings of Advisory Board Meetings 
All proceedings of the Board meetings shall be conducted in accordance with 
MORPD resolution 91-04, “Establishing Rules for Proceedings of Board 
Meetings” (refer to Appendix 1/1000C), and shall meet requirements of the 
Brown Act and other applicable governing codes.  (See appendix 3/1000) 

B. Regular Meetings 
The Board shall determine the day and time of the regular meetings, which are 
normally held once each month.       

C. Special Meetings 
Special meetings may be called by the chairperson, the vice-chairperson (if the 
chairperson in unavailable) or by a majority of the Board members.  Only items 
appearing on the agenda may be acted upon at the meeting. 

D. Closed Sessions 
A closed session is a private meeting of the Board, usually held immediately 
before or after a regular meeting, to discuss certain personnel matters, and 
litigation or pending litigation, in accordance with sec. 54957 of the Government 
Code, and other matters prescribed by the Brown Act. 

E. Action 
The board shall act only by ordinance, resolution or motion.  A majority vote of 
the members is required on each action taken. 

F. Conditional Resolutions 
Resolutions of the Board may be adopted conditionally and referred to county 
counsel for drafting into proper form. 
 

1340  Minutes 
Written minutes shall be prepared for each meeting, which will include all official 
actions or decisions taken by the Board, including reports.  
 
A permanent record of all minutes of meetings shall be kept on file in the District 
office. 

 
1350  Quorum 

A majority of the Board shall constitute a quorum.  Formal action can be 
transacted only by a majority vote of the entire Board; i.e., if only three of five 
members are present, the vote must be unanimous for action to be official. 

 
1360  Order of Business 

The order of business at a regular meeting shall include the following items, 
which may be arranged in any order prescribed by the Board. 
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I. Call to order 
II. Chairperson’s report 
III. Comments and Reports from Citizens and Organizations on Any Item of 

Interest to the Public, Before or During the Board’s Consideration of the 
Item, That is Within its Subject Matter Jurisdiction 

IV. Correspondence 
V. Consent Items 

A. Billing Report 
B. Minutes 
C. Miscellaneous 

VI. Action Items 
A. Old Business 
B. New Business 

VII. Items from Board Members 
VIII. Discussion with Staff on Division Reports 
IX. Committee Reports 
X. Next Regular Meeting 
XI. Pending Agenda Items 
XII. Adjournment 

 
1370  Distribution of Meeting Agenda and Related Information 

Board members shall receive copies of the agenda and related information no later 
than one week in advance of the date of the Board meeting.  
A. Charge for Mailing Agendas 

An annual charge may be assessed to any member of the public wishing to 
receive copies of the meeting agendas. 

 
1400 District Administrator 

As chief executive, the District Administrator advises and makes recommendations to the 
Board on the operations and affairs of the District. The most important duty of the 
District Administrator is to carry out Board-approved District policies. 
 

1401  Responsibilities and Authority 
The District Administrator is responsible for and has commensurate authority to 
accomplish the duties set forth by the Board.  Portions of the responsibilities, with 
proportionate authority for their fulfillment, may be delegated, but the District 
Administrator may never delegate or relinquish any portion of the accountability 
for results. 

1402  Relationship with Board 
To maintain a good understanding and proper relationship between the Board and 
the District Administrator, the following policy shall be endorsed: 

 
The Board shall: 

A. Delegate executive responsibility and the administration of policy to the District 
Administrator. 

B. Support the District Administrator in the authorized functions of the position. 
C. Adhere to the policy-making functions of the Board. 
D. Encourage teamwork between the District Administrator and the Board. 
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The District Administrator shall: 
A. Provide the Board with adequate information for the decision-making process. 
B. Efficiently execute policies. 
C. Accept responsibility for achieving the goals of the District. 
D. Identify with the policies of the District. 
E. Effectively interpret policy to the staff and to the public. 

 
1500  Land Acquisition/Disposition Procedures for Dependent Park Districts 

The procedures, outlined in Sec. 2.03 of county Resolution 82-696, November 15, 1984, 
govern how dependent park districts conduct the business of acquiring and disposing of 
real property.        (See Addendum 4/1000) 

 
1600 County Park Ordinance, August 20, 1982, and amendment of chapter 9.36 (removal of 

animal excrement), May 24, 1994.    (See Addendum 5/1000) 
 

1700 Legal Matters and Law Enforcement 
A.  The Sacramento County Counsel’s office serves as legal counsel for the District. 
B.  Actions on Claims 

The Board of Supervisors on July 17, 1990, amended resolution 82-696 (which 
provides for the governing of dependent recreation and park districts) adding Sec. 
4.12 to part 4 relating to action on claims against dependent recreation and park 
districts, as follows: 
 
Any claim for money or damages for personal injury, property damage or any 
other cause covered by liability insurance or any cooperative liability funding 
program shall be denied by the Board or the District Administrator who has 
signature authority.  Written notice of denial shall be transmitted to the claimant in 
the manner prescribed by the insurer or cooperative.  Further action or proceedings 
shall be subject to the direction of the insurer. 
 
All other claims shall be submitted to the county counsel, who shall provide 
advice to the district as to the proper disposition.  The executive director or 
designee may be required to represent the district in any small claims court action 
(refer to Appendix 4/1000). 

 
C.  Law enforcement shall be the responsibility of the appropriate agency (federal, 

state, county, or local) having jurisdiction over the complaint or infraction 
reported. 
1.   Park Patrol 

Security is provided through the park patrol, which is part of the district’s 
Park Ordinance Awareness and Enforcement Program.  The patrol, in 
conjunction with district staff, focuses its efforts on public education. Off-
duty sheriff’s deputies are hired to patrol the parks and facilities year 
round on a schedule to suit the needs of the district. 

 
The district offers rewards, up to $1,000, for any information leading to 
the arrest and conviction of anyone who commits crimes, such as 
vandalism or theft, on district property. 

Reviewed June 2013 
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2000   PERSONNEL         2000-2031 
 
2010   Recruiting and Selection Practices  
2011   Nepotism  
2020 Volunteers        
2021   Volunteer Insurance Coverage  
2030  Employment Requirements/Qualifications 
2031  Physical Qualifications and Requirements  

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated February 2012 
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2000   PERSONNEL  
 
2010   Recruiting and Selection Practices  

Equal opportunity shall be provided to all employees and applicants in every aspect of 
personnel policy and practice. The District shall not discriminate against persons with 
disabilities who, with reasonable accommodation, can perform the essential functions of 
the position in question. 

 
The District does not operate under the civil service system.  

  
The District shall reserve the right to deny employment when found that the applicant has 
misrepresented the facts on the application. 

 
2011   Nepotism       

It is the intent of this policy to avoid any situation where a conflict can arise of interest 
either on the part of a member of the board or full-time staff member. 
 
Persons related by blood, or law to employees or board members may be employed by 
the District with the approval of the District Administrator, so long as the candidate is not 
related to the person who would have supervisory or evaluation responsibility for the 
position. The District Administrator, however, may waive this policy when standard 
recruitment efforts have failed and a family member is deemed to have the requisite skills 
and experience. 
 
Persons related by blood or marriage may be employed in the same division or work 
location, with written approval from the District Administrator. 
 
Note: Relative is defined as any person associated with an employee by bloodline and/or 
by law. 

 
2020  Volunteers      

The District encourages the service of volunteers to assist regular staff members in the 
performance of their duties and responsibilities. 

 
2021   Volunteer Insurance Coverage  

The District provides insurance coverage for volunteers for on-the-job accidents and 
against personal injury or property damage liability claims arising out of the performance 
of duties. 

 
2030  Employment Requirements/Qualifications 

 All applicants for employment must: 
A.  Complete the District "Application for Employment".  
B. Be a U.S. citizen or national, an alien lawfully admitted for permanent residence, 

or an alien authorized by the Immigration and Naturalization Service (INS) to 
work in the United States.  

C.  Complete and pass an employment examination. Examinations may be written, 
oral or practical, or a combination of all three. In addition, state law requires that 
all employees and volunteers, who will be working with minors, provide proof of 
negative tuberculosis testing. All other employees will be encouraged to have this 
test prior to beginning work. The State of California Office of Safety and Health 
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Administration (CAL OSHA) requires the district to make available the Hepatitis 
B vaccine and vaccination series and post-exposure follow-up, at an accredited 
laboratory, to all employees who have occupational exposure to blood or other 
potentially infectious materials. 

D. Must be willing to be drug tested and submit to random drug testing. 
 
2031      Physical Qualifications and Requirements  

A. Applicants for full-time positions will be required to undergo a physical 
examination, the costs to be paid by the District.  

 
B. Applicants for positions will be required to undergo a physical examination if the 

position for which they are applying has been designated in the job description as 
requiring a physical examination due to the nature of work required.  
 
Note: A physical examination will be required for part-time seasonal positions 
that involve heavy or repetitive lifting, bending, stooping, pushing, pulling, 
carrying, twisting or climbing, i.e. grounds maintenance positions, custodial or 
security positions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated February 2012 
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2100   PROCEDURES FOR EMPLOYMENT     2100-2106 
 
2101   District Administrator Position  
2102   Directors of Recreation and Marketing, Parks, and Administrative Service Positions  
2103   All Other Employees  
2104   Probationary Period      

A. Purpose 
B. Supervisor’s Responsibilities 
C. Termination by Either Party 

2105   Letter of Employment or Promotion  
2106  Exit Interviews  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated July 2012 
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2100   PROCEDURES FOR EMPLOYMENT 
 
2101   District Administrator Position  

This position is hired by the Board of Supervisors under terms of a negotiated contract. 
Applicants shall be recruited, screened, and interviewed by a committee of the Board or a 
staff committee designated by the Board. The Board shall then submit names of the 
potential candidates to the Third District Supervisor for consideration of employment. 
The Supervisor shall submit the name(s) of the successful candidate to the Board of 
Supervisors for consideration of approval.  
 

2102   Recreation Managers and Marketing, Parks, and Administrative Service Positions  
The District Administrator shall seek, screen, interview, and select candidates for these 
positions and shall select one of the three top applicants for employment. 
 

2103   All Other Employees  
The District Administrator has the authority to hire all other employees. This hiring 
authority may be delegated to division heads, as appropriate. 

 
2014  Probationary Period     

A. Purpose 
The purpose of a probationary period is to provide the staff member and the 
supervisor a means by which to evaluate the work situation. 

  
A one-year probationary period is required upon initial employment as a full-time 
(exempt or nonexempt) or regular part-time employee. During this time, the 
person determines whether the position meets his/her expectations, and the 
supervisor determines whether the person has the knowledge, skills, and abilities 
to perform the job satisfactorily. The probationary period is a time for open 
communication by both parties about what is going well and what needs 
improvement.  

 
A probationary period applies also to current full-time staff members who transfer 
into new positions within the District.  

   
B. Supervisor’s Responsibilities 
During the probationary period, the supervisor should carefully evaluate the staff 
member's performance, attitude, and potential for success in the job. This should 
include: 
1. Explaining the purpose of the probationary period to the staff member on the 

staff member's first day of work.  
2. Explaining the expectations regarding performance in the new position, and  
3. Provide training which covers the specific duties and responsibilities of the 

position.  
  

Supervisors should not expect 100 percent efficiency in the job during the first 
three to six months of the job, but rather should look for a demonstrated 
capacity to perform the job eventually. Supervisors shall be expected to offer 
feedback on work performance at regular intervals during the probationary 
period through informal performance reviews and a formal review at its 
conclusion. 
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Approximately 30 days before the expiration of the probationary period, the 
supervisor shall meet with the staff member to discuss performance and 
determine whether the staff member is performing satisfactorily. 

 
C. Termination by Either Party 

If the staff member proves unsuitable for the position, employment should 
be terminated prior to end of the probationary period. 

 
If the employee and the supervisor cannot resolve some area of 
dissatisfaction during the probationary period, either party may terminate 
the employment relationship without prior notice. For example, if the 
person decides to resign during the probationary period, he/she is not 
required to provide notice. A Recreation Manager and Supervisor may 
dismiss a staff member after consulting the District Administrator and/or 
County Counsel during the probationary period and submit a letter of 
termination with the final timesheet to the Administrative Services 
Manager with notice of the final date for payroll purposes. 

 
 
2105   Letter of Employment or Promotion  

All new employees or newly promoted employees, or employees who have earned or 
received a change in work status, shall receive from their immediate supervisor a letter of 
understanding stating the effective date of employment or promotion, the job title, the 
salary, and fringe benefits provided, and the evaluation date, the length of probation and 
the anticipated evaluation date. 
 

2106  Exit Interviews  
An exit interview shall be conducted on or shortly prior to an employee’s final day of 
work for the employee to return district property, debrief work assignments, and 
determine whether an employee is eligible for rehire. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated July 2012 
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2200  EMPLOYEE CLASSIFICATIONS       2200-2299 
 

2200.1   Full-Time Employees  
2200.2  Exempt Status       (Revised 06/06) 
2200.4  Seasonal 
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2200  EMPLOYEE CLASSIFICATIONS  
 

2200.1   Full-Time Employees  
An employee normally paid for 80 hours of work per pay period or 2,080 hours 
per year. Such employees are entitled to all employee benefits.  

 
2200.2  Exempt Status       (Revised 06/06) 

In accordance with Federal Labor Standards Act (FLSA) and California Labor 
Code and Government Code guidelines, the District Administrator and Recreation 
Managers shall determine whether full-time positions in this classification qualify 
as exempt or non-exempt.   

 
It is expected that exempt employees will be available during the normal 
workday. An exempt employee’s salary, which is intended to cover the amount of 
time required to perform the job, is not determined by the specific number of 
hours worked. An exempt employee is “exempt” from overtime liability 
regulations and shall not receive overtime pay for hours worked in excess of 40 
hours per week. Any hours worked in excess of 40 hours per week shall not be 
considered or recorded as compensating time off, and, therefore, exempt 
employees are only required to report leave, not time worked. 

 
Leave is to be recorded only when the employee uses leave in half- or full-day 
increments. Half-day increments are defined as four-hour blocks of time. 

 
This policy is predicated on the belief that exempt employees will not persistently 
abuse the opportunity provided by this policy related to time away from work by 
regularly taking less than a half-day of time to avoid using vacation or sick leave. 
If it can be substantiated that persistent time away from work compromises their 
ability to complete the duties and responsibilities of the position, the supervisor 1) 
shall offer counsel; 2) may direct that they find other means to handle their 
personal matters; and 3) has the responsibility to disallow similar time in the 
future, based on job requirements. 

 
Employees shall notify the supervisor by the most optimum means possible 
(telephone, e-mail, or other electronic device) prior to taking the time allowed by 
this policy, and the anticipated time of return. Exempt employees who abuse the 
procedures may be required to seek written approval for absences, although it 
need not be reported as leave.  

 
Positions in this classification include: 

 
Office Assistant (Administrative Division) 
RS II  Receptionist (Community Center) 
RS III Preschool Instructor, Recreation Services Coordinators, and Senior 

Program Coordinator (Community Center) 
 PM I  Park Maintenance Worker I 

   PM II  Park Maintenance Worker II 
   Specialist Planning & Facilities Specialist 
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2200.4  Seasonal 
A seasonal employee is hired to work intermittently and is not entitled to 
employee benefits.  
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2300  JOB DESCRIPTIONS        2300-2399 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated October 2012 
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2300  JOB DESCRIPTIONS  
 

A job description shall be written for each position and shall include the job title, 
qualification requirements, essential functions, physical requirements, any special 
requirements and a description of the duties to be performed.  

 
  All job descriptions are to be approved by the District Administrator and placed on file in 

the District Office, with a copy placed in an electronic file with a copy placed in the 
employee’s personnel file and a copy given to the employee at the time of employment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated October 2012 
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2400  ORIENTATION 
 

Purpose: To insure those Board members and other employees, new or returning, are 
made aware of all District policies and procedures relating to the position for which they 
are hired. 
A. Board Members 

Initial orientation shall be provided by the District Administrator who may 
delegate areas of the orientation process to the Chairperson, other Board 
members, or staff. 
 
Each new Board member shall be provided with various District documents, 
including, but not limited to, the following: a Policies and Procedures Manual; the 
Master Plan; the budget; copies of minutes of meetings for the past 12 months; a 
copy of the most recent Board meeting packet (material presented to Board 
members in preparation for the next meeting); the most current engineers report; a 
Conflict of Interest Form; an Income Tax Withholding Form; copies of relevant 
sections of the Brown Act; and the most recent Recreation Guide. A Board 
Member Checklist is to be completed by the Chairperson or the person delegated 
to provide the orientation. 

B. District Administrator  
Initial orientation shall be provided by the outgoing District Administrator, 
Chairperson and Division Directors. Orientation will be discussed at the Board 
meeting preceding such orientation and, after an initial meeting with the District 
Administrator; the Chairperson may delegate areas of the orientation to other 
Board members or staff members. 

C. Division Directors and Other Employees 
The District Administrator is responsible for the orientation of the head of each 
division. Each division head is accountable for the orientation of employees 
within that division. The responsibility for the actual orientation may be 
delegated. 
 
The orientation shall include but not be limited to the following: 
1. All employees shall be provided with a copy of the job description. 
2. The person assigned to the orientation of the employee shall review all 

pertinent sections of the policy manual relating to the job responsibilities 
with the employee, who shall have access to an electronic copy. 

3. The person charged with the responsibility for orientation of the new 
employee is to complete a New Employee Orientation Procedures Form, 
review each item on the list, and answer any additional questions 
regarding the job. The form is to be signed by both parties certifying that 
the employee has been properly informed concerning each item applicable 
to the position. 

 
The checklist will be placed in the employee’s personnel file.  

 
 
 
 
 
 
 
Updated October 2012 
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2500   DRESS POLICY  
 

A. Personal Appearance 
All District employees are expected to present a clean and well-groomed 
appearance at all times unless the type of assigned work or activity does not allow 
for such compliance. See Sec. 8230 regarding use of Safety equipment/Protective 
clothing when required by the work assignment. 
 

B. District-Wide Dress Policy and Appearance Standard 
The District’s dress code and mandatory uniform policies are adopted in an effort 
to create an image of trust and credibility and a productive work environment by 
addressing issues of health and safety, free of potential disturbances or 
controversy.  
 
Dress code violations shall be addressed first through the employee’s immediate 
supervisor. The employee shall be provided with an explanation of the specific 
violation and a means to resolve the issue, including being allowed sufficient time 
to leave the office in order to change clothes and return appropriately attired. 
Habitual violations may result in official reprimand and/or dismissal. 
 
Safety Standards  
All established safety standards and/or regulations are to be observed at all times. 
If there is doubt about whether an article of clothing, jewelry, or hair length is 
hazardous to the safety of the employee, coworkers, or the participants in 
activities or programs, the division head shall be consulted for a determination. 
 
The District has wide latitude to set policy regarding its employees’ personal 
appearance and grooming standards. District employees shall maintain a neat, 
professional appearance, appropriate to their assigned duties in serving the 
community. Dress and appearance that may be perceived by the public as 
inappropriate shall not be worn or exhibited. Management staff shall determine 
appropriateness of the dress or appearance, with the final authority vested with the 
District Administrator. Employees are expected to: 
 (1) Wear uniforms, staff shirts or nametags (if applicable) during specified 

times, unless excused by a supervisor.  
(2) Wear safe and appropriate footwear for the program, class, activity, or 

work assignment. Bare feet are prohibited, and depending on the program, 
class, activity or work assignment, sandals, flats, or flip flops may not be 
worn.  

(3) Remove sunglasses/protective eyewear while conversing with parents, 
participants or any members of the public. 

(4) Remove caps or hats when indoors. All headgear shall be worn as they 
were intended; e.g., baseball caps shall be worn with the front facing 
forward. 

 
Listed below are the minimum acceptable standards for District employees.  
 
Condition of Clothing All clothing should be clean, neat, modest, properly fitted, 
and appropriate for the occasion.  
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Grooming All employees are expected to maintain high standards of grooming 
and personal hygiene. 
 
Hair shall be clean and neat in appearance, suitable for the work environment.  
 
Excessive use of perfume or cologne, or other fragrance that can be intrusive to 
coworkers or participants, or may cause allergic reaction, shall not be permitted.  
 
Male employees must be clean-shaven or have neatly trimmed facial hair.  
 
Excessive, distracting makeup is inappropriate.  
 
While tattoos and piercings may be examples of employee self-expression, they 
generally are not recognized as indications of religious or racial expression and, 
therefore, are not protected under federal discrimination laws. Supervisors shall 
counsel employees that tattoos are to be covered, whenever possible, by clothing 
(or band-aids, spray-on concealing makeup or other type of device).   
 
Jewelry may be worn when it does not conflict with job safety and is not 
distracting to others. No areas of the body with body piercing jewelry, other than 
the ear, shall be visible during work hours. Any body jewelry that may be 
construed (in the opinion of the supervisor) by a member of the public as 
inappropriate shall be removed if they can be visible during work hours 
 
Slogans/Logos No clothing may be worn that projects a negative image, 
represents a conflict of interest, or otherwise is contrary to the best interests of the 
District. Examples may include products or events or individuals or groups with 
controversial slogans; products that are contrary to the District's wellness 
standards, i.e., alcoholic beverages, cigarettes, products that represent or advertise 
firearms, or other weapons; or products or events or individuals or groups that 
create an uncomfortable, controversial, or offensive image to the public. If there is 
doubt about whether an article of clothing is contrary to policy, the District 
Administrator shall be consulted for a determination.  
 
The District shall accommodate exceptions to this policy if the employee can 
establish that it would violate the employee’s religious or cultural beliefs. 
However, if the District can show that the accommodation would be an undue 
hardship, such as if the employee’s manner of dress creates a safety concern, 
allowances may not be made. 

 
Examples of Unacceptable Attire The list below is to be used as a reference 
when discussing and applying the District’s dress policy with employees and is 
not intended to be all inclusive. 

• Torn, patched/faded clothing 
• Muscle shirts, halter tops, tube tops, spaghetti strap tops, or other tops defined 

as skimpy; thick-strapped tank tops may be acceptable 
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• Any underwear used as outerwear; discreet camisoles may be acceptable, 
however, visible bra straps or lingerie are not 

• Shirts or dresses scooped out at the neck and shoulders 
• Shirts or dresses with necklines that show cleavage 
• Sheer clothing or those that (or might, with normal body movement) show 

excessive amounts of skin  
• Shirts and blouses that do not cover one’s midriff, back, sides, and all 

undergarments  
• Strapless sun dresses, backless dresses, short miniskirts 
• Shorts briefer than mid-thigh, spandex shorts, running shorts or low rider 

shorts 
• Long, fake or offensively colored or decorated fingernails 
• Cutoffs, defined as pants or shorts that have been ripped along the bottom  
• Shirts with slogans (other than those issued by the district), large-letter 

advertising, offensive language or pictures 
• Spandex-type pants, baggy pants, sagging pants 
• Any clothing, including trousers, pants or shorts, that do not cover 

undergarments, including boxer shorts 
• Low-rise pants or shorts that allow a view of the buttocks 
• Clothing must be the appropriate size, with the waist of the garment worn as 

designed, unless a low waist is of the appropriate size and style 

Neat and clean sweat suits/warm-up suits, sweat pants may be acceptable, 
depending on activity. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated October 2012 
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2600.1  Salary Adjustments  
2601  Compensation for After Hour Response to Emergencies  
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2600     SALARIES AND WAGES 
 

The District shall pay salaries that:  
A. Enable it to recruit qualified employees in each position;  
B. Encourage competent employees to remain with the District;  
C. Are generally comparable with those in other similar governmental 

 agencies;  
D. Recognize differences in job skills, difficulties, and responsibilities within an       

occupational group; 
E. Provide incentives for employee work performance 

 
Market data and internal job relationships are major considerations that govern how the 
District determines appropriate salary levels. The District will consider salaries paid 
within its recruitment area for comparable positions; however, if necessary, it may use 
broader labor market area for certain professional, technical and administrative classes. 
Current District salaries bear logical relationships to one another and reflect lines of 
authority, as well as differences of responsibility and the amount and variety of skill and 
specialized knowledge required.  

 
The District’s integrated salary schedule provides uniform differentials between steps and 
ranges. The schedule allows across the board increases for all classes of employment on a 
percentage basis, which preserves the relative amount of distinction between classes at 
different levels of responsibility. The District will conduct periodic surveys to determine 
whether salaries are generally in line with prevailing practices. 
 
Salary increases related to cost of living allowances (COLAS) (See Sec. 2602 regarding 
Cost of Living Adjustments) will be considered by the Board during the annual budget 
preparation process. 
 

2600.1  Salary Adjustments  
A. Full Time Employees  

1. Salary Ranges and Classes  
The salary range is established on the basis of comparative data for 
benchmark classes (key positions that others can be logically 
placed above, below, or equal to; that perform a clearly 
recognizable type of work at a well-defined level of responsibility; 
and for which counterparts can be found in other similar agencies).  

 
From time to time, it may become necessary, for purposes of 
equity, to reassign individual classes from the established salary 
range due to changes for that type of employment in similar 
agencies. Changes in salary ranges are not intended to recognize 
quality of performance, length of service, or a desire for higher 
wages or increased prestige on the part of an employee.  

2. Class Adjustments  
If the duties of a position are consistent with a particular class, the 
position should not be assigned to a new or existing class at a 
higher range because the salary of the appropriate class is 
considered inadequate. If the salary is inadequate for one position 
in one class, it is equally inadequate for all positions in that class, 
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and the class should be moved to a new salary range consistent 
with prevailing wage levels.  

            
Should it become necessary to move a class from its established 
salary range to a higher range due to changes in prevailing wage 
levels, all employees whose positions are allocated to the class 
should be adjusted to the corresponding step in the new range.  

3.  Promotions  
When an employee is promoted (that is, reassigned to a position in 
a class with a higher maximum salary than the previous class), the 
salary should be adjusted to the minimum step of the new range. If, 
however, that minimum step is lower than the existing salary, the 
employee should be assigned to a step in the new range that is at 
least five percent more than the existing salary.  

4.  Salary Steps  
The steps within a salary range are designed to make possible 
periodic salary increases up to the maximum step. The employee's 
advancement through the steps is intended to serve as recognition 
of the increased proficiency that comes with experience, and to 
provide an incentive for competent employees to remain with the 
District. Advancements may be granted at prescribed intervals 
upon the favorable recommendation of the supervisor or division 
head until the top of the salary range is reached. These movements 
shall relate only to the individual employee and not the class or 
job.  

 
New employees are usually hired at the first step of the appropriate 
salary range; however, exceptions may be made if recruitment 
difficulties are encountered or a person with unusually high 
qualifications is being considered.  

 
B.  Seasonal Employees  

Salaries for those in this category are not subject to the same longevity 
considerations as those in other categories, as these positions are 
considered transitory and subject to dismissal, at will, by the district, with 
or without cause. 

   C. District Administrator  
The District Administrators ‘salary is established by contract and 
approved by the Board of Supervisors. Approval of all other adjustments, 
for staff is vested with the District Administrator on approval of the annual 
budget.  

D. Advice and Counsel  
If relevant information required to make a salary decision is not covered 
under this section, the District may conduct a salary study by a consultant 
selected through a Request For Proposal process. 

 
2601  Compensation for After Hour Response to Emergencies  

Designated employees, when called after work hours by the County of 
Sacramento operator or a representative of the district's alarm system company, 
shall respond to a park or building emergency  
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With the exception of exempt employees, when asked to respond to emergency 
situations on evenings, weekends or holidays, employees shall choose to receive a 
flat rate of $50 per response, or to take reasonable time off, commensurate with 
the amount of time spent to respond to the emergency (a minimum of two hours), 
for personal use during normal working hours without loss of compensation.   

 
The employee’s immediate supervisor shall notify the Office Manager when 
salary compensation is warranted. The compensation will be added to the 
employee’s next regular paycheck, and is subject to all regular deductions. 

 
2602  Cost of Living Adjustment (COLA)  

The Cost Of Living Adjustment is designed to measure the increase in living costs 
from year to year. Management staff will consider proposed COLAs for District 
staff for the Board subject to approval during the annual preliminary budget 
adoption process using one or more of the following criteria to determine the 
percentage increase: 

· The San Francisco region California Consumer Price Index; and/or  
· The percentage increases that similar recreation and park agencies are providing 

their employees; and/or 
· The percentage that the County Human Resources Department is providing its 

unrepresented employee group (the District can be considered as part of the 
unrepresented group when determining cost of living adjustments). 

 
After receipt from the County of the year-end District fund balance, the final 
budget may be adjusted to retain or deny the proposed adjustment. 

 
The COLA will take effect, retroactive to July 1, pending the approval by the 
Board of Supervisors in September. 

 
2603  Payroll Errors      

This policy applies when the Director of Administrative Services or Office 
Manager determines that an error has been made in an employee’s base salary, 
overtime cash payment, paid leave accruals, balances, usage, or for medical or life 
insurance premiums. In such cases, the District shall, for the purposes of future 
compensation, adjust such compensation to the correct amount. The Director of 
Administrative Services or Office Manager shall give the employee written notice 
of the error. 

 
As used in this section: 
A. “Base Salary” means the biweekly rate of pay, including special pay 

allowances and differentials, but excluding overtime cash payment. 
B. “Overtime” means authorized pay for working in excess of forty (40) hours 

per week. 
C. “Paid leave” means vacation, sick leave, compensating time off and all 

other types of authorized leave with pay. 
D.  “Overpayment” means any cash or leave (balance, usage or accruals) that 

has been overpaid or over credited to an employee regardless of the 
reason, including but not limited to administrative, clerical or system 
errors. 
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E. “Underpayment” means any cash or leave (balance, usage or accruals) that 
has been underpaid or under credited to an employee regardless of the 
reason, including but not limited to administrative, clerical or system 
errors. 

 
If the error has resulted in an overpayment the employee shall reimburse the 
district in the amount which has occurred within one (1) year prior to the date of 
the Director of Administrative Services of Office Mangers initial written notice to 
the employee. 
If the error was an underpayment, the employee will be properly compensated by 
the district in the amount which has occurred within one (1) year prior to the date 
of the Director of Administrative Services of Office Mangers initial written notice 
to the employee. 

 
A.  In the case of overpayment, reimbursement of the overpayment shall be 

made through one (1) or a combination of the following methods: 
 

* In cash payment(s) mutually agreed to by the employee and the District 
  

* In case of over-crediting of paid leave accruals, balances, or usage, a 
one-time-only leave adjustment to vacation, equivalent to the dollar 
amount of overpayment (sick leave may not be used unless the 
overpayment involved the use of sick leave). If the balances are not 
sufficient to cover the overpayment, payroll deductions of the 
overpayment from the employee’s future salary shall be made in 
installments until the overpayment is fully reimbursed; or the employee 
may make single cash payment. A charge against future accruals shall not 
be permitted.  

 
* Installments through payroll deduction to cover the same number of pay 
period over which the error occurred. If the installments exceed ten 
percent (10%) of the employee’s base salary (including incentives, et 
cetera), lower deductions may be made providing the lower deduction is at 
least ten percent (10%) of the employee’s base salary including incentives, 
et cetera.  

B. An employee whose employment terminated prior to full reimbursement 
of an overpayment shall have withheld from any salary owing the 
employee upon termination an amount sufficient to provide full 
reimbursement. If that amount is not sufficient to provide full 
reimbursement, the District shall have the right to exercise other legal 
means to recover the additional amount owed. 

C. For any amount of overpayment or underpayment for a period earlier than 
one year prior to the date of initial written notice to the employee shall be 
deemed waived and not reimbursable. 

D. In case of the underpayment the District will expedite reimbursement to 
the employee via an in-lieu warrant, a gross pay adjustment, or a leave 
balance adjustment, whichever applies and is most appropriate. 

 
The provisions of this section do not apply to grievance disputes which contend 
that the District has underpaid by misapplying or incorrectly interpreting the 
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terms of this or any previous agreement. The time limits for filling and processing 
of any grievance shall not be deemed to be excused, extended or otherwise 
modified by the provisions of this section.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Updated December 2012 
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2700  BENEFITS 
 

Full-time employees participate in the Sacramento County Employee Benefits Program. 
The Director of Administrative Services is responsible for administering the employee 
benefits program.  

 
2701   Retirement  

The District is a member of the Sacramento County Employees Retirement System 
(SCERS). The full-time employee and the District contribute to the retirement fund by a 
percentage factor determined annually by the Sacramento County Employee Retirement 
Fund Board, as approved by the Board of Supervisors.  
 

2702  Group Insurance  
A. Medical, Dental and Vision 

Full-time employees are eligible to participate in one of the programs offered by 
the County to its employees.  

B. Life Insurance 
A basic limited plan is paid by the District for full-time employees. Higher 
options are available to full-time employees at their expense. 
 

2702.1  Supplemental Plans 
A. Long-Term Disability  

This benefit is available for regular full-time and regular part-time 
employees, at their own expense.  

B. Deferred Compensation Plan     
This Public or Section 501 Tax-Exempt Employer Deferred Compensation 
Plan is offered to full-time employees, pursuant to Sec. 457 of the Internal 
Revenue Code. Employees bear the full cost of the plan.  

 
2703  Reserved   

 
2704  Vacation      

It is in the District’s best interest for supervisors to ensure that eligible employees take 
regular vacations.  

 
Request for Leave     
Employees accumulate sick time and vacation leave in accordance with District policy.  
 
The employee’s supervisor may approve vacation with notice, provided sufficient leave 
has been accrued and the needs of the District are considered. Unforeseen situations will 
be handled by the District Administrator. 

 
2704.1  Vacation Full-Time Employees  

A. Accrual 
    1st through 3rd year of service:  13 days per year 

4th through 15th year of service:  18 days per year 
After 15 years of service:   23 days per year 

 
Full-Time employees may not accrue more than 320 hours of vacation 
time. Vacation time shall cease to accrue when the maximum hours have 
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been reached, and any vacation time taken shall be deducted from the 320 
hours accrued. 

 
   B. Requests for Vacation  

Requests for vacation should be made not less than three days prior to the 
effective date. Unforeseen situations will be resolved by the Supervisor. 
All requests for vacation must be approved by the employee’s immediate 
supervisor and added to the “Scheduled Leave” calendar.  

 
   C. Unused Vacation 

Unused vacation time will be paid to employee upon separation from 
employment.  

 
2704.2              Reserved 
      
2705  Sick Leave 
 

2705.1  Accrual-Regular Full-Time Employees 
Full-Time Employees accrue sick leave at the rate of ten (10) hours per month (15 
workdays per year). 

 
Limitations/Disposition  
There are no limitations for accrual of sick leave for full-time employees. Those 
who have unused sick leave at the time of retirement will have those hours added 
to the total period of service for the computation of retirement benefits. 
Termination prior to retirement will result in forfeiture of accrued hours. 

 
2705.2  Use of Sick Leave 

Sick leave may be used for such reasons as personal injury or illness; caring for a 
sick or injured spouse, child, or other close relative; and medical or dental 
appointments. 

 
For maternity leave see Sec 2710.  

 
It is the responsibility of the employee, in cases of illness, to notify his/her 
immediate supervisor of their illness no later than 15 minutes past the starting 
time of the employee's designated workday. If unable to contact his/her 
supervisor, the employee must notify their workplace. Failure to comply with the 
above procedure may result in disciplinary action.  

 
A doctor’s certificate may be required after a three day leave of absence or as 
required by their supervisor. 

 
2705.3  Extended Catastrophic Leave 
  Any full-time employee who exhausts sick leave benefits may ask the   

   District Administrator to request the Board to grant an additional paid/or unpaid  
   leave of absence. In no case will more than 30 days paid additional leave be  
   granted. Consideration will be based on, but not limited to, the following factors:  
   length of service, work performance, and past sick leave usage. 
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 2705.4 Reserved 
 

 2705.5  Front Load-Seasonal and Part-Time Employees (Approved August 11, 2015) 
   Mission Oaks Recreation and Park District will provide seasonal and part-time  
   employees paid sick leave in accordance to AB 1522- Healthy Workplace Healthy 
   Family Act of 2014. 

   Current Seasonal and Part-Time employees will receive 24 hours of sick leave to  
   use starting July 1, 2015. This will not affect Full Time employees or Regular Part 
   Time employees. 

   Current employees and employees hired after July 1, 2015 will receive 24 hours  
   of sick leave upon hire. Sick leave will be available to use after working for 30  
   days and after the 90th day of employment.  

   Paid sick leave is available only for days on which you would have been   
   scheduled to work. 

   The District requires the use of at least a minimum of one hour of leave when  
   time is taken.  

  The District limits the amount of paid sick leave a part-time employee may use in  
  one year to 24 hours. Sick leave will be capped at 24 hours. 

   Each employee may use accrued sick leave, up to half the time accrued per   
   anniversary date, as kin care leave, to care for sick immediate-family members.  It is  
   provided for those circumstances where the employee must take time off to care for a  
   sick family member, regardless of the seriousness of the illness.  Employees should  
   notify their supervisor to the extent feasible to avoid disruptions in work   
   schedule as a result of use of kin care time.  Family members covered include parents,  
   children and spouses and are defined as follows:  

•   A “child” means a biological, adopted, or foster child, a stepchild, a legal ward or a  
  child for whom an employee has accepted the duties and responsibilities of raising,  
  such as where a grandparent raises his/her grandchild. 

•   A “parent” means a biological, foster, or adoptive parent, a stepparent or legal   
  guardian.  Mothers-in-law, fathers-in-law and grandparents are also considered  
  “parents for purposes of this division. 

•   The term “spouse” is not defined in the legislation mandating kin care, but presumably 
  applies only to an individual to whom the employee is legally married. 

•    In order to receive compensation while on sick leave, the employee, in cases of  
  illness, must notify his/her immediate supervisor of their illness no later than 15  
  minutes past the starting time of the employee's designated workday. If unable to  
  contact his/her supervisor, the employee must notify their workplace. Failure to  
  comply with the above procedure may result in disciplinary action.  

•   A doctor’s certificate may be required after a three day leave of absence or as required 
  by their supervisor. 

 
   Limitations/Disposition- Seasonal and Part-Time Employees 
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   Unused sick leave will be forfeited at the time the employee leaves District  
   employment.  
 
   Under no circumstances will unused paid sick leave be converted to cash or  
   payment of any kind. 
 

2705.6  Transfer of Sick Leave between Employees  
The transfer of sick leave from one employee to another may be authorized by the 
District Administrator in cases of catastrophic illnesses and illnesses, medical 
treatment or procedures requiring a prolonged recovery period certified by a 
competent medical authority. 

  
The employee benefiting from the transfer of sick leave between employees must 
first have exhausted all accrued vacation and sick leave benefits before such a 
transfer may be authorized.  
Requests for transfer of sick leave will be prepared and signed by the potential 
donor and forwarded to the District Administrator for consideration of approval.  

 
2705.7  Family and Medical Leave Act of 1993 (FMLA) 

The Act requires covered employers to provide up to 12 weeks of unpaid, job-
protected leave, per year (based on a rotating calendar), to eligible employees for 
certain family medical reasons. Employees are eligible for FMLA if they have 
worked for at least one year, and for 1,250 hours over the previous twelve (12) 
months. A complete copy of the FMLA is available for review from the 
Administrative Services Manager. 

 
2706   Workers Compensation Insurance 

The California Association for Parks and Recreation Indemnity (CAPRI), a joint powers 
authority was created in 1986. To meet the specific needs of insurance coverage’s, risk 
management, safety, and loss prevention services. This program of self-insurance is 
permitted under Government Code Sections 6500 and 990.8 

 
In return for the payment of premiums as they become due, in reliance upon the 
statements in the declarations made and subject to the terms and conditions of the 
Memorandum of Coverage, the Joint Powers Agreement and Bylaws, agrees to provide 
workers’ compensation coverage and employer liability coverage. 

 
This coverage applies to bodily injury by accident or disease, including death resulting 
therefrom: bodily injury by accident must occur during the coverage period; must be 
caused or aggravated by the conditions of the employment; and/or the exposure to those 
conditions causing or aggravating such bodily injury by disease. 

 
• The bodily injury must arise out of and during the injured employee’s 

employment, 
• The employment must be necessary or incidental to the District’s work in 

California, 
• Injury by accident must occur during the coverage period, and 
• Injury by disease must be caused or aggravated by the conditions of employment, 

the last day of exposure to the conditions causing or aggravating such bodily 
injury by disease during the coverage period. 
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2706.1  Wellness Incentive Program     

This program will be effective January through December each year. Regular full-
time and regular part-time employees who use one (1) workday or less of sick 
leave in a four (4) month period shall receive a wellness certificate enabling them 
to take one workday off during the following four (4) month period. 

 Period 1: January-April 
 Period 2: May-August 
 Period 3: September-December 
 

The certificate has no monetary value.  
 

To be eligible to earn sick leave, an employee must work a minimum of 40 hours 
in each two-week pay period. Employees must have been continuously on the 
District payroll and eligible to earn and use sick leave during the entire previous 
four (4) month period. 

 
Employees shall submit a request to their supervisor to use the wellness certificate 
at least one week prior to the requested date. If not used by December 31st the 
certificate expires. If an employee leaves District employment the wellness 
certificate is void. 

 
2707  Bereavement Leave Full-Time Employees  

In the event of a death in the immediate family of an employee, that employee will 
contact their supervisor, who may authorize up to five days of leave with pay. Immediate 
family may include a child, spouse, parent, grandparent, grandchild, siblings, registered 
domestic partner, a spouse’s immediate family members, foster parents, or relative 
residing with the employee at the time of death.  

 
These days are not deducted from the employee’s sick leave account. 

 
2708  Special Leave of Absence Full-Time Employees 

The District Administrator may approve a 30-day leave of absence, without pay, for full-
time employees. 

 
Under certain circumstances and when endorsed by the District Administrator and 
approved by the Board, a leave of absence for up to one year without pay, may be granted 
for education or training and certain other personal or professional reasons. No sick 
leave, vacation, or similar benefits will accrue, and group insurance costs shall be paid in 
full by the employee during this period. Upon returning to work, the employee may apply 
to purchase retirement benefits that have been lost during such period of leave. 
 

2709  Holidays       
The District office and community centers are closed, and employees are allowed the day 
off in observance of the following holidays, without loss of salary or wages. 

 
New Year's Day, January 1 
Martin Luther King's Birthday, 3rd Monday in January  
Lincoln's Birthday (observance to coincide with the SJUSD’s schedule)  
Washington's Birthday (observance to coincide with the SJUSD’s schedule)  
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Memorial Day, Last Monday in May  
Independence Day, July 4  
Labor Day, 1st Monday in September  
Personal holiday, Regular Full-Time and Regular Part-Time Employee's choice (formerly 
Columbus Day) 
Veteran's Day, November 11  
Thanksgiving Day, 4th Thursday in November  
Extended Thanksgiving Holiday, Friday following the holiday  
Christmas Day, December 25 
Personal holiday, Full-Time Employee's Choice  
 
If a holiday falls on a Sunday, it is observed the next day; if it falls on a Saturday, it is 
observed the preceding Friday. 
 
The Board has approved closure of the District Office and community centers during the 
Christmas and New Year’s holidays, beginning Christmas Eve and ending New Year’s 
Day. Employees have the option of taking vacation or taking time off without pay. If 
their duties require them to work during this week, employees will work with their 
supervisor to set a schedule.  
 
At times, it may be in the best interest of the District for regular part-time employees to 
work on a holiday. In this event, employees will be paid their regular wage for each hour 
worked for the first eight hours and will receive a comparable number of hours added to 
their vacation accrual. 

 
If employees are not scheduled to work the official holiday, they will receive an amount 
of paid time off, comparable to their regular daily shift. 

 
Employees will document the number of hours worked on their timesheet. 

 
2709.1  Religious Holidays 

Full-time employees may be granted vacation to observe religious holidays. If all 
leave has been exhausted, the employee may be granted leave without pay. 

 
2710 California State Disability Insurance (SDI) 

 
It is the Districts policy to adhere to State mandated programs as required by the State of 
California. 
 
An employee who is disabled because of pregnancy, childbirth, or a related medical 
condition is entitled to an unpaid pregnancy disability leave for up to 4 months. 

 
1. Notice and Certification Requirements 

a. Requests for pregnancy disability leave must be submitted in writing and must be 
approved by the employee’s supervisor or Recreation Manager before the leave begins.  
The request must be supported by a written certification from the attending physician 
stating that the employee is disabled from working by pregnancy, childbirth, or a related 
medical condition.  The certification must state the expected duration of the disability and 
the expected date of return to work. 
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b. All leaves must be confirmed in writing, have an agreed-upon specific date of return, 
and be submitted to the Recreation Manager prior to being taken. Requests for an 
extension of leave must be submitted in writing to the Recreation Manager prior to the 
agreed date of return and must be supported by a written certification of the attending 
physician that the employee continues to be disabled by pregnancy, childbirth, or a 
related medical condition.   

 
2. Compensation during Leave  

Pregnancy disability leaves are without pay.  However, the employee may first use 
accrued sick leave, vacation leave, and then any other accrued paid time off during the 
leave. 

 
3. Benefits during Leave for Full-Time Employees 

a. An employee on pregnancy disability leave may receive any group health insurance 
coverage that was provided before the leave on the same terms as provided to other 
employees who become disabled off-duty, if:  1) the employee is eligible for concurrent 
family medical leave; and 2) the employee has not already exhausted this 12-week group 
health insurance coverage benefit in the current family medical leave eligibility period.  
The District may recover premiums it paid to maintain health coverage, as provided by 
the family and medical leave laws, if an employee does not return to work following 
pregnancy disability leave. 
b.  An employee on pregnancy disability leave who is not eligible to receive group health 
insurance coverage as described above, may receive health insurance coverage in 
conjunction with COBRA guidelines by making monthly premium payments to the 
District. 

 
c. Sick and Vacation Leave Accrual: Sick leave and vacation leave do not accrue while 
an employee is on unpaid pregnancy disability leave. 

 
4. Reinstatement 

a. Upon the expiration of pregnancy leave and the District’s receipt of a written statement 
from the health care provider that the employee is fit to return to duty, the employee will 
be reinstated to her original or an equivalent position, so long as it was not eliminated for 
a legitimate business reason during the leave. 

 
b. If the employee's original position is no longer available, the employee will be 
assigned to an open position that is substantially similar in job content, status, pay, 
promotional opportunities, and geographic location as the employee's original position. 

 
c. If upon return from leave an employee is unable to perform the essential functions of 
her job because of a physical or mental disability, the District will initiate an interactive 
process with the employee to identify a potential reasonable accommodation. 

 
d. An employee who fails to return to work after the termination of her leave loses her 
reinstatement rights. 
 

2710.1  Reserved 
 

2710.2  Continuation of Employee Insurance and Retirement Coverage  
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During leave not covered by FMLA, SDI and CFRA the insurance coverage 
(medical, life, and dental) will expire unless the premiums are paid by the 
employee during the period of approved leave of absence without pay. It is the 
employee's responsibility to contact the County Benefits Office to arrange for 
such payments.  

 
The County Benefits Office will not authorize self-payments of any insurance 
premiums unless provided with a copy of the approved leave of absence. In no 
case is insurance coverage available to employees in an unauthorized leave status. 

2710.3  Temporary Replacement of Employee,  
When the absence of the employee is for medical or job-related educational 
absence, the District may authorize a temporary replacement for the full duration 
of absence.  

 
2711 Jury Duty Leave 

Full-Time Employees   
If employees waive the daily fees paid for jury service or turns them over to the District, 
regular pay is continued during jury duty. If vacation is used, jury fees need not be 
waived or paid to the District. Employees are entitled to keep the travel expenses paid by 
the court.  

 
2712   Military Leave  

The District Administrator is authorized to grant fourteen (14) days leave, with pay, to 
those members of the Armed Forces Reserve Program or National Guard for official 
business required by the military, providing the employee has completed one year of 
continuous service with the District.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated February 2013(CURRENT AS OF December 10, 2015) 
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2800  OTHER BENEFITS        
        
2801  Private Vehicle Mileage       

Employees approved to use privately owned vehicles on and for District business shall be 
entitled to a mileage allowance for operating expenses, prescribed by the current IRS 
standard mileage rate. Employees must possess a valid driver’s license, have sufficient 
public liability and property damage insurance, at least equal to the requirements of the 
financial responsibility laws of the State of California (Vehicle Code Sec. 16430) and are 
responsible for maintaining their vehicles in proper repair.  The employee is responsible 
for submitting completed mileage forms within 30 days to the supervisor for processing 
of payment.  

  
Mileage allowance is not authorized for use of a motorcycle, moped, scooter, or other 
two-wheeled, motor-driven vehicle. 

 
2802  Out of County Travel on Official Business 

The District encourages the use of the I.M.P.A.C. card for all legitimate travel expenses. 
 
Whenever any person in the service of the District is compelled to travel in the 
performance of his/her duties, he/she shall be reimbursed for his/her actual and necessary 
expenditures for registration, transportation, lodging, and meals. Reimbursement shall be 
as prescribed by the County Department of Personnel Management, and in accordance 
with pertinent subdivisions of this section. Receipts are required for registration, 
transportation, lodging and meals. Payment for expenses over amounts consistent with 
the county policy must be authorized by the District Administrator, subject to approval by 
the Board. 
 

2802.1  Lodging 
Reimbursement for the cost of lodging is limited to the actual cost incurred. Generally, 
such costs should not exceed the maximum federal rate (domestic) or the maximum 
Runzheimer rate (if higher than the IRS rate) excluding tax, per day. The District is not 
responsible for reimbursement for premium upgrades (ocean views, king-size beds, 
suites, etc.). 
 
Domestic Per Diem Rates are available through the Runzheimer Index. 
 

2802.2  Meals 
Reimbursement for meals shall be made only when travel extends for a minimum of six 
(6) hours during the normal working day.  In order to be reimbursed for the cost of meals, 
travel must begin before the times reflected on the following schedule: 
 

MEAL TRAVEL BEGINS BEFORE 
Breakfast 7am 

Lunch 11am 
Dinner 5pm 

 
Any combination of meal per diems cannot be combined and used for a single meal. 
 
In addition, the trip must last for a minimum of six (6) hours, ending after 7pm, to qualify 
for dinner. For purposes of determining eligibility for reimbursement, travel shall be 
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considered to begin when the traveler departs his/her residence if the trip begins before or 
after normal office hours. If the trip begins during normal office hours, travel shall be 
considered to begin when the traveler departs his/her office. 

 
Meals within Sacramento County not included with a conference or meeting will not be 
reimbursed to the employee. 
 
Current Per Diem meal rates will be maintained by the Director of Administrative 
Services. All meal reimbursement requests must be accompanied by a receipt. 
Reimbursement will be the exact cost up to the current per diem rate. 

 
2802.3 Transportation 

Normally, travel will be by the most reasonable means available, taking into 
consideration requirements for reimbursement for meals and lodging and employee time 
devoted to travel at the expense of performance of other duties. 
 
A. Common Carrier 

1. Transportation by common carrier shall be reimbursable at actual cost. 
2. Air coach will be used for air travel unless otherwise specifically authorized by 

the District Administrator. 
3. The Employee will be responsible for the redeeming of unused tickets, or portions 

of unused tickets, vouchers and return funds to the District. 
4. Airline tickets may be purchased on a “non-refundable” basis when it is deemed 

most economical for the District. 
5. The Employee’s Supervisor may authorize an additional day’s lodging if the cost 

of the economy airline rate justifies an early arrival or a late departure. 
6. Charges for any premium upgrades will not be paid by the District.  
7. The District will reimburse fees charged for one (1) piece of luggage, additional 

luggage charges will not be paid by the District. 
 

B. Travel by Private Vehicles 
Authorized travel will be reimbursed at the rate per mile prescribed by the current 
IRS standard mileage rate for business miles driven.  
If employees choose to travel by private vehicle, they must possess a valid driver’s 
license and have sufficient public liability and property damage insurance, at least 
equal to the requirements of the financial responsibility laws of the State of California 
(Vehicle Code Sec. 16430). 

 
2802.4 Reimbursable Expenses with Receipts 

While traveling on official District business, the following expenses are reimbursable at 
actual cost upon presentation of original receipts: 
 
A. Necessary taxicab, shuttle transportation or bridge tolls as stated in the 

Runzheimer Index. 
B. Conference or seminar registration fees and associated tapes, reports, etc., which 

can be shown to be of significant value to the participant in his/her work for the 
District.   

C. Parking fees. 
D. Postage. 
E. Other expenses may be approved based on a review of the circumstances. 
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2802.5 Reimbursable Expenses without Receipts 

While traveling on official District business, the following expenses are reimbursable at 
actual cost, without receipts: 
A. Metered parking and parking in unattended lots (maximum of $6 per travel day). 
B. Bay Area Rapid Transit (BART) fares (fee schedule must be attached to final 

travel reimbursement request). 
C. Shuttle transportation from the destination airport to the hotel on the date of 

arrival will be reimbursed at $15 per event. Shuttle transportation from the hotel 
to the destination airport on the date of departure will be reimbursed at $15. 
Destination cities that are included in the Runzheimer Index will be reimbursed at 
the current published price or the least expensive alternative for shuttle 
transportation. Amounts in excess of the aforementioned rates will be reimbursed 
based on actual receipts only.  
 

2802.6 Non-Reimbursable Expenses 
A. Baby-sitting fees 
B. Personal toiletries 
C. Personal care expenses 
D. Traffic fines or parking tickets 
E. Hotel luxury upgrades 
F. Expenses associated with a non-employee who accompanies the employee on 

official business 
G. Alcoholic beverages 

 
2802.7 Optional Events At A Conference 

The District will pay for all events included in a conference registration fee. Where a 
conference includes other optional events at an additional cost, the Employee must be 
able to justify the business relationship of the event. Networking with other attendees is 
not a valid business relationship.  Where an optional event is not business-related and 
includes a meal, the traveler can be reimbursed up to the maximum meal reimbursement 
rate. 
 
Example 1:  A conference includes an optional dinner event at a resort with entertainment 
provided.  The cost of the dinner trip is $50.00.  Since there is no business purpose, the 
employee can request reimbursement for the current maximum meal rate. 
 
Example 2:  A conference includes an optional tour of the world famous San Diego Wild 
Animal Park, with no meal provided. This event is not reimbursable. 
 
Example 3:  The conference of Water Quality Officials includes a tour (or a tour and a 
meal) of the local water treatment plant and a discussion of how the entity has utilized the 
latest technology. The person traveling works for the County of Sacramento in the water 
treatment plant. The traveler would submit a statement that this tour was related to his/her 
job with the County. The cost of this event would be reimbursable to the employee. 
 

2803  Reserved 
 

2804  Travel Advances 
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The District will pay 100% of registration or conference fees to the conference provider 
and will consider approval of requests for an advance to the traveler for up to 90 percent 
of the estimated lodging and meal expenses for official travel.  In addition, travel 
advances may include up to 50 percent of the estimated personal private mileage 
reimbursement. 
 

2804.1 Advance Reconciliation 
Within 10 working days after return from a trip, a traveler must account for all advances 
pertaining to that trip by submitting all necessary receipts and a completed travel 
reimbursement request form to the Director of Administrative Services. Any excess of 
advances over expenses must be refunded immediately by check from the traveler made 
payable to Mission Oaks Recreation and Park District. 
Reimbursement 
A travel reimbursement request in the amount of the actual travel expense incurred by the 
traveler must be forwarded to Accounts Payable to be parked on COMPASS to complete 
the process. 

 
2804.2  Delinquent Recovery 

A. The Director of Administrative Services is responsible for monitoring outstanding 
travel advances, and will contact the traveler within 10 working days of return if 
the traveler has not submitted the necessary receipts and a completed travel 
reimbursement request form. 

B. Failure to settle outstanding cash advances in a timely manner may result in a 
delay in reimbursement, and the traveler may be required to pay his/her credit 
card bill prior to reimbursement. 

C. The Director of Administrative Services shall issue a written memorandum to the 
traveler when the traveler has not completed the travel reimbursement request 
form within 11 days. 

D. If an outstanding travel advance has not been recovered within 20 days, after 
notice, the traveler’s Supervisor will notify the employee that travel advance 
privileges have been revoked and send a copy of this revocation to the District 
Administrator and a collection process will begin. 

E. Unrecovered advances and/or proceeds from discount, rebate, or premium 
coupons on transportation tickets, which are considered a monetary benefit to the 
employee, are reportable to taxing authorities. 

 
2805  Reserved 
 
2806   Tuition Reimbursement  

The District subscribes to the concept of reimbursing employees for tuition expenses 
related to continuing education in the area of specialty, provided approval for such 
expenditure is made prior to incurring the actual expenditure and funds have been 
specifically budgeted for that purpose.  

 
2807   Professional Organization Membership 

The Board endorses membership and participation in professional organizations and 
associations that will benefit the District. Funds for membership in such organizations or 
associations may be approved at the time the budget is adopted.  

 
2808   Credit Union  
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All employees are eligible to participate in services available through the Sacramento 
County Employees Credit Union.  

 
2809   Reserved  

 
2810   Training and Education Programs  

The District encourages the development of its employees through educational and 
training programs to increase their value to the District, as well as to enhance their 
personal growth. Attendance at educational and training programs (i.e., professional 
conferences, workshops, institutes, etc.) is encouraged to help provide for:  

 
A.  Satisfaction of the District's needs for an effective, efficient, willing, and 

productive work force 
B.  Development of a creative and capable work force readily adaptable and 

responsive to changes and the needs of the District; and  
C.  Satisfaction of the employee's need for personal growth and greater job 

satisfaction.  
 
Division heads and supervisors shall be responsible for developing in-house training 
programs for their subordinates. The training will encompass the essential duties to be 
performed.  
 

2811 Employee/Board member/Families Participation in District Programs and Services 
Employees, Board members and families, while exercising appropriate discretion, are 
welcome to participate in recreation programs and activities offered by the District, with 
the exception of the programs outlined in 2811.3.  
  

2811.1  Reduced Fees/Rates for Employees, Board Members and Families 
The Board believes it is in the best interest of the district to encourage full time, regular 
part time employees, board members and families to take advantage of the opportunities 
the district offers for education, new skills, self-improvement, and enjoyment. Therefore, 
employees, board members and families shall be permitted, while exercising due 
discretion, to participate in district-sponsored classes/programs/activities and to reserve 
or rent identified district facilities and equipment that is made available to the public. The 
fee/rate shall be a cost that is fifty percent of the published fee/rate. This benefit will be 
extended to employees and board members’ spouses and legal partners, children in their 
custody, and family members living in their household. 

 
District residents will continue to enjoy first priority in registering for district programs 
and services. Employees, board members and families are subject to the same registration 
requirements as all other participants and at no time shall receive preferential treatment. 
 
Nothing in this policy, however, will preclude employees, board members and families 
from participating in priority registration (if applicable and appropriate) and paying the 
full fee/rate, if so desired. 
 

2811.2  Program Registration and Rental Reservations 
a. Limited Enrollment Classes/Programs 
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Those who wish to enroll in classes/programs that have limited enrollment will be 
restricted to registering at the discounted fee/rate in accordance with non-resident 
priority guidelines. 
 

b. Facility Use/Rentals and Reservations 
1. Community Centers 

The community centers may be reserved four months’in advance. Renters 
will be responsible for one-half the cost of all fees and charges related to 
the reservation, and will be required to show proof of insurance or pay the 
full amount for liability insurance. 

2. Picnic Area 
Picnic areas may be reserved at the reduced fee with six months notice, 
except on major holidays or weekends (Easter, Memorial Day, Fourth of 
July, etc). 
Barbecue 
The barbecue may be reserved at the reduced fee with a minimum of one-
week advance notice, however, not more than one month in advance. 
 

2811.3  Restrictions 
Exceptions to this policy include participation in District sponsored trips, tours, special 
events, cosponsored programs, hot lunch programs, membership fees, Preschool 
programs, adult sports leagues and all athletic fields. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated December 2012 
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Updated December 2012 



  

Page 2 of 15 
 

2900  PERFORMANCE AND RESPONSIBILITIES       

 
2901   Hours of Work  

It is the responsibility of each employee to report and be ready for work at the designated 
time. Each employee is expected to work a full eight (8) hour day and/or forty (40) hours 
per week, depending upon a schedule approved by the District Administrator. 
 

2902   Normal Hours  
The normal business hours for the District are 8am to 5pm. Employees shall be scheduled 
in accordance with the nature of their work requirements. 
 

2903  Rest Periods  
Breaks are intended to provide rest periods during the workday. During an eight-hour 
shift, two 15-minute breaks are permitted. One break is allowed midway through the first 
four-hour period and the second, midway through the second four-hour period. Rest 
periods shall be scheduled in accordance with the nature of the work assignment but, in 
no case, shall rest periods be scheduled within one hour of the beginning or ending of a 
work shift or lunch period.  
 
During a four-hour shift, one 15-minute break is permitted midway through the four hour 
period. 

 
Supervisors may designate where rest periods may be taken. Rest periods begin when the 
employee stops work, not upon arrival at a location other than the workstation or job site. 
The rest periods may not be combined to provide a longer break.  

 
2904  Lunch Breaks  

Lunch breaks shall be scheduled in the middle of the employee's work shift and shall not 
exceed one hour.  
 
Lunch breaks begin when the employee stops work and ends when the employee returns 
to work.    
 
An employee working no more than a six-hour shift may sign a waiver waiving their 
lunch break. Any shift that is over 6 hours requires a lunch break to be taken. 

 
2905  Time Sheets  

All personnel are required to accurately prepare and submit a time sheet to their 
immediate supervisors for approval and signature. The time sheets are due no later than 
the Monday following the payday (every two weeks). The employee’s supervisor has the 
responsibility of verifying each submittal as to actual time worked and will share 
accountability (with the employee) for the accuracy of the report. The supervisors are to 
submit the time sheets to the Office Manager, or their designee once approved. 
Supervisors will submit their own timesheets to Recreation Manager Division Directors, 
and the Recreation Manager Division Directors will submit their timesheets to the 
District Administrator for approval, after which they will be submitted to the 
Administrative Services Office Manager or their designee, who will review them and 
verify the amounts of accrued leave. 
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Time sheets shall be maintained on file in the District Office.  
 
2906   Employee Performance Evaluations  

Work performance is periodically appraised and reported by the employee's supervisor. 
The appraisal is used primarily for employee development, to commend and further 
develop the employee’s strong points, to counsel on weak points, and determine whether 
the continued employment and/or an increase in pay, subject to provisions in the 
District’s salary structure and classification as appropriate. 

 
2906.1  District Administrator Evaluation  

Prior to the hiring anniversary, the Board shall schedule an executive session for 
discussion of the District Administrator’s performance. At least one week prior to 
the executive session, the District Administrator shall submit to the Board a self-
appraisal of work performance for discussion. A second executive session shall be 
scheduled which will offer the Board an opportunity to meet with the District 
Administrator to discuss its evaluation of the appraisal and to comment on aspects 
of the District's operation. The executive sessions may be scheduled in 
conjunction with two consecutive regular meetings of the Board. This process 
must be completed prior to the District Administrator’s hiring anniversary.  

 
2906.2  Full-Time Employee Evaluations  

Supervisors shall be expected to offer feedback on work performance at regular 
intervals during the probationary period through informal performance reviews 
and a formal review at its conclusion. Subsequently, employees shall be evaluated 
annually, which will be executed two weeks prior to the date of the employee's 
anniversary date of hire. Evaluations must be completed and on file prior to the 
employee receiving an increase in salary.  

 
The original of the fully executed annual evaluation will be provided to the 
employee, with a copy placed in the employee’s personnel file.  

 
2906.3  Disputed Evaluations       

A. Full-Time Employees 
Should the employee disagree with all or any part of the evaluation, he/she 
has the right to reply to the supervisor, in writing, stating the reasons for 
the disagreement. Disputed evaluations shall be submitted to the District 
Administrator for review and discussion with both parties.  

 
2906.4  Seasonal Evaluation  

A written performance evaluation will be made at the end of an assigned 
program/activity or at the conclusion of a program season, whichever is 
appropriate. Evaluations are the responsibility of the employee's immediate 
supervisor. Part-time employees are entitled to dispute the comments in an 
evaluation, as noted in Sec. 2906.3.B. 

 
2907  Outside Employment       

In accordance with Government Code Section 1126(b), a District employee shall not 
engage in any employment, activity, or enterprise for compensation, which is 
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inconsistent, incompatible, in conflict with, or adverse to his or her duties as a District 
employee or with the duties, functions, or responsibilities of the District.  
 
A District employee's outside employment, activity, or enterprise may be prohibited if it: 
(1) involves the use for private gain or advantage of the District’s time, facilities, 
equipment and supplies; or the prestige or influence of his or her employment; (2) 
involves receipt or acceptance by the employee of any money or other consideration from 
anyone other than the District for the performance of an act which the employee, if not 
performing such act, would be required or expected to render in the regular course or 
hours of his or her District employment or; (3) involves the time demands as would 
render performance of his or her duties as a District employee less efficient. 
 
It is not the intent of this policy to prevent the employment by private business of a 
District employee, who is off duty, to do work related to and compatible with his/her 
regular employment schedule, provided the person to be employed has the approval of 
their supervisor. 
 

2908  Employee Discipline  
Unless otherwise specified the following constitutes the District’s policy regarding 
disciplinary action. 

 
A. Policy Coverage 

The following categories of persons can be terminated at-will and have no rights 
to any of the pre- or post-disciplinary processes or procedures in this policy:   
• temporary employees; 
• provisional or seasonal employees;  
• probationary employees;  
• any person who serves pursuant to a contract;  
• any person who is designated “at-will” in any District policy, document, 

acknowledgement, resolution, or ordinance.   
In addition, any regular employee who is exempt from the overtime provisions of 
the FLSA is not subject to any disciplinary penalty which is inconsistent with 
his/her FLSA overtime-exempt status. 

 
B. Causes for Discipline 

Employees may be counseled, admonished, reprimanded, suspended, demoted, 
discharged or incur a reduction in pay for, including but not limited to, any of the 
following causes of discipline: 

 
1. Violation of any District policy, ordinance or resolution; 
2. Absence without authorized leave; 
3. Excessive absenteeism and/or tardiness; 
4. Inappropriate use of disability leave in a manner not authorized or 

provided for pursuant to District policies; 
5. Making any false statement, omission or misrepresentation of a material 

fact; 
6. Providing wrong or misleading information or other fraud in securing 

appointment, promotion or maintaining employment; 
7. Unsatisfactory job performance; 
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8. Inefficiency; 
9. Malfeasance or misconduct, which shall be deemed to include, but shall 

not be limited to the following acts or omissions: 
a. Conviction of a felony. "Conviction" shall be construed to be a 
determination of guilt of the accused by a court, including a plea of guilty 
or nolo contendere, regardless of sentence, grant of probation, or 
otherwise. 
b. The damaging of District property, equipment, or vehicles, or the waste 
of District supplies through negligence or misconduct. 

10. Insubordination; or insulting or demeaning the authority of a supervisor or 
manager; 

11. Dishonesty; 
12. Theft; 
13. Violation of the District’s confidentiality policies, or disclosure of 

confidential District information to any unauthorized person or entity; 
14. Misuse or unauthorized use of any District property, including, but not 

limited to: physical property, tools, equipment, District communication 
systems, District vehicles or intellectual property; 

15. Mishandling of public funds; 
16. Falsifying any District record; 
17. Discourteous treatment of the public or other employees;  
18. Failure to cooperate with employee's supervisor or fellow employees; 
19. Violation of the District’s Drug-Free Workplace Policy 2980  
20. Violation of the District’s Policy Against Harassment, Discrimination and 

Retaliation; 
21. Failure to comply with the Districts Non-Negotiable  
22. Unapproved outside employment or activity that violates the District’s 

policy, or other enterprise that constitutes a conflict of interest with service 
to the District; 

23. Any conduct that impairs disrupts or causes discredit to the District, the 
employee's District employment, to the public service, or other employee's 
employment; 

24. Failure to comply with OSHA Safety Standards and District safety 
policies; 

25. Altering, falsifying, and tampering with time records, or recording time on 
another employee's time record; or 

26. Working overtime without prior authorization or refusing to work 
assigned overtime; and 

27. Carrying firearms or other dangerous weapons at any time is prohibited. 
28. Failure to respond/report for duty in the event of a declared state of 

emergency by Office of Emergency Services. 
 

C. Administrative Leave 
An employee may be placed on administrative leave with pay when: (1) the 
employee's continued presence at the work site could have detrimental 
consequences for District operations; or (2) pending investigation into charges of 
misconduct. If charges against the employee are substantiated by the 
investigation, appropriate disciplinary action may be taken in accordance with 
these procedures. 
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D. Types of Discipline 

The types of personnel actions and/or discipline are: 
 

1. Counseling Memo: A counseling memo shall be retained in the supervisor’s file 
and may not be appealed. 

 
2. Oral Admonishment or Reprimand: An oral admonishment or reprimand will be 

memorialized in writing and retained in the supervisor’s file.  An oral reprimand 
may not be appealed. 

 
3. Written Admonishment or Reprimand: A written statement detailing the specific 

reasons for the admonishment or reprimand.  A copy of the admonishment or 
reprimand will be retained in the employee’s personnel file and may not be 
appealed.  The employee has the right to have a written rebuttal attached to the 
reprimand in the employee’s personnel file if the rebuttal is submitted to the 
Director of Administrative Services within 10 working days of the date the 
reprimand was received. 

 
4. Suspension: An employee may be suspended from his/her position for cause.  

Documents related to a suspension shall become part of the employee’s personnel 
file when the discipline is final.  An employee subject to suspension will receive 
prior written notice and appeal as provided herein.   

 
5. Demotion: An employee may be demoted from his/her position for cause.  

Documents related to a demotion shall become part of the employee’s personnel 
file when the discipline is final.  An employee subject to demotion will be entitled 
to prior written notice and appeal as provided herein. 

 
6. Reduction in Pay: An employee’s pay may be reduced for cause.  A reduction in 

pay for disciplinary purposes may take one of two forms:  (1) a decrease in salary 
to a lower step within the salary range; or (2) a decrease in salary paid to an 
employee for a fixed period of time.  Documents related to a reduction in pay 
shall become part of the employee’s personnel file when the discipline becomes 
final.  An employee subject to a reduction in pay is entitled to prior written notice 
and appeal as provided herein.   

 
7. Discharge: An employee may be discharged from his/her position for cause.  

Documents related to discharge shall become a part of an employee’s personnel 
file when the discipline becomes final.  A discharged employee is entitled to prior 
written notice and appeal as provided herein. 

 
E. Skelly Process – Pre-Disciplinary Procedure for Suspension, Demotion, 

Reduction in pay or Discharge 
(Definition of Skelly: The Due Process Clause of the Fourteenth Amendment to 
the U.S. Constitution protects a public employee’s right to both a property and 
liberty interest in employment. The California Constitution also provides a similar 
protection. The California Supreme Court has stated that “when a person has a 
legally enforceable right to receive a government benefit, provided certain facts 
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exist, this right constitutes a property interest protected by due process.” Hence, 
under the court’s interpretation, the job is characterized as the employee’s 
property. This was articulated in 1975 by the California Supreme Court in the 
now famous case called Skelly v. State Personnel Bd., 15 Cal. 3d 194.  

 
A public employer’s personnel rules and/or policies that classify an employee as 
“permanent” or “career” is the usual way an employee is given an enforceable 
right to continued employment. Hence, the practical effect is a grant to the 
employee of a property interest in the employment situation. It is for this reason 
that most well written employee policies clearly define the probationary period 
and calculation of the critical date when it concludes. During the probationary 
period, an employee can be removed for any reason including for no reason. It is 
not considered a termination but simply a failure to complete probation. In short, 
due process rights do not normally attach during the probationary period. Once 
the employee completes probation, all the due process rights then attach. It should 
be noted here that even probationary employees are protected from retaliation for 
the exercise of basic constitutional rights such as free speech and freedom from 
discrimination for race, creed, color, sex, religion, etc.) 

 
Only regular full-time, for-cause employees have the right to the conference and 
appeal processes outlined in this section. 

 
1. Notice of Intent to Discipline 

 
The employee will be provided a written notice of intent to discipline that 
contains the following: 

 
a. The level of discipline intended to be imposed; 

 
b. The specific charges upon which the intended discipline is based; 

 
c. A summary of the facts upon which the charges are based; 

 
d. A copy of all written materials, reports, or documents upon which the 

intended discipline is based; 
 

e. Notice of the employee’s right to respond to the Administrative Services 
Manager, Supervisor or designee regarding the charges within five (5) 
calendar days from the date of the Notice, either by requesting a 
conference, or by providing a written response, or both; 

 
f. Notice of the employee’s right to have a representative of his/her choice at 

the conference, should he/she choose to respond orally; and 
 

g. Notice that the failure to respond at the time specified shall constitute a 
waiver of the right to respond prior to the imposition of discipline. 

 
2. Employee’s Response and the Skelly Conference 
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a. If the employee requests a conference to respond orally to the charge(s), 
the conference must be scheduled at least seven (7) calendar days after the 
date of the Notice.  The conference will be an informal meeting with the 
Administrative Services Manager, Supervisor or designee, at which the 
employee has an opportunity to rebut the charges against him/her and 
present any mitigating circumstances. The Administrative Services 
Manager, Supervisor or designee will consider the employee’s 
presentation before any final disciplinary action. 

 
b. The employee’s failure to make an oral response at the arranged 

conference time, or the employee’s failure to cause his/her written 
response to be delivered by the date and time specified in the notice, 
constitutes a waiver of the employee’s right to respond prior to the 
imposition of the discipline.  In that case, the proposed disciplinary action 
will be imposed on the date specified. 

 
3. Final Notice of Discipline 

 
a. Within five (5) calendar days of receipt of the employee’s timely written 

response or within five (5) calendar days of the informal conference, 
Administrative Services Manager, Supervisor or designee will: (1) dismiss 
the notice of intent and take no disciplinary action against the employee; 
(2) modify the intended disciplinary action; or (3) impose the intended 
disciplinary action.  In any event, the Administrative Services Manager, 
Supervisor or designee will prepare and provide the employee with a 
notice that contains the following: 

 
(i). The level of discipline, if any, to be imposed and the effective date of the 

discipline; 
 

(ii). The specific charges upon which the discipline is based; 
 

(iii). A summary of the facts upon which the charges are based; 
 

(iv). A copy of all written materials, reports, or documents upon which the 
discipline is based; and  

 
(v). A statement of the nature of the employee’s right to appeal. 

 
F. Appeal of the Final Notice of Discipline 

 
1. If significant discipline is imposed on an employee following a Skelly conference 

or after submitting a written response to the charges against him/her, the 
employee shall have the right to appeal the significant discipline to the District 
Administrator or his/her designee by giving written notice to the District 
Administrator of his/her request to appeal the discipline within five (5) working 
days after the employee receives the Final Notice of Discipline.  An employee 
who chooses to waive the right to a Skelly conference or the right to respond to 
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the charges in writing allows the discipline to be imposed as stated in the Final 
Notice of Discipline and shall not have a right to appeal the discipline. 

 
2. If the employee requests an appeal of discipline, it shall not prevent the discipline 

from being served or imposed prior to the appeal hearing. 
 

3. The discipline appeal hearing shall be held at a date and time to be scheduled by 
the District Administrator or his/her designee.  The District Administrator or 
his/her designee may, in his/her discretion, take into consideration the scheduling 
needs and concerns of the employee.  The hearing will be closed to the public 
unless the employee requests in writing that the hearing be open to the public. 

 
4. The employee may be represented at the appeal hearing by a representative of 

his/her choice that may or may not be an attorney. 
 

5. The District shall be represented by any individual it so designates, who may or 
may not be an attorney. 

 
6. Both the employee and the District shall have the right to call and cross-examine 

witnesses, subject to the following: 
 

a. The employee and the District shall provide each other with a copy of all evidence 
(except rebuttal evidence), and a list of all witnesses (except rebuttal witnesses) 
intended to be called at the hearing no later than ten (10) calendar days prior to 
the hearing;  

b. All witnesses shall testify under oath;  
c. The District Administrator has authority to issue subpoenas in the name of the 

District prior to the commencement of the hearing.  Each party is responsible for 
serving his/her/its own subpoenas.   

 
7. Both the employee and the District shall have the right to present all other documentary 

and tangible evidence at the hearing. 
  

8. The District Administrator or his/her designee shall preside over the hearing and has the 
discretion to conduct the proceedings and allow admission of evidence based upon such 
rules of procedure and evidence as the District Administrator or his/her designee shall 
choose.  In no event shall the District Administrator or his/her designee impose rules of 
procedure or evidence more stringent than the California Rules of Civil Procedure and 
the California Rules of Evidence. 

 
9. During the hearing, the District shall have the burden of proof and production that the 

discipline as imposed was correct based upon a preponderance of the evidence. 
 

10. The hearing shall be transcribed by a certified court reporter. 
 

11.  The hearing shall proceed in the following order unless the District Administrator or 
his/her designee directs otherwise: 

 
a. The District shall be permitted to make an opening statement. 
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b. The employee shall be permitted to make an opening statement. 
c. The District shall produce its evidence. 
d. The employee shall produce his/her evidence. 
e. The District, followed by the employee, may offer rebuttal evidence. 
f. Closing arguments of no more than twenty (20) minutes shall be permitted at the 
discretion of the District Administrator. The District shall have the right to argue first, 
the employee may argue second, and the District may reserve a portion of its argument 
time for rebuttal. 

 
12. Within thirty (30) working days following the close of the appeal hearing, the District 

Administrator or his/her designee shall issue a written Notice of Decision.  The Notice of 
Decision shall specify the following: 

 
i. Whether the discipline imposed is upheld, reduced, or voided; and 
ii. The grounds upon which the decision is made. 

 
13. The Notice of Decision and a copy of this policy shall be mailed to the employee or 

his/her representative by first-class mail, postage prepaid, including a copy of a proof of 
service. 

 
14. If any portion of the discipline is reduced or voided, the employee shall be entitled to 

corresponding back wages and/or benefits lost, if any.   
 

15. The decision of the District Administrator or his/her designee shall be final and binding.  
There is no process for reconsideration.   

 
16. An employee seeking to appeal the decision of the District Administrator or his/her 

designee in a superior court must file a petition in a court of competent jurisdiction within 
ninety (90) days after the Notice of Decision is mailed to the employee or will otherwise 
be considered to have waived the right to do so (California Code of Civil Procedure 
1094.6).   

 
17. An employee who chooses not to exercise his/her right to appeal an imposition of 

significant discipline to the District Administrator, consistent with the terms and 
conditions of this policy, shall be barred from appealing the imposition of such discipline 
in superior court for failure to exhaust administrative remedies.  This shall include any 
employee who chooses to prematurely terminate appeal proceedings before the District 
Administrator or his/her designee has issued the Notice of Decision. 

 
2909  Reserved 
 
2910  Reserved 
 
2920  Grievance Rights 

Employees have the right to submit grievances to the District Administrator or to the 
Board for situations involving discrimination; e.g., racial, age, religious, sex, ethnic 
origin, marital status, political affiliation, physical or mental disability. Further 
grievances involving alleged harassment may also be submitted to the District 
Administrator.  
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2920.1  Prohibition of Sexual Harassment  

It is the policy of the District to provide a work environment free of unwelcome 
sexual overtures or advances, and free of conduct creating an intimidating, hostile, 
or offensive environment for all employees of the District. It is the direction of 
this policy that any employee found to have committed an act of sexual 
harassment shall be subject to disciplinary action up to and including dismissal.  

 
A.  Definition  

Federal regulations provide that harassment includes unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of either a sexual 
nature when submission to such conduct is made explicitly or implicitly a term or 
condition of employment. Such conduct amounts to sexual harassment where it 
has the purpose or effect of substantially interfering with work performance or 
creating an intimidating, hostile, or offensive working environment.  

 
State regulations regarding harassment are consistent with the federal rules except 
in the area of imputed knowledge of the employer. The state rules provide that the 
employer may have liability where it or its agents or supervisors knew of such 
conduct and failed to take immediate and appropriate corrective action. The 
federal regulations provide that the employer assumes liability regardless of 
whether the acts complained of were known about, or even if they were 
specifically forbidden by the employer. Both state and federal agencies agree that 
in applying the rules on sexual harassment, the rights of free speech and 
association must be accommodated. The charge must be considered as a whole, 
and the totality of the circumstances and the context in which the alleged incident 
occurred must all be carefully considered.  
 

B.  Dissemination of Information  
A copy of the District policy shall be provided to, employees at the time of 
employment. Employees shall be responsible for reviewing and being familiar 
with the content. 
 

C.  Enforcement  
1.  Because of the nature of this type of charge, resolution should rest with the 

highest level of administration at the onset.  
2.   Any employee wishing to complain of an act of sexual harassment shall 

immediately contact his/her division director and make verbal and/or 
written reports of the alleged incident and the circumstances surrounding 
the incident. If the alleged offender is the employee's division director, the 
reports shall be submitted to the District Administrator. 

3.  All reports and investigations will be conducted in a manner designed to 
ensure the privacy in of all concerned. Strict confidentiality shall be a 
maintained. 

4.  The employee alleged to have committed the offense shall provide a 
verbal and written statement regarding the incident to his or her superior. 
If the complaint cannot be resolved to the satisfaction of the complainant 
on an informal basis, the division director shall then inform the District 
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Administrator of the known facts of the case and make a recommendation 
concerning the need for further investigation or action. 
Informal resolution of the matter may include exoneration of the accused 
employee, a recommendation to reprimand by placing a letter in the 
employee's personnel file and requiring the employee to undergo 
counseling and/or reassignment. Complainants may be represented at all 
times by persons of their choice. 

5.  If further investigation is needed, the division director shall, in 
consultation with the District Administrator, invoke the provisions of 
section 2921, "Appeal - Grievances" 

6.  If the investigation substantiates the claim, the accused shall be entitled to 
all privileges provided in section 2908 "Disciplinary Action". 

7.  If it is determined that the employee committed an act of sexual 
harassment and no resolution acceptable to the District and the employee 
is reached, the District Administrator shall recommend appropriate action 
and procedures consistent with Section 2908, Disciplinary Action. 

8.  If the alleged offender is the District Administrator, the matter shall be 
submitted to the board chairperson for the board's consideration in 
accordance with these policies. 

 
The District Administrator or the Board, depending on the nature of the grievance 
and to whom it is submitted, shall hear grievances and provide a decision in 
writing to the complainant.  

 
Any employee who has been laid off under section 2950 may use this procedure 
to present a claim that he or she has been erroneously laid off. Grievances 
regarding layoffs must be submitted to the District Administrator, who shall hear 
the grievance and respond in writing to the grievance. Grievances regarding 
layoffs must be submitted within 10 days of service of the Notice provided the 
employee under section 2950.1. 

 
2921   Appeal - Grievance  

A complainant may appeal the decision of the District Administrator to the full Board. 
The Chairperson of the Board shall determine whether the grievance should be heard by 
the full Board or to appoint a Hearing Officer. 

 
A.  If the grievance is heard by a Hearing Officer, the officer shall prepare a proposed 

decision in such form that the Board as the decision in the grievance may adopt it. 
A copy of the proposed decision will be furnished to the complainant within ten 
(10) days after the Board makes the proposed decision. 

 
   The Board may: 

1.  Adopt the proposed decision in its entirety; 
2. Modify the proposal as to its desire to end the grievance in  fairness to all 

parties; 
3.  Reject the proposed decision in its entirety; and 
4.  Elect to hear the grievance by a Committee of the Board or before  the full 

Board. 
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2922  Processing of Decision-Finality 
The decision of the Board shall be certified to the complainant in writing within ten (10) 
days following the final decision. 

 
2930  Termination and Notice Requirement  
  A. Full-Time Employees, Other than District Administrator 

The dismissal of other personnel is the responsibility of the District Administrator or his 
designee. In the event of any proposed notice of termination, the Sacramento County 
Counsel is to be consulted relative to the proposed course of action.  
Unless an infraction justifies termination with less notice, the employee shall be given 
fourteen (14) days advance notice of termination. Employees are required to give 
fourteen (14) days advance notice of voluntary termination of services. The notice shall 
be in writing and should briefly describe reason for leaving and the anticipated last day of 
work. 
B.  Seasonal Employees  
Employees in this classification serve at the will of the District and are subject to 
dismissal without notice. 

 
2940  Dating in the Workplace       

The District does not have a policy prohibiting dating of coworkers; however, employees 
should carefully assess the ramifications of a personal relationship if one has a reporting 
relationship to the other. 
 
To protect the work environment, the full-time employees involved are required to advise 
the District Administrator. The District Administrator will take this opportunity to 
describe expectations regarding their commitment to their job responsibilities and set the 
guidelines for behavior during work hours to prevent potential workplace issues from 
occurring. When regular part-time employees and part-time employees enter into a 
personal relationship, they shall report to their immediate supervisor(s), who shall 
counsel them regarding guidelines for behavior during work hours. Employees are to use 
discretion during work hours in order to maintain a positive atmosphere for everyone. If a 
personal relationship creates conflicts of interest, causes dissension, interrupts the flow of 
work of the parties or other employees, or creates a negative work environment, one or 
both parties may be asked to leave District employment. 

 
2950   Layoffs  

When it becomes necessary, due to lack of work, lack of funds, or in the interest of 
economy, to reduce the number of District employees, the District Administrator shall 
provide direction in regard to retaining a work force that will best meet the needs of the 
District. The Board's direction shall be in the form of action taken in adopting a budget 
that identifies the positions and the related funding to be deleted. The budget shall 
include a memorandum explaining that the basis for the action is a lack of funds and/or 
making the service more efficient.  

 
The order of separations shall provide, whenever practical and feasible, primary 
considerations for the following: part-time (seasonal and regular part time) employees 
shall be separated prior to regular full-time employees; and, in regard to regular full-time 
employee separation, seniority shall rank as a factor. Any employee scheduled for layoff 
shall have a right to demote to another position. The employee's seniority in the other 
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position shall be determined by total continuous service since the most recent date of 
appointment to that position. Whenever an employee is returned to the employee's former 
position following demotion due to layoff, the employee shall receive that step of the 
salary range, which the employee would have received, had the employee never left the 
former position.  

 
2950.1  Notice of Layoff  

Each employee subject to layoff shall be given written notice of layoff. The notice 
shall prescribe the effective date of layoff. The written notice shall either be 
personally handed to the employee, left at his or her last known address, or mailed 
to the last known address if such address is a post office box number. The last 
known address shall be deemed to be that address listed in the employee's 
personnel file.  

 
The effective date of layoff shall be not earlier than the fourteenth day following 
date of service of the notice of layoff.  

 
The notice of layoff shall contain notice to the employee of the provisions of 
section 2950.  

 
2960   Political Activities - Employees  

Engaging in political activities by employees is prohibited during working hours.  
 
2970  Employee Personnel Files  

A complete personnel file, which will include items, such as time records, employment 
application, benefits and performance evaluations, shall be maintained for each 
employee.  

 
2970.1  Responsibility for Personnel Files  

The Administrative Services Manager or their designee is responsible for the 
maintenance of all personnel files.  

 
2970.2  Letters of References         

Employees shall not write or sign any letter or memorandum that intentionally 
omits significant facts relating to the professional qualifications or personal 
fitness to perform services of any person who the writer knows will use the letter 
or memorandum to obtain professional employment, nor shall the writer state as 
fact matters which he/she does not know of his/her own knowledge to be true.  

 
2970.3  Employment Inquiries        
Inquiries made relative to the employment qualifications or fitness of a current or past employee 
shall be directed to the Administrative Services Manager or their designee who is directed to 
provide dates of employment and only general information as to whether or not the district 
would be willing to re-hire that person. 

 
2970.4  Responsibility for Current Information  

All employees are responsible for keeping material in their files current at all 
times (i.e., changes in name, address, telephone number, TB status, etc.).  
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2970.5  Access to Personnel Files  
Personnel files are private. They may be made available to employees, division 
heads, or supervisors, with the approval of the Administrative Services Manager. 
Original files must remain onsite. 

 
Employees are entitled to review the contents of their files at any time but must 
arrange for the review with the Administrative Services Manager. Designated 
representatives of the employee may also be authorized access to the employee's 
file; however, the authorization must be in writing and signed and dated by the 
requesting employee.  

 
2970.6  Inactive/Retired Personnel Files  

Upon termination, the employee shall be offered the file, i.e., letters of 
appreciation, Certificates of achievement, memoranda of record. The 
Administrative Services Manager then shall place the file in current-inactive 
status for the remainder of the calendar year.  

 
On January 1 of the following year, the file will be placed in inactive status and 
maintained for a three-year period from date of separation, at which time, the file 
will be reviewed, and all temporary material removed and destroyed.  

 
The original employment application, with any updated applications, and the most 
current W-4 form will be retained in accordance with the Districts Records 
Retention Policy.  

 
2980  Drug-Free Work Safety Program  

The District supports the Drug Free Workplace Act of 1988. The district’s Drug-Free 
Work Safety Program (see Appendix 2000/1) defines the district’s policy, which is to: 
• Further enhance safety in the workplace for all employees 
• Promote employee health and wellness 
• Maintain a high level of quality in the service to the public 
• Improve productivity 
• Provide protection against public liability 
• Promote the public’s trust in the district 

 
The use of alcohol or illegal drugs during work hours is not permitted nor tolerated. The 
aftereffects of off-site alcohol or illegal drug use is not permitted nor tolerated. It is 
neither the intent of this policy nor the desire of the district and its agents to terminate 
any person’s employment because of this policy; however, it is recognized that 
employees sometimes make choices that conflict with established district policies. Any 
employee’s whose violation of these regulations is discovered, either through 
investigation and/or by drug screening, will be terminated from employment.  

 
 
 
 
 
 
 
 
Updated December 2012 
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3000   CORRESPONDENCE AND COMMUNICATIONS   3000-3999 
 

3100   Communications  
 3101 Written Communication 
 3102 Wireless Mobile Communication Equipment  
 
3200  Verbal Communications  

3201  Disclosure of Telephone Numbers  
3202   Speeches 
3203   Complaints 
3204   Compliments 

 
3300   Dissemination of Public Information  

3301  Contacts from the Media  
3302  Public Records Policy      See Addendum 3000/1 
3303  Social Media Policy  

 
3400   Forms Control  

3401     Responsibility  
3402   Definition of a Form  
3403   Forms File  
3404   Minimum Form Standards  
   

3500  Reports 
    Operation Reports 
 

3501  Accident Report            
3502  Employee Insurance and Benefit Report   
3503  Facility Damage Report                        
3504  Incident Report              
3505  Employee's Report of Occupational Injury and Illness (SB198) 
3506  Safety Audit Inspection Report 
 
        Advisory Board Report 
 
3507  Annual Audit Report         
3508  Monthly Expenditure Detail Report         
3509  Quarterly Revenue Detail Report    
3510  District Administrator's Report 
  

3600   Records Maintenance and Disposition  
3601   Definition of Records  
3602   File Plan  
3603  Temporary Files  
3604  Permanent Files  
3605  Operational Files  
3606  Project/Reference Files  
3607   Files Disposition  
3608  Records Retention Schedule    See Addendum 3000/2 
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3700  Use of Computers, Computer Networks and Internet Services  

See Addendum 3000/3 
3800  Recordings – Advisory Board Meetings 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated April 2014 
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3000   CORRESPONDENCE AND COMMUNICATIONS 
 

3100   Correspondence 
 
3101   Written Communications  

Correspondence to persons or organizations outside the District will be prepared 
on the District's printed stationery or other appropriate form.  

 
Correspondence directed outside the District, which requests or commits 
employees or other resources, is negative or critical, or recommends an action', 
must be approved by the District Administrator or appropriate division head.  

 
Correspondence directed to the Board, members of the Board of Supervisors, or 
other high ranking officials, attorneys, or other individuals, regarding situations 
where the District may have liabilities, must be approved by the District 
Administrator.  

 
Internal (interoffice) written communication shall take whatever form that is 
appropriate.  

 
 3102  Wireless Mobile Communication Equipment  

The District recognizes that the performance of certain job responsibilities require 
or may be enhanced by the use of a cellular or Smartphone for efficiency. It is 
expected that certain staff be available after hours and weekends for an 
emergency response. These identified positions will be issued a District cellular 
phone or may be eligible for a monthly reimbursement for a personally-owned 
phone. 

 
All usage may be subject to the Public Records Act whether a District issued 
phone or a private phone is used for District business.  District employees should 
be aware that Federal and State laws and District policies, guidelines, and 
regulations may limit the protection of certain aspects of individual privacy in 
connection with the use of a cell phone under this Policy.   All electronic 
equipment including cell phones and computers are less private than users may 
anticipate.  
 
The District and its employees may be required to disclose phone records, text 
messages, and other electronic data and documents (including cell phone user 
locations at particular times, phone numbers called or texted or from whom the 
District employee received calls or texts, or contents of text messages sent or 
received) pursuant to the California public records laws, court order, or state and 
federal laws. 

 
A. Staff must comply with applicable laws regarding the use of cell phones while 

driving.   
 

B. Acknowledge that cell phone transmissions are not secure and that employees 
should use discretion in relaying confidential information over cell phones.  
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C. Employees are prohibited from using their cellular phones in any illegal, 
illicit, or offensive manner. 

 
Income Tax Exclusion: According to the IRS Publication 15-B dated 12/07/11: “The value of an 
employer-provided cell phone, provided primarily for nonconpensatory business reasons, is 
excludable from an employee’s income as a working condition fringe benefit. Personal use of an 
employer-provided cell phone, provided primarily for nonconpensatory business reasons, is 
excludable from an employee’s income as a de minimis or minimum fringe benefit.”  

The IRS Publication 15-B further notes that employees may be provided a cell phone if there are 
substantial business reasons for providing a cell phone such as: 1) the need to contact the 
employee at all times for work-related emergencies; 2) that an employee be available to speak 
with the public at times when away from the office; and 3) employees need so speak with 
persons located in other time zones at times outside the employee’s normal workday. 
 
The policy shall be implemented by the District Administrator or his/her designee. The District 
Administrator may authorize changes and/or adjustments to the Cell Phone Procedures. 
 
PROCEDURES: 
 
Cellular Phone Usage Categories: 
 

Level I:  Division Heads, Administrator and full-time park staff are frequently away from 
their work stations and the use of a cell phone has become an effective and expected 
means of communication by talk, text and/or email. Phones shall be available to these 
staff positions by District issue or by use of a personal phone with a monthly 
reimbursement.    
Staff using personal phones for District business (with a reimbursement ) shall be 
responsible for the purchase, activation,  maintenance, insurance if desired, service 
contracts and monthly payments, repair for damage and replacement if lost, and any 
accessories.  It is understood that personal phones have a shared use, for personal and 
District business.  The District support will be limited to connecting a personally-owned 
cellular phone to District-provided services, including email, calendar and contacts.  
District issued phones shall only be used for District related business.  
Level II:  Part-time park staff working in the field. District issued phones will have talk 
and text capability and be used only for District related business. 
Level III:  Part-time Seasonal Camp Staff will be issued a shared pre-paid phone/plan.  
This phone is to be carried during program hours by the lead staff person on site and be 
used only for District related business.  The phone will be kept on the charger during 
non-work hours at the program site.   

 
Personally-owned Cell Phones: 
 
A. The reimbursement is intended to reimburse the employee for business use of the cell 

phone, not to pay the entire phone bill.   
 

B. The reimbursement should be commensurate with the requirement for business use and 
will be reviewed each January by Administration for change in the reimbursement 
amount or cancellation. 
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C. The cell phone will belong to the employee, not to the District, however, employees may 

be required to disclose phone records, text messages, and other electronic data and 
documents (including cell phone user locations at particular times, phone numbers called 
or texted or from whom the District employee received calls or texts, or contents of text 
messages sent or received) pursuant to the California public records laws, court order, or 
state and federal laws. 

 
D. The monthly and phone purchase allowances are not considered part of base pay used for 

calculating percentage salary increases. 
 

E. The Division Head or Administration may also request documentation of business use to 
determine the appropriateness of eligibility and level of the allowance amount. 

 
F. Sign the Cell Phone Reimbursement Agreement form thereby certifying that he/she will 

provide the phone number within five days of activation and will be available for calls (in 
possession of the phone and have it turned on) during and after work hours. 

 
G. Select any cell phone carrier whose service is dependable and equal to the service range 

provided by District issued mobile equipment 
 

H. Pay all charges on his/her personal cell phone plan. If the employee leaves the position, 
he/she continues to be responsible for the contractual obligations of his/her cell phone 
plan.  

 
I. Early termination fees will not be paid by the District if the employee leaves the District's 

employment for any reason. 
  

J. Monthly Reimbursements.  Staff defined in Level I opting to use their own personal 
phones for District Business shall receive a monthly reimbursement of $40. It is 
understood the phone is to be on and available after hours and on weekends for District 
emergencies. A copy of the monthly invoice shall be submitted prior to reimbursement. 

 
District-Provided Cell Phones:  

 
A. Unless otherwise authorized, all equipment purchased remains the property of the 

District. 
 
B. Calling plans must be on District approved governmental contract. No long term 

contracts over one year may be purchased. 
 

C. Devices that the District will provide to employees include chargers, both in-car and 
traditional outlet units, an appropriate protective cover if the employee works outdoors, 
and holsters or clips for ease of carrying phones. 

 
D. Reimbursements for Personally Necessary Calls Using District Issued Equipment: 

Employees should avoid making personal phone calls on District equipment. It is 
understood that occasional calls of short duration may be necessary.  As an example, this 
would include contacting a family member to inform them that you will be arriving home 
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later than expected.  Personal calls placed on District cellular phones shall be reimbursed 
to the District if the personal calls result in any additional costs to the District.  In such a 
situation, the cost to the employee would only be for actual personal calls made.  
Employees are permitted a minimum of 30 calendar days from receipt of the call detail to 
make reimbursement.   
 

3200  Verbal Communications  
District employees shall handle all telephone and personal communications in a positive 
and courteous manner.  

 
3201  Disclosure of Telephone Numbers  

The home or business telephone numbers of Board and staff members, 
participants, or parents of minor participants, shall not be provided to any 
unauthorized person, unless permission to do so has been granted in writing by 
the Board or staff member, participant, or parents of minor participants.  

 
The requesters are to be advised that the telephone numbers cannot be disclosed, 
however, if they will provide their telephone numbers, the Board or staff member, 
participant, or parents of minor participants, will be, contacted and requested to 
return the call at his/her earliest convenience. 

 
3202   Speeches 

Requests from service clubs, schools and other groups shall be handled in a 
positive manner that reflects favorably on the District's programs and activities.  

 
3203   Complaints 

A written report will be completed upon receipt of any type of complaint from the 
public, using the appropriate District form. The complainant's name, address and 
telephone number and /or email address are to be recorded unless the complainant 
requests anonymity. A copy of the complaint will be forwarded immediately to 
the District Administrator indicating which division head received the action 
copy.  

 
Complaint reports received by division heads will be completed as soon as 
possible and forwarded to the District Administrator for appropriate action. The 
District Administrator shall determine which report(s) shall be presented to the 
Board.  

 
3204   Compliments 

A written report will be completed upon receipt of any type of compliment from 
the public, using the appropriate District form. The person’s name, address, and 
telephone number and/or email address are to be recorded unless anonymity is 
requested.  

 
Compliment reports are to be submitted to the District Administrator, with a copy 
to the appropriate division head, for proper disposition.  

 
3300   Dissemination of Public Information  

Press releases, public service announcements, public notices, and paid advertising will be 
coordinated through each division director or program supervisor. Staff may request that 
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any of the above methods of public information be prepared by using the appropriate 
form and timeline, and submitting to the division director or district office for processing.  
 

3301  Contacts from the Media  
Contacts by media representatives (press, radio or television) should be handled 
as follows:  

A. Any inquiries concerning policies or procedures must be directed to the District 
Administrator or appropriate division head.  

B.   Requests from the media should be referred to the District Administrator or a 
division head. Inquiries about incidents or accidents that by their nature imply 
potential liability, must be referred to the District Administrator who will refer the 
matter to the Sacramento County Counsel or the California Association of Park 
and Recreation Indemnity (CAPRI) office, depending upon the nature of the 
incident or accident.  

 
3302   Public Records Policy     See Addendum 3000/1 
 
3303  Social Media Policy 

This Social Media Policy establishes guidelines for the establishment and use of 
social media sites by Mission Oaks Recreation & Park District.  The purposes of 
District social media sites are to market and disseminate information about 
District programs, facilities, activities, services and current events to members of 
the public.  Social media also creates valuable opportunities for the District to 
engage in 2-way interactions with members of the public.   

 
This policy establishes internal procedures for the use of social media sites. 
The authorized Mission Oaks social media sites are: 
A. Facebook 
B. Twitter 
C. YouTube 

 
Mission Oaks Social media pages are branded as “official” and are to include  

A. Mission Oaks Official District logo  
a. Parks Make Life Better logo 

 
The following statement must be included on all Mission Oaks Social media sites:   
“This is an official Mission Oaks Recreation & Park District page.”   
Social Media Policy 
a. District social media sites are for official purposes only.  Designated 

employees acting in a professional capacity may post District related 
information. Employee postings of a personal nature are not allowed.  
Employees that fail to conduct themselves in an appropriate manner may be 
subject to discipline up to and including termination.   

b. The District’s website morpd.com will remain the District’s primary and 
predominant means of District communications. 

c. The Director of Recreation & Marketing and designated employees shall 
monitor content on District social media sites to keep content pertinent to 
Mission Oaks recreation, programming and facilities activities. 

d. District social media sites will comply with usage rules and regulations 
required by the site provider(s), including privacy policies. 
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e. The District reserves the right to terminate any District social media site at 
any time without notice. 

f. The Director of Recreation & Marketing and designated employees will be 
responsible for the posting and monitoring of the District social media sites. 

g. The content of District social media sites will only pertain to District-
sponsored or District-endorsed programs, services and events.  Content 
includes, but is not limited to, information, photographs, videos and 
hyperlinks.  

h. The Director of Recreation & Marketing will maintain a list of the District’s 
authorized social media sites, including login and password information.    

 
SOCIAL MEDIA DO’S AND DON’TS 
1. Suggest a minimum update of one post per day and depending on the response 

from page users this should be increased accordingly. 
2. Be mindful.  The content you create shapes public perception of the District as 

a whole. 
3. Be strategic.  Before you begin, have a clear purpose.  Provide info that is 

valuable and worthwhile. 
4. Be welcoming.  Invite readers to attend our programs and facilities. 
5. Set a positive tone, and deal with negative comments professionally. 
6. Don’t engage if you can’t commit to monitor and report back on program 

results. 
7. Use correct grammar, spelling, and punctuation.  Correct any mistakes in a 

timely fashion. 
8. Use a multi-media approach.  Include photos, links to videos, etc.   When 

appropriate, ask fans to submit photos and videos. 
9. Send out links to updated web content (i.e. program registrations, new 

programs and events, program information from our valued partners, etc.).    
10. Be sure to respond to questions and comments in a timely manner. 
11. Share relevant news stories/posts about MORPD. 
12. Remember, your postings are to be professional and relevant to District news; 

not your personal views and opinions. 

3400   Forms Control  
 
3401     Responsibility  

The District's Office Manager is responsible for a forms management program.  
 

3402   Definition of a Form  
A form is any paper or electronic format containing information or otherwise 
reproduced, with blank spaces left for entry of additional data or information. 
Forms include letterheads, letters, memoranda, envelopes, routing slips, and 
mailing tags.  

 
3403   Forms File  

A file will be maintained by the Office Manager of each district form. When 
forms are no longer needed, the Office Manager shall be notified so that the form 
can be removed from the file.  

 
3404   Minimum Form Standards  
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  Forms must meet the following minimum requirements:  
 

A.  Each form must have a letterhead or other appropriate identification. If the form is 
to be restricted to the use of one Division, its name may also be shown on the 
letterhead or title.  

 B. Each form must show a title or heading. The title should indicate its function.  
  C. Forms will not show the name(s) of employees. When appropriate, position  

 titles will be used.  
 
3500  Reports 
 
   Required Reporting and Purpose  

The purpose of reports is to provide periodic and timely information to the Board, the 
Board of Supervisors, other governmental agencies, staff, and the general public. The 
following reports are required:  

 
Operation Reports 

 
3501   Accident Report 

Prepared immediately following any accident by a District staff member, program 
participant, or any person on District property or while participating in any 
District sponsored program or activity. 

The report is to be completed and submitted to the appropriate division head 
within 24 hours of the occurrence. Reports must be factual and shall not contain 
opinions of the person reporting the accident. Opinions may be requested in 
follow up reports, per guidelines outlined by the district's third party 
administrator. CAPRI  

 
It is required that reports involving adults be retained for seven (7) years, and 
twenty (20) years for those involving minors.  

 
3502   Employee Insurance and Benefit Report  

This employee benefit report, submitted monthly to the Auditor-Controller's 
Office, County of Sacramento, by the Director of Administrative Services, 
provides the monthly premium that is charged against the District's employee 
benefits budget. The report shall be retained for three years.  

 
3503  Facility Damage Report  

Preparation of a facility damage report is required for each occurrence of damage 
or vandalism requiring repair.  

 
3504  Incident Report  

Incident Reports are used to record unusual behavior of program participants, 
accidental or provoked vandalism, discipline problems within activities, and 
disturbances directly or indirectly related to a program or facility.  

 
Reports will be submitted by the District employee in charge of or on a program 
or activity site or district facility, to the appropriate division head, who shall, 
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following review, forward the report to the  Director of Administrative Services 
and the District Administrator for review and action as deemed appropriate.  

 
It is required that reports involving adults be retained for seven (7) years, and 
twenty (20) years for those involving minors.  

 
3505  Employee’s Report of Occupational Injury and Illness (SB198) 

The workers compensation report and the Cal OASHA Form 5020 is a log of 
occupational injuries and illnesses sustained by district employees. It is completed 
annually by the Director of Administrative Services, posted by February 1st for 30 
days, and retained for five years.  

 
 

3506   Safety Audit Inspection Report  
Safety inspection surveys of the district’s buildings and facilities are completed 
quarterly by the district's Safety Committee.  

 
Advisory Board Report 

 
3507   Annual Audit Report  

Pursuant to state law, the District is required to have performed an audit of its 
financial activities. The audit is to be performed no less than once every two 
years. Upon completion of the audit, the agency performing the audit shall submit 
a comprehensive report its findings. The audit report will be reviewed with the 
Advisory of Board Directors at a regular or special meeting. An audit agency 
representative shall be present at the Board meeting to address any questions or 
concerns the directors may have. The audits are to be permanently retained.  

 
3508  Monthly Expenditure Detail Report  

This monthly report is a compilation of most operational, ongoing expenses for 
the operation of the district. The report lists all expenditures made during that 
period, including the expense account charged; the name of the vendor; the 
division incurring the obligation; the amount obligated; a subtotal by expense 
code; and the grand total for the report period. Bills are processed for payment 
when received and approval is ratified by the Advisory Board of Directors at their 
next regular meeting.  

 
3509     Quarterly Revenue Detail Report  

This quarterly report is a compilation of the revenue earned in each budget 
account. It is submitted for the Advisory Board of Directors review at the end of 
each quarter for the current fiscal year.  

 
3510   District Administrator's Report  

Each month, the District Administrator shall submit a report to the Advisory 
Board of Directors that provides all pertinent information relative to the affairs of 
the District. The report shall be emailed to the Advisory Board of Directors at 
least five (5) days in advance of the monthly meeting. The following sections will 
be contained in this report: Agenda Items; Board Member Items; the Recreation 
and Marketing Division report; the Parks Division report and; the Administrative 
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Services Division report, including financial matters; legislation; and 
miscellaneous information relevant to parks and recreation.  

 
Parks Division, Recreation & Marketing Division, and Administrative Services 
Division Reports   
The director of each division is required to submit their reports approximately two 
weeks preceding the regular Board meeting for processing. Information is 
submitted to the District Administrator, with all proposed division-related meeting 
agenda items clearly identified, accompanied by detailed background material, 
which becomes a part of the District Administrator's Report to the board.  

 
3600   Records Maintenance and Disposition  
 

3601   Definition of Records  
All documents, reports, letters, other printed, or electronic matter originated by 
employees of the District, and those having significance to the operation of the 
district, are defined as records and are considered the property of the District.  

 
3602   File Plan  

The file plan is a record of the hardcopy documents filed and in maintained the 
District's administrative offices. District records are categorized and placed in the 
District files by subject. New file categories will be added when needed. The 
number of files shall be kept, whenever possible, to a minimum.  

 
3603  Temporary Files  

This category of files includes communications, temporary in nature (i.e., not 
requiring action or informational only) and having a stated timeline after which 
the correspondence has no further value.  

 
Letters, reports, and memoranda, received or written in the day-to-day operation 
of the District, are considered to have a life span or value of 12 months from 
either the date of creation or the date of receipt.  

 
Temporary files are closed annually on December 31, retained for one additional 
year, and are reviewed to insure proper classification. Following review, they may 
be reclassified and re-filed, or discarded appropriately. 

 
3604  Permanent Files  

This category of files includes communications having historical value to the 
District. They are determined to have a permanent life span or value to the 
District, and shall be maintained permanently and backed-up electronically. 

  
3605  Operational Files  

Division staff may maintain files supplementary to the file plan, which shall be 
referred to as “operational” files.  

 
3606  Project/Reference Files  

Project/reference files are maintained to provide sources of information on varied 
subjects; i.e., maintenance, recreation, and administrative publications. These files 
are normally maintained as a library and, therefore, have no specific disposition 
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schedule. The general rule shall be to remove and destroy them when no longer 
needed.  

 
3607   Files Disposition  

Disposition is accomplished in several ways - destruction, retirement, or 
reclassification.  

 
3608  Records Retention Schedule    See Addendum 3000/2 

 
3700  Use of Computers, Computer Networks and Internet Services  

See Addendum 3000/3 
All employees shall be made aware of the policies and procedures regarding the use of 
district computers, computer networks, and Internet services, and shall attest to this fact 
in writing 
 

3800  Recordings – Advisory Board Meetings 
A record of the proceedings of all board meetings shall be kept on file, in the District 
office and approved by the Advisory Board of Directors.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated April 2014 
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4000  FINANCE/ACCOUNTING 
 
4100   Budget  

The budget is a financial projection of revenues and expenditures for the fiscal year, 
July 1 to June 30.  

 
4100.1  Preparation  

The budget is prepared in accordance with the County’s Financial Policy and 
Procedures Manual. The District is assigned a budget analyst from the County 
Executive's Office who provides advice in budget preparation.  

 
The District Administrator has the responsibility for the preparation of the budget and 
shall establish a schedule for preparation and submission of budget requests to the 
Board. The schedule is based on the timeline established annually by the County 
Executive's Office. After the District Administrator's budget review with staff, it is 
submitted to the Finance Committee of the Board (with copies to the other board 
members), and a meeting with the District Administrator and management staff is 
scheduled. After the Committee has met with staff to review the budget, it is presented 
to the Board for consideration of approval at a regular meeting or special meeting. After 
the Board's approval, the budget is submitted to the County Executive's Office for 
review and preparation for presentation to the Board of Supervisors for its consideration 
of approval.  

 
Sometime after the final fiscal year, accounting reports are available from the County 
Auditor-Controller's Office, after which revisions to the budget may be acted upon by 
the Board and submitted to the Board of Supervisors for final adoption, usually by mid-
September.  

 
4100.2  Budget Reserve 

This policy sets a formula for determining the District’s annual reserves for its General 
and Assessment budgets. 
 
The Mission Oaks Recreation and Park District reserve policy is guided by sound 
accounting principles.  By maintaining a  prudent level of financial reserves in its annual 
budget the District gains significant benefits including a means to accommodate savings 
from the previous annual budget and funds for emergency preparedness. Reserves also 
allow a structure for dedicating funds for future capital projects, savings for property 
acquisition opportunities, and be a hedge against fluctuations in property tax revenues.  
Should the District ever be required to borrow money, a substantial reserve will assist 
with its bond rating. 

 
The District will maintain an unassigned fund balance reserve of not less than 10% of 
budgeted General Fund and Assessment Fund budgets.  The Board may alter this amount 
for extenuating circumstances at the Board’s discretion.    

 
Because amounts in the nonspendable, restricted, committed and assigned categories are 
subject to varying constraints on their use, the Reserve for economic uncertainties 
consists of balances that are otherwise unassigned.  
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Nonspendable Fund Balance – this fund balance classification includes amounts that 
cannot be spent because they are either not in spendable form (i.e. – prepaid expenses) or 
legally or contractually required to be maintained intact. 
Restricted Fund Balance – this fund balance classification should be reported when 
there are constraints placed on the use of resources externally (by creditors, grant sources, 
contributors, etc.) or imposed by law or enabling legislation. 
Committed Fund Balance – this fund balance classification can only be used for 
specific purposes pursuant to constraints imposed by formal action of the government’s 
highest level of decision making authority (i.e. – fund balance designations passed by 
board resolution). 
Assigned Fund Balance – this fund balance classification are amounts that are constrained 
by the government’s intent to be used for specific purposes, but are neither restricted nor 
committed. 
Unassigned Fund Balance – this fund balance classification is the residual             
classification for the general fund. 

 
4200  Accounting 

The District shall maintain a complete set of records reflecting its financial status on a 
daily, monthly, and annual basis. 

 
4201  Bank Account Authorization 

The District is authorized to maintain a business revenue account with the 
Sacramento County Treasury. All revenue  received from all sources shall be 
deposited on a regular basis. 

 
4202 Bookkeeping Procedures: District Office, Mission Oaks Community Center, and 

Swanston Community Center 
Monies collected from all sources, including the District Office, Swanston and 
Mission Oaks Community Centers (MOCC), shall be deposited into the bank 
account a minimum of twice a week, with the exception of peak periods or 
seasons when daily deposits shall be required. 
Money shall not remain un-deposited in a safe at the District office or 
Community Centers over the weekends or during holidays. Money totaling over 
$500 shall not remain in a safe over night. All cash, checks, or money orders 
received for any purpose (classes, programs, trips, donations, fund-raising 
efforts, etc.) and related registration and waiver/release forms, shall be receipted 
at the time it is received or mailed to customer the following day;                                                     

 
and not held in an area away from the counter at the Swanston and Mission 
Oaks Community Centers or the front office at the District Office for any 
reason.  
Exceptions: Programs/classes that have prior approval of the Director of  
Administrative Services and Office Manager; such as, mass program/class 
registrations, open gym programs, and water aerobics. Administrative staff shall 
process all related forms and fees through a computerized registration software 
program and recorded daily.  

 
 Receipts and ledgers shall be imprinted with the District name and address, and 

numbered sequentially. Commercial receipts books  shall not be used for 
receipting revenue or fees.  
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A detailed summary of receipts (“close”) generated for each of the programs, 
including the number of registrations, shall be prepared daily, which provides 
total cash and checks taken in that day. 

 
A monthly “close out” will be reconciled with the daily deposits and ledgers, as 
required by the Districts Auditor. 

 
4202.1  District Office 

 A) Monies received over the counter must be counted and recorded daily 
using computer-generated receipts and ledgers imprinted with the 
District’s name and address and number in sequential order. 
All monies, while at the District office, shall be secured in a safe for 
which only the District Administrator, the Division Heads, and the 
Office Manager have access. 

B) The Office Manager and/or the Office Assistant shall record daily the 
monies received for program registrations, activities, and reservations 
and is responsible for preparing the deposits and taking them to the bank.  

C) Deposits from all sources shall be recorded by the Administrative 
Services Staff and logged daily on a calendar, noting the date, time, 
amount, and name of the person who delivered the monies. 

 
4202.2  Mission Oaks Community Center and Swanston Community Center 

 A) Monies received must be counted and recorded daily using computer-
generated receipts and ledgers imprinted with the district’s name and address 
and number in sequential order. 

 B) All monies, while at the MOCC and Swanston, shall be secured in a safe for 
which only the Supervisor of Recreation Services, the  Office Assistant (or 
designated representative) shall have access. 

  C) The Mission Oaks and Swanston Community Center Office Assistants are 
responsible for the daily accounting of all registration fees and charges received 
for programs and activities, including the coffee fund, donations, and fund-
raising efforts at their respective centers. 

 D) Monies collected over the counter and any other source shall be recorded 
and the ledger tallied by 4 p.m. daily. The registration software program is to be 
closed and reconciled no later than 4:30 daily and any new open till shall be 
recorded as the next day’s revenue. 
E) Deposits conveyed to the District office shall be noted on a monthly journal.  
F) The Office Assistants (MOCC/Swanston) shall be responsible for depositing 

daily revenue into the bank account; contacting the District office, prior to 1 
p.m. when a delivery is not feasible so that the Administrative Services 
Director  and/or Office Manager/Assistant can take appropriate action to 
take possession of deposits for banking. 

G) The Office Assistant for each center shall be accountable for auditing the 
daily bookkeeping and accounting of revenue (over-the-counter 
registrations, the coffee fund, fund-raising efforts, all donations, and any 
other miscellaneous revenues). 

H) Deposits shall be District Administrator secured in the safes at each site prior 
to be conveyed to the bank for depositing. 
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I) The Office Manager/Assistant shall audit the deposits slips that are conveyed 
to the District Office. 

J) All monthly receipts and ledgers shall be reconciled daily and deposits made 
to the bank account at a minimum twice a week. And shall be reconciled to 
County COMPASS reports.  This includes all receipts and ledgers for over-
the-counter registrations, the coffee fund, fund-raising efforts, all donations, 
and any other miscellaneous revenues. 

 
4203  Deposit Permit  

The bank account shall be cleared monthly by reconciling daily collections and 
depositing revenue into the "Treasurer, County of Sacramento." This revenue is 
credited to the District General Ledger accounts designated on the Deposit 
Permit.  

 
4204   Receipts and Expenditures 

All receipts and expenditures are processed through the County’s Department of 
Finance Auditor-Controller’s Office, in accordance with the County’s current 
policies and procedures. 

 
4204.1   Financial Reports 

The District’s financial activities are reported, as outlined below: 
A. Revenue 

Taxes collected by the County’s Tax Collector and other monthly 
revenues are credited to the District and shown on the “Revenue Detail 
Report”. 

 
B. Expenditures 

Expenditures made or authorized by the District are shown on the monthly 
“Expenditure Detail Report”. 

 
The auditor-controller provides the following monthly reports: 
• Revenue Detail and Revenue Status 
• Expenditure Detail and Expenditure Status 
• General Ledger 
• Trial Balance 

 
C. Timesheets 

Timesheets shall be completed by each District employee and submitted to the 
appropriate supervisor for verification.  Upon the supervisor’s approval, 
timesheets are to be submitted to the Office Manager and/or Office Assistant for 
payroll preparation and filing. 

 
Timesheets shall be submitted in a timely manner.  

 
D. Payroll  

Biweekly, the Administrative Services Division staff  prepares the payroll for 
staff from timesheets that are submitted from Division heads. 

 
Board members are paid $50 per month if they attend at least one regular or 
special meeting each month. Not to exceed two meetings in a month. 
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E. Billing Report  

The Director of Administrative Services and/or Office Manager, prior to each 
regular Board meeting, shall prepare a Billing Report for the Board's approval. 
The report will show all expenditures made during that period and will include: 
• the expense account charged;  
• the name of the vendor; 
• the division incurring the obligation;  
• the amount obligated; 
• a subtotal by expense code; and 
• the grand total for the report period.  

 
4205  Cash Responsibilities  

The Administrative Services Division has the responsibility for the over-the-
counter cash receipts and maintaining cash receipts ledger at the District Office, 
Swanston Community Center, and Mission Oaks Community Center.  

 
4300  Expenditures  
 

4301  Billing  
Payments made to vendors are normally paid upon receipt. When an invoice 
(bill) is received, it is first categorized by Division and then by expense code. 
The numeric expense code designates the expense account that will be charged 
when the invoice is paid. This information is shown on the monthly budget 
detail printout received from the Auditor-Controller's office.  

 
4302   Billing Report  

Following the above procedure, all obligations are entered on the monthly 
District Billing Report and submitted to the Board for approval at each regular 
monthly meeting.  
Most operational, ongoing expenses are processed for payment when received 
and ratified at the next regular Board meeting.  
 

4303  Claims  
When invoices are received from vendors, they are submitted to appropriate 
divisions for proper account coding. Once returned to A/P they are then 
organized by division and GL account and input into the County SAP/Compass 
Program.  A transmittal form is completed listing each vendor payment with a 
corresponding claim number.   
 
After approval by a division head, the transmittal is forwarded to the District 
Administrator (or designated representative) and, upon signature, the originals 
are then taken to the County for processing. A copy of all claims is kept in a file 
cabinet organized by month in the A/P office.  
 

 
4400   Petty Cash  

The District maintains a petty cash fund (Imprest Cash Fund) in the amount of $2,000, 
to purchase items that need to be obtained in an expeditious manner and that generally 
cost less than $50. Expenditures of $50 or less are allowed without prior approval; $51-
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$149 with the approval of the Office Manager; and those exceeding $150, with the 
approval of the District Administrator and/or the Director of Administrative Services or 
designee.  

 
4500  Credit Cards 

All credit cards authorized by the District are to be numbered sequentially and held and 
maintained at the District office. The Administrative Services Division shall maintain a 
list of employees who have use privileges.  The Director of Administrative Services or 
designee(s) shall have the responsibility for dispensing the cards, upon the request of 
authorized users, and shall note such activity in a journal or index. 

 
4600  Credit Vouchers       

Credit vouchers shall be issued in lieu of a refund check. Vouchers may be redeemed 
toward the cost of any other district activity (class, program, trip, etc.) within one year 
of the date originally issued.  

 
A reimbursement of the fee will be granted: 
A)   Should an injury or health problem (occurring prior to the activity   

beginning or during the first week of the program) prevent or impair 
participation in the activity, if requested prior to the end of the program;   

B)  When the district cancels a program, class, or activity; or 
C) When a completed Request for Reimbursement of Activity Fee is requested in 

writing, and received in the district office a minimum of three business days 
before the program or activity begins. 

D) Excursions, Mini-Bus, or Van Trips  
A credit voucher will be issued in lieu of reimbursement of fees. However, if the 
space is resold, the customer may request a reimbursement of fees or request a 
credit voucher. 

E) Excursions. Chartered Trips 
1. Refunds will be granted whenever staff cancels the excursion, although 

customers may request a credit voucher in lieu of a reimbursement of the 
fee. 

2. A partial reimbursement of the fee shall be granted if the space is not 
resold (the amount to be based on the fees charged by the carrier/vendor 
for the unused space). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated December 2013 as a whole 
Budget Reserve added February 10, 2015 
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5000   FACILITIES        5000-5999 
 
5100   District Facilities (Buildings) 

The District owns three buildings – the District Office at 3344 Mission Avenue;  Mission 
Oaks Community Center, 4701 Gibbons Drive; and Swanston Community Center at 2350 
Northrop Ave. 

 
Areas in the community centers are available for rent.  
 

5100.1  Application/Reservation of Mission Oaks Community Center 
A. Priority Facility Use Schedule  for Facility 

1. Mission Oaks Recreation and Park District (district-sponsored and 
cosponsored activities).  District staff has the authority to reserve the 
center for District-sponsored and cosponsored activities any time during 
the year. 

2. San Juan Unified School District, local recreation and park agencies, and 
nonprofit groups. 

3. All other groups and individuals. 
 

Priority groups #2 and #3 shall follow the procedure below on a first-come, first 
served basis: 
 

B. Application Procedure 
1. All reservation requests must be made in person at the center District 

office using a Facility Reservation Application form, accompanied by the 
appropriate security deposit. 

2. Applicant must be at least 18 years of age. 
3. Applications will be accepted a maximum of one year in advance. 
 

C. Insurance 
The district’s risk manager mandates that applicants be required to provide 
insurance coverage, naming the District as additionally insured, for the 
activity/event scheduled.  Insurance may be obtained through a private agency or 
purchased from the District. 

 
D. User Fee Classifications 

Group #1:  District-sponsored and cosponsored activities, and nonprofit groups 
(registered as such with the California Franchise Tax Board), when use occurs 
during hours that District staff would normally be on duty. 
 
All groups granted free use will do their own set up and take down unless 
contracted on a fee basis.  

 
Group #2: San Juan Unified School District, local recreation and park agencies, 
and nonprofit groups, when building use occurs during hours that the center 
would otherwise be closed.  For fund-raising activities or when admission fees are 
charged, these groups would be reclassified into Group #3. 

 



 
 

Page 3 of 10 
 

Group #3: All groups and individuals not already classified. 
 

E. Fees and Charges 
All fees and charges for use of facilities are reviewed and approved as part of the 
annual budget preparation process. 
1. Two weeks prior to the activity: 

a. All fees are due; 
b. An Alcoholic Beverage Control (ABC) Permit, is applicable, must 

be on file with in the District office; and 
c. Proof of required insurance must be on file with in the District 

office. 
2. Rent will be charged for all the time the building monitor is required to be 

on duty for the event. 
3. The minimum reservation for the auditorium is four hours. 
4. The fee for any time reserved and paid for in advance, but not used 

(beyond the minimum time), will be refunded.  If the time is 30 minutes or 
less, the renter will be entitled to one-half the hourly rate; if the time is 31 
to 60 minutes, the renter will be charged at the same rate for all time used, 
but not reserved and paid for in advance. 

5. The Director of Administrative Services will authorize the return of the 
security deposit less any additional costs incurred to the renter if the 
building is in the same condition in which it was found before use.  The 
decision will be based on the results of the Final Inspection Report 
submitted by the district’s Building Monitor.  Denials will be transmitted 
in writing, citing specific reasons for all or part of the deposit being 
withheld. 

6. Any violation of district rules or regulations by the renter of those 
attending the activity/event may result in denial of further permits. 

7. The renter will be responsible for any restitution, including financial 
reimbursement, which the district may require for repair or replacement of 
any damage to the facility as a result of the activity or the event. 

8. Use permits cannot be transferred, assigned, or sublet. 
 

F. Cancellation or Changes in Reservation 
1. The District reserves the right to cancel any scheduled event (without 

liability) prior to scheduled use.  Refunds will be made if cancellation by 
the District is necessary. 

2. A full refund will be granted if requested two months prior to the 
reservation date. Renters will receive fifty percent of the security deposit if 
the reservation is canceled within two months of the date of use.  Refunds 
of the rental fee and security deposit will not be granted if cancellation is 
made within two weeks of the date of use. 

 
G. Smoking Policy 

Smoking of any substance (cigarettes, cigars, pipes, etc.) within buildings owned 
and operated by the District is forbidden.  Evidence of smoking can result in the 
forfeit of the security deposit, in addition to any other penalty the district may 
impose for any damage that may have resulted due to such violation. 
 



 
 

Page 4 of 10 
 

H. Rules 
Renters will be provided with a copy of the general rules for use of the facility at 
the time the reservation is made.  At least two weeks prior to the event, the renter 
or a representative is required to meet with staff at the center to review the 
specific rules and regulations. 

 
5200  Facilities (Park Sites) 
 
5200.1  Hours of Operation      Revised 11/10/15 
 
  Neighborhood Park hours will be from sunrise until sunset.  
 
  School Parks maintained by MORPD, if requested by the San Juan Unified   
  School District, school parks maybe closed to public use during times when school is in  
  session. 
 
  Community Park hours will be from sunrise until 10pm (12am, if pre-approved). 

 
5200.2 Security        Approved 1/10/12 

At staff’s discretion, the district has the responsibility to hire a security firm when a 
renter plans to serve alcohol in one of its indoor facilities. The cost shall be borne by the 
rental representative. Security personnel shall be unarmed but will have the authority to 
request official law enforcement response when necessary to ensure the safety of the 
public and district property. 
 
Staff shall notify the renter of the need for security when the rental application is 
submitted to the District and the cost for the security at least two weeks prior to the 
activity when all fees are due. 

 
 

5200.3  Reservations       Revised 3/ 10/15 
Parks and facilities are available at no cost, on a first-come, first served basis to the 
general public, with the following exceptions: 
A. Gibbons Park 

The area under, and immediately surrounding, the large oak tree to the north of 
the Senior Citizen/Community Center and the Leif Owre Memorial Grove may by 
reserved in conjunction with the reservation of the center.  The area must be 
specifically requested, with a designated starting and ending time, when 
reservation for the center is made, and must be so noted on the reservation form. 
 

B. Athletic Fields 
Due to the demand for soccer, baseball, and softball fields, and realizing that 
organized activities cause an abnormal amount of wear and tear, the district has 
established the reservation and fee policy for the athletic fields listed below to 
help offset their maintenance costs. 

 
Ashton Park Soccer field 
Valley Oak Park Soccer or baseball/softball and two baseball fields 
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Eastern Oak Park Soccer field 
Greer School Park/ Soccer field or two softball fields 
Jim Winthers Memorial  
Sports Complex 
 
Sierra Oaks School Park Soccer field 
 
Swanston Park  Bantam soccer field 

 
1. Reservations will be accepted six months in advance of the 

Date reserved; i.e., February 1 for August 1, in accordance with the 
scheduling priorities shown below. 

2. A Fee will be assessed, based on a schedule approved by the Board. 
3. A season is defined as a period not to exceed five months. 
4. Scheduling Priorities 

The following schedule of priorities for use of parks shall apply, except 
for school parks in which the school district-sponsored activities have first 
priority. 
a. District-sponsored and cosponsored programs and activities. 
b. San Juan Unified School District 
c. Nonprofit community youth serving organizations 

1) Organizations and groups that have received approval for prior use 
2) Organizations requesting use for the first time 

d. Nonprofit community adult and senior adult serving organizations 
1) Organizations that have received approval for prior use 
2) Organizations requesting use for the first time 

e. All other uses  
 

5.    Application Procedure 
a. All requests must be submitted using the “Athletic Field Reservation 

Application” form 
b. Applicants will be accepted on a first-come, first served basis, 

according to the priority listing in Para. 4 
c. Fees are due and payable not later than two weeks prior to the 

requested use 
d. The district’s risk manager mandates that applicants be required to 

provide insurance coverage, naming the District as additionally 
insured, for the activity/event scheduled.  Insurance may be obtained 
through a private agency or purchased from the District. 

 
C. Tennis Courts 

Courts will be reserved only to facilitate District-sponsored or cosponsored 
lessons or events.  Courts will not be reserved or used by any agency or person for 
the purpose of paid private lessons. 

D. Prohibition 
Commercial or private entities may not use public facilities for financial gain. 

E. Organized Community Use of Valley Oak Park 
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1. Little league will be permitted to schedule games on the ball fields, 
Monday through Saturday, and on Sunday afternoons between 1 and 4 
p.m. during the regularly scheduled season.  Sunday play should be 
limited to one field.  The ball fields are not available for reservation to any 
group on Sunday mornings. 

   2. Amplification sound policy governs the use of amplified sound by   
    individuals and groups at all  athletic fields managed by Mission   
    Oaks Recreation and Park District (MORPD) and is subject to the   
    provisions in Sacramento County Code 9.36.072.  It is noted that   
    Sacramento County Code 6.68.090 exempts certain activities   
    conducted in publicly owned parks; however the policies adopted   
    by MORPD are intended to minimize the impacts associated with   
    the use of Parks and Facilities by other groups.   
 
    Application: 
    This policy applies to all individuals and groups who have submitted  
    and been approved for use of an Athletic Field with MORPD. This   
    policy does not apply to MORPD events or activities.   
 
    Provisions: 

   A. Subject to Sacramento County Code 9.36.072 all groups or   
   individuals who desire to use amplified sound are required to   
   obtain an approved application from MORPD. 
   B. Permits shall be issued to individuals or groups subject to the   
   following limitations.   

  1. Speakers shall be directed away from residential areas to the   
  extent possible. 
  2. Volume shall be set at a level to minimize impacts to the    
  surrounding community and the other users of the park or facility.   
  3. Amplified sound shall not begin before 8am.  

 
      Procedures: 

   A. Any group who determines the need for amplified sound shall   
   state the request with dates and times on the Athletic Field Use    
   Application.  
 
   B. Request shall be evaluated by District staff.  If approved by staff,  
   the application days and times shall be posted on the MORPD   
   website and a copy of the approved application and agreement   
   shall be on site at all times during the event. (Note: The renter’s   
   personal contact information will not be displayed.) 
 
   C. While not all scenarios for the use of amplified sound can be   
   anticipated, MORPD staff shall consider the following items when   
   reviewing the permit request.  

  Other sound applications approved for the park or facility. 
  Frequency of amplified sound at the park or facility.  
  Length of time the amplified sound will occur.  
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5300   Vandalism  

 
5300.1  Reward 

A reward of up to $1,000 is offered to anyone reporting acts of vandalism, which 
leads to the arrest and conviction of the person or persons committing the act. 

  
5400   Park Fencing 

The District shall not erect fences on park sites except for reasons of safety.  If it is 
determined (by action of the Board) that a fence is to be erected, it shall meet all District 
specifications, including height, which will be determined for each specific project.  No 
fencing, private or District-owned, shall be erected on property boundary. 

 
5401  Private Fencing 

The District shall not share in the cost of constructing, maintaining, or replacing private 
fences bordering park property, except as provided below.  The owner shall be 
responsible for all costs associated with fencing on private property adjacent to park 
property. 

 
The District shall repair private fences that are damaged as a result of an accident 
occurring on park property (i.e., a tree on park property falling on a fence or park 
maintenance equipment damaging a fence). 
 
If the District is found to be responsible for damage to a privately owned fence, and is 
obligated to repair or replace a the fence, the District shall request the private land 
owner(s) shall be required to execute an agreement with the District to the effect that: 
 
A. The fence shall be constructed according to District specifications, using materials 

similar to the original, if possible; 
B. The maintenance responsibility rests with the private property owner; 
C. The owners shall indemnify the District foe any injuries or damage arising from 

the construction of the fence or the maintenance thereof; and 
D. The obligation to locate the fence on private property and the maintenance of it 

would be a covenant running with the private property for the benefit of the 
District’s contiguous property. 

 
The District shall encourage property owners who erect wooden fences to locate the rail 
frame to face the owner’s side of the boundary as a security measure to discourage park 
users from climbing the fence to gain access to private property. 

 
5402  Gates 

The District shall not construct gates in fences owned by the District.  Installation of 
gates in private fencing shall be at the discretion of the owner who shall assume total 
responsibility. 

 
5500  Naming of Parks      Revised 11/10/15 
  The following criteria shall be used in the naming or renaming of District owned Parks,  
  Park Facilities and specific areas within a Park. 
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1. Reflect geographical location; the name of a park should, if possible, have 

topographical, geographical, or historical significance generally recognized and 
known throughout the area. 

2. Reflect significant natural features or resources of the area. 
3. Honor a significant individual (see below). 
4. The intent of naming is for permanent recognition. Therefore, any request of 

MORPD to rename an existing park, park facility or specific area will be subject 
to examination to not diminish the original justification for the name. 

 
  Individuals must have made a significant contribution to the park or facility, including,  
  but not limited to: 
 

1. Donation of land or large financial contribution to the facility. 
2. Contributed substantially and improved the quality of life in the MORPD 

community. This could relate to involvement with Parks and Recreation or other 
community involvement activities towards the betterment of life in the MORPD. 

3. The person being memorialized died in the line of duty serving the MORPD or 
the United States of America. 

 
  Each park or facility within a park, such as an athletic field, groves of trees, walkways,  
  trails and buildings, or special rooms in a building could be named after selected   
  individuals in their honor as desired and appropriate. 
 
  The person and/or entity requesting to “re-name” a District owned Park or Facility is  
  responsible to pay all expenses associated with replacing the existing park or facility sign. 
 
5501  Procedures 

The following procedures shall be considered in naming a park: 
A. Assistance will be solicited from historical societies or other groups having 

special knowledge of the area when considering a name to highlight an area’s 
geographical or historical significance. 

B. To stimulate interest in obtaining suggestions, the selection process may include a 
contest or some type to competition, inviting the public’s participation. 

C. Names shall be submitted to an appropriate committee of the Board for selecting 
at least three choices (if practical) to be recommended to the Board for 
consideration of approval. 

D. To avoid duplication and confusion, all proposed names selected by the 
committee should be checked against a master list of park names throughout the 
county, which is maintained by the county Department of Parks and Recreation. 

E. Once the names have been checked and cleared against the master list, they will 
be submitted to the Board for consideration of approval. 

F. Once a name has been approved, it shall be forwarded to the county Department 
of Parks and Recreation for inclusion in the master list. 

G. The appropriate map publishers shall be notified so that the new name can be 
included on local area maps. 

 
5600  Alcoholic Beverages in District Parks 
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Consumption of alcoholic beverages is not allowed in District parks. 
 

According to Sacramento County Ordinance, Section 9.36.57.5, "Consumption of 
Alcoholic Beverages", no person shall possess any can, bottle or other receptacle 
containing any alcoholic beverage which has been opened, or a seal broken, or the 
contents of which has been partially removed, in any area designated as a nature trail or 
nature area or on or within any park or park facility that has been posted with signs 
prohibiting such possession.   

 
It shall be unlawful for any person under twenty-one years of age to be in possession of 
an alcoholic beverage while such person is in or upon any District owned or maintained 
facility. Notwithstanding any other provisions of this code to the contrary, violations of 
the provisions of this section shall constitute an infraction, and shall be punishable 
pursuant to the provisions of Government Code Section 25132. 
 

5700  Development (Parks) 
Development of District parks will take into consideration the following factors: 
A. A thorough review and evaluation of each site in order to incorporate in the 

design any special characteristics; such as, plant or animal life, contours of the 
land, and any beautification or recreational additions made by the neighborhood. 

B. Consideration of undeveloped areas at each site for gardening, free play for 
children, ecology area, etc. 

C. There will be no fencing around parks unless there is a critical design or safety 
factor. 

D. There will be no development of maintenance of substantial portions of any park 
for activities that involve limited memberships in particular organizations. 

 
5800   Park Maintenance  

The district contracts for the majority of the maintenance of all parks and certain 
school/parks, in accordance with Chapter 13000 of this manual. 

   
5800.1  Excess Wood Sales 

At certain times, as a result of pruning and acts of nature, the District has wood 
available for sale. 
 
The Director of Planning and Facilities is authorized to sell all excess wood, in 
accordance with procedures established by the County of Sacramento. 

 
5900   Donations and Memorials/Honorarium  

The District accepts donations from groups and individuals for the enhancement of 
district facilities.  Donations may be cash, material, or services. 

 
5900.1   Acceptance of Donations  

The district reserves the right to approve the donated item, and the placement, 
method, and construction materials to be used. 
 
The Executive Director and division directors are authorized to accept any 
donations that are in the best interest of the District.  The offer of a donation may 
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be denied if the long term cost/benefit ratio to the District is determined to be 
unfavorable. 
 
All donations shall be acknowledged with a letter of appreciation. 

 
5901  Memorials and Honorariums  

Due to safety and maintenance considerations, the District will not accept 
donations of raised monuments to be located in District parks.  Donors will be 
encouraged to consider providing items such as, benches, fountains, picnic tables, 
etc., which may be acknowledged with a plaque.  The plaque, to be provided by 
the donor, shall not exceed the dimensions of 8" x 10”.  Whenever appropriate, 
the plaque shall be embedded at ground level in concrete to reduce maintenance 
and promote safety. 
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated January 10, 2012 
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6000 RECREATION EQUIPMENT AND SURPLUS DISTRICT PROPERTY DISPOSITION  
 
6100  Sports/Recreation Equipment 

The District may loan equipment upon special request from schools, recreation agencies, 
or other partners whom the District enjoys a reciprocity relationship.  

 
6100.1  Responsibility: 

A.      A Recreation Supervisor (designated by Director of Marketing and Recreation) 
will field requests, determine eligibility for use; arrange the dissemination and 
collection of the equipment. 

B. The administrative staff will assist the Recreation Supervisor with having proper         
forms completed by the renter, and with the assessment and receipt of the 
appropriate fee. 

 
6100.2  Eligibility 

Schools, recreation agencies, or other partners with whom the District enjoys a 
reciprocity relationship 

 
6100.3  Rental Fees 

When applicable, a fee schedule will be on file in the District office. 
 

6100.4  Lost or Damaged Equipment 
Customers shall be notified at the time of rental that they will be held responsible 
for replacement costs or any loss or damage to the equipment. At the discretion of 
the recreation supervisor, the District may choose to repair or replace any 
equipment returned in damaged condition and bill the customer for the cost.  

 
6200  Large Group Barbecue 

The District owns a barbecue suitable for large group occasions and events, which is 
available for rent. 
 

6200.1  Eligibility 
A. Schools, recreation agencies, or other partners with whom the District enjoys a 

reciprocity relationship.   
B. Non-profit groups and organizations which are able to provide (to the satisfaction 

of the administrative staff) evidence of a tax identification number; and 
C. All other individuals and organizations, unless it can be shown that they have 

abused the privilege in the past. 
 

6200.2  Reserved 
 

6200.3  Damaged Equipment 
Customers will be notified at the time of rental that the barbecue shall be returned 
in the same condition as when it was received, and that they may be billed for the 
cost of cleaning or repair necessitated by their use. A cleaning charge of $50 may 
apply. 

 
6300  Reserved 
 
6400  Sale or Disposition of Used or Surplus District Property 
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District property, which includes miscellaneous equipment, furniture, and vehicles, which 
have been determined by board resolution, in accordance with county procedures to be 
surplus to the needs of the District, may be offered for sale or donation to other public 
and non-profit agencies and the general public, or be abandoned or destroyed. "General 
public" includes employees and volunteers of the District. 
   
The District endorses a system where reutilization of used or surplus district property is 
made available to employees of the District, while providing for a way for the general 
public to participate in the purchase or donation of property after it has been considered 
unnecessary or impractical for "in house" use.  

 
The Division that has the responsibility for the surplus item shall set an estimated sale 
price based on fair market value. All property shall be sold "as is" and "where is", with no 
expressed or implied guarantee or warranty.  

 
The District may, after one public advertisement in a newspaper, periodical of general 
circulation, or reputable electronic announcements, and the posting of a “Notice of Sale” 
at the District Office and Community Centers, negotiate the sale of the property. Paid 
advertisement may be waived if it is determined that the cost of the advertisement may 
cost more than the estimated worth of the property.  

 
The District reserves the right to accept or reject all or any offers or purchase. Removal 
of property sold or donated must be made within ten business days during regular 
business hours. The District will furnish a bill of sale upon receiving the money and/or at 
the time of removal. All proceeds shall become part of the district's general fund. 

 
Remaining property that cannot or was not sold or donated shall be considered for 
abandonment or destruction, in accordance with county procedures.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated April 2013  
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7000  VEHICLES (District)        7000-7999  
 
7010  Vehicle Control 
 
7020  Vehicle Operation 
 
7100  Vehicle Accident/Incident Review 
 
7200 Driving Privileges 

7201 Loss of Driver's License Privileges 
 
7300  Motor Vehicle Reviews (MVRs) 
 
7400 Vehicle Accident Reporting/Recording (CAPRI) 
 
7500 Use of Alcohol/Illegal Substances 
 
7600 Employees are expected to follow California State law 
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7000  VEHICLES (District) 
The importance of proper and safe operation of District vehicles and personal vehicles 
used on District business cannot be stressed too highly, since aside from the risk of 
personal injury, the operation of any vehicle on District business may result in a liability 
and/or workers compensation claim against the District. Because of this exposure, strict 
vehicle and driver controls must be maintained at all times. These controls will be 
maintained through driver certification, by review of driver’s records, accident 
investigations, and vehicle maintenance. 

 
7010  Vehicle Control 

The Director of Parks is the Vehicle Control Officer for the District, whose duties shall 
include, but not be limited to: 
A. Maintenance of District vehicles in good mechanical condition; 
B. Preparation and maintenance of written operation procedures for District vehicles; 
C. Preparation and maintenance of written accident procedures for District 

vehicles/operators; 
D. Insuring the proper use of forms for maintenance documentation and safety 

checks, in accordance with the requirements of the California Highway Patrol. 
 
7020  Vehicle Operation 

A. District vehicles will be used for official use only. 
B. Vehicle operators shall observe all federal, state and local vehicle codes and laws. 
C. The Vehicle Control Officer must authorize vehicle overnight retention. 

Employees authorized to retain vehicles overnight must take adequate precautions 
to ensure maximum protection for the vehicle, equipment and accessories. 

D. Traffic citations (tickets) received while operating District vehicles will be the 
sole responsibility of the operator.  

E. District gas credit cards will be issued as required and will be maintained by the 
Director of Administrative Services. 

F. Proof of liability insurance cards will be provided for each District vehicle and 
will be located in the glove compartment of each vehicle. Private vehicles used on 
District business must also be covered and current proof of coverage will be 
required. 

 
7100 Vehicle Accident/Incident Review 

All accidents or incidents involving vehicles used for District business will be 
investigated by the Vehicle Control Officer who will review the findings with the Safety 
Committee at its next quarterly meeting. After determining that an accident/incident was 
preventable, the Safety Committee will prescribe preventive measures to be relayed to the 
involved employee.  
All employees shall be made aware of the accident/incident review procedures 
concerning the determination of preventability, and informed that the review is designed 
to protect the interests of both the District and the drivers. The Committee actions, 
concerning reviews, are considered as beneficial counseling, not as a disciplinary action. 

 
7200  Driving Privileges 

The District shall consider any person possessing a valid unrestricted California driver’s 
license is eligible to drive on District business. 

 
7201  Loss of Driver's License Privileges      
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Job descriptions for some employees stipulate that continued maintenance of a 
valid driver's license and compliance with established District vehicle policies are 
conditions of continuing employment. Supervisors, have discretion to 
accommodate the loss of an employee's driving license privileges, unless to do so 
would jeopardize the effectiveness of the position or disrupt to an unacceptable 
degree the assignment of work responsibilities. The loss must not have been 
brought about by behavior or actions that might subject the employee to 
disciplinary action or expose the District to potential adverse legal or societal 
ramifications.  

 
7300  Motor Vehicle Reviews (MVRs) 

A. Properly licensed personnel will operate District vehicles. 
B. “Driver Record Information” reports will be obtained from the California 

Department of Motor Vehicles (DMV) for all employees, to be used by the 
Vehicle Control Officer in considering the employees’ eligibility to operate 
District vehicles. 

C.  Pull Notice Program 
The DMV developed the Pull Notice Program to automatically monitor and 
provide updated information about licensed drivers.  The District will enroll in 
this program all employees authorized to drive District vehicles in this program. 
The Vehicle Control Officer will receive updated “Driver Record Information” on 
all drivers on the Authorized Drivers List. 

 
7400  Vehicle Accident Reporting/Recording (CAPRI) 

A. In the event of an accident, employees are advised to not admit fault or discuss the 
circumstances except with a California Highway Patrol officer or other law 
enforcement official. 

B. Employees must complete the “Drivers Report of Accident” that is provided in 
each vehicle and submit it to the Director of Administrative Services who will 
refer it to the District’s insurance carrier. 

 
7500  Use of Alcohol/Illegal Substances 

Employees will not be allowed to operate District vehicles or personal vehicles on 
District business if alcohol or illegal substance use is suspected.  Further, the employee 
shall be subject to disciplinary action, per Sec. 2000 of this Manual and Drug Testing 
stated in appendix 2000/1. 
    

7600 Employees are expected to follow California State law 
Employees are not to use cellular phones or wireless communication devices while 
operating a vehicle. Employees are urged to safely stop and park the vehicle prior to 
initiating or responding to a call, while they talk, or otherwise conduct business using 
these communication devises. 
 
 
 
 
 
 
 

Updated April 2014 
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8000  SAFETY           8000-8999 
 
8010 SAFETY (Loss Control) 

Joint Powers/California Association of Parks and Recreation Insurance 
The District is a member of the joint powers known as California Association of Parks 
and Recreation Indemnity (CAPRI). 

 
8020  Safety Policy Statement 

A. Purpose.  It is the intention of the members of CAPRI to develop, implement, and 
administer a comprehensive loss prevention program.  The District maintains that 
the public and its employees are important assets, and division heads and 
supervisory personnel at all levels of the District work force are directed to make 
safety a matter of continuing concern, equal in importance to all other operational 
considerations. 

B. Concept.  Reviews of operations should include consideration of problems and/or 
errors that could occur as it relates to the environment, equipment, job procedures, 
and personnel.  Most accidents are preventable.  Loss prevention is to initiate such 
planning as is necessary to minimize unsafe acts, contain environmental hazards, 
and control unsafe conditions. 
 
Continual emphasis on loss prevention techniques, the refinement of work 
procedures, and safe working conditions, has been shown to significantly reduce 
injuries, property damage, and work interruption.  All employees are charged with 
the responsibility of supporting and cooperating with the loss prevention program.  
All employees are expected, as a condition of employment, to adopt the concept 
that the safest and most efficient manner to perform a task is the only acceptable 
way.  Safety adherence and performance will be considered an important measure 
of supervisory and employee performance evaluations. 

 
8100  Safety Coordinator 

The Director of Parks shall serve as the District’s Safety Coordinator (DSC). 
 

8110 Safety Committee 
All regular full-time employees shall be members of the District’s Safety Committee. 
A. Committee meetings shall be held quarterly and will be the first agenda item, 

chaired by the DSC, at the general staff meetings. 
B. The minutes of the meetings shall be recorded. Copies of the minutes, in 

accordance with “Program CAPRI” requirements, will be forwarded to the 
CAPRI Office, as well as to all committee members. 

 
8120  CAL-OSHA 

The District shall observe CAL-OSHA Standards and a copy of the Act will be 
maintained on file at the District. 

 
8200  Loss Control 

It shall be the responsibility of management and employees alike to provide safe working 
conditions throughout the District. 
 

8210  Accidents (non-vehicular)-Employees 



Page 3 of 4 
 

Injuries received in the performance of assigned duties are to be reported by the 
employees to their immediate supervisor, using the appropriate report form, within 24 
hours of occurrence. 
 

8220  Accidents (Non-Vehicular)-Non-Employees 
Injuries to persons other than employees, occurring at any District facility or during and 
District program, shall be reported by the assigned employee to the appropriate 
supervisor as soon as possible. 
 

8230  Safety Equipment/Protective Clothing 
District employees shall wear personal protective clothing and use proper safety 
equipment when required by their working assignment.  Equipment, clothing, and other 
materials specifically required by the District will be provided or the employee shall be 
reimbursed for their purchase. 

 
Employees shall wear personal protective clothing and use proper safety equipment when 
required by their work assignment. Employees who refuse to use proper safe equipment 
or to wear personal protective clothing may be subject to discipline. 
 

8240 Use of Wireless/Cellular Phones/Communication Devices While Operating a Vehicle 
within the Scope of District Employment. See Sec. 7600. 

 
8300  Employee Safety Incentive Program 
 
8310 Purpose 

A. To encourage safe work practices and procedures in compliance with the 
guidelines of SB 198, the “Occupational Injury and Illness Prevention Program”. 

B. To reward divisions for safe work practices (no accidents or injuries that would 
require reporting to the California Office of Safety and Health Administration), 
meeting training obligations, and no lost time due to unsafe practices. 

 
8320  Criteria and Procedures 

A. Each supervisor will conduct pre-service safety training sessions for each 
employee, including orientation of all applicable safe work practices and use of 
special equipment, tools and machinery, and an introduction to Material Safety 
Data Sheets (MSDS). 

B. Each supervisor will conduct periodic safety meetings each calendar year. 
C. The DSC will conduct quarterly meetings of the Safety Committee and quarterly 

training meetings, and will be responsible for the district’s Investigative and 
Safety Audit Subcommittee (ISA) meetings, at which time; accident/incident 
reports and safety inspection surveys will be reviewed. 

 
All employee accidents/injuries/illnesses involving workers compensation claims 
shall be reviewed by an ad-hoc committee, appointed by the ISA membership 
(exclusive of representatives of the division in which the accident occurred), to 
determine whether: a) and safety policies were violated; b) employee negligence 
(unnecessary risk taking, poor judgment, etc.) was a direct or contributory cause, 
and c) a hazardous condition existed at the time the accident occurred. 
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The ad-hoc committee will present its ruling at the following month’s ISA 
Committee meeting.  If, as a result of the investigation, no safety policies were 
violated and there exists no proof of employee negligence, the division shall not 
be disqualified from participating in the award program for that quarter. 

D. Supervisors will conduct safety inspection surveys/observations on a regular 
basis, with the frequency to be determined by heads of divisions for their 
respective areas of responsibility. 

E. Each division head will annually evaluate all safe work practices on an individual, 
as well as divisional, basis. 

F. All of the above meetings, surveys and accident investigations are to be 
documented in writing and placed in the division’s safety binder located in the 
central workroom at the district office. 

 
8330  Safety Incentive Awards    

Divisions that qualify as a result of its safety record will be entitled to safety incentive 
awards quarterly in the following amounts: Administrative Services Division, $50; 
Recreation Services Division, $100; and Planning and Facilities Division, $100. Awards 
for the Administrative Services Division are less as it is generally held that the employees 
in this division are exposed to fewer risks that might result in reportable injuries.  
 
Use of the awards is to be determined collectively by division personnel, subject to the 
discretion of the division head and the District Administrator, and shared among the 
division’s regular full-time and part-time employees. Use of the awards must be in 
accordance with October 22, 1990, correspondence from the County Counsel regarding 
employee incentive programs, which states, in part: “…In general, public property 
(whether in kind or money) can be paid to employees or specified employees for 
practically any reason or purpose so long as: (i) a written policy by the Advisory Board 
adopted during a public meeting, which is a public record, authorizes the particular 
donations in specified amounts, specifically defines the circumstances under which they 
may be granted, and characterizes the donations as compensation for services rendered 
or as a component of the overall compensation and benefit program; and (ii) the actual 
donations are made following adoption of and in accordance with the written policies.  
Thus, by express Board policy, District funds or property could be expended as 
compensation on such divergent emoluments as birthday cards, sympathy cards, lump-
sum bonuses for specified types of performance, expense accounts (without accountings, 
because they are characterized and taxes as compensation, not reimbursements for 
expenses incurred) – even cash awards or Hawaiian vacations as rewards for specified 
types of performance excellence, or for innovative and cost-savings ideas under employee 
suggestion programs. The legal concept justifying such extremes in compensation is 
identical to the one which defends the legal integrity of paying salary to employees who 
are absent from work because of illness, bereavement, vacation, etc.; employer 
contributions to retirement plans and group insurances; and salary step advancement 
based solely on years of service.” 
 
Funding for any unearned awards will become part of the district's fund balance to be re-
appropriated in the next fiscal year. The amounts of the awards shall be evaluated during 
the annual budget process.  

 
 
 
Updated June 2013  
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9000  KEYS 
 
9100  Responsibility 

The Director of Parks, or designated representative, shall be responsible for maintaining a 
master set of all keys used by employees in the operation of the District, and for the key 
control system, which includes issuing and receiving all keys and maintaining all related 
records. 

 
9200  Issuance 

The Director of Parks, or designated representative, will issue all keys, which must be: 
A. Authorized by the division heads for their respective employees 
B.       Requested and approved for individuals, groups, or agencies. 

 
9300  Key Deposits 

Individuals, groups, or agencies that have been approved to receive District keys may be 
required to pay a deposit.  Deposits will be forfeited if the keys are not returned within 
the prescribed period. 

 
9400  Duplication 

Keys will be duplicated only with the approval of the Director of Parks, or the designated 
representative. 

 
9500  Replacement Costs 

Employees who lose the keys they were issued may be assessed a security replacement 
fee if the loss causes the District or the school district an expense in changing locks.  This 
charge may be consistent with the costs associated with replacement. 
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10000  Asset Capitalization Policy (Fixed Assets) 
 
10100  Introduction  
 

10101  Purpose 
The purpose of asset capitalization policy is to provide guidance to account for 
controlling the assets acquisition, movement, sale, disposal, and addressing areas 
such as useful life, minimum threshold values for capitalization, depreciation, and 
retirement of fixed assets. 

 
10102  Authority 

GASB Statement No. 34; GASB Statement No. 51; GASB Comprehensive 
Implementation Guide; and State of California Accounting Standards and 
Procedures for Counties 

 
10103  Description of Fixed Assets 

Fixed assets include land, buildings, and structures, equipment, infrastructures, 
intangible assets, or any related capital lease.  These items are further defined as 
follows: 

A. Land includes all parcels purchased by any County entity or 
any improvements made to existing parcels of land. Land 
purchases with the exception of road beds, easements, and 
rights-of-way, regardless of the cost. 

B. Buildings, structures, and other related improvements include 
all relatively permanent improvements constructed or placed 
onto County-owned land or existing structures.  This will 
also include improvements placed onto land leased by the 
County.  Building alterations will be capitalized when they 
increase the value or life of the building.  Any buildings, 
structures, and improvements with a value greater than 
$25,000 should be capitalized as fixed assets or lease-hold 
improvements. 

C. Equipment includes movable personal property of a relatively 
permanent nature and of significant value, such as furniture, 
machines, tools, and vehicles.   

1. Relatively permanent nature should be interpreted as 
having a useful life greater than one year. 

2. Significant value should be defined as all equipment 
acquisitions with a cost greater than $5,000, subject to 
the following exceptions: 

3. All calculators, cameras, camera accessories, 
photocopiers, fax machines, video or projections 
equipment and two-way radios, with a cost in excess of 
$1,000, but less than $5,000, and grant-funded 
equipment costing less than $5,000 will be inventoried 
for control purposes only and not capitalized. 

4. The cost of equipment includes: the purchase price less 
discounts received; freight charges; sales, use and 
transportation taxes; and installation charges. 
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D. Infrastructures include roads, bridges, tunnels, drainage systems, water and sewer 
systems, dams, and lighting systems.  All infrastructures are assets regardless of the 
cost.  Buildings that are an ancillary part of a network of infrastructure assets should 
be considered infrastructure.  An integral part of the infrastructure of other items is 
considered infrastructure too. 

E. Intangible assets include assets lacking physical substance, non-financial in nature, 
with a relatively permanent nature and significant value.  

 
1. Relatively permanent nature should be interpreted as having a useful life greater 

than one year. 
2. Significant value should be defined as all intangible assets acquisition with a cost 

greater than $25,000, subject to the following exceptions: 
• Permanent easements will be treated as fixed assets, regardless of cost; 
• Computer or website software will be capitalized if the cost is greater than 

$100,000. 
 

Intangible assets should not include assets acquired or created primarily for obtaining 
income or profit, assets resulting from capital lease transactions reported by lessees, 
and goodwill created through the combination of a government and another entity.   

 
F. Capital leases (lease-purchase arrangements) include all arrangements to lease land, 

buildings and structures, or equipment with the County intending to assume  
ownership rights when the lease is paid off.  If a purchase would normally meet the 
fixed asset criteria, stated above, it will be accounted for as a fixed asset regardless of 
the financing procedure used. 

G. This County will be in full compliance with Chapter 15 of the State Controller’s 
Manual.  

 
10104  Additional Capital Asset Issues 

A.   Construction in Progress includes new construction or improvements to land, 
buildings,  structures, infrastructure, or intangible assets that have not been 
physically completed or have not had all project costs processed by fiscal year-
end and the final cost of which is expected to be greater than $25,000, subject to 
the following exceptions: 

1. Land, infrastructure, permanent easement construction or improvements will be 
treated as fixed assets, regardless of cost; 

2. Computer or website software projects will be capitalized if the final cost is 
greater than $100,000. 

B. Capital assets should be depreciated over their estimated useful lives unless they are 
either inexhaustible or are infrastructure assets reported using the modified approach.  
Inexhaustible capital assets such as land, land improvements and permanent easement 
should not be depreciated.  The County has elected to adopt the straight-line method 
of depreciation.  Capital assets that become fully depreciated and are still in use must 
remain in the financial capital accounts until they are disposed of. 

A. Capital assets may be sold, abandoned, or traded in on new assets.  Assets which 
have been retired or disposed of must be removed from capital accounts including 
related accumulated depreciation.   

 
10200  Intangible Asset Policy And Procedures 
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10201  Purpose 
This policy and procedures provides guidance on accounting for intangible assets, 
including internally generated intangible assets. 

 
10202  Authority  

GASB Statement No. 34; GASB Statement No. 51; GASB Comprehensive 
Implementation Guide; and State of California Accounting Standards and 
Procedures for Counties 

 
10203  Applicability 

This policy applies to all County agencies included in the County’s annual 
financial statements, except those agencies specifically exempted by County 
policy.  

 
This policy does not apply to the following intangible assets:  

• Assets acquired or created primarily for obtaining income or profit.  
• Assets resulting from capital lease transactions reported by lessees.  
• Goodwill created through the combination of a government and another 

entity.  
 

10204  Definition 
An intangible asset is an asset that possesses all of the following characteristics:  

• It lacks physical substance. It may be contained in or on an item with physical 
substance, for example, software stored on a compact disc; it may be closely 
associated with another item that has physical substance, for example, the underlying 
land in the case of a right-of-way easement.  

• It is non-financial in nature, meaning it is not in monetary form and it does not 
represent a claim or right to assets or a prepayment.  

• It has an initial useful life of more than one year.  
 

Common types of intangible assets:  
• Right-of-way easements  
• Other types of easements  
• Land use rights, such as mineral, water, or timber rights  
• Patents, copyrights, and trademarks  
• Computer and Web site software – purchased, internally generated, or acquired 

through licensing agreements  
 

10205  Policy  
A. Management must ensure the proper accounting and reporting of capital assets 

that meet the definition of intangible assets as defined in GASB 34 and amended 
by GASB 51. 

B. In addition to the specific provisions of this policy, a department/agency must 
apply the general guidance of County of Sacramento Asset Capitalization Policy, 
and in Chapter 15, Capital Assets, of the State of California Accounting Standards 
and Procedures for Counties manual. 

B. The County’s capitalization thresholds for intangible assets are all $25,000, 
except for permanent easements with zero threshold, and computer and website 
software with $100,000 threshold.  All intangible assets have a useful life greater 
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than one year, except permanent easements with no useful life.  Record qualified 
as intangible assets in the appropriate capital asset general ledger (GL).  Expense 
non-qualified intangible assets in the expenditure accounts.  

  
All intangible assets (that are still being used), meeting the thresholds criteria, and 
acquired after June 30, 1980, will need to be reported as intangible assets unless it 
is considered internally generated (developed), then you do not have to 
retroactively report it. However, you may retroactively report an internally 
generated (developed) intangible asset if the amount is based on sound cost 
accounting principles that can be supported for your auditors. 

 
It is acceptable to use an estimated historical cost for intangible assets if you are 
unable to determine an actual historical cost; however, it is not acceptable to 
estimate historical cost for internally generated (developed) intangible assets. 
 
If a new building is currently being constructed, once the CIP is reclassified as a 
capital asset, in general it is NOT required to break out such intangible asset costs 
for a project.  An exception to this would be if the software in the new building 
was internally developed. In this case it would be appropriate to track the costs 
associated with this development using the specified-conditions approach, and to 
expense and capitalize the appropriate activities. 

  
Capitalizable modifications on existing internally generated intangible assets (or 
intangible assets) as of the effective date would be reportable. Depending on the 
particular facts, some modifications can result in the creation of a new asset rather 
than the extension of an existing asset. 
 
According to GASBS 51, ¶ 20, “this Statement should be applied retroactively 
(except for internally generated intangible assets and intangible assets with 
indefinite useful lives) by restating financial statements, if practical, for all prior 
periods presented. If restatement is not practical, the cumulative effect of applying 
this Statement, if any, should be reported as a restatement of beginning net assets, 
fund balances, or fund net assets as appropriate, for the earliest period restated. In 
the period this Statement is first applied, the financial statements should disclose 
the nature of any restatement and its effect.” 

D. Consider land use rights, such as easements, water rights, timber rights and 
mineral rights, obtained through the purchase or donation of land as “bundled” 
with the land; do not record them as separate assets. 

E. Account for a land use right obtained by lease, contract or other similar agreement 
(without acquiring the underlying land) as a separate intangible asset. Record the 
obligation to make payments over the life of the agreement as a long-term 
liability.  

F. Account for and report intangible assets acquired or created primarily for 
obtaining income or profit as investments.  

G. Capitalize software acquired through a licensing agreement as an intangible asset, 
even if the license agreement refers to the arrangement as a lease. Record the 
obligation to make payments over the life of the agreement as a long-term 
liability.  
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H. When a computer is purchased with software already installed, it is not required to 
break out software vs. hardware costs, especially if the useful lives of both are the 
same. 

 
When a computer software system consists of more than one module or 
component, apply the guidance in this policy to each individual component or 
module separately rather than to the system as a whole.  

 
Agencies can value software individually or group them together depending upon 
the purchasing time and amount. For example, larger agencies may buy 100+ 
computers together at one time, already equipped with software. Individually the 
computers and/or software are valued less than our reporting threshold. But 
grouped together they would definitely be above our reporting threshold. If all 
items are ordered at the same time and are part of the same transaction then they 
should be grouped together and reported, (if their total value is equal to or greater 
than the $100,000 threshold). Invoices should not be split to avoid reporting.   
 
According to GASB Implementation Guide 7.9.8, “capitalization policies adopted 
by a government should find an appropriate balance between ensuring that all 
material capital assets, collectively, are capitalized and minimizing the cost of 
recordkeeping for capital assets. It may be appropriate for a government to 
establish a capitalization policy that would require capitalization of certain types 
of assets whose individual acquisition costs are less than the threshold for an 
individual asset. Computers, classroom furniture, and library books are assets that 
may not meet the capitalization policy on an individual basis, yet might be 
considered material collectively.” 

I. Computer software is a common type of intangible asset that is often internally 
generated. Computer software should be considered internally generated if it is 
developed in-house by the government’s personnel or by a third-party contractor 
on behalf of the government. Commercially available software that is purchased 
or licensed by the government and modified using more than minimal incremental 
effort before being put into operation also should be considered internally 
generated. Any of the following activities would satisfy the “modified using more 
than minimal incremental effort” criterion: changing code, changing fields, 
adding special reporting capabilities, and testing any changes.  

J. Amortize intangible assets with limited lives on a straight-line basis. Do not 
amortize intangible assets with indefinite lives.  

K. When a department/agency sells or retires an intangible asset, remove the asset 
and accumulated amortization from the GL control accounts and subsidiary 
property ledger and recognize any gain or loss arising from the disposition.  

 
10206  Procedures  

A. Recognition  
 Recognize an intangible asset only if it is identifiable. Consider an intangible asset 

as identifiable if it is either (1) separable, meaning the asset is capable of being 
separated from the agency and sold, transferred, licensed, etc; or (2) the asset 
arises from contractual or other legal rights.  

 
B. Land Use Rights Bundled with Property  
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Ownership of property comprises a bundle of rights that includes the right to 
control the use of the property. Do not report land use rights such as easements, 
water rights, timber rights and mineral rights obtained through the purchase or 
donation of land as separate assets. Although the individual rights included in the 
bundle of rights are separable and intangible in nature, collectively they represent 
the ownership of the land.  

 
C. Land Use Rights Accounted for Separately  
  Account for land use rights obtained by lease, contract or other similar agreement 

(without acquiring the underlying land) as separate intangible assets. Record the 
agency’s obligation to make payments over the life of the agreement as a long-
term liability. Land use rights that may be obtained from a third party through a 
legal agreement include:  

 
• The right to access land, such as an easement, right of way 
• The right to explore or exploit natural resources, such as timber, mineral, or 

water rights  
 

D. Intangible Assets Acquired or Created to Obtain Income  
 

Assets acquired or created primarily to obtain income or profit are not subject to 
this policy. For example, this policy does not apply to a copyright acquired or 
created by a public university that the university uses primarily to generate royalty 
income.  

 
  However, when a department/agency uses an intangible asset, such as a 

trademark, both in its operations and to obtain revenues, professional judgment is 
required. To determine the primary purpose of the intangible asset, consider the 
amount of revenue expected to be generated versus the service capacity gained by 
using the intangible asset in the agency’s operations.  

 
E. Internally Generated Intangible Assets  
  Consider intangible assets “internally generated” if the agency or an entity 

contracted by the agency creates or produces the assets. Also, consider assets 
acquired from a third party as internally generated if the assets require more than 
minimal additional effort on the part of the agency to achieve the desired service 
capacity.  

 
  Under the “specified-conditions” approach, a department/agency capitalizes 

outlays associated with the development of internally generated intangible assets 
only when all of the following conditions occur:  
1. The agency has determined the specific objective of the project and the 

service capacity expected upon completion of the project.  
2. The agency has determined that it is technologically feasible to complete the 

project.  
3. The agency has demonstrated that it intends to complete the project (or in the 

case of a multi-year project, to continue development of the intangible asset).  
 

This approach provides a safeguard against the capitalization of outlays that may 
become impaired in the future because the agency terminated the project.  
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Expense outlays incurred prior to meeting the above criteria. Capitalize outlays 
incurred subsequent to meeting the criteria.  

 
F. Internally Generated Computer Software  

When a department/agency develops computer software in-house, by agency 
personnel or by a third-party contractor, consider it internally generated. 
Commercially available software (purchased or licensed from a third party) that 
requires more than minimal additional effort to put into operation is also 
internally generated.  

 
The following three stages represent activities associated with developing and 
installing internally generated computer software:  

 
Preliminary  
Project Stage  

Application 
Development Stage  

Post-implementation/  
Operation Stage  

Conceptual formulation of 
alternatives  

Design of chosen path, 
including software 
configuration and 
software interfaces  

Application training  

Evaluation of alternatives  Coding  Software maintenance  

Determination of existence 
of needed technology  

Installation of hardware   

Final selection of 
alternatives  

Testing, including 
parallel processing 
phase  

 

 
 

  Preliminary Project Stage: When a computer software project is in the preliminary 
project stage, agencies should take the following actions:  

 
1. Decide how to allocate resources – e.g., determine if programmers should 

develop a new accounts receivable subsidiary system or direct their efforts 
toward correcting existing problems in the current accounts receivable system.  

2. Determine the performance requirements for the computer software project – 
e.g., through a user needs analysis.  

3. Determine the system requirements for the computer software project and if 
the technology needed to achieve performance goals exists. 

4. Explore alternative means of achieving specific performance goals – e.g., 
evaluating internal development of the computer software against purchase 
and modification of commercially available software.  

5. Select a vendor, if a department/agency chooses to purchase software. 
6. Select a consultant (internal or external) to assist in software development or 

installation.  
 

For internally generated computer software, consider the criteria below to be met 
only when both of the following actions have occurred:  
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• The activities in the preliminary project stage are complete, and  
• Management implicitly or explicitly authorizes and commits to fund the 

software project (at least currently in the case of a multi-year project).  
 

Accordingly, expense outlays connected with activities in the preliminary project 
stage as incurred. For commercially available software that the agency will 
modify and consider internally generated, consider (a) and (b) above to have 
occurred when the agency commits to purchase or license the computer software.  

 
Application Development Stage: Once the agency meets the criteria in paragraph 
123, capitalize outlays related to activities in the application development stage. 
Capitalization stops no later than the point at which the computer software is 
substantially complete and operational.  

 
  Data conversion costs qualify as an activity of the application development stage 

only to the extent data conversion is necessary to make the computer software 
operational. Otherwise, treat data conversion as an activity of the post-
implementation operation stage. Data conversion activities include purging or 
cleansing of existing data, conversion of data from the old system to the new 
system, and reconciliation of the data from the old system to the data in the new 
system.  

 
 Post-Implementation/Operation Stage: Expense outlays associated with activities 

in the post-implementation/operation stage as incurred.  
 

  The activities within the stages of development of internally generated computer 
software may occur in a different order than discussed above. For example, 
training staff to use the new system may occur during the application 
development stage. Regardless of the order of activities, base the decision to 
capitalize or expense outlays on the nature of the activity, not the timing of its 
occurrence.  

 
G. Software Modifications, Upgrades, or Enhancements  
  Capitalize outlays for modification of computer software already in operation 

according to paragraphs 123 and 124 above, if the modification results in any of 
the following:  
• An increase in the functionality of the computer software; e.g., the software 

performs tasks that it was previously incapable of performing.  
• An increase in the efficiency of the software; e.g., an increase in the level of 

service provided by the software without the ability to perform additional 
tasks.  

• An extension of the estimated useful life of the software.  
 

NOTE: Modifications that extend useful life alone without adding capacity or efficiency are rare 
events. Generally, an extension of useful life is the result of underestimating the original useful 
life. When determining the useful life, consider how maintenance activities may affect the 
serviceability of the software.  

 
If the software modification does not result in any of these outcomes, account for 
the modification as maintenance and expense the related outlays as incurred.  
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 In theory, outlays for a maintenance contract that covers required maintenance 

and any unspecified upgrades should be allocated between the upgrades that meet 
the conditions discussed in paragraph 128 and all other upgrades/maintenance 
provided by the vendor. As a practical matter, agencies may choose to establish a 
policy that treats all unspecified upgrades as maintenance and expense the related 
costs as incurred.  

 
H. Computer Software with Multiple Components  
 A department/agency may enter into a licensing agreement for computer software 

with multiple components that the agency considers internally generated (e.g., the 
license to use the software; modifications to meet the agency’s requirements; 
training; routine systems maintenance; and rights to future upgrades and 
modifications). The agency must allocate the outlays associated with the 
agreement among all the individual elements based on the guidance in this policy. 
For example, capitalize outlays to obtain the software license as part of the 
application development stage and expense outlays to train the users as part of the 
post-implementation/operation stage.  

 
I. Software Licensing Agreements  
  Software licensing agreements are not subject to Capital Leases, even if the 

agreement is referred to as a “lease.” Agencies must capitalize the software and 
report it as an intangible asset. They must also record a long-term liability to 
recognize the obligation to make annual payments over the life of the contract.  

  
According to GASB 51, ¶ 65: “The Board believes that outlays to acquire a 
license to use commercially available software that is not considered internally 
generated computer software will meet the description of an intangible [capital] 
asset and should be reported accordingly. (If the licensed software is considered 
internally generated computer software and, therefore, reporting of related outlays 
is based on the development stage approach, the Board believes that the criteria to 
begin capitalization of outlays related to software development are met when the 
government makes the decision to license the specific software. Accordingly, the 
licensing of the software would be an application development stage activity, and 
the related outlays would be capitalized.)” Given that licensed software, (or all 
software for that matter), is an intangible capital asset and it does not have an 
indefinite useful life, the proper treatment is to capitalize software licenses that 
meet the $100,000 threshold. 

 
J. Capitalized Interest  
  When a proprietary fund finances the acquisition of an internally generated 

intangible asset, the interest capitalization requirements apply. Interest 
capitalization starts on the date of the borrowing and continues until the date that 
the asset is ready for its intended use. Interest earned during this period on 
unspent borrowings reduces the amount the agency capitalizes. Capitalized 
interest is not included as part of the cost of assets purchased with resources from 
governmental funds.  

 
K. Useful Life  
 The useful life of an intangible asset that arises from contractual or legal rights 
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must not exceed the legal term of the rights. Consider renewal periods when 
determining the useful life of an intangible asset, if the agency plans to seek a 
renewal and the anticipated costs will be minimal. If the expected outlay for 
renewal is more than minimal, the agency must account for the resulting 
transaction as a new intangible asset.  

 
 Consider an intangible asset to have an indefinite life, if there are no legal, 

contractual, regulatory, technological, or other factors that limit the useful life of 
the asset. A permanent right-of-way easement is an example of an intangible asset 
with an indefinite life. Do not amortize intangible assets with indefinite lives. If 
changes occur that cause the useful life of an intangible asset to no longer be 
indefinite, the agency must test the asset for impairment. Amortize the carrying 
value of the intangible asset, if any, following the recognition of an impairment 
loss over the remaining estimated useful life of the asset.  

 
Per GASB ¶ 70, “because computer software is intangible, it does not deteriorate 
physically; rather, obsolescence is what decreases the service capacity of 
computer software. [Therefore, only modifications that defer obsolescence should 
be considered to extend the useful life of software.]” 

 
If the software is no longer being used (nor is being used but considered internally 
generated) then you don’t need to retroactively report it. 

 
L. Impairment  
 A common indicator of impairment occurs when the agency stops development 

due to a change in priorities. Report internally generated intangible assets 
impaired by development stoppage at the lower of carrying value or fair value.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated April 2013 
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11000 AWARDS  11000-11999 

11010 Recognition of Donations 

11020 Purpose 

11030 Procedure 

11100 Employee and Board Member Service Recognition 

11200 Public Recognition 
Recreation Guide. The names and level of service of employees, within each division, 
who have received service recognition for the previous year, will be published in a 
subsequent edition of the District’s Activity and Resource Guide. 

Presentation of awards. The committee will arrange for the appropriate presentation of 
awards to eligible recipients at a date and time to be determined annually by the 
committee  

11300 Recognition of service of individuals and/or groups   (Approved 04/06)
It shall be the policy of the District to recognize individuals and/or community groups or 
organizations that have contributed to the success of the District. The names of 
individuals and groups shall be submitted in writing to any board member or employee at 
least three months prior to the next presentation event. Nominations shall be forwarded to 
an employee committee for determination of merit. The written nomination shall include 
a full description of the service provided to the District.  

Following committee approval, the awards shall comply with the policy for service 
recognition, including the type of award to be granted, to be determined by the employee 
committee. 
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11000   AWARDS 
 
11010   Recognition of Donations 
 
11020   Purpose 

To acknowledge contributions and donations to the District from individuals 
and/or organizations in an effort to foster good public relations and to provide an 
incentive for fund raising and volunteer services. 
 
Acknowledgment of donations of cash and in-kind contributions (volunteer work 
or materials) will be in the form of letters of appreciation, board resolutions, 
plaques, and observance in the district brochures or newsletter, or other suitable 
means. 
 

11030   Procedure 
District employees will initiate recommendations for recognition by submitting 
justification to the appropriate Division head for consideration of approval. 
 
A record of all awards will be maintained in the district’s administrative office 
files.  
 

11100   Employee and Board Member Service Recognition (Approved 10/03) 
   Purpose 

To recognize the contributions board members and employees have made to the 
District through their years of service.  

 
 Summary 

It is the policy of the District to recognize employee and board member service 
through presentation of service awards at  benchmark years. Eligible board 
members and employees shall be presented with awards specifically designated 
for benchmark years of service. 

 
   Procedure 

 Employee Eligibility. Eligible employees and board members are entitled to a 
service award beginning with five years cumulative service time. The calculation 
of accumulated service time shall be based on calendar years of employment. An 
employee committee appointed to monitor and administer the awards process may 
make exceptions to the calendar year guideline, basing its decision on several 
factors, including the proximity of the month to the benchmark year served or the 
health and age of the selected recipient. 

 
 Qualifying Service 

 
Length of service. All service time with the District counts toward an eligible 
employee’s service award. (See Section: Employee Eligibility) 

 
Dates of service. The Administrative Services Division has a record of all  
effective dates of hire and termination that are submitted by the division directors 
and supervisors. These records are used to calculate the dates of service and 
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cumulative service time. The Administrative Services Division also maintains 
service dates of board members.  

Service award dates. The service award date is the date on which the employee 
becomes eligible to receive a service award. The District’s Employee Committee 
will calculate service time ending prior to the annual recognition ceremonies.   

Continuous service. Continuous service is any period during which an employee 
is employed without a break in service. 

Non-continuous service. Non-continuous service includes any periods of 
employment characterized by breaks in service. 

Break in service. All service time counts toward the total time served, even 
though the employee might have experienced a break in service. There are no 
restrictions on the length or number of breaks in service when calculating 
cumulative service time. 

Documenting non-continuous service. Employees who wish to receive an award 
for their non-continuous service time must provide the appropriate division head 
with verifiable evidence of their dates of employment by December 1 of that year. 
The employee will then be considered for an award closest to the benchmark year 
served. 

Leave of absence.  Any leave of absence that does not terminate the employee 
from District service does not constitute a break in service. All time spent on an 
approved LOA counts toward the total time served. 

Frequency of award presentations. Employees and board members shall be 
entitled to the first service award after five years of service. Subsequent awards 
shall be earned after every additional five years of service. 

Selection of Awards 

Benchmark Years of Service and Awards 
The value of benchmark awards shall be reviewed, as needed, due to inflation or 
selection availability. 
• 1 year – verbal recognition and pin
• 1-4 years – recognition in program brochure
• 5 years – district lapel pin with logo
• 10 years for employees or two four-year terms for board members –

personalized brick in the Roberti-Z’Berg Memorial Grove at Mission North
Park

• 15 years – $50 - award to be determined by recipient
• 20 years – $75-100 - award to be determined by recipient
• 25 years – $100-125 – award to be determined by recipient
• 30 years – $125-150 - award to be determined by recipient
• 35 years and every five years thereafter  - $150-175 –award to be determined

by recipient



Page 4 of 4 
 

 
Determination of eligibility. Prior to the annual recognition event, the District 
employee committee will determine which, if any, employees or board members 
are eligible for an award.  
 
Posting and ordering of awards. Prior to the annual recognition event, the District 
employee committee will finalize and order the appropriate awards. The 
committee will share the list with staff for review in an effort to assure there are 
no omissions. 

 
11200   Public Recognition 

District activity guide and website. The names and levels of service of employees, 
within each division, who have received service recognition for the previous year, 
will be published in a subsequent edition of the District’s Activity and Resource 
Guide and posted on the website. 
 
Presentation of awards. The committee will arrange for the appropriate 
presentation of awards to eligible recipients at a date and time to be determined 
annually by the committee  

   
11230   Recognition of service of individuals and/or groups  (Approved 04/06) 

It shall be the policy of the District to recognize individuals and/or community 
groups or organizations that have contributed to the success of the District. The 
names of individuals and groups shall be submitted in writing to any board 
member or employee at least three months prior to the next presentation event. 
Nominations shall be forwarded to an employee committee for determination of 
merit. The written nomination shall include a full description of the service 
provided to the District.  
 
Following committee approval, the awards shall comply with the policy for 
service recognition, including the type of award to be granted, to be determined 
by the employee committee. 
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12000 RECREATION SERVICES PROGRAMS 12000-12999 

12100 Registration 

12200 Hours/Locations 

12300 Registration Fees/Charges 

12400 Registration Priorities 

12500 Registration Exceptions 

12600 Refunds 

Updated June 2013 
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12000 RECREATION SERVICES PROGRAMS 

12100 Registration  
A. All persons, groups, teams, etc., prior to participating in District classes, programs

or events, must complete applicable District agreement, waiver and release forms
where registration is required.

Parent(s) or guardian(s) must sign the form for any child participating in any
District-sponsored activity where registration is required.

B. Altering or amending the form in any manner shall render it invalid, and
participation in any District-sponsored activity where registration is required shall
be prohibited until a valid form is executed.

C. Persons refusing to sign the form shall be denied participation in any District-
sponsored activity where registration is required.

D. All registrations shall be administered and monitored by Administrative Services
Division staff, or designee, who shall process all related forms and fees through a
computerized registration program and recorded daily.

E. District-sponsored Programs and Activities
Registrations shall not be made over the phone.
1. Registrations can be made:

A. Online at morpd.com
B. In-Person at the District Office, Mission Oaks Community Center or

Swanston Community Center.
C. By Mail
D. By Fax

F. School District-Sponsored Programs
The San Juan Unified School District shall have sole responsibility for program
registrations offered under its auspices and shall be accountable for all monies
collected at individual program sites.

G. The registration deadline shall be the advertised date or when a previously-
determined number of registrations have been reached.

H. New students may register at the first class of the following month for any on-
going (continuing or monthly) class or program, providing space is available.

12200 Hours/Locations 
Hours of registration-District Office: 8:30 am - 4 pm 
Hours of registration-MOCC  8:30 am - 4 pm 
Hours of registration-SCC  8:30 am - 4 pm 

12300 Registration Fees/Charges 
A. Fees are payable by specified credit cards, cash, check, or by money order made

payable to the District.
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B. For online registrations, customers must pay by a credit card. MORPD accepts
Visa and MasterCard credit cards.

C. A service charge shall be assessed for checks returned for non-sufficient funds or
a closed account. Registrants who have a history of submitting checks for which
there are non-sufficient funds shall be denied the privilege of paying for an
activity by check.

D. Reduced fees are available for programs and classes offered by the District.
Applicants shall submit to the District office a copy of the San Juan Unified
School District’s reduced meal application as verification or other State Aid
documentation.

E. All fees and charges must be paid and appropriate waivers and release forms fully
executed at the time of registration.

F. Preschool Program
The fee for preschool is due and payable by the end of the first week of the
month. A late fee of 10% will be assessed if payment is not received by the 10th of
the month.
Parents who have a history of delinquent payments may be instructed to withdraw
their child(ren) from the program unless their account is settled within an agreed-
upon period of time, after which the child’s space may be filled from a waiting
list.

12400 Registration Priorities  
District residents are generally given priority in registration (refer to Fees and Charges 
Policy Appendix 4000/1). Within that parameter, registrations shall be handled on a 
first-come, first-served basis. No individual or groups shall be awarded preferential 
treatment for any reason. 

Special registrations may be scheduled for activities, such as preschool, adult sports 
leagues, and day camps. Registration for other programs, such as youth and adult classes, 
neighborhood recreation, teen, and senior adult programs, is on a first-come, first-served 
basis.  

12500 Registration Exceptions 
A. Preschool Program

District residents and returning students will have priority, after which, non-
residents may register. Openings may be filled by draw, if necessary.

B. Elementary and Teen Sports
Students shall have priority at the schools they attend that are program sites, after
which students from other schools may register.

12600 REFUNDS   (refer to Sec. 4700) 

Updated June 2013
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13000 PROCUREMENT (Approved by Board April 2007) 

13001 Purpose 
This policy is adopted to establish efficient procedures for the purchase of materials, 
supplies, and equipment at the lowest possible costs commensurate with operational 
needs, to provide methods of determining and awarding contracts for services to be 
performed, to exercise positive financial control over such purchases and contracts and to 
define clearly the authority for the administration of these functions. 

13002 Procurement Authority 
The procurement of goods and services associated with the construction or repair of 
public facilities is subject to the rules set forth in Board of Supervisors Resolution 99-
0589, implementing the California Uniform Public Construction Cost Accounting Act.  
The following Purchasing Procedures are hereby approved in accordance with Section 
2.05 of Resolution No. 82-696. 

13003 Authority to Contract 
All contracting authority with respect to purchases of goods and maintenance services 
shall be vested in the Districts’ advisory boards. The approval or execution of any such 
contract by the Board of Supervisors acting ex-officio as the district board shall not be 
required. 

Consistent with annual budgets approved by the Board of Supervisors, the district 
Advisory Boards are authorized to retain firms or individuals to provide (1) employee 
training services; and (2) expert analysis, advice or assistance in the planning, design, 
development, operation, implementation, organization or rendition of District services, 
programs or projects, or other expert services as required to administer the functions of 
the district.  Such experts shall be retained at or below negotiated usual and customary 
fees, and no contract by which the district advisory boards retain such experts shall 
provide for or authorize fees greater than one-hundred fifty thousand dollars 
($150,000.00). 

13004 Procurement Guidelines 
The procurement guidelines set forth herein shall apply only to procurement of goods, 
supplies or other personal property necessary for the operation and function of the 
Districts. These procurement guidelines shall not apply to contracts for the types of 
services authorized under 13003 above.  Nor are these procurement guidelines intended 
to govern, affect or supersede Board of Supervisors Resolution No. 99-0589 or any other 
related Board of Supervisors resolutions governing district contracting for construction 
projects.        

A. Procurement of goods and services costing $10,000.00 or less:  When procuring
goods or services that cost $10,000.00 or less, price competition is not required.

B. Procurement of goods and services costing more than $10,000.00, but less than
$25,000.00:  When procuring goods or services that cost more than $10,000.00
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but less than $25,000.00, price competition will be secured by obtaining at least 
three written quotations.   

C. Procurement of goods and services that cost $25,000.00 or more:  When
procuring goods or services that cost $25,000.00 or more, price competition will
be obtained by formal advertising.  Notice inviting bids shall be published in a
newspaper in the District at least one week before the time specified by the
District’s advisory board for receiving bids.  Upon receiving such bids, the
District’s advisory board may:  (1) accept a bid, (2) reject all bids and re-
advertise, or (3) by a 4/5 vote elect to purchase the materials or supplies in the
open market if a better price can be obtained.

D. Emergency purchase:  If an emergency occurs, the district’s administrative officer
may make the purchase without price competition.  An emergency shall be
deemed to exist when unforeseen circumstances arise in which an immediate
purchase is necessary in order to avoid a substantial hazard to life or property or
serious interruption in the operation of the district.

E. Patented or proprietary items:  When a district requires supplies, materials or
equipment that are produced only by one manufacturer, the district’s
administrative officer may specify such manufacturer’s make or brand in the
invitation to bid and shall seek competitive bids from responsible bidders.  If the
manufacturer or his representative is the sole responsible bidder or sole source of
supply, the administrative officer may negotiate an open market order or contract
with the manufacturer or his representative at prices and on terms most
advantageous to the district.

When the District requires supplies, materials or equipment that are patented or
proprietary and which are obtainable in two or more equally satisfactory and
competitive makes, brands, or types, the officer may list such acceptable and
competitive makes, brands, or types in the invitation to bid.  Such lists shall also
include the phrase “or approved equivalent” to permit bidders to bid on alternate
or additional makes, brands, or types. It shall be incumbent on each bidder to
prove to the satisfaction of the administrative officer that the alternate make,
brand, or type that he offers is equal in quality or performance to those listed in
the invitation to bid.

E. Specialized Services:  If, after thorough investigation, the district determines that
the services to be obtained are of a specialized nature and can only be performed
by a single contractor, the administrative officer may negotiate an open market
order or contract with the service provider at prices and on terms most
advantageous to the District.  Contract approval by the District’s advisory board
shall include a written finding that the contracted-for services are of a specialized
nature and can only be performed by the contractor.

13005 Splitting Purchases Prohibited 
Splitting or separating into smaller units of purchase any purchase or transaction covered 
by this policy is prohibited.   
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13006 Bidder Prequalification    
The administrative officer may require prequalification of bidders and may require 
bidders to provide information for the purpose of preparing and maintaining lists of 
qualified bidders.  Prequalification shall be based on any available information, including 
but not limited to information provided by the bidder. A bidder’s name may be removed 
from a list of qualified bidders for any of the following reasons: 
A. Failure to respond to questionnaires issued by the administration officer or to

provide a financial statement or other information as may requested;
B. Failure to respond to three consecutive invitations or requests for bids or

quotations on a service or item offered by the bidder;
C. Failure to satisfactorily perform under a previous purchase order or contract;
D. Failure to respond to any inquiry from the administrative officer regarding

whether the bidder continues to be interested in doing business with the district;
E. Submission to the administrative officer by the bidder of a written request to be

removed from the list of qualified bidders;
F. Change in qualifications of a bidder to the extent that he no longer meets the

minimum requirements applicable to bidders offering the service or item offered
by the bidder.

13007 Purchasing Agent  
The District may request and obtain the services of the Sacramento County Purchasing 
Agent as provided in Section 2.56.060 of the Sacramento County Code.  

13008 Purchase Procedures   
Only those employees designated by the District Administrator or his/her designee, shall 
commit to the expenditure of District funds. Procurements may be made by issuance of a 
purchase order, a District credit card, or payment of a legitimately recognized invoice. 

13009 General Open Accounts   
District employees designated by the District Administrator or his/her designee, may 
open accounts with wholesalers or other suppliers for the purchase of supplies and 
equipment, when such expenditure is considered the best use of the District’s finances. 

13010 Violations of Policy 
Any violation of this policy shall render the contract or transaction involved voidable at 
the option of the district’s advisory board or the Board of Supervisors acting ex-officio as 
the board of directors of the District. 

13011 Appeals Procedure   
Any person aggrieved by a decision of the administrative officer, pursuant to this policy 
may appeal to the district advisory board of directors for a final determination. With 
regard to any appeal that relates to a contract award, appeal must be filed with the district 
within five days of the date of such award. No contract may be executed by district 
during the five-day period after the date of award and during any period while an appeal 
is pending before the district advisory board, unless an emergency exists.  

13012 Purchase Order Procedures 



Page 5 of 5 

Purchases may be made with a purchase order when required by the vendor.  The 
Director of Administrative Services (or designee) is responsible for the distribution of 
purchase orders to staff. 

13013 Violations of Policy 
Any violations of this policy shall render the contract or transaction involved voidable at 
the option of the Board or the Board of Supervisors, acting as ex-officio directors of the 
District. 

13014 Appeals Procedure 
Any person aggrieved by a decision of the Administrative Services  Manager or other 
District representative pursuant to this policy, may appeal to the Board for a final 
determination.  Any appeal that relates to a contract award must be filed with the District 
within five (5) days of the date of such award.  The District may execute no contract 
during this five-day period, or any period while an appeal is pending before the Board, 
unless an emergency exists, as specified in Sec. 13004. 



DATE: 

TO:    

FROM:   

January 7, 2022 

MORPD Personnel Committee

Shayne Hawthrone, Clerk of the Board 

SUBJECT: Review and discuss Advisory Board Agenda links 

BACKGROUD: 
After the November Advisory Board Meeting, there was an inquiry regarding if it was possible 
to add in hyperlinks to reduce the number of pages in the Districts agenda packet. 

DISCUSSION: 
Changes to the Agenda were made so that the number of pages being downloaded would be 
minimized and it would be more helpful to find the exact agenda items being looked for. 
Below staff has created four options, from a past agenda, for the Committee members to 
discuss and has added in the Districts original agenda packet for reference.  

(Attachment A): Resembles the original agenda, however there are no indications that there 
are hyperlinks included. 

(Attachment B): Each item that is not verbal, is underlined to indicate a hyperlink. 

(Attachment C): Each item that is not verbal, is highlighted in the original blue hyperlink 
color, to indicate a hyperlink. 

(Attachment D): Each item that is not verbal, is highlighted in dark green, to indicate a 
hyperlink and make it easier to read.   

(Attachment E): The original 118-page agenda packet. 

RECOMMENDATION: 
Review and discuss the changes being made to the Districts agenda. Staff recommends using 
Option B, as the new agenda. This alternative will keep the uniform appearance while 
indicating with the underline the hyperlinks included. Staff recommends the Committee 
members decide which option they recommend. After discussion, if edits are approved, staff 
recommends presenting it to the Advisory Board of Directors for discussion and adoption at 
the February 2022 meeting.  

STAFF REPORT

#3



Mission Oaks Recreation and Park District Advisory Board of Directors Meeting will be held remotely 
via Zoom Meetings (The Zoom platform is ADA compliant). 

Meeting materials may be obtained online at MORPD.com. 

The public may attend and make a public comment by visiting: 
https://us02web.zoom.us/j/85064150833?pwd=UWhtcWh0V1lCRStNZ3hKME1RblBOQT09 

Meeting ID: 850 6415 0833, Passcode: 129952 

You may also call in to 1-669-900-9128 (long distance rates may apply) 

At the beginning of the remote meeting the Board Clerk will ask if anyone wishes to comment on either a 
specific agenda item or an item not on the agenda but within the jurisdiction of the board. If you need 

assistance or have questions, please call Debra Tierney at 916-359-1601 prior to 4 pm. 

Call to Order: 6 pm   
Pledge of Allegiance: 
Roll Call: 
Chairperson’s Comments: 
Board Comments/Discussion: 

Public Comment: Members of the public may address the Board on District topics not listed on this agenda. It 
is a violation of state law for the Board to discuss or act on non-agenda items. Board members may only briefly 
ask clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

*Denotes agenda items with attached information

Consent: 
1. Approval of September 14, 2021 Regular Board Meeting Minutes *
2. Approval of October 12, 2021 Regular Meeting Minutes *
3. Adopt Resolution 2021-09, Authorizing Remote Teleconference Meetings for November 1-30, 2021 *

Information: 
4. Mission Oaks Recreation and Park District Park Patrol Reports for October 2021 from Fulton El Camino

Police, Sacramento County Sheriff Off Duty Patrol and Tiger Security *
5. Monthly Budget Reports, September 1-30, Period 3, FY 2021-22 *
6. Administrative Division Report *

ADVISORY BOARD OF DIRECTORS 
AGENDA 

Regular Monthly Meeting-Zoom Tuesday, 
November 9, 2021 at 6 pm 

Attachment A

https://www.morpd.com/files/561ad80d4/1-September+14+Meeting+Minutes.pdf
https://www.morpd.com/files/82c59e074/2-October+12+Meeting+Minutes.pdf
https://www.morpd.com/files/8397f8a93/3.0-Resolution+2021-09%2C+Authorizing+Remote+Teleconference+Meetings+for+November+1-30%2C+2021.pdf
https://www.morpd.com/files/980c8e072/4.0-Mission+Oaks+Recreation+and+Park+District+Park+Patrol+Reports+for+October+2021+%28Staff+report%29.pdf
https://www.morpd.com/files/b31f2d542/5.0-Monthly+Budget+Reports%2C+September+1-30%2C+Period+3%2C+FY+2021-22.pdf
https://www.morpd.com/files/ddc20fcc0/6.0-Administrative+Division+Report+November.pdf
https://www.morpd.com/files/97868bef6/0-+AGENDA+November+9%2C+2021+Advisory+Board+Meeting.pdf


  Advisory Board Members 
Chairperson Jeff Rothberg      Clerk Robert Evans 
Member Michael Alcalay    Member Pati Todd 

7. Recreation Division Report *
8. Parks Division Report *
9. Facilities Committee Verbal Report

Discussion: 
10. Park Tour

Action: 
11. Authorize use of Prop 68 Grant Funds for DG walking trail at Swanston Park *
12. Approve the termination of the existing contract with Brightview Landscaping services and enter a three

(3) year contract with Emerald Green Landscaping Services *

Staff Comments/Reports:  

Next Regular Meeting: Tuesday, December 14, 2021. As of the date of this notice, social distancing measures 
are in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing should visit 
the District's website at https://www.morpd.com/advisory-board-meetings for current information on how to 
provide public comment. 

Mission Oaks Recreation and Park District does not discriminate against persons with disabilities and offers an accessible facility. If 
you wish to attend this meeting and will require assistance to participate, please contact Debra Tierney at 916-359-1601 no later than 
24 hours prior to the meeting. 

This agenda was posted and available for public review at the District Office, 3344 Mission Avenue, Carmichael, CA 95608; at Mission 
Oaks Community Center, 4701 Gibbons Dr., Carmichael, CA 95608; and at Swanston Community Center, 2350 Northrop Way, 
Sacramento, CA 95825 at least 72 hours in advance of the Regular Meeting, in accordance with the Ralph M. Brown Act. The agenda 
is also available online at MORPD.com. Signed November 5, 2021, Debra Tierney, Clerk of the Board. 

https://www.morpd.com/files/c3a2aa18c/7.0-Recreation+Division+Report+for+November+2021.pdf
https://www.morpd.com/files/85f4d1f2f/8-Parks+Division+report.pdf
https://www.morpd.com/files/48f9d7201/11.0-Prop+68+grant+project+%28Staff+report%29.pdf
https://www.morpd.com/files/40778f8f5/12.0-Landscaping+services+%28Staff+report%29.pdf


Mission Oaks Recreation and Park District Advisory Board of Directors Meeting will be held remotely 
via Zoom Meetings (The Zoom platform is ADA compliant). 

Meeting materials may be obtained online at MORPD.com. 

The public may attend and make a public comment by visiting: 
https://us02web.zoom.us/j/85064150833?pwd=UWhtcWh0V1lCRStNZ3hKME1RblBOQT09 

Meeting ID: 850 6415 0833, Passcode: 129952 

You may also call in to 1-669-900-9128 (long distance rates may apply) 

At the beginning of the remote meeting the Board Clerk will ask if anyone wishes to comment on either a 
specific agenda item or an item not on the agenda but within the jurisdiction of the board. If you need 

assistance or have questions, please call Debra Tierney at 916-359-1601 prior to 4 pm. 

Call to Order: 6 pm   
Pledge of Allegiance: 
Roll Call: 
Chairperson’s Comments: 
Board Comments/Discussion: 

Public Comment: Members of the public may address the Board on District topics not listed on this agenda. It 
is a violation of state law for the Board to discuss or act on non-agenda items. Board members may only briefly 
ask clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

*Denotes agenda items with attached information

Consent: 
1. Approval of September 14, 2021 Regular Board Meeting Minutes *
2. Approval of October 12, 2021 Regular Meeting Minutes *
3. Adopt Resolution 2021-09, Authorizing Remote Teleconference Meetings for November 1-30, 2021 *

Information: 
4. Mission Oaks Recreation and Park District Park Patrol Reports for October 2021 from Fulton El Camino 

Police, Sacramento County Sheriff Off Duty Patrol and Tiger Security *
5. Monthly Budget Reports, September 1-30, Period 3, FY 2021-22 *
6. Administrative Division Report *

ADVISORY BOARD OF DIRECTORS 
AGENDAAGENDA 

Regular Monthly Meeting-Zoom Tuesday, 
November 9, 2021 at 6 pm 

Attachment B

https://www.morpd.com/files/561ad80d4/1-September+14+Meeting+Minutes.pdf
https://www.morpd.com/files/82c59e074/2-October+12+Meeting+Minutes.pdf
https://www.morpd.com/files/8397f8a93/3.0-Resolution+2021-09%2C+Authorizing+Remote+Teleconference+Meetings+for+November+1-30%2C+2021.pdf
https://www.morpd.com/files/980c8e072/4.0-Mission+Oaks+Recreation+and+Park+District+Park+Patrol+Reports+for+October+2021+%28Staff+report%29.pdf
https://www.morpd.com/files/b31f2d542/5.0-Monthly+Budget+Reports%2C+September+1-30%2C+Period+3%2C+FY+2021-22.pdf
https://www.morpd.com/files/ddc20fcc0/6.0-Administrative+Division+Report+November.pdf
https://www.morpd.com/files/97868bef6/0-+AGENDA+November+9%2C+2021+Advisory+Board+Meeting.pdf


  Advisory Board Members 
Chairperson Jeff Rothberg      Clerk Robert Evans 
Member Michael Alcalay    Member Pati Todd 

7. Recreation Division Report *
8. Parks Division Report *
9. Facilities Committee Verbal Report

Discussion: 
10. Park Tour

Action: 
11. Authorize use of Prop 68 Grant Funds for DG walking trail at Swanston Park *
12. Approve the termination of the existing contract with Brightview Landscaping services and enter a three

(3) year contract with Emerald Green Landscaping Services *

Staff Comments/Reports:  

Next Regular Meeting: Tuesday, December 14, 2021. As of the date of this notice, social distancing measures 
are in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing should visit 
the District's website at https://www.morpd.com/advisory-board-meetings for current information on how to 
provide public comment. 

Mission Oaks Recreation and Park District does not discriminate against persons with disabilities and offers an accessible facility. If 
you wish to attend this meeting and will require assistance to participate, please contact Debra Tierney at 916-359-1601 no later than 
24 hours prior to the meeting. 

This agenda was posted and available for public review at the District Office, 3344 Mission Avenue, Carmichael, CA 95608; at Mission 
Oaks Community Center, 4701 Gibbons Dr., Carmichael, CA 95608; and at Swanston Community Center, 2350 Northrop Way, 
Sacramento, CA 95825 at least 72 hours in advance of the Regular Meeting, in accordance with the Ralph M. Brown Act. The agenda 
is also available online at MORPD.com. Signed November 5, 2021, Debra Tierney, Clerk of the Board. 

https://www.morpd.com/files/c3a2aa18c/7.0-Recreation+Division+Report+for+November+2021.pdf
https://www.morpd.com/files/85f4d1f2f/8-Parks+Division+report.pdf
https://www.morpd.com/files/48f9d7201/11.0-Prop+68+grant+project+%28Staff+report%29.pdf
https://www.morpd.com/files/40778f8f5/12.0-Landscaping+services+%28Staff+report%29.pdf


Mission Oaks Recreation and Park District Advisory Board of Directors Meeting will be held remotely 
via Zoom Meetings (The Zoom platform is ADA compliant). 

Meeting materials may be obtained online at MORPD.com. 

The public may attend and make a public comment by visiting: 
https://us02web.zoom.us/j/85064150833?pwd=UWhtcWh0V1lCRStNZ3hKME1RblBOQT09 

Meeting ID: 850 6415 0833, Passcode: 129952 

You may also call in to 1-669-900-9128 (long distance rates may apply) 

At the beginning of the remote meeting the Board Clerk will ask if anyone wishes to comment on either a 
specific agenda item or an item not on the agenda but within the jurisdiction of the board. If you need 

assistance or have questions, please call Debra Tierney at 916-359-1601 prior to 4 pm. 

Call to Order: 6 pm   
Pledge of Allegiance: 
Roll Call: 
Chairperson’s Comments: 
Board Comments/Discussion: 

Public Comment: Members of the public may address the Board on District topics not listed on this agenda. It 
is a violation of state law for the Board to discuss or act on non-agenda items. Board members may only briefly 
ask clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

*Denotes agenda items with attached information

Consent: 
1. Approval of September 14, 2021 Regular Board Meeting Minutes *
2. Approval of October 12, 2021 Regular Meeting Minutes *
3. Adopt Resolution 2021-09, Authorizing Remote Teleconference Meetings for November 1-30, 2021 *

Information: 
4. Mission Oaks Recreation and Park District Park Patrol Reports for October 2021 from Fulton El Camino

Police, Sacramento County Sheriff Off Duty Patrol and Tiger Security *
5. Monthly Budget Reports, September 1-30, Period 3, FY 2021-22 *
6. Administrative Division Report *

ADVIOSRY BOARD OF DIRECTORS 
AGENDA

Regular Monthly Meeting-Zoom 
Tuesday, November 9, 2021 at 6 pm 

Attachment C

https://www.morpd.com/files/561ad80d4/1-September+14+Meeting+Minutes.pdf
https://www.morpd.com/files/82c59e074/2-October+12+Meeting+Minutes.pdf
https://www.morpd.com/files/8397f8a93/3.0-Resolution+2021-09%2C+Authorizing+Remote+Teleconference+Meetings+for+November+1-30%2C+2021.pdf
https://www.morpd.com/files/980c8e072/4.0-Mission+Oaks+Recreation+and+Park+District+Park+Patrol+Reports+for+October+2021+%28Staff+report%29.pdf
https://www.morpd.com/files/b31f2d542/5.0-Monthly+Budget+Reports%2C+September+1-30%2C+Period+3%2C+FY+2021-22.pdf
https://www.morpd.com/files/ddc20fcc0/6.0-Administrative+Division+Report+November.pdf
https://www.morpd.com/files/97868bef6/0-+AGENDA+November+9%2C+2021+Advisory+Board+Meeting.pdf
https://www.morpd.com/files/97868bef6/0-+AGENDA+November+9%2C+2021+Advisory+Board+Meeting.pdf


  Advisory Board Members 
Chairperson Jeff Rothberg      Clerk Robert Evans 
Member Michael Alcalay    Member Pati Todd 

7. Recreation Division Report *
8. Parks Division Report *
9. Facilities Committee Verbal Report

Discussion: 
10. Park Tour

Action: 
11. Authorize use of Prop 68 Grant Funds for DG walking trail at Swanston Park *
12. Approve the termination of the existing contract with Brightview Landscaping services and enter a three

(3) year contract with Emerald Green Landscaping Services *

Staff Comments/Reports:  

Next Regular Meeting: Tuesday, December 14, 2021. As of the date of this notice, social distancing measures 
are in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing should visit 
the District's website at https://www.morpd.com/advisory-board-meetings for current information on how to 
provide public comment. 

Mission Oaks Recreation and Park District does not discriminate against persons with disabilities and offers an accessible facility. If 
you wish to attend this meeting and will require assistance to participate, please contact Debra Tierney at 916-359-1601 no later than 
24 hours prior to the meeting. 

This agenda was posted and available for public review at the District Office, 3344 Mission Avenue, Carmichael, CA 95608; at Mission 
Oaks Community Center, 4701 Gibbons Dr., Carmichael, CA 95608; and at Swanston Community Center, 2350 Northrop Way, 
Sacramento, CA 95825 at least 72 hours in advance of the Regular Meeting, in accordance with the Ralph M. Brown Act. The agenda 
is also available online at MORPD.com. Signed November 5, 2021, Debra Tierney, Clerk of the Board. 

https://www.morpd.com/files/c3a2aa18c/7.0-Recreation+Division+Report+for+November+2021.pdf
https://www.morpd.com/files/85f4d1f2f/8-Parks+Division+report.pdf
https://www.morpd.com/files/48f9d7201/11.0-Prop+68+grant+project+%28Staff+report%29.pdf
https://www.morpd.com/files/40778f8f5/12.0-Landscaping+services+%28Staff+report%29.pdf


Mission Oaks Recreation and Park District Advisory Board of Directors Meeting will be held remotely 
via Zoom Meetings (The Zoom platform is ADA compliant). 

Meeting materials may be obtained online at MORPD.com. 

The public may attend and make a public comment by visiting: 
https://us02web.zoom.us/j/85064150833?pwd=UWhtcWh0V1lCRStNZ3hKME1RblBOQT09 

Meeting ID: 850 6415 0833, Passcode: 129952 

You may also call in to 1-669-900-9128 (long distance rates may apply) 

At the beginning of the remote meeting the Board Clerk will ask if anyone wishes to comment on either a 
specific agenda item or an item not on the agenda but within the jurisdiction of the board. If you need 

assistance or have questions, please call Debra Tierney at 916-359-1601 prior to 4 pm. 

Call to Order: 6 pm   
Pledge of Allegiance: 
Roll Call: 
Chairperson’s Comments: 
Board Comments/Discussion: 

Public Comment: Members of the public may address the Board on District topics not listed on this agenda. It 
is a violation of state law for the Board to discuss or act on non-agenda items. Board members may only briefly 
ask clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

*Denotes agenda items with attached information

Consent: 
1. Approval of September 14, 2021 Regular Board Meeting Minutes *
2. Approval of October 12, 2021 Regular Meeting Minutes *
3. Adopt Resolution 2021-09, Authorizing Remote Teleconference Meetings for November 1-30, 2021 *

Information: 
4. Mission Oaks Recreation and Park District Park Patrol Reports for October 2021 from Fulton El Camino

Police, Sacramento County Sheriff Off Duty Patrol and Tiger Security *
5. Monthly Budget Reports, September 1-30, Period 3, FY 2021-22 *
6. Administrative Division Report *

ADVISORY BOARD OF DIRECTORS 
AGENDA 

Regular Monthly Meeting-Zoom 
Tuesday, November 9, 2021 at 6 pm 

Attachment D
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ADVISORY BOARD OF DIRECTORS AAGENDAGENDA 
Regular Monthly Meeting-Zoom Tuesday, November 9, 2021 at 6 pm


  Advisory Board Members 
Chairperson Jeff Rothberg      Clerk Robert Evans 
Member Michael Alcalay    Member Pati Todd 

7. Recreation Division Report *
8. Parks Division Report *
9. Facilities Committee Verbal Report

Discussion: 
10. Park Tour

Action: 
11. Authorize use of Prop 68 Grant Funds for DG walking trail at Swanston Park *
12. Approve the termination of the existing contract with Brightview Landscaping services and enter a three

(3) year contract with Emerald Green Landscaping Services *

Staff Comments/Reports:  

Next Regular Meeting: Tuesday, December 14, 2021. As of the date of this notice, social distancing measures 
are in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing should visit 
the District's website at https://www.morpd.com/advisory-board-meetings for current information on how to 
provide public comment. 

Mission Oaks Recreation and Park District does not discriminate against persons with disabilities and offers an accessible facility. If 
you wish to attend this meeting and will require assistance to participate, please contact Debra Tierney at 916-359-1601 no later than 
24 hours prior to the meeting. 

This agenda was posted and available for public review at the District Office, 3344 Mission Avenue, Carmichael, CA 95608; at Mission 
Oaks Community Center, 4701 Gibbons Dr., Carmichael, CA 95608; and at Swanston Community Center, 2350 Northrop Way, 
Sacramento, CA 95825 at least 72 hours in advance of the Regular Meeting, in accordance with the Ralph M. Brown Act. The agenda 
is also available online at MORPD.com. Signed November 5, 2021, Debra Tierney, Clerk of the Board. 

https://www.morpd.com/files/c3a2aa18c/7.0-Recreation+Division+Report+for+November+2021.pdf
https://www.morpd.com/files/85f4d1f2f/8-Parks+Division+report.pdf
https://www.morpd.com/files/48f9d7201/11.0-Prop+68+grant+project+%28Staff+report%29.pdf
https://www.morpd.com/files/40778f8f5/12.0-Landscaping+services+%28Staff+report%29.pdf


Mission Oaks Recreation and Park District Advisory Board of Directors Meeting will be held remotely 
via Zoom Meetings (The Zoom platform is ADA compliant). 

Meeting materials may be obtained online at MORPD.com. 

The public may attend and make a public comment by visiting: 
https://us02web.zoom.us/j/85064150833?pwd=UWhtcWh0V1lCRStNZ3hKME1RblBOQT09 

Meeting ID: 850 6415 0833, Passcode: 129952 

You may also call in to 1-669-900-9128 (long distance rates may apply) 

At the beginning of the remote meeting the Board Clerk will ask if anyone wishes to comment on either a 
specific agenda item or an item not on the agenda but within the jurisdiction of the board. If you need 

assistance or have questions, please call Debra Tierney at 916-359-1601 prior to 4 pm. 

Call to Order: 6 pm   
Pledge of Allegiance: 
Roll Call: 
Chairperson’s Comments: 
Board Comments/Discussion: 

Public Comment: Members of the public may address the Board on District topics not listed on this agenda. It 
is a violation of state law for the Board to discuss or act on non-agenda items. Board members may only briefly 
ask clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

*Denotes agenda items with attached information

Consent: 
1. Approval of September 14, 2021 Regular Board Meeting Minutes *
2. Approval of October 12, 2021 Regular Meeting Minutes *
3. Adopt Resolution 2021-09, Authorizing Remote Teleconference Meetings for November 1-30, 2021 *

Information:  
4. Mission Oaks Recreation and Park District Park Patrol Reports for October 2021 from Fulton El Camino

Police, Sacramento County Sheriff Off Duty Patrol and Tiger Security *
5. Monthly Budget Reports, September 1-30, Period 3, FY 2021-22 *
6. Administrative Division Report *

ADVISORY BOARD OF DIRECTORS 
AGENDA 

Regular Monthly Meeting-Zoom 
Tuesday, November 9, 2021 at 6 pm 

Attachment E

https://us02web.zoom.us/j/85064150833?pwd=UWhtcWh0V1lCRStNZ3hKME1RblBOQT09


  Advisory Board Members 
Chairperson Jeff Rothberg      Clerk Robert Evans 
Member Michael Alcalay   Member Pati Todd 

7. Recreation Division Report *
8. Parks Division Report *
9. Facilities Committee Verbal Report

Discussion: 
10. Park Tour

Action: 
11. Authorize use of Prop 68 Grant Funds for a DG walking trail at Swanston Park *
12. Approve the termination of the existing contract with Brightview Landscaping services and enter a three

(3) year contract with Emerald Green Landscaping Services *

Staff Comments/Reports: 

Next Regular Meeting: Tuesday, December 14, 2021. As of the date of this notice, social distancing measures 
are in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing should visit 
the District's website at https://www.morpd.com/advisory-board-meetings for current information on how to 
provide public comment. 

Mission Oaks Recreation and Park District does not discriminate against persons with disabilities and offers an accessible facility. If 
you wish to attend this meeting and will require assistance to participate, please contact Debra Tierney at 916-359-1601 no later than 
24 hours prior to the meeting. 

This agenda was posted and available for public review at the District Office, 3344 Mission Avenue, Carmichael, CA 95608; at Mission 
Oaks Community Center, 4701 Gibbons Dr., Carmichael, CA 95608; and at Swanston Community Center, 2350 Northrop Way, 
Sacramento, CA 95825 at least 72 hours in advance of the Regular Meeting, in accordance with the Ralph M. Brown Act. The agenda 
is also available online at MORPD.com. Signed November 5, 2021, Debra Tierney, Clerk of the Board. 

https://www.morpd.com/advisory-board-meetings


Mission Oaks Recreation and Park District  

September 14, 2021 Advisory Board of Directors Regular Meeting Minutes 

Call to Order: 5:31 pm by Chairperson Rothberg.  

Pledge of Allegiance:  Announced by Chairperson Rothberg. 

Roll Call:  

MORPD Directors Present: Rothberg, Evans, Todd and Alcalay. 

MORPD Staff Present: Barton, Hichborn, Woodland, Tierney, Ballis, Friedrich, Curtola, 

Dahlberg, Hawthrone and Rhea 

Public Present:   Cher Hill 

Chairperson’s Comments: District staff held an Employee Recognition, taking time to recognize staff.  

During COVID-19, Advisory Board meeting time was changed to 5:30 pm, 

there is a request to change it back to 6 pm. All members agree to change the 

meetings back to 6 pm on October 12. 

Board Comments/Discussion: Director Todd and Evans want to be sure everyone saw the article in 

Supervisor Desmond's newsletter about our own Lisa Davis, Hero of the 

Month Award. 

Announcement by Chairperson: Members of the public may address the Board on District topics not listed on 

this agenda. It is a violation of state law for the Board to discuss or act on non-agenda items. Board members may 

only briefly ask clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

Public Comment: None. 

Consent: 

1. Approval of August 4, 2021 Regular Board Meeting Minutes.

Action: After discussion, on a Motion by Director Evans, seconded by Director Todd, the Advisory Board

of Directors voted to approve the Consent item. A roll call vote was taken. Directors Rothberg, Evans, Todd

and Alcalay approve the motion.

Information: 

2. Mission Oaks Recreation and Park District Park Patrol Reports for July and August 2021, from Fulton El

Camino Police and Sacramento County Sheriff Off Duty Patrol and Tiger Security for August 2021 by J.R.

Advisory Board of Directors 

Regular Meeting Minutes 

Wednesday, September 14, 2021 at 5:30 pm 

Via Zoom Meeting ID 861 8310 1703 

#1



Mission Oaks Recreation and Park District  

September 14, 2021 Advisory Board of Directors Regular Meeting Minutes 

Hichborn, Parks Superintendent. Ryan Nelson from Tiger Security is introduced. Hichborn receives a four-

page report log daily, by which he only reports incidents in the report. Director Alcalay requests that the 

Facilities Committee receive a sample of the reports once or twice a week during the contracted time to be 

able to determine if this is a good use of district funds. 

Members of the Board voice their concerns about the lack of training Mr. Nelson had prior to assuming the 

position of a security officer. He reports he is currently taking classes offered by the security firm to better 

prepare himself for the position. 

The Board doesn’t want the pilot program to fail in three months because the security firm failed to provide 

MORPD with an adequately trained individual. The Board wants a trained security officer who is also able 

to act as an ambassador in our parks. 

Director Rothberg suggests staff contact the security firm immediately to evaluate if the right person has 

been assigned the position to meet the needs of the district. 

3. Monthly Budget Reports, July 1-31, Period 1, FY 2021-22 by Darren Woodland, Finance Manager. The

detailed accounts reports are imported from the County to our spreadsheet. The figures are what is in the

Compass accounting system. The Summary page is created in house for the board.

4. Administrative Division Report by Daniel Barton, District Administrator. New employees Christina Rhea

and Shayne Hawthrone are introduced.

5. Recreation Division Report by Danny Curtola and Rodney Dahlberg, Recreation Managers.

6. Parks Division Report by J.R. Hichborn, Parks Superintendent. Brightview Landscaping has not been

trimming shrubs every two weeks, clumps of grass are being left on soccer fields, parks are not being edged

and parks are being skipped weekly and not being mowed. The plan is to contact the next lowest bidder and

invite them to the next Board meeting. Director Alcalay requests this topic be deferred to the Facilities

Committee for discussion. Four new benches have been installed at the new pickleball courts at Eastern

Oak Park.

7. Photos of Interest by staff.

Action: 

8. Approve Resolution 2021-07 Approving Application(s) for Per Capita Award.

Action: After discussion, on a Motion by Director Rothberg, seconded by Director Todd, the Advisory

Board of Directors voted to approve Resolution 2021-07 approving Application(s) for Per Capita Award as

presented. A roll call vote was taken. Directors Rothberg, Evans, Todd and Alcalay approve the motion.

Director Alcalay leaves the meeting at 7 pm after voting on Resolution 2021-07.

9. Approve Five Priorities Identified for the County’s FY 2022-23 budget.

After discussion add bullet points to prohibit weapons in parks, drugs in parks and to address the homeless

in parks. Director Todd will assist in rewriting the priorities. Five priorities will be brought back for

approval in October.

Staff Comments/Reports: 



Mission Oaks Recreation and Park District  

September 14, 2021 Advisory Board of Directors Regular Meeting Minutes 

Next Regular Meeting: Tuesday, October 12, 2021 at 6 pm. As of the date of this notice, social distancing 

measures are in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing 

should visit the District's website at https://www.morpd.com/advisory-board-meetings for current information on 

how to provide public comment. 

Adjourn: 7:20 pm. _______________________________________ November 9, 2021 

Debra Tierney, Clerk of Board       Date 

https://www.morpd.com/advisory-board-meetings


Mission Oaks Recreation and Park District  

October 12, 2021 Advisory Board of Directors Regular Meeting Minutes 

Call to Order: 6 pm by Chairperson Rothberg. 

Pledge of Allegiance:  Announced by Chairperson Rothberg. 

Roll Call:  

MORPD Directors Present: Rothberg, Evans, Todd and Alcalay. 

MORPD Staff Present: Barton, Hichborn, Woodland, Tierney, Ballis, Curtola, Dahlberg, and 

Hawthrone. 

Public Present:   Luke and Lauren Herbelin. 

Chairperson’s Comments: Met with Director Alcalay for pickleball. Attended the Concert in the Park 

event in September and thanked staff for all their hard work. 

Board Comments/Discussion: Director Todd attended the Concert in the Park event, applauded staff, the 

event was well done.  

Announcement by Chairperson: Members of the public may address the Board on District topics not listed on 

this agenda. It is a violation of state law for the Board to discuss or act on non-agenda items. Board members may 

only briefly ask clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

Public Comment:    None. 

Director Evans exited the meeting due to technical difficulties. 

Consent: 

1. Approval of September 14, 2021 Regular Board Meeting Minutes.

A Motion was made by Director Todd to approve the Minutes. After discussion, staff agreed to add

additional information discussed regarding the amount of training security officers provided by Tiger

Security should have. The September 14 Minutes will be updated and presented at the November 9

meeting. The motion was withdrawn by Director Todd.

Information: 

2. Mission Oaks Recreation and Park District Park Patrol Reports for September 2021 from Fulton El

Camino Police, Sacramento County Sheriff Off Duty Patrol and Tiger Security by J.R. Hichborn, Parks

Advisory Board of Directors 

Regular Meeting Minutes 
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Superintendent. Director Alcalay requested that the uniform worn by Tiger Security officer Nelson be 

upgraded by adding ‘Security’ to the back of the uniform and add a MORPD patch so that park patrons 

know he is a contracted park service. Director Alcalay would like to know the amount of liability 

insurance the District required in the contract and asks staff to report back to him and Director Evans with 

the information. 

After reading the Sheriff’s report, Director Rothberg requested that staff be sure officers are providing 

information to the homeless people they come in contact with, on where to obtain services such as 

facilities for bathing and meals. 

3. Monthly Budget Reports, August 1-31, Period 2, FY 2021-22 by Darren Woodland, Finance Manager.

4. Administrative Division Report by Daniel Barton, District Administrator. A workshop will be scheduled

for staff to review the reserve accounts with the Board and options available on how the funds can be

used.

5. Recreation Division Report by Danny Curtola and Rodney Dahlberg, Recreation Managers. Curtola

introduces Luke and Lauren Herbelin, participants in the Greatest of All Teens (G.O.A.T.) program.

They shared why they are participating in the program, their wish to perform community service and

offered feedback for future G.O.A.T. programs. Dahlberg shared the Carmichael Kiwanis donation

of $400 to be used for the G.O.A.T. program. During the Senior Resource Fair Riva Ballis made several

connections with vendors to secure donations of goods for upcoming events, including desserts to be

served at the Thanksgiving luncheon for seniors. Curtola shares the decreased demand for afterschool

programs, and the huge spike in demand for afterschool activities and sports programs to keep kids active.

The Recreation Guide has been mailed to over 300 homes. Chairperson Rothberg would like staff to

explore inserting a message in other languages in future Recreation Guides.

6. Parks Division Report by J.R. Hichborn, Parks Superintendent. The Facilities Committee will review the

services provided by Tiger Security at the October 28 committee meeting. The services will be re-

evaluated in December at the end of the contract period.

7. Photos of Interest by staff.

Discussion: 

8. Park tour. Each person attending will drive themselves to each park on the tour to comply with social

distancing measures. All members are available on November 7 at 9 am. Barton will check to be sure the

members of the Oversight Committee are available and will send an email to confirm the date.

Action: 

9. Approve Resolution 2021-08 authorizing remote teleconference meetings for October 1-31, 2021.

Action: After discussion, on a Motion by Director Alcalay, seconded by Director Rothberg, the Advisory

Board of Directors voted to approve Resolution 2021-08, authorizing remote teleconference meetings for

October 1-31, 2021. A roll call vote was taken. Directors Rothberg, Todd and Alcalay approve the

motion.  Director Evans is absent.

10. Approve Five Priorities Identified for the County’s FY 2022-23 budget.
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Action: After discussion, on a Motion by Director Rothberg, seconded by Director Todd, the Advisory 

Board of Directors voted to approve Five Priorities Identified for the County’s FY 2022-23 budget. A roll 

call vote was taken. Directors Rothberg, Todd and Alcalay approve the motion. Director Evans is absent. 

Staff Comments/Reports: A Recreation and Finance Committee meeting will be scheduled soon. 

Next Regular Meeting: Tuesday, November 9, 2021 at 6 pm. As of the date of this notice, social distancing 

measures are in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing 

should visit the District's website at https://www.morpd.com/advisory-board-meetings for current information on 

how to provide public comment. 

Adjourn: 7:25  pm. _______________________________________ November 9, 2021 

Debra Tierney, Clerk of Board       Date 

https://www.morpd.com/advisory-board-meetings


DATE: November 5, 2021 

TO:  Advisory Board of Directors  

FROM:  Daniel Barton, District Administrator 

SUBJECT: Adopt Resolution 2021-09 Authorizing Remote Teleconference Meetings for 
November 9 to December 8, 2021 

BACKGROUND/DISCUSSION: 
On September 16, 2021, Governor Newsom signed AB 361 (Attachment 1) that allows a 
legislative body subject to the Brown Act to continue to meet without fully complying with the 
teleconferencing rules in the Brown Act. To take advantage of the AB 361, the Governor has 
offered a compromise that during a State of Emergency, the Advisory Board has the option to 
conduct meetings using the flexibility afforded by the Act. 

California and the District remains under the Governor's Emergency Declaration due to 
COVID-19. Other declarations exist in areas devastated by wildfires, but not applicable to 
MORPD. The Health Office of the County of Sacramento, also issued an Order on July 29, 
2021 effective July 30, 2021, based on findings that the average daily incident case rate has 
increased exponentially demonstrated in testing positivity rates and hospitalizations from 
COVID-19 in Sacramento County. The significantly more transmissible Delta variant of the 
SARS-CoV-2 virus has become the predominant strain. 

To apply the provisions of AB 361 for meetings after September 30, 2021, the Advisory Board 
must adopt Resolution 2021-09 authorizing remote teleconference meetings (Attachment 2). 
Subsequent Resolutions may come before you at your regular monthly meetings to extend 
these provisions for as long as the Emergency exists and/or January 1, 2024, unless extended 
further. Staff plans to include the initial or subsequent Resolutions in the Consent Items each 
month for the duration of the State of Emergency. The Resolution is only effective for 30 days. 
If the initial Resolution lapses it must be reapproved. 

Here are the provisions of AB 361 which apply, as follows: 
• Option of participating from a remote location within or outside MORPD 

boundaries;
• Option of conducting a meeting with/without Board members present in-person; 

otherwise, a quorum would have to attend in-person;
• Due to plans to host a hybrid format, posting the Agenda of the primary location 

and Zoom connection link only; not the location of Board members participating 
remotely;

STAFF REPORT
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• The Board members would not have to post the Agenda at their location nor invite 
public participation in their remote location.

STAFF RECOMMENDATION: 
Staff recommends that the Advisory Board of Directors adopt Resolution #2021-09, ratifying 
the Governor’s Proclamations that State and Local Emergencies exist throughout the State 
and District; and authorizing remote teleconference meetings of the Advisory Board of 
Directors of the Mission Oaks Recreation and Park District for the period November 9 to 
December 8, 2021, pursuant to the Brown Act provisions. 



Assembly Bill No. 361 

CHAPTER 165 

An act to add and repeal Section 89305.6 of the Education Code, and to 
amend, repeal, and add Section 54953 of, and to add and repeal Section 
11133 of, the Government Code, relating to open meetings, and declaring 
the urgency thereof, to take effect immediately. 

[Approved by Governor September 16, 2021. Filed with 
Secretary of State September 16, 2021.] 

legislative counsel’s digest

AB 361, Robert Rivas. Open meetings: state and local agencies: 
teleconferences. 

(1) Existing law, the Ralph M. Brown Act requires, with specified
exceptions, that all meetings of a legislative body of a local agency, as those 
terms are defined, be open and public and that all persons be permitted to 
attend and participate. The act contains specified provisions regarding the 
timelines for posting an agenda and providing for the ability of the public 
to directly address the legislative body on any item of interest to the public. 
The act generally requires all regular and special meetings of the legislative 
body be held within the boundaries of the territory over which the local 
agency exercises jurisdiction, subject to certain exceptions. The act allows 
for meetings to occur via teleconferencing subject to certain requirements, 
particularly that the legislative body notice each teleconference location of 
each member that will be participating in the public meeting, that each 
teleconference location be accessible to the public, that members of the 
public be allowed to address the legislative body at each teleconference 
location, that the legislative body post an agenda at each teleconference 
location, and that at least a quorum of the legislative body participate from 
locations within the boundaries of the local agency’s jurisdiction. The act 
provides an exemption to the jurisdictional requirement for health authorities, 
as defined. The act authorizes the district attorney or any interested person, 
subject to certain provisions, to commence an action by mandamus or 
injunction for the purpose of obtaining a judicial determination that specified 
actions taken by a legislative body are null and void. 

Existing law, the California Emergency Services Act, authorizes the 
Governor, or the Director of Emergency Services when the governor is 
inaccessible, to proclaim a state of emergency under specified circumstances. 

Executive Order No. N-29-20 suspends the Ralph M. Brown Act’s 
requirements for teleconferencing during the COVID-19 pandemic provided 
that notice and accessibility requirements are met, the public members are 
allowed to observe and address the legislative body at the meeting, and that 
a legislative body of a local agency has a procedure for receiving and swiftly 
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resolving requests for reasonable accommodation for individuals with 
disabilities, as specified. 

This bill, until January 1, 2024, would authorize a local agency to use 
teleconferencing without complying with the teleconferencing requirements 
imposed by the Ralph M. Brown Act when a legislative body of a local 
agency holds a meeting during a declared state of emergency, as that term 
is defined, when state or local health officials have imposed or recommended 
measures to promote social distancing, during a proclaimed state of 
emergency held for the purpose of determining, by majority vote, whether 
meeting in person would present imminent risks to the health or safety of 
attendees, and during a proclaimed state of emergency when the legislative 
body has determined that meeting in person would present imminent risks 
to the health or safety of attendees, as provided. 

This bill would require legislative bodies that hold teleconferenced 
meetings under these abbreviated teleconferencing procedures to give notice 
of the meeting and post agendas, as described, to allow members of the 
public to access the meeting and address the legislative body, to give notice 
of the means by which members of the public may access the meeting and 
offer public comment, including an opportunity for all persons to attend via 
a call-in option or an internet-based service option, and to conduct the 
meeting in a manner that protects the statutory and constitutional rights of 
the parties and the public appearing before the legislative body. The bill 
would require the legislative body to take no further action on agenda items 
when there is a disruption which prevents the public agency from 
broadcasting the meeting, or in the event of a disruption within the local 
agency’s control which prevents members of the public from offering public 
comments, until public access is restored. The bill would specify that actions 
taken during the disruption are subject to challenge proceedings, as specified. 

This bill would prohibit the legislative body from requiring public 
comments to be submitted in advance of the meeting and would specify that 
the legislative body must provide an opportunity for the public to address 
the legislative body and offer comment in real time. The bill would prohibit 
the legislative body from closing the public comment period and the 
opportunity to register to provide public comment, until the public comment 
period has elapsed or until a reasonable amount of time has elapsed, as 
specified. When there is a continuing state of emergency, or when state or 
local officials have imposed or recommended measures to promote social 
distancing, the bill would require a legislative body to make specified 
findings not later than 30 days after the first teleconferenced meeting 
pursuant to these provisions, and to make those findings every 30 days 
thereafter, in order to continue to meet under these abbreviated 
teleconferencing procedures. 

Existing law prohibits a legislative body from requiring, as a condition 
to attend a meeting, a person to register the person’s name, or to provide 
other information, or to fulfill any condition precedent to the person’s 
attendance. 
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This bill would exclude from that prohibition, a registration requirement 
imposed by a third-party internet website or other online platform not under 
the control of the legislative body. 

(2)  Existing law, the Bagley-Keene Open Meeting Act, requires, with 
specified exceptions, that all meetings of a state body be open and public 
and all persons be permitted to attend any meeting of a state body. The act 
requires at least one member of the state body to be physically present at 
the location specified in the notice of the meeting. 

The Governor’s Executive Order No. N-29-20 suspends the requirements 
of the Bagley-Keene Open Meeting Act for teleconferencing during the 
COVID-19 pandemic, provided that notice and accessibility requirements 
are met, the public members are allowed to observe and address the state 
body at the meeting, and that a state body has a procedure for receiving and 
swiftly resolving requests for reasonable accommodation for individuals 
with disabilities, as specified. 

This bill, until January 31, 2022, would authorize, subject to specified 
notice and accessibility requirements, a state body to hold public meetings 
through teleconferencing and to make public meetings accessible 
telephonically, or otherwise electronically, to all members of the public 
seeking to observe and to address the state body. With respect to a state 
body holding a public meeting pursuant to these provisions, the bill would 
suspend certain requirements of existing law, including the requirements 
that each teleconference location be accessible to the public and that 
members of the public be able to address the state body at each 
teleconference location. Under the bill, a state body that holds a meeting 
through teleconferencing and allows members of the public to observe and 
address the meeting telephonically or otherwise electronically would satisfy 
any requirement that the state body allow members of the public to attend 
the meeting and offer public comment. The bill would require that each 
state body that holds a meeting through teleconferencing provide notice of 
the meeting, and post the agenda, as provided. The bill would urge state 
bodies utilizing these teleconferencing procedures in the bill to use sound 
discretion and to make reasonable efforts to adhere as closely as reasonably 
possible to existing law, as provided. 

(3)  Existing law establishes the various campuses of the California State 
University under the administration of the Trustees of the California State 
University, and authorizes the establishment of student body organizations 
in connection with the operations of California State University campuses. 

The Gloria Romero Open Meetings Act of 2000 generally requires a 
legislative body, as defined, of a student body organization to conduct its 
business in a meeting that is open and public. The act authorizes the 
legislative body to use teleconferencing, as defined, for the benefit of the 
public and the legislative body in connection with any meeting or proceeding 
authorized by law. 

This bill, until January 31, 2022, would authorize, subject to specified 
notice and accessibility requirements, a legislative body, as defined for 
purposes of the act, to hold public meetings through teleconferencing and 
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to make public meetings accessible telephonically, or otherwise 
electronically, to all members of the public seeking to observe and to address 
the legislative body. With respect to a legislative body holding a public 
meeting pursuant to these provisions, the bill would suspend certain 
requirements of existing law, including the requirements that each 
teleconference location be accessible to the public and that members of the 
public be able to address the legislative body at each teleconference location. 
Under the bill, a legislative body that holds a meeting through 
teleconferencing and allows members of the public to observe and address 
the meeting telephonically or otherwise electronically would satisfy any 
requirement that the legislative body allow members of the public to attend 
the meeting and offer public comment. The bill would require that each 
legislative body that holds a meeting through teleconferencing provide 
notice of the meeting, and post the agenda, as provided. The bill would urge 
legislative bodies utilizing these teleconferencing procedures in the bill to 
use sound discretion and to make reasonable efforts to adhere as closely as 
reasonably possible to existing law, as provided. 

(4)  This bill would declare the Legislature’s intent, consistent with the 
Governor’s Executive Order No. N-29-20, to improve and enhance public 
access to state and local agency meetings during the COVID-19 pandemic 
and future emergencies by allowing broader access through teleconferencing 
options. 

(5)  This bill would incorporate additional changes to Section 54953 of 
the Government Code proposed by AB 339 to be operative only if this bill 
and AB 339 are enacted and this bill is enacted last. 

(6)  The California Constitution requires local agencies, for the purpose 
of ensuring public access to the meetings of public bodies and the writings 
of public officials and agencies, to comply with a statutory enactment that 
amends or enacts laws relating to public records or open meetings and 
contains findings demonstrating that the enactment furthers the constitutional 
requirements relating to this purpose. 

This bill would make legislative findings to that effect. 
(7)  Existing constitutional provisions require that a statute that limits the 

right of access to the meetings of public bodies or the writings of public 
officials and agencies be adopted with findings demonstrating the interest 
protected by the limitation and the need for protecting that interest. 

This bill would make legislative findings to that effect. 
(8)  This bill would declare that it is to take effect immediately as an 

urgency statute. 

The people of the State of California do enact as follows: 

SECTION 1. Section 89305.6 is added to the Education Code, to read: 
89305.6. (a)  Notwithstanding any other provision of this article, and 

subject to the notice and accessibility requirements in subdivisions (d) and 
(e), a legislative body may hold public meetings through teleconferencing 
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and make public meetings accessible telephonically, or otherwise 
electronically, to all members of the public seeking to observe and to address 
the legislative body. 

(b)  (1)  For a legislative body holding a public meeting through 
teleconferencing pursuant to this section, all requirements in this article 
requiring the physical presence of members, the clerk or other personnel of 
the legislative body, or the public, as a condition of participation in or 
quorum for a public meeting, are hereby suspended. 

(2)  For a legislative body holding a public meeting through 
teleconferencing pursuant to this section, all of the following requirements 
in this article are suspended: 

(A)  Each teleconference location from which a member will be 
participating in a public meeting or proceeding be identified in the notice 
and agenda of the public meeting or proceeding. 

(B)  Each teleconference location be accessible to the public. 
(C)  Members of the public may address the legislative body at each 

teleconference conference location. 
(D)  Post agendas at all teleconference locations. 
(E)  At least one member of the legislative body be physically present at 

the location specified in the notice of the meeting. 
(c)  A legislative body that holds a meeting through teleconferencing and 

allows members of the public to observe and address the meeting 
telephonically or otherwise electronically, consistent with the notice and 
accessibility requirements in subdivisions (d) and (e), shall have satisfied 
any requirement that the legislative body allow members of the public to 
attend the meeting and offer public comment. A legislative body need not 
make available any physical location from which members of the public 
may observe the meeting and offer public comment. 

(d)  If a legislative body holds a meeting through teleconferencing pursuant 
to this section and allows members of the public to observe and address the 
meeting telephonically or otherwise electronically, the legislative body shall 
also do both of the following: 

(1)  Implement a procedure for receiving and swiftly resolving requests 
for reasonable modification or accommodation from individuals with 
disabilities, consistent with the federal Americans with Disabilities Act of 
1990 (42 U.S.C. Sec. 12101 et seq.), and resolving any doubt whatsoever 
in favor of accessibility. 

(2)  Advertise that procedure each time notice is given of the means by 
which members of the public may observe the meeting and offer public 
comment, pursuant to paragraph (2) of subdivision (e). 

(e)  Except to the extent this section provides otherwise, each legislative 
body that holds a meeting through teleconferencing pursuant to this section 
shall do both of the following: 

(1)  Give advance notice of the time of, and post the agenda for, each 
public meeting according to the timeframes otherwise prescribed by this 
article, and using the means otherwise prescribed by this article, as 
applicable. 
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(2)  In each instance in which notice of the time of the meeting is otherwise 
given or the agenda for the meeting is otherwise posted, also give notice of 
the means by which members of the public may observe the meeting and 
offer public comment. As to any instance in which there is a change in the 
means of public observation and comment, or any instance prior to the 
effective date of this section in which the time of the meeting has been 
noticed or the agenda for the meeting has been posted without also including 
notice of the means of public observation and comment, a legislative body 
may satisfy this requirement by advertising the means of public observation 
and comment using the most rapid means of communication available at 
the time. Advertising the means of public observation and comment using 
the most rapid means of communication available at the time shall include, 
but need not be limited to, posting such means on the legislative body’s 
internet website. 

(f)  All legislative bodies utilizing the teleconferencing procedures in this 
section are urged to use sound discretion and to make reasonable efforts to 
adhere as closely as reasonably possible to the otherwise applicable 
provisions of this article, in order to maximize transparency and provide 
the public access to legislative body meetings. 

(g)  This section shall remain in effect only until January 31, 2022, and 
as of that date is repealed. 

SEC. 2. Section 11133 is added to the Government Code, to read: 
11133. (a)  Notwithstanding any other provision of this article, and 

subject to the notice and accessibility requirements in subdivisions (d) and 
(e), a state body may hold public meetings through teleconferencing and 
make public meetings accessible telephonically, or otherwise electronically, 
to all members of the public seeking to observe and to address the state 
body. 

(b)  (1)  For a state body holding a public meeting through 
teleconferencing pursuant to this section, all requirements in this article 
requiring the physical presence of members, the clerk or other personnel of 
the state body, or the public, as a condition of participation in or quorum 
for a public meeting, are hereby suspended. 

(2)  For a state body holding a public meeting through teleconferencing 
pursuant to this section, all of the following requirements in this article are 
suspended: 

(A)  Each teleconference location from which a member will be 
participating in a public meeting or proceeding be identified in the notice 
and agenda of the public meeting or proceeding. 

(B)  Each teleconference location be accessible to the public. 
(C)  Members of the public may address the state body at each 

teleconference conference location. 
(D)  Post agendas at all teleconference locations. 
(E)  At least one member of the state body be physically present at the 

location specified in the notice of the meeting. 
(c)  A state body that holds a meeting through teleconferencing and allows 

members of the public to observe and address the meeting telephonically 
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or otherwise electronically, consistent with the notice and accessibility 
requirements in subdivisions (d) and (e), shall have satisfied any requirement 
that the state body allow members of the public to attend the meeting and 
offer public comment. A state body need not make available any physical 
location from which members of the public may observe the meeting and 
offer public comment. 

(d)  If a state body holds a meeting through teleconferencing pursuant to 
this section and allows members of the public to observe and address the 
meeting telephonically or otherwise electronically, the state body shall also 
do both of the following: 

(1)  Implement a procedure for receiving and swiftly resolving requests 
for reasonable modification or accommodation from individuals with 
disabilities, consistent with the federal Americans with Disabilities Act of 
1990 (42 U.S.C. Sec. 12101 et seq.), and resolving any doubt whatsoever 
in favor of accessibility. 

(2)  Advertise that procedure each time notice is given of the means by 
which members of the public may observe the meeting and offer public 
comment, pursuant to paragraph (2) of subdivision (e). 

(e)  Except to the extent this section provides otherwise, each state body 
that holds a meeting through teleconferencing pursuant to this section shall 
do both of the following: 

(1)  Give advance notice of the time of, and post the agenda for, each 
public meeting according to the timeframes otherwise prescribed by this 
article, and using the means otherwise prescribed by this article, as 
applicable. 

(2)  In each instance in which notice of the time of the meeting is otherwise 
given or the agenda for the meeting is otherwise posted, also give notice of 
the means by which members of the public may observe the meeting and 
offer public comment. As to any instance in which there is a change in the 
means of public observation and comment, or any instance prior to the 
effective date of this section in which the time of the meeting has been 
noticed or the agenda for the meeting has been posted without also including 
notice of the means of public observation and comment, a state body may 
satisfy this requirement by advertising the means of public observation and 
comment using the most rapid means of communication available at the 
time. Advertising the means of public observation and comment using the 
most rapid means of communication available at the time shall include, but 
need not be limited to, posting such means on the state body’s internet 
website. 

(f)  All state bodies utilizing the teleconferencing procedures in this section 
are urged to use sound discretion and to make reasonable efforts to adhere 
as closely as reasonably possible to the otherwise applicable provisions of 
this article, in order to maximize transparency and provide the public access 
to state body meetings. 

(g)  This section shall remain in effect only until January 31, 2022, and 
as of that date is repealed. 

SEC. 3. Section 54953 of the Government Code is amended to read: 
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54953. (a)  All meetings of the legislative body of a local agency shall 
be open and public, and all persons shall be permitted to attend any meeting 
of the legislative body of a local agency, except as otherwise provided in 
this chapter. 

(b)  (1)  Notwithstanding any other provision of law, the legislative body 
of a local agency may use teleconferencing for the benefit of the public and 
the legislative body of a local agency in connection with any meeting or 
proceeding authorized by law. The teleconferenced meeting or proceeding 
shall comply with all otherwise applicable requirements of this chapter and 
all otherwise applicable provisions of law relating to a specific type of 
meeting or proceeding. 

(2)  Teleconferencing, as authorized by this section, may be used for all 
purposes in connection with any meeting within the subject matter 
jurisdiction of the legislative body. All votes taken during a teleconferenced 
meeting shall be by rollcall. 

(3)  If the legislative body of a local agency elects to use teleconferencing, 
it shall post agendas at all teleconference locations and conduct 
teleconference meetings in a manner that protects the statutory and 
constitutional rights of the parties or the public appearing before the 
legislative body of a local agency. Each teleconference location shall be 
identified in the notice and agenda of the meeting or proceeding, and each 
teleconference location shall be accessible to the public. During the 
teleconference, at least a quorum of the members of the legislative body 
shall participate from locations within the boundaries of the territory over 
which the local agency exercises jurisdiction, except as provided in 
subdivisions (d) and (e). The agenda shall provide an opportunity for 
members of the public to address the legislative body directly pursuant to 
Section 54954.3 at each teleconference location. 

(4)  For the purposes of this section, “teleconference” means a meeting 
of a legislative body, the members of which are in different locations, 
connected by electronic means, through either audio or video, or both. 
Nothing in this section shall prohibit a local agency from providing the 
public with additional teleconference locations. 

(c)  (1)  No legislative body shall take action by secret ballot, whether 
preliminary or final. 

(2)  The legislative body of a local agency shall publicly report any action 
taken and the vote or abstention on that action of each member present for 
the action. 

(3)  Prior to taking final action, the legislative body shall orally report a 
summary of a recommendation for a final action on the salaries, salary 
schedules, or compensation paid in the form of fringe benefits of a local 
agency executive, as defined in subdivision (d) of Section 3511.1, during 
the open meeting in which the final action is to be taken. This paragraph 
shall not affect the public’s right under the California Public Records Act 
(Chapter 3.5 (commencing with Section 6250) of Division 7 of Title 1) to 
inspect or copy records created or received in the process of developing the 
recommendation. 
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(d)  (1)  Notwithstanding the provisions relating to a quorum in paragraph 
(3) of subdivision (b), if a health authority conducts a teleconference meeting, 
members who are outside the jurisdiction of the authority may be counted 
toward the establishment of a quorum when participating in the 
teleconference if at least 50 percent of the number of members that would 
establish a quorum are present within the boundaries of the territory over 
which the authority exercises jurisdiction, and the health authority provides 
a teleconference number, and associated access codes, if any, that allows 
any person to call in to participate in the meeting and the number and access 
codes are identified in the notice and agenda of the meeting. 

(2)  Nothing in this subdivision shall be construed as discouraging health 
authority members from regularly meeting at a common physical site within 
the jurisdiction of the authority or from using teleconference locations within 
or near the jurisdiction of the authority. A teleconference meeting for which 
a quorum is established pursuant to this subdivision shall be subject to all 
other requirements of this section. 

(3)  For purposes of this subdivision, a health authority means any entity 
created pursuant to Sections 14018.7, 14087.31, 14087.35, 14087.36, 
14087.38, and 14087.9605 of the Welfare and Institutions Code, any joint 
powers authority created pursuant to Article 1 (commencing with Section 
6500) of Chapter 5 of Division 7 for the purpose of contracting pursuant to 
Section 14087.3 of the Welfare and Institutions Code, and any advisory 
committee to a county-sponsored health plan licensed pursuant to Chapter 
2.2 (commencing with Section 1340) of Division 2 of the Health and Safety 
Code if the advisory committee has 12 or more members. 

(e)  (1)  A local agency may use teleconferencing without complying with 
the requirements of paragraph (3) of subdivision (b) if the legislative body 
complies with the requirements of paragraph (2) of this subdivision in any 
of the following circumstances: 

(A)  The legislative body holds a meeting during a proclaimed state of 
emergency, and state or local officials have imposed or recommended 
measures to promote social distancing. 

(B)  The legislative body holds a meeting during a proclaimed state of 
emergency for the purpose of determining, by majority vote, whether as a 
result of the emergency, meeting in person would present imminent risks 
to the health or safety of attendees. 

(C)  The legislative body holds a meeting during a proclaimed state of 
emergency and has determined, by majority vote, pursuant to subparagraph 
(B), that, as a result of the emergency, meeting in person would present 
imminent risks to the health or safety of attendees. 

(2)  A legislative body that holds a meeting pursuant to this subdivision 
shall do all of the following: 

(A)  The legislative body shall give notice of the meeting and post agendas 
as otherwise required by this chapter. 

(B)  The legislative body shall allow members of the public to access the 
meeting and the agenda shall provide an opportunity for members of the 
public to address the legislative body directly pursuant to Section 54954.3. 
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In each instance in which notice of the time of the teleconferenced meeting 
is otherwise given or the agenda for the meeting is otherwise posted, the 
legislative body shall also give notice of the means by which members of 
the public may access the meeting and offer public comment. The agenda 
shall identify and include an opportunity for all persons to attend via a call-in 
option or an internet-based service option. This subparagraph shall not be 
construed to require the legislative body to provide a physical location from 
which the public may attend or comment. 

(C)  The legislative body shall conduct teleconference meetings in a 
manner that protects the statutory and constitutional rights of the parties 
and the public appearing before the legislative body of a local agency. 

(D)  In the event of a disruption which prevents the public agency from 
broadcasting the meeting to members of the public using the call-in option 
or internet-based service option, or in the event of a disruption within the 
local agency’s control which prevents members of the public from offering 
public comments using the call-in option or internet-based service option, 
the body shall take no further action on items appearing on the meeting 
agenda until public access to the meeting via the call-in option or 
internet-based service option is restored. Actions taken on agenda items 
during a disruption which prevents the public agency from broadcasting the 
meeting may be challenged pursuant to Section 54960.1. 

(E)  The legislative body shall not require public comments to be 
submitted in advance of the meeting and must provide an opportunity for 
the public to address the legislative body and offer comment in real time. 
This subparagraph shall not be construed to require the legislative body to 
provide a physical location from which the public may attend or comment. 

(F)  Notwithstanding Section 54953.3, an individual desiring to provide 
public comment through the use of an internet website, or other online 
platform, not under the control of the local legislative body, that requires 
registration to log in to a teleconference may be required to register as 
required by the third-party internet website or online platform to participate. 

(G)  (i)  A legislative body that provides a timed public comment period 
for each agenda item shall not close the public comment period for the 
agenda item, or the opportunity to register, pursuant to subparagraph (F), 
to provide public comment until that timed public comment period has 
elapsed. 

(ii)  A legislative body that does not provide a timed public comment 
period, but takes public comment separately on each agenda item, shall 
allow a reasonable amount of time per agenda item to allow public members 
the opportunity to provide public comment, including time for members of 
the public to register pursuant to subparagraph (F), or otherwise be 
recognized for the purpose of providing public comment. 

(iii)  A legislative body that provides a timed general public comment 
period that does not correspond to a specific agenda item shall not close the 
public comment period or the opportunity to register, pursuant to 
subparagraph (F), until the timed general public comment period has elapsed. 
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(3)  If a state of emergency remains active, or state or local officials have 
imposed or recommended measures to promote social distancing, in order 
to continue to teleconference without compliance with paragraph (3) of 
subdivision (b), the legislative body shall, not later than 30 days after 
teleconferencing for the first time pursuant to subparagraph (A), (B), or (C) 
of paragraph (1), and every 30 days thereafter, make the following findings 
by majority vote: 

(A)  The legislative body has reconsidered the circumstances of the state 
of emergency. 

(B)  Any of the following circumstances exist: 
(i)  The state of emergency continues to directly impact the ability of the 

members to meet safely in person. 
(ii)  State or local officials continue to impose or recommend measures 

to promote social distancing. 
(4)  For the purposes of this subdivision, “state of emergency” means a 

state of emergency proclaimed pursuant to Section 8625 of the California 
Emergency Services Act (Article 1 (commencing with Section 8550) of 
Chapter 7 of Division 1 of Title 2). 

(f)  This section shall remain in effect only until January 1, 2024, and as 
of that date is repealed. 

SEC. 3.1. Section 54953 of the Government Code is amended to read: 
54953. (a)  All meetings of the legislative body of a local agency shall 

be open and public, and all persons shall be permitted to attend any meeting 
of the legislative body of a local agency in person, except as otherwise 
provided in this chapter. Local agencies shall conduct meetings subject to 
this chapter consistent with applicable state and federal civil rights laws, 
including, but not limited to, any applicable language access and other 
nondiscrimination obligations. 

(b)  (1)  Notwithstanding any other provision of law, the legislative body 
of a local agency may use teleconferencing for the benefit of the public and 
the legislative body of a local agency in connection with any meeting or 
proceeding authorized by law. The teleconferenced meeting or proceeding 
shall comply with all otherwise applicable requirements of this chapter and 
all otherwise applicable provisions of law relating to a specific type of 
meeting or proceeding. 

(2)  Teleconferencing, as authorized by this section, may be used for all 
purposes in connection with any meeting within the subject matter 
jurisdiction of the legislative body. All votes taken during a teleconferenced 
meeting shall be by rollcall. 

(3)  If the legislative body of a local agency elects to use teleconferencing, 
it shall post agendas at all teleconference locations and conduct 
teleconference meetings in a manner that protects the statutory and 
constitutional rights of the parties or the public appearing before the 
legislative body of a local agency. Each teleconference location shall be 
identified in the notice and agenda of the meeting or proceeding, and each 
teleconference location shall be accessible to the public. During the 
teleconference, at least a quorum of the members of the legislative body 
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shall participate from locations within the boundaries of the territory over 
which the local agency exercises jurisdiction, except as provided in 
subdivisions (d) and (e). The agenda shall provide an opportunity for 
members of the public to address the legislative body directly pursuant to 
Section 54954.3 at each teleconference location. 

(4)  For the purposes of this section, “teleconference” means a meeting 
of a legislative body, the members of which are in different locations, 
connected by electronic means, through either audio or video, or both. 
Nothing in this section shall prohibit a local agency from providing the 
public with additional teleconference locations. 

(c)  (1)  No legislative body shall take action by secret ballot, whether 
preliminary or final. 

(2)  The legislative body of a local agency shall publicly report any action 
taken and the vote or abstention on that action of each member present for 
the action. 

(3)  Prior to taking final action, the legislative body shall orally report a 
summary of a recommendation for a final action on the salaries, salary 
schedules, or compensation paid in the form of fringe benefits of a local 
agency executive, as defined in subdivision (d) of Section 3511.1, during 
the open meeting in which the final action is to be taken. This paragraph 
shall not affect the public’s right under the California Public Records Act 
(Chapter 3.5 (commencing with Section 6250) of Division 7 of Title 1) to 
inspect or copy records created or received in the process of developing the 
recommendation. 

(d)  (1)  Notwithstanding the provisions relating to a quorum in paragraph 
(3) of subdivision (b), if a health authority conducts a teleconference meeting, 
members who are outside the jurisdiction of the authority may be counted 
toward the establishment of a quorum when participating in the 
teleconference if at least 50 percent of the number of members that would 
establish a quorum are present within the boundaries of the territory over 
which the authority exercises jurisdiction, and the health authority provides 
a teleconference number, and associated access codes, if any, that allows 
any person to call in to participate in the meeting and the number and access 
codes are identified in the notice and agenda of the meeting. 

(2)  Nothing in this subdivision shall be construed as discouraging health 
authority members from regularly meeting at a common physical site within 
the jurisdiction of the authority or from using teleconference locations within 
or near the jurisdiction of the authority. A teleconference meeting for which 
a quorum is established pursuant to this subdivision shall be subject to all 
other requirements of this section. 

(3)  For purposes of this subdivision, a health authority means any entity 
created pursuant to Sections 14018.7, 14087.31, 14087.35, 14087.36, 
14087.38, and 14087.9605 of the Welfare and Institutions Code, any joint 
powers authority created pursuant to Article 1 (commencing with Section 
6500) of Chapter 5 of Division 7 for the purpose of contracting pursuant to 
Section 14087.3 of the Welfare and Institutions Code, and any advisory 
committee to a county-sponsored health plan licensed pursuant to Chapter 
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2.2 (commencing with Section 1340) of Division 2 of the Health and Safety 
Code if the advisory committee has 12 or more members. 

(e)  (1)  A local agency may use teleconferencing without complying with 
the requirements of paragraph (3) of subdivision (b) if the legislative body 
complies with the requirements of paragraph (2) of this subdivision in any 
of the following circumstances: 

(A)  The legislative body holds a meeting during a proclaimed state of 
emergency, and state or local officials have imposed or recommended 
measures to promote social distancing. 

(B)  The legislative body holds a meeting during a proclaimed state of 
emergency for the purpose of determining, by majority vote, whether as a 
result of the emergency, meeting in person would present imminent risks 
to the health or safety of attendees. 

(C)  The legislative body holds a meeting during a proclaimed state of 
emergency and has determined, by majority vote, pursuant to subparagraph 
(B), that, as a result of the emergency, meeting in person would present 
imminent risks to the health or safety of attendees. 

(2)  A legislative body that holds a meeting pursuant to this subdivision 
shall do all of the following: 

(A)  The legislative body shall give notice of the meeting and post agendas 
as otherwise required by this chapter. 

(B)  The legislative body shall allow members of the public to access the 
meeting and the agenda shall provide an opportunity for members of the 
public to address the legislative body directly pursuant to Section 54954.3. 
In each instance in which notice of the time of the teleconferenced meeting 
is otherwise given or the agenda for the meeting is otherwise posted, the 
legislative body shall also give notice of the means by which members of 
the public may access the meeting and offer public comment. The agenda 
shall identify and include an opportunity for all persons to attend via a call-in 
option or an internet-based service option. This subparagraph shall not be 
construed to require the legislative body to provide a physical location from 
which the public may attend or comment. 

(C)  The legislative body shall conduct teleconference meetings in a 
manner that protects the statutory and constitutional rights of the parties 
and the public appearing before the legislative body of a local agency. 

(D)  In the event of a disruption which prevents the public agency from 
broadcasting the meeting to members of the public using the call-in option 
or internet-based service option, or in the event of a disruption within the 
local agency’s control which prevents members of the public from offering 
public comments using the call-in option or internet-based service option, 
the body shall take no further action on items appearing on the meeting 
agenda until public access to the meeting via the call-in option or 
internet-based service option is restored. Actions taken on agenda items 
during a disruption which prevents the public agency from broadcasting the 
meeting may be challenged pursuant to Section 54960.1. 

(E)  The legislative body shall not require public comments to be 
submitted in advance of the meeting and must provide an opportunity for 
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the public to address the legislative body and offer comment in real time. 
This subparagraph shall not be construed to require the legislative body to 
provide a physical location from which the public may attend or comment. 

(F)  Notwithstanding Section 54953.3, an individual desiring to provide 
public comment through the use of an internet website, or other online 
platform, not under the control of the local legislative body, that requires 
registration to log in to a teleconference may be required to register as 
required by the third-party internet website or online platform to participate. 

(G)  (i)  A legislative body that provides a timed public comment period 
for each agenda item shall not close the public comment period for the 
agenda item, or the opportunity to register, pursuant to subparagraph (F), 
to provide public comment until that timed public comment period has 
elapsed. 

(ii)  A legislative body that does not provide a timed public comment 
period, but takes public comment separately on each agenda item, shall 
allow a reasonable amount of time per agenda item to allow public members 
the opportunity to provide public comment, including time for members of 
the public to register pursuant to subparagraph (F), or otherwise be 
recognized for the purpose of providing public comment. 

(iii)  A legislative body that provides a timed general public comment 
period that does not correspond to a specific agenda item shall not close the 
public comment period or the opportunity to register, pursuant to 
subparagraph (F), until the timed general public comment period has elapsed. 

(3)  If a state of emergency remains active, or state or local officials have 
imposed or recommended measures to promote social distancing, in order 
to continue to teleconference without compliance with paragraph (3) of 
subdivision (b), the legislative body shall, not later than 30 days after 
teleconferencing for the first time pursuant to subparagraph (A), (B), or (C) 
of paragraph (1), and every 30 days thereafter, make the following findings 
by majority vote: 

(A)  The legislative body has reconsidered the circumstances of the state 
of emergency. 

(B)  Any of the following circumstances exist: 
(i)  The state of emergency continues to directly impact the ability of the 

members to meet safely in person. 
(ii)  State or local officials continue to impose or recommend measures 

to promote social distancing. 
(4)  For the purposes of this subdivision, “state of emergency” means a 

state of emergency proclaimed pursuant to Section 8625 of the California 
Emergency Services Act (Article 1 (commencing with Section 8550) of 
Chapter 7 of Division 1 of Title 2). 

(f)  This section shall remain in effect only until January 1, 2024, and as 
of that date is repealed. 

SEC. 4. Section 54953 is added to the Government Code, to read: 
54953. (a)  All meetings of the legislative body of a local agency shall 

be open and public, and all persons shall be permitted to attend any meeting 
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of the legislative body of a local agency, except as otherwise provided in 
this chapter. 

(b) (1)  Notwithstanding any other provision of law, the legislative body
of a local agency may use teleconferencing for the benefit of the public and 
the legislative body of a local agency in connection with any meeting or 
proceeding authorized by law. The teleconferenced meeting or proceeding 
shall comply with all requirements of this chapter and all otherwise 
applicable provisions of law relating to a specific type of meeting or 
proceeding. 

(2) Teleconferencing, as authorized by this section, may be used for all
purposes in connection with any meeting within the subject matter 
jurisdiction of the legislative body. All votes taken during a teleconferenced 
meeting shall be by rollcall. 

(3) If the legislative body of a local agency elects to use teleconferencing,
it shall post agendas at all teleconference locations and conduct 
teleconference meetings in a manner that protects the statutory and 
constitutional rights of the parties or the public appearing before the 
legislative body of a local agency. Each teleconference location shall be 
identified in the notice and agenda of the meeting or proceeding, and each 
teleconference location shall be accessible to the public. During the 
teleconference, at least a quorum of the members of the legislative body 
shall participate from locations within the boundaries of the territory over 
which the local agency exercises jurisdiction, except as provided in 
subdivision (d). The agenda shall provide an opportunity for members of 
the public to address the legislative body directly pursuant to Section 54954.3 
at each teleconference location. 

(4) For the purposes of this section, “teleconference” means a meeting
of a legislative body, the members of which are in different locations, 
connected by electronic means, through either audio or video, or both. 
Nothing in this section shall prohibit a local agency from providing the 
public with additional teleconference locations 

(c) (1)  No legislative body shall take action by secret ballot, whether
preliminary or final. 

(2) The legislative body of a local agency shall publicly report any action
taken and the vote or abstention on that action of each member present for 
the action. 

(3) Prior to taking final action, the legislative body shall orally report a
summary of a recommendation for a final action on the salaries, salary 
schedules, or compensation paid in the form of fringe benefits of a local 
agency executive, as defined in subdivision (d) of Section 3511.1, during 
the open meeting in which the final action is to be taken. This paragraph 
shall not affect the public’s right under the California Public Records Act 
(Chapter 3.5 (commencing with Section 6250) of Division 7 of Title 1) to 
inspect or copy records created or received in the process of developing the 
recommendation. 

(d) (1)  Notwithstanding the provisions relating to a quorum in paragraph 
(3) of subdivision (b), if a health authority conducts a teleconference meeting, 
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members who are outside the jurisdiction of the authority may be counted 
toward the establishment of a quorum when participating in the 
teleconference if at least 50 percent of the number of members that would 
establish a quorum are present within the boundaries of the territory over 
which the authority exercises jurisdiction, and the health authority provides 
a teleconference number, and associated access codes, if any, that allows 
any person to call in to participate in the meeting and the number and access 
codes are identified in the notice and agenda of the meeting. 

(2) Nothing in this subdivision shall be construed as discouraging health
authority members from regularly meeting at a common physical site within 
the jurisdiction of the authority or from using teleconference locations within 
or near the jurisdiction of the authority. A teleconference meeting for which 
a quorum is established pursuant to this subdivision shall be subject to all 
other requirements of this section. 

(3) For purposes of this subdivision, a health authority means any entity
created pursuant to Sections 14018.7, 14087.31, 14087.35, 14087.36, 
14087.38, and 14087.9605 of the Welfare and Institutions Code, any joint 
powers authority created pursuant to Article 1 (commencing with Section 
6500) of Chapter 5 of Division 7 for the purpose of contracting pursuant to 
Section 14087.3 of the Welfare and Institutions Code, and any advisory 
committee to a county-sponsored health plan licensed pursuant to Chapter 
2.2 (commencing with Section 1340) of Division 2 of the Health and Safety 
Code if the advisory committee has 12 or more members. 

(e) This section shall become operative January 1, 2024.
SEC. 4.1. Section 54953 is added to the Government Code, to read:
54953. (a)  All meetings of the legislative body of a local agency shall

be open and public, and all persons shall be permitted to attend any meeting 
of the legislative body of a local agency, in person except as otherwise 
provided in this chapter. Local agencies shall conduct meetings subject to 
this chapter consistent with applicable state and federal civil rights laws, 
including, but not limited to, any applicable language access and other 
nondiscrimination obligations. 

(b) (1)  Notwithstanding any other provision of law, the legislative body
of a local agency may use teleconferencing for the benefit of the public and 
the legislative body of a local agency in connection with any meeting or 
proceeding authorized by law. The teleconferenced meeting or proceeding 
shall comply with all requirements of this chapter and all otherwise 
applicable provisions of law relating to a specific type of meeting or 
proceeding. 

(2) Teleconferencing, as authorized by this section, may be used for all
purposes in connection with any meeting within the subject matter 
jurisdiction of the legislative body. All votes taken during a teleconferenced 
meeting shall be by rollcall. 

(3) If the legislative body of a local agency elects to use teleconferencing,
it shall post agendas at all teleconference locations and conduct 
teleconference meetings in a manner that protects the statutory and 
constitutional rights of the parties or the public appearing before the 
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legislative body of a local agency. Each teleconference location shall be 
identified in the notice and agenda of the meeting or proceeding, and each 
teleconference location shall be accessible to the public. During the 
teleconference, at least a quorum of the members of the legislative body 
shall participate from locations within the boundaries of the territory over 
which the local agency exercises jurisdiction, except as provided in 
subdivision (d). The agenda shall provide an opportunity for members of 
the public to address the legislative body directly pursuant to Section 54954.3 
at each teleconference location. 

(4)  For the purposes of this section, “teleconference” means a meeting 
of a legislative body, the members of which are in different locations, 
connected by electronic means, through either audio or video, or both. 
Nothing in this section shall prohibit a local agency from providing the 
public with additional teleconference locations. 

(c)  (1)  No legislative body shall take action by secret ballot, whether 
preliminary or final. 

(2)  The legislative body of a local agency shall publicly report any action 
taken and the vote or abstention on that action of each member present for 
the action. 

(3)  Prior to taking final action, the legislative body shall orally report a 
summary of a recommendation for a final action on the salaries, salary 
schedules, or compensation paid in the form of fringe benefits of a local 
agency executive, as defined in subdivision (d) of Section 3511.1, during 
the open meeting in which the final action is to be taken. This paragraph 
shall not affect the public’s right under the California Public Records Act 
(Chapter 3.5 (commencing with Section 6250) of Division 7 of Title 1) to 
inspect or copy records created or received in the process of developing the 
recommendation. 

(d)  (1)  Notwithstanding the provisions relating to a quorum in paragraph 
(3) of subdivision (b), if a health authority conducts a teleconference meeting, 
members who are outside the jurisdiction of the authority may be counted 
toward the establishment of a quorum when participating in the 
teleconference if at least 50 percent of the number of members that would 
establish a quorum are present within the boundaries of the territory over 
which the authority exercises jurisdiction, and the health authority provides 
a teleconference number, and associated access codes, if any, that allows 
any person to call in to participate in the meeting and the number and access 
codes are identified in the notice and agenda of the meeting. 

(2)  Nothing in this subdivision shall be construed as discouraging health 
authority members from regularly meeting at a common physical site within 
the jurisdiction of the authority or from using teleconference locations within 
or near the jurisdiction of the authority. A teleconference meeting for which 
a quorum is established pursuant to this subdivision shall be subject to all 
other requirements of this section. 

(3)  For purposes of this subdivision, a health authority means any entity 
created pursuant to Sections 14018.7, 14087.31, 14087.35, 14087.36, 
14087.38, and 14087.9605 of the Welfare and Institutions Code, any joint 
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powers authority created pursuant to Article 1 (commencing with Section 
6500) of Chapter 5 of Division 7 for the purpose of contracting pursuant to 
Section 14087.3 of the Welfare and Institutions Code, and any advisory 
committee to a county-sponsored health plan licensed pursuant to Chapter 
2.2 (commencing with Section 1340) of Division 2 of the Health and Safety 
Code if the advisory committee has 12 or more members. 

(e) This section shall become operative January 1, 2024.
SEC. 5. Sections 3.1 and 4.1 of this bill incorporate amendments to

Section 54953 of the Government Code proposed by both this bill and 
Assembly Bill 339. Those sections of this bill shall only become operative 
if (1) both bills are enacted and become effective on or before January 1, 
2022, but this bill becomes operative first, (2) each bill amends Section 
54953 of the Government Code, and (3) this bill is enacted after Assembly 
Bill 339, in which case Section 54953 of the Government Code, as amended 
by Sections 3 and 4 of this bill, shall remain operative only until the operative 
date of Assembly Bill 339, at which time Sections 3.1 and 4.1 of this bill 
shall become operative. 

SEC. 6. It is the intent of the Legislature in enacting this act to improve 
and enhance public access to state and local agency meetings during the 
COVID-19 pandemic and future applicable emergencies, by allowing broader 
access through teleconferencing options consistent with the Governor’s 
Executive Order No. N-29-20 dated March 17, 2020, permitting expanded 
use of teleconferencing during the COVID-19 pandemic. 

SEC. 7. The Legislature finds and declares that Sections 3 and 4 of this 
act, which amend, repeal, and add Section 54953 of the Government Code, 
further, within the meaning of paragraph (7) of subdivision (b) of Section 
3 of Article I of the California Constitution, the purposes of that 
constitutional section as it relates to the right of public access to the meetings 
of local public bodies or the writings of local public officials and local 
agencies. Pursuant to paragraph (7) of subdivision (b) of Section 3 of Article 
I of the California Constitution, the Legislature makes the following findings: 

This act is necessary to ensure minimum standards for public participation 
and notice requirements allowing for greater public participation in 
teleconference meetings during applicable emergencies. 

SEC. 8. (a)  The Legislature finds and declares that during the COVID-19 
public health emergency, certain requirements of the Bagley-Keene Open 
Meeting Act (Article 9 (commencing with Section 11120) of Chapter 1 of 
Part 1 of Division 3 of Title 2 of the Government Code) were suspended 
by Executive Order N-29-20. Audio and video teleconference were widely 
used to conduct public meetings in lieu of physical location meetings, and 
public meetings conducted by teleconference during the COVID-19 public 
health emergency have been productive, have increased public participation 
by all members of the public regardless of their location in the state and 
ability to travel to physical meeting locations, have protected the health and 
safety of civil servants and the public, and have reduced travel costs incurred 
by members of state bodies and reduced work hours spent traveling to and 
from meetings. 
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(b) The Legislature finds and declares that Section 1 of this act, which
adds and repeals Section 89305.6 of the Education Code, Section 2 of this 
act, which adds and repeals Section 11133 of the Government Code, and 
Sections 3 and 4 of this act, which amend, repeal, and add Section 54953 
of the Government Code, all increase and potentially limit the public’s right 
of access to the meetings of public bodies or the writings of public officials 
and agencies within the meaning of Section 3 of Article I of the California 
Constitution. Pursuant to that constitutional provision, the Legislature makes 
the following findings to demonstrate the interest protected by this limitation 
and the need for protecting that interest: 

(1) By removing the requirement that public meetings be conducted at
a primary physical location with a quorum of members present, this act 
protects the health and safety of civil servants and the public and does not 
preference the experience of members of the public who might be able to 
attend a meeting in a physical location over members of the public who 
cannot travel or attend that meeting in a physical location. 

(2) By removing the requirement for agendas to be placed at the location
of each public official participating in a public meeting remotely, including 
from the member’s private home or hotel room, this act protects the personal, 
private information of public officials and their families while preserving 
the public’s right to access information concerning the conduct of the 
people’s business. 

SEC. 9. This act is an urgency statute necessary for the immediate 
preservation of the public peace, health, or safety within the meaning of 
Article IV of the California Constitution and shall go into immediate effect. 
The facts constituting the necessity are: 

In order to ensure that state and local agencies can continue holding public 
meetings while providing essential services like water, power, and fire 
protection to their constituents during public health, wildfire, or other states 
of emergencies, it is necessary that this act take effect immediately. 

O 
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RESOLUTION NO. 2021-09 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE MISSION OAKS RECREATION AND PARK 
DISTRICT PROCLAIMING A LOCAL EMERGENCY, RATIFYING THE PROCLAMATION OF A STATE 
OF EMERGENCY BY GOVERNOR ORDER N-25-20 ON MARCH 4, 2020, AND AUTHORIZING REMOTE 
TELECONFERENCE MEETINGS OF THE LEGISLATIVE BODIES OF MISSION OAKS RECREATION 
AND PARK DISTRICT FOR THE PERIOD NOVEMBER 9, 2021 TO DECEMBER 8, 2021 PURSUANT TO 
BROWN ACT PROVISIONS.  

WHEREAS, the MISSION OAKS RECREATION AND PARK DISTRICT is committed to preserving and 
nurturing public access and participation in meetings of the Board of Directors; and  

WHEREAS, all meetings of MISSION OAKS RECREATION AND PARK DISTRICT’s legislative bodies are 
open and public, as required by the Ralph M. Brown Act (Cal. Gov. Code 54950 – 54963), so that any member of 
the public may attend, participate, and watch the District’s legislative bodies conduct their business; and 

WHEREAS, the Brown Act, Government Code section 54953(e), makes provisions for remote teleconferencing 
participation in meetings by members of a legislative body, without compliance with the requirements of 
Government Code section 54953(b)(3), subject to the existence of certain conditions; and 

WHEREAS, a required condition is that a state of emergency is declared by the Governor pursuant to 
Government Code section 8625, proclaiming the existence of conditions of disaster or of extreme peril to the 
safety of persons and property within the state caused by conditions as described in Government Code section 
8558; and  

WHEREAS, a proclamation is made when there is an actual incident, threat of disaster, or extreme peril to the 
safety of persons and property within the jurisdictions that are within the District’s boundaries, caused by natural, 
technological, or human-caused disasters; and 

WHEREAS, it is further required that state or local officials have imposed or recommended measures to promote 
social distancing, or, the legislative body meeting in person would present imminent risks to the health and safety 
of attendees; and  

WHEREAS, on March 4, 2020, Governor Newsom issued a Proclamation of a State of Emergency declaring a 
state of emergency exists in California due to the threat of COVID-19, pursuant to the California Emergency 
Services Act (Government Code section 8625); and 

WHEREAS, on March 17, 2020, Governor Newsom issued Executive Order N-29-20 that suspended the 
teleconferencing rules set forth in the Brown Act, provided certain requirements were met and followed; and, 

WHEREAS, on June 11, 2021, Governor Newsom issued Executive Order N-08-21 that clarified the suspension 
of the teleconferencing rules set forth in the Brown Act, and further provided that those provisions would remain 
suspended through September 30, 2021; and 

WHEREAS, on September 16, 2021, Governor Newsom signed AB 361 that allows a legislative body subject to 
the Brown Act to continue to meet without fully complying with the teleconferencing rules in the Brown Act 
provided the legislative body make certain findings; and 

WHEREAS, as amended by AB 361, Government Code section 54953(e), makes provisions for remote 
teleconferencing participation in meetings by members of a legislative body, without compliance with the 
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requirements of Government Code section 54953(b)(3), subject to the existence of certain conditions and 
requirements; and 

WHEREAS, a required condition of Government Code section 54953(e) is that a state of emergency is declared 
by the Governor pursuant to Government Code section 8625, proclaiming the existence of conditions of disaster 
or of extreme peril to the safety of persons and property within the state caused by conditions as described in 
Government Code section 8558(b); and  

WHEREAS, a further required condition of Government Code section 54953(e) is that state or local officials 
have imposed or recommended measures to promote social distancing, or, the legislative body holds a meeting to 
determine or has determined by a majority vote that meeting in person would present imminent risks to the health 
and safety of attendees; and 

WHEREAS, as of the date of this Resolution, the Proclamation of a State of Emergency remains in effect as 
neither the Governor nor the state Legislature have exercised their respective powers pursuant to Government 
Code section 8629 to lift the state of emergency either by proclamation or by concurrent resolution the state 
Legislature; and 

WHEREAS, the California Department of Industrial Relations has issued regulations related to COVID-19 
Prevention for employees and places of employment.  Title 8 of the California Code of Regulations, Section 
3205(5)(D) specifically recommends physical (social) distancing as one of the measures to decrease the spread of 
COVID-19 based on the fact that particles containing the virus can travel more than six feet, especially indoors; 
and 

WHEREAS, on September 28, 2021, the Sacramento County Public Health Officer Dr. Olivia Kasirye issued a 
Teleconference Recommendation which states that utilizing teleconference options for public meetings is an 
effective and recommended social distancing measure to facilitate participation in public affairs and encourage 
participants to protect themselves and other from COVID-19; and 

WHEREAS,  Advisory Board of Directors has an interest in encouraging public participation in open and public 
meetings while protecting the health, safety and welfare of those who participate. 

WHEREAS, such conditions now exist in the District, specifically, A State OF Emergency has been proclaimed 
as a result of the threat and spread of COVID-19; and 

WHEREAS, Advisory Board members and/or District Staff exposed to COVID-19 may be temporarily unable to 
attend an in-person meeting due to exposure or potential exposure, illness or quarantine related to COVID-19 or 
social distancing measures; and  

WHEREAS, the Advisory Board of Directors does hereby find that COVID-19 remains active, COVID-19 has 
caused, and will continue to cause, conditions of peril in the safety of persons within the District, and are likely to 
be beyond control of services, personnel, equipment and facilities of the District, and desires to ratify the 
proclamation of state of emergency by the Governor of the State of California; and 

WHEREAS, as a consequence of the local emergency, the Board of Directors does hereby find that the 
legislative bodies of MISSION OAKS RECREATION AND PARK DISTRICT shall conduct their meetings 
without compliance with paragraph (3) of subdivision (b) of Government Code section 54953, as authorized by 
subdivision (e) of section 54953, and that such legislative bodies shall comply with the requirements to provide 
the public with access to the meetings as prescribed in paragraph (2) of subdivision (e) of section 54953; and   



WHEREAS, the Notices and Agendas for Advisory Board Meetings will be posted within timeframes required 
by the Brown Act and will include the time and location of the meeting and/or teleconference access link that 
includes Meeting ID and password for public observation and address telephonically or otherwise electronically. 

NOW, THEREFORE, THE BOARD OF DIRECTORS OF MISSION OAKS RECREATION AND PARK 
DISTRICT DOES HEREBY RESOLVE AS FOLLOWS: 

Section 1. The Recitals set forth above are true and correct and are incorporated into this Resolution by this 
reference. 

Section 2. The Advisory Board hereby ratifies the Governor’s proclamations that state and local emergencies exist 
throughout the State and District, and Advisory Board Members and/or District Staff exposed to COVID-19 may 
be temporarily unable to attend an in-person meeting due to exposure, illness, or quarantine related to COVID-19 
or social distancing measures: and 

Section 3. The Board hereby ratifies the Governor of the State of California’s Proclamation of State of 
Emergency, effective as of its issuance date of March 4, 2020. 

Section 4. The Board hereby declares that the District is authorized to conduct open and public meetings in 
accordance with Government Code section 54953(e) and other applicable provisions of the Brown Act, and Staff 
are directed to take all actions necessary to carry out the intent and purpose of this Resolution. 

Section 5. The District Staff and legislative bodies of MISSION OAKS RECREATION AND PARK DISTRICT 
are hereby authorized and directed to take all actions necessary to carry out the intent and purpose of this 
Resolution including, conducting open and public meetings in accordance with Government Code section 
54953(e) and other applicable provisions of the Brown Act. 

Section 6. This Resolution shall take effect immediately upon its adoption and shall be effective until the earlier 
of (i) December 8, 2021, or such time the Advisory Board of Directors adopts a subsequent resolution in 
accordance with Government Code section 54953(e)(3) to extend the time during which the legislative bodies of 
MISSION OAKS RECREATION AND PARK DISTRICT may continue to teleconference without compliance 
with paragraph (3) of subdivision (b) of section 54953. 

PASSED AND ADOPTED by the Board of Directors of MISSION OAKS RECREATION AND PARK 
DISTRICT, this 9th day of November 2021, by the following vote: 

AYES: 
NOES: 
ABSENT: 
ABSTAIN: _________________________________________ 

Jeff Rothberg, Chair of the Mission Oaks Recreation 
And Park District Advisory Board of Directors 

_________________________________________ 
Debra Tierney, Clerk of the Board 



DATE: November 1, 2021 

TO:   MORPD Advisory Board of Directors 

FROM:  J.R. Hichborn, Parks Superintendent 

SUBJECT: FEC Park Patrol Reports for October 2021 

Fulton El Camino Park Police 

Patrol Logs 

Ashton, Cowan, Hazelwood Greens, Maddox, Oak Meadow, Sierra Oaks, Shelfield, 

Valley Oak and Windemere Park 

No issues in October. 

Eastern Oak Park 

FEC officers were called for service (1) time in the month of October for a vehicle driving 

recklessly in the parking lot. Upon arrival, officers could not find the vehicle and left the park. 

FEC officers issued () warning in the month of October, for not having two license plates. 

There were (2) parking citations issued in the month of October. (1) for not having two license 
plates and (1) for not having current registration.   

Gibbons Park 

FEC officers issued (1) warning in the month of October for an off-leash dog.  

FEC officers issued (1) parking citations in the month of October for no current registration 
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Mission North Park 

 
There were (3) arrests made in the month of October. All three were related to the incident 

that occurred on Saturday October 2nd. At approximately 2:00pm FEC officers observed what 
they believed to be a narcotics transaction.  During contact the officers ultimately recovered 
111 ecstasy pills, 9 grams of cocaine, a loaded firearm and $460 in cash.  In total, two 

people went to jail for various firearms related charges and narcotics offenses.  One 
individual, who was booked at a later time, successfully swallowed approximately 1/2 ounce 
of cocaine.  Just as she was about to be released to the jail, she overdosed and was admitted 

for 24-hour monitoring.  She was also later booked for narcotic sales and firearm charges. 
During an altercation with that suspect, the female who overdosed spit cocaine into an 

officer's mouth and a deputy's eyes.  They were treated at Mercy San Juan for cocaine 
exposure and are both ok.  The officer also suffered a knee injury but is ok from that too. 
   

FEC officers were dispatched (2) times in the month of October; (1) for an individual that was 
unconscious on the sidewalk. When officers arrived, the suspect was heavily intoxicated and 

transported to the hospital by the Sac metro fire department. (1) for 15-20 juveniles fighting 
in the park. The juveniles were all gone when officers arrived.  
 

FEC officers issued (2) parking citations in the month of October. Both citations were for no 
current vehicle registration.   
 

 
Orville Wright Park 

 
FEC officers were called out (1) time in the month of October, for an off-leash dog that caused 
a verbal confrontation between park patrons. When officers arrived the man with the off-leash 

German Shepard was gone.  
 
FEC officers issued (1) warning in the month of October for an off-leash dog.  

 

 
Swanston Park 
 
FEC officers issued (2) notice to appears in the month of October; (1) for an unlicensed driver 

and (1) for a suspended license, no registration and no insurance.  
 

FEC officers were dispatched (1) time in the month of October for a suspect suffering from 
schizophrenia and bipolar disease. Subject was off his medication and hurt. The suspect was 
gone when officers arrived.  

 
There was (1) arrest made in the month of October for a felony in possession of an unregistered 
firearm.   

 
There were (5) Parking citations issued in the month of October. All five were for no current 

registration.  
 
FEC officers issued (2) warnings in the month of October; (1) for an off-leash dog and (1) for 

not properly displaying two license plates.   



DATE: November 3, 2021 

TO:   MORPD Advisory Board of Directors 

FROM:  J.R. Hichborn, Parks Superintendent 

SUBJECT: Sacramento Sherriff Off Duty Patrol for October 2021 

0934 Hours/10-02-2021/(Saturday) Dutton: 

Swanston Park 

SSO Communications Center received a 911 call from the complainant stating she was in 

front on the park in a physical fight with her child’s father.  The call further indicated the 
father drove away after the fight.  The SSO call taker attempted to get more information, but 

the complainant was very uncooperative. I shortly arrived on scene and was unable to locate 
the complainant.  I spoke to several park guests and they did not see anything suspicious 
related to the call for service.  While at the park, I walked the perimeter and did not observe 

any indication of transients sleeping in the park overnight. 

1830 Hours/10-22-2021/(Friday) Dutton: 

Eastern Oak Park  

At closing, there were no less than (20) people still in the park after hours.  They were 

making their way out the park when I arrived.  On the most western part of the park there 
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was a group of (5) males in a secluded corner.  I was unable to determine what they were 

doing because it took some time to walk across the field.  The subjects were advised park 

hours of operation. 

 

1630 Hours/09-24-2021/(Friday) Dutton: 

Ashton Park 

While on routine patrol, I observed a silver sedan with trunk open parked in the parking lot 

with trash surrounding it.  The vehicle was damaged, and parts were held together by tape.  

I then observed two (2) homeless subjects who appeared to be attempting to camp inside the 

park.  After much discussion regarding park hours of operation and SCC they decided to 

leave on their own.  I advised trespassing notice 

 

Gibbons Park 

There was a community movie showing being played inside of the community center.  I 

spoke with staff and they stated everything was fine.  I walked the park and observed one (1) 

homeless male who appeared to be setting up a camp.  I spoke to the subject and advised 

602. 

 

Orrville Wright Park 

There was one (1) dog off leash with owner.  I advised him of park hours of operation. 

 

 

 

 

 

 



DATE: November 3, 2021 

TO:   MORPD Advisory Board of Directors 

FROM:  J.R. Hichborn, Parks Superintendent 

SUBJECT: Tiger Security Patrol Report for October 2021 

Tiger Security is part of a three-month trial approved by the Mission Oaks Advisory Board, 

which began on August 23, 2021 and will end on November 26, 2021. Currently the officer is 

working six (6) hour shifts, Five (5) days per week from 3:00pm to 9:00pm. The Facilities 

Committee has asked for a full report highlighting the needs, expectations, value, and 

performance of the private security services. If the committee would like to see the services 

continue, on a more permanent basis, then staff will present them with a request for proposal 

(RFP) outlining the scope of services for the security contract. That RFP would then be 

forwarded to the board with a committee recommendation.  

DUTIES: 

• The officer has been instructed to lock the Swanston tennis courts nightly due to issues

of dog droppings being found on the courts every morning.

• The officer has been instructed to make sure that patrons leave Eastern Oak Park at

dusk. The District was receiving several complaints of people in the park after dusk.

• The officer has been assisting the custodians lock up Swanston Park after they perform

their custodial duties. One of the female custodians was attacked at Swanston Park a

few months ago and having security there while she cleans the restrooms has been very

much appreciated.

• The officer has been instructed to be very visible and pleasant as he walks the District

facilities.

INCIDENTS: 
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• Tiger Security officer assisted in defusing a physical altercation involving 15-20 middle 

school aged youths at Mission North park. The officer was able to separate all of the 

individuals involved and collect information that was then forwarded to Winston 

Churchill Middle School. The school was then able to take disciplinary action on the 

students involved in the physical altercation. The police were called at the beginning of 

the incident, but all the youths had already left the premises by the time police officers 

arrived on sight.  

• Officer issued many warnings for dogs off leash 

o The officer is getting continuous aggressive resistance to dog owners who 

persistently refuse to put their dogs on a leash.  

• Officer issued many warnings for people picking up their kids at Mission North Park 

 



DATE: November 3, 2021 

TO:   MORPD Advisory Board of Directors 

FROM:  Darren Woodland, Finance Manager 

SUBJECT: Monthly Budget Reports, September 1-30, Period 3, FY 2021-22 

FINDINGS: 

(The County of Sacramento has updated the Mission Oaks Recreation and Park District 
budget for the FY 2021-2022) 

Mission Oaks Recreation and Park District is currently 25% through the current fiscal year. 

The General Fund Budget has recieved 3.8% of projected revenues and has consumed 23.9% 
of the total budget. 

The Assessment Fund Budget has recieved 0.3% of projected revenues and has consumed 
11.9% of the total budget. 

Both budgets are in good condition! 
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Budget Summary Report
September 2021

Fiscal Year 2021-2022
Period 3

(25% of  the Year Complete)

EXPENSES BUDGET ACTUAL AVAILABLE % USED
SALARIES AND BENEFITS 2,544,210.00$        691,171.49$         1,853,038.51$      27.2%
SERVICES AND SUPPLIES 1,409,752.00$        300,910.29$         1,108,841.71$      21.3%
OTHER CHARGES 2,263.00$  -$  2,263.00$             0.0%
BUILDINGS 639,000.00$           140,242.92$         498,757.08$         21.9%
APPROPRIATION FOR CONTINGENCY 150,000.00$           -$  150,000.00$         0.0%
TOTAL EXPENSE 4,745,225.00$      1,132,324.70$    3,612,900.30$    23.9%

REVENUES BUDGET ACTUAL UNREALIZED % EARN
PROPERTY TAXES 3,187,355.00$        -$  3,187,355.00$      0.0%
REVENUE FROM USE 50,418.00$             9,535.00$             40,883.00$           18.9%
INTERGOVERNMENTAL REVENUE 54,329.00$             11,229.48$           43,099.52$           20.7%
CHARGES FOR SERVICES 629,297.00$           118,384.37$         510,912.63$         18.8%
MISCELLANEOUS REVENUE 32,333.00$             9,625.59$             22,707.41$           29.8%
TOTAL REVENUE 3,953,732.00$      148,774.44$       3,804,957.56$    3.8%
CARRYOVER BALANCE 398,664.00$         398,664.00$       584,886.26$       100.0%
OVER/UNDER 392,829.00$         -$  -$  
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YTD Budget Report

General Fund - 336A

September 2021

Fiscal Year 2021-2022

Period 3

(25% of the Year Complete)

COMMITMENT ITEM BUDGET ACTUAL PENDING AVAILABLE % USED
  10111000  FULL-TIME WAGES 1,264,957.00$    300,832.43$     -$   964,124.57$     23.8%

  10112100  PART-TIME WAGES 410,000.00$     160,463.39$     -$   249,536.61$     39.1%

  10112400  BOARD MEMBER 6,000.00$     400.00$    -$   5,600.00$     6.7%

  10113200  TIME/ONE HALF OT 1,000.00$     165.46$    -$   834.54$    16.5%

  10114300  ALLOWANCES 6,000.00$     1,500.00$     -$   4,500.00$     25.0%

  10121000  RETIREMENT 432,113.00$     103,276.76$     -$   328,836.24$     23.9%

  10122000  OASDHI 24,374.00$     6,379.99$     -$   17,994.01$     26.2%

  10123000  GROUP INSURANCE 289,644.00$     55,390.24$     -$   234,253.76$     19.1%

  10123002  DENTAL INSURANCE 29,640.00$     5,688.00$     -$   23,952.00$     19.2%

  10123003  LIFE INSURANCE 252.00$    53.86$    -$   198.14$    21.4%

  10123004  VISION INSURANCE 435.00$    99.72$    -$   335.28$    22.9%

  10124100  WORKER'S COMP 63,360.00$     53,508.66$     -$   9,851.34$     84.5%

  10125000  UNEMPLOYMENT - ACP -$    3,412.98$     -$   (3,412.98)$    0.0%

  10125100  STATE UNEMPLOYMENT 16,435.00$     -$    -$   16,435.00$     20.8%

* 10 - SALARIES AND BENEFITS 2,544,210.00$   691,171.49$    -$     1,853,038.51$   27.2%

  20200500  ADVERTISING 4,200.00$     95.00$    -$   4,105.00$     2.3%

  20202100  BOOKS/PER SVC 400.00$    63.97$    -$   336.03$    16.0%

  20202200  BOOKS/PER SUP 300.00$    -$    -$   300.00$    0.0%

  20202900  BUS/CONFERENCE E 8,300.00$     696.00$    -$   7,604.00$     8.4%

  20203500  ED/TRAINING SVC 8,835.00$     391.00$    -$   8,444.00$     4.4%

  20203600  ED/TRAINING SUP 500.00$    -$    -$   500.00$    0.0%

  20203900  EMP TRANSPORTATION 3,325.00$     653.08$    -$   2,671.92$     19.6%

  20205100  INS LIABILITY 113,750.00$     107,171.22$     -$   6,578.78$     94.2%

  20206100  MEMBERSHIP DUES 8,424.00$     4,188.20$     -$   4,235.80$     49.7%

  20206500  MICROFILM SVC 100.00$    96.15$    -$   3.85$    96.2%

  20206600  MICROFILM SUP 100.00$    35.83$    -$   64.17$    35.8%

  20207600  OFFICE SUPPLIES 6,000.00$     3,062.97$     -$   2,937.03$     51.0%

  20208100  POSTAL SVC 11,500.00$     135.11$    -$   11,364.89$     1.2%

  20208500  PRINTING SVC 35,000.00$     378.97$    -$   34,621.03$     1.1%

  20211100  BLDG MAINT SVC 17,000.00$     -$    -$   17,000.00$     0.0%

  20211200  BLDG MAINT SUP 7,350.00$     1,287.86$     -$   6,062.14$     17.5%

  20212200  CHEMICAL SUPPLIE 3,000.00$     1,351.30$     -$   1,648.70$     45.0%

  20213100  ELECT MAINT SVC 3,500.00$     -$    -$   3,500.00$     0.0%

  20213200  ELECT MAINT SUP 2,300.00$     -$    -$   2,300.00$     0.0%

  20214100  LAND IMP MAINT SVC 32,000.00$     11,399.51$     -$   20,600.49$     35.6%

  20214200  LAND IMP MAINT SUP 36,450.00$     3,744.14$     -$   32,705.86$     10.3%

  20215100  MECH SYS MAINT SVC 11,100.00$     10,012.20$     -$   1,087.80$     90.2%

  20215200  MECH SYS MAINT SUP 4,400.00$     1,161.90$     -$   3,238.10$     26.4%

  20216100  PAINTING SVC 1,000.00$     -$    -$   1,000.00$     0.0%

  20216200  PAINTING SUP 2,500.00$     215.67$    -$   2,284.33$     8.6%

  20216700  PLUMBING MAINT SVC 10,000.00$     -$    -$   10,000.00$     0.0%

  20216800  PLUMBING MAINT SUP 14,000.00$     6,719.17$     -$   7,280.83$     48.0%

  20217100  RENTS/LEASES/RL 16,000.00$     6,000.00$     -$   10,000.00$     37.5%

  20218500  PERMIT CHARGES 1,000.00$     181.00$    -$   819.00$    18.1%

  20219100  ELECTRICITY 80,000.00$     8,755.68$     -$   71,244.32$     10.9%

  20219200  NAT GAS/LPG/FUEL 8,300.00$     17.51$    -$   8,282.49$     0.2%

  20219300  REF COLL/DISP SV 30,000.00$     5,255.17$     -$   24,744.83$     17.5%

  20219500  SEWAGE DISP SVC 9,000.00$     1,250.68$     -$   7,749.32$     13.9%

  20219700  TELEPHONE SVC 59,000.00$        113.07$     -$     58,886.93$        0.2%
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YTD Budget Report

General Fund - 336A

September 2021

Fiscal Year 2021-2022

Period 3

(25% of the Year Complete)

COMMITMENT ITEM BUDGET ACTUAL PENDING AVAILABLE % USED

  20220500  AUTO MAINT SVC 7,000.00$     283.60$    -$   6,716.40$     4.1%

  20220600  AUTO MAINT SUP 2,000.00$     621.40$    -$   1,378.60$     31.1%

  20222600  EXPEND TOOLS 3,000.00$     192.87$    -$   2,807.13$     6.4%

  20222700  CELLPHONE/PAGER 10,000.00$     280.00$    -$   9,720.00$     2.8%

  20223600  FUEL/LUBRICANTS 25,750.00$     3,497.49$     -$   22,252.51$     13.6%

  20226200  OFFICE EQ MAINT 3,800.00$     198.26$    -$   3,601.74$     5.2%

  20226500  INVENTORIABLE EQUIP 18,000.00$     -$    -$   18,000.00$     0.0%

  20227500  RENT/LEASE EQUIP 2,900.00$     1,618.37$     -$   1,281.63$     55.8%

  20228100  SHOP EQ MAINT SV 500.00$    -$    -$   500.00$    0.0%

  20229100  OTHER EQ MAINT SVC 500.00$    146.44$    -$   353.56$    29.3%

  20229200  OTHER EQ MAINT SUP 2,600.00$     714.19$    -$   1,885.81$     27.5%

  20231300  UNIFORM ALLOW 7,197.00$     6,380.46$     -$   816.54$    88.7%

  20231400  CLOTH/PERSONAL 6,000.00$     2,536.53$     -$   3,463.47$     42.3%

  20232100  CUSTODIAL SVC 74,700.00$     18,900.00$     -$   55,800.00$     25.3%

  20232200  CUSTODIAL SUP 16,000.00$     5,317.28$     -$   10,682.72$     33.2%

  20233100  FOOD/CATERING SV 7,500.00$     -$    -$   7,500.00$     0.0%

  20233200  FOOD/CATERING SUP 10,000.00$     1,802.98$     -$   8,197.02$     18.0%

  20234200  KITCHEN SUP 1,000.00$     -$    -$   1,000.00$     0.0%

  20244400  MEDICAL SUPPLIES 6,650.00$     1,207.65$     -$   5,442.35$     18.2%

  20250500  ACCOUNTING SVC 28,700.00$     -$    -$   28,700.00$     0.0%

  20250700  ASSESSMENT COLL 50,575.00$     -$    -$   50,575.00$     0.0%

  20254100  PERSONNEL SVC 5,000.00$     (352.00)$     -$   5,352.00$     -7.0%

  20254400  SAFETY PROGRAM -$    -$    -$   -$    0.0%

  20257100  SECURITY SVC 171,400.00$     32,107.78$     -$   139,292.22$     18.7%

  20259100  OTHER PROF SVC 1,200.00$     -$    -$   1,200.00$     0.0%

  20281100  DATA PROCESSING SVC 30,000.00$     4,324.82$     -$   25,675.18$     14.4%

  20281200  DATA PROCESSING SUP 2,000.00$     -$    -$   2,000.00$     0.0%

  20281201  HARDWARE 2,000.00$     312.00$    -$   1,688.00$     15.6%

  20281202  SOFTWARE 15,144.00$     11,746.41$     -$   3,397.59$     77.6%

  20281304  SALES TAX 1,000.00$     -$    -$   1,000.00$     0.0%

  20283101  FEES -$    -$    -$   -$    0.0%

  20285100  RECREATIONAL SVC 270,000.00$     24,285.78$     -$   245,714.22$     9.0%

  20285200  RECREATIONAL SUP 19,000.00$     3,980.15$     -$   15,019.85$     20.9%

  20285300  RECREATIONAL PROG 50,000.00$     2,414.15$     -$   47,585.85$     4.8%

  20287800  CREDIT CARD FEES 1,000.00$     10.00$    -$   990.00$    1.0%

  20288000  PY EXPEND 600.00$    -$    -$   600.00$    0.0%

  20289800  OTHER OP EXP SUP 1,200.00$     -$    -$   1,200.00$     0.0%

  20289900  OTHER OP EXP SVC 3,250.00$     -$    -$   3,250.00$     0.0%

  20291500  COMPASS COSTS 3,952.00$     3,951.32$     -$   0.68$    100.0%

* 20 - SERVICES AND SUPPLIES 1,409,752.00$   300,910.29$    -$     1,108,841.71$   21.3%

30345000  TAX/LIC/ASSSESS 2,263.00$     -$    -$   2,263.00$     0.0%

* 30 - OTHER CHARGES 2,263.00$      -$         -$     2,263.00$      0.0%

42420100  BUILDINGS -$    -$    -$   -$    0.0%

  42420200  STRUCTURES 639,000.00$     140,242.92$     -$   498,757.08$     21.9%

* 42 - BUILDINGS 639,000.00$      140,242.92$    -$     498,757.08$      21.9%

  79790100  CONTINGENCY APPR 150,000.00$     -$    -$   150,000.00$     0.0%

* 79 - APPROPRIATIONS 150,000.00$      -$         -$     150,000.00$      0.0%

**  TOTAL EXPENDITURES 4,745,225.00$   1,132,324.70$ -$     3,612,900.30$   23.9%
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YTD Budget Report

General Fund - 336A

September 2021

Fiscal Year 2021-2022

Period 3

(25% of the Year Complete)

COMMITMENT ITEM BUDGET ACTUAL PENDING AVAILABLE % USED

  91910100  PROP TAX CUR SEC (2,938,710.00)$     -$    -$   (2,938,710.00)$     0.0%

  91910200  PROP TAX CUR UNS (105,929.00)$    -$    -$   (105,929.00)$    0.0%

  91910300  PROP TAX CUR SUP (54,002.00)$    -$    -$   (54,002.00)$    0.0%

  91910400  PROP TAX SEC DEL (23,000.00)$    -$    -$   (23,000.00)$    0.0%

  91910500  PROP TAX SUP DEL (3,500.00)$    -$    -$   (3,500.00)$    0.0%

  91910600  PROP TAX UNITARY (60,104.00)$    -$    -$   (60,104.00)$    0.0%

  91912000  PROP TAX REDEMPTION (150.00)$     -$    -$   (150.00)$     0.0%

  91913000  PROP TAX PR UNSE (1,500.00)$    -$    -$   (1,500.00)$    0.0%

  91914000  PROP TAX PENALTY (460.00)$     -$    -$   (460.00)$     0.0%

* 91 - TAXES (3,187,355.00)$  -$         -$     (3,187,355.00)$  0.0%

  94941000  INTEREST INCOME (10,418.00)$    -$    -$   (10,418.00)$    0.0%

  94942900  BLDG RENTAL (40,000.00)$    (9,535.00)$    -$   (30,465.00)$    23.8%

* 94 - REVENUE FROM USE (50,418.00)$       (9,535.00)$       -$     (40,883.00)$       18.9%

  95952200  HOME PROP TAX (25,829.00)$    -$    -$   (25,829.00)$    0.0%

  95953200  AID CO FUNDS (27,500.00)$    -$    -$   (27,500.00)$    0.0%

  95956900  STATE AID OTHER (1,000.00)$    (11,229.48)$    -$   10,229.48$     1122.9%

* 95 - INTERGOV REVENUE (54,329.00)$       (11,229.48)$     -$     (43,099.52)$       20.7%

96964600  RECREATION SVC (595,000.00)$    (115,201.67)$    -$   (479,798.33)$    19.4%

  96969000  LEASE PROP USE (34,297.00)$    (3,182.70)$    -$   (31,114.30)$    0.0%

* 96 - CHARGES FOR SERVICES (629,297.00)$     (118,384.37)$   -$     (510,912.63)$     18.8%

97973000  DONATIONS (10,000.00)$    (371.67)$     -$   (9,628.33)$    3.7%

  97974000  INSURANCE PROCEEDS (10,790.00)$    (6,746.00)$    -$   (4,044.00)$    62.5%

  97979000  MISC. OTHER (11,543.00)$    (2,507.92)$    -$   (9,035.08)$    21.7%

* 97 - MISC REVENUE (32,333.00)$       (9,625.59)$       -$     (22,707.41)$       29.8%

**  TOTAL REVENUES (3,953,732.00)$  (148,774.44)$   -$     (3,804,957.56)$  3.8%

*** GRAND TOTAL 791,493.00$      983,550.26$    -$     (192,057.26)$     124.3%
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Budget Summary Report
September 2021

Fiscal Year 2021-2022
Period 3

(25% of  the Year Complete)

EXPENSES BUDGET ACTUAL AVAILABLE % USED
SERVICES AND SUPPLIES 460,000.00$           111,848.75$           348,151.25$            24.3%
BUILDINGS 565,500.00$           18,666.00$             546,834.00$            3.3%
EQUIPMENT 90,000.00$             -$  90,000.00$              0.0%
TOTAL EXPENSE 1,115,500.00$       130,514.75$         984,985.25$          11.7%

REVENUES BUDGET ACTUAL AVAILABLE % EARN
REVENUE FROM USE 100.00$  -$  (100.00)$  0.0%
CHARGES FOR SERVICES -$  3,182.70$  3,182.70$  0.0%
MISCELLANEOUS REVENUE 1,032,486.00$        -$  1,032,486.00$         0.0%
TOTAL REVENUE 1,032,586.00$       3,182.70$             1,035,568.70$       0.3%

CARRYOVER BALANCE 67,554.00$            67,554.00$           59,778.05$            100.0%
GRAND TOTAL 15,360.00$            -$  -$  

ASSESSMENT FUND - 336B
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YTD Budget Report
Assessment Fund - 336B

September 2021

Fiscal Year 2021-2022
Period 3

(25% of the Year Complete)

COMMITMENT ITEM BUDGET ACTUAL PENDING AVAILABLE % USED
    20210300  AGRI/HORT SVC 265,000.00$      55,493.34$        -$         209,506.66$       20.9%
    20210400  AGRI/HORT SUP 5,000.00$          -$  -$         5,000.00$           0.0%
    20219800  WATER 175,000.00$      56,355.41$        -$         118,644.59$       32.2%
    20252500  ENGINEERING SVC 15,000.00$        -$  -$         15,000.00$         0.0%
* 20 - SERVICES AND SUPPLIES 460,000.00$      111,848.75$      -$         348,151.25$       24.3%

42420100  BUILDINGS 470,000.00$      -$  -$         470,000.00$       0.0%
    42420200  STRUCTURES 95,500.00$        18,666.00$        -$         76,834.00$         19.5%
* 42 - BUILDINGS 565,500.00$      18,666.00$        -$         546,834.00$       3.3%
    43430100  EQUIPMENT-GOV'T 90,000.00$        -$  -$         90,000.00$         0.0%
* 43 - EQUIPMENT 90,000.00$        -$  -$         90,000.00$         0.0%
**  TOTAL EXPENDITURES 1,115,500.00$   130,514.75$      -$         984,985.25$       11.7%

COMMITMENT ITEM BUDGET ACTUAL PENDING AVAILABLE % USED
    94941000  INTEREST INCOME (100.00)$           -$  -$         (100.00)$            0.0%
* 94 - REVENUE FROM USE (100.00)$           -$  -$         (100.00)$            0.0%
    96969000  LEASE PROP USE -$  (3,182.70)$        -$         3,182.70$           0.0%
* 96 - CHARGES FOR SERVICES -$  (3,182.70)$        -$         3,182.70$           0.0%

97976200  ASSESSMENT FEES (1,032,486.00)$ -$  -$         (1,032,486.00)$  0.0%
* 97 - MISC REVENUE (1,032,486.00)$ -$  -$         (1,032,486.00)$  0.0%
**  TOTAL REVENUES (1,032,586.00)$ (3,182.70)$        -$         (1,029,403.30)$  0.3%

*** GRAND TOTAL 82,914.00$      127,332.05$    -$        (44,418.05)$      153.6%



DATE: October 28, 2021 

TO:   MORPD Advisory Board of Directors 

FROM:  Daniel Barton, District Administrator 

SUBJECT: Administrative Division Report 

STAFF TRAINING: 
October 25-27 Shayne Hawthrone attended the Board Secretary training offered by California 

Special Districts Association (CSDA). Shayne will be assuming Board Secretary duties in 
November, so that Debra can focus full time on HR duties as previously planned.  

All full-time staff took part in Coronavirus training and Managing Stress and Anxiety 
training to meet our safety requirements for CAPRI. 
Three management staff participated in the HR Bootcamp in October provided by CSDA. 

UPCOMING ADVISORY BOARD TRAINING AVAILABLE: 

A one-hour webinar, The Great Board Chair, is free to CSDA members on December 7. 
A two-hour webinar, Board Member Best Practices, January 10, 2022 10 am-noon.  

UPDATE BUDGET RESERVE WORKSHOP: 
Typically, our December Advisory Board meeting gets cancelled. We would like to, instead of 

having our normal meeting, cancel the Advisory Board meeting and have our budget reserve 
workshop on the time and date of our December meeting. 

UPDATE PARK TOUR: 
The park tour has been scheduled for Sunday November 7th, 2021. The park tour will start at 

Mission Oaks Community Center at 9am.  

STAFF REPORT
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DATE: November 3, 2021 

TO:  MORPD Advisory Board of Directors 

FROM:  Rodney Dahlberg and Danny Curtola, Recreation Managers 

SUBJECT: Recreation Division Report 

NEW EVENTS, PARTNERSHIPS AND UPCOMING PROGRAMS: 

• Seasonal Day Camps- Swanston Community Center hosts 4 camps during the San

Juan School District breaks; Thanksgiving, Winter, Presidents’ Week and Spring Break.

All camps are themed and usually get 40-50 children enrolled.

• Shotokan Karate for Teens- Started November 02, for teens at the Swanston

Community Center. There are currently 14 participants signed up for this class.

• Health Education Council/SHOP Program- SHOP is a 6-week in-person violence
prevention and intervention program that serves youth and young adults by providing

mentorship and connecting them to positive social networks. SHOP was created to
serve as a community resource aiming to improve academic outcomes, increase access
to public health and social services, reduce disparities, increase communication, and

build resilience, and reduce negative encounters with law enforcement in distressed
neighborhoods. In the program, youth learn communication skills, anger management

techniques, health, nutrition, stress reduction/coping mechanisms, job readiness, and
gain exposure to internships and job shadowing opportunities. Each teen that
completes the program gets a $200 stipend. SHOP runs at Swanston Community

Center.

• Vinyl Design and Art Creation for Teens- Create t-shirts and more with Mission
Oaks Vinyl Design & Art Creation. This class is focused on helping teens use vinyl art
to create their own clothing brand, design, and style. Participants will be using heat
press machines and vinyl cutters to make their logos and designs.

• Elementary and Intermediate Sports- Intermediate Flag Football ended on October

27th and Elementary and Intermediate Volleyball ended on October 29. Elementary and

Intermediate Basketball began on November 3rd. We will have at least 12 or more teams

in the Elementary Boys league and approximately, 12 teams in the Intermediate Girls

league. Elementary Girls and Intermediate Boys Basketball will begin in January 2022.

• California Boxing and MMA- Dahlberg and Curtola met with Director Rothberg and

owner, Gilbert Zaragoza, to discuss new programs for youth/teens and seniors in the

community. New classes will be offered in the coming months. Options will hopefully
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include a fitness program geared for seniors with Parkinson’s Disease, as well as 

scholarships for teens to participate.  

• Sacramento County Therapeutic Recreation- Sac RT has been running programs and

special events at the Mission Oaks Community Center over the past month, and we will

continue to work on an extended partnership to provide more therapeutic recreation to

the community.

• eSports for Teens- eSports will be kicking off eSports game nights and tournaments
starting with a Rocket League Tournament online on November 13, 2021 with scheduled
tournaments and game nights between November 2021 and April 2022.

• Upcoming Classes at our Community Centers- Adding Paint n Sip Art classes, Jewelry

Making, Karate, Fitness for adults, and Coin Club.

• Upcoming Services/Special Events- Second Halloween Dance on Friday, October 29th

sponsored by Brand New Day. The Craft Fair will be on Saturday, November 6th,

including free class demonstrations.

• Fall Pre-School-Kare Bare and Teddy Bear classes are running and are full. Each have

waiting lists.

SPECIAL EVENT RECAPS: 

• Halloween Dance (10/26): 63 participants, sponsored by Anthem Blue Cross. There was

live music from Lincoln Highway, a costume contest with prizes, refreshments, candy

and decorations.

• Halloween Spooktacular (10/28): Our 13th Annual Halloween Spooktacular was held at

Swanston Park and had over 400 in attendance. Partners included Mutual Assistance

Network, Sacramento Sheriff’s Dept, and the Marconi Learning Academy. This outdoor

carnival included games, prizes, trick-or-treating, a photo booth, and pumpkin patch

donated by Sprouts Market.

CURRENT IN-PERSON ACTIVITIES/SERVICES: 

• Kids Love Soccer at Shelfield Park currently has 87 youth enrolled.

• Ping Pong Club (adults) is full every day at 15-20 participants.

• After School Adventures (ASA) runs weekdays from 2:45-6pm and has 10 participants

• Pickleball lessons continue. There is a total of 16 participants in the 2 classes.

• Qigong has 9 participants.

• Zumba Outdoor has 12 participants.

• Jazzercise class is running four (4) days per week in the morning and evenings at

Swanston Community Center and has approximately 16-18 participants in each class.

• Zumba Toning has 11 participants.

• Zumba Gold has 7 participants.

• Yoga has 17 participants.

• Line Dancing has 22 participants.

• Art 4 Fun has 5 participants

• Tap Fit Beginning/Intermediate & Advanced have 16 participants.

• Adult Ballet has 5 participants.

• Chair Yoga (adults) has two classes of 27 students total.



• Ballroom Dance class has 9 participants.

• Restorative Yoga has 6 participants.

• Tennis classes have 28 participants.

• Tennis Lessons are also offered by tennis Pro, Devin Knox, at Swanston and Sierra Oaks.

• Kare Bears is full with 21 participants and Teddy Bears full with 15 children enrolled.

• Baby and Pre-Ballet (18 months-6 years) have 18 students.

• Tuesday and Friday dances continue to average 130 dancers per week.

• CHP Age Well Drive Smart safe driving classes average 15-20 participants per class.

• Drive through Meals on Wheels lunch program.

• Attorney Services at MOCC.

• Current MOCC Clubs: Ceramics, Magic, R.V., Monday Bridge, Cribbage, Cribbage for
Fun, Shuffleboard, Hiking, Stitchers, Golden Needlers, 49er Ski Club, Tai Chi, Pinochle.

CURRENT VIRTUAL CLASSES: 

• Floor, Core and More has 17 participants.

• Fun Fit For All has 28 participants.

• Strength and Conditioning has 13 participants.

• Writing your Memoirs has three classes with 20 total participants.

PHOTOS OF INTEREST: 

For photos of our recent programs and events, see (Attachment A) 



Shotokan Karate for Teens @ Swanston Paint Party @ Swanston 

Halloween Spooktacular @ Swanston SHOP Intervention Program @ Swanston 

Attachment A



Halloween Party at Mission Oaks Preschool 

Halloween Dance at MO Community Center 



MOCC Staff and Volunteers serving meals to those in need 



Intermediate Flag Football– Arden Middle School 



DATE: November 3, 2021 

TO:   MORPD Advisory Board of Directors 

FROM:  J.R. Hichborn, Parks Superintendent 

SUBJECT: Parks Division Report 

PARKS UPDATE: 
Fall sports field renovations have begun, staff is aerating, fertilizing, overseeding and adding 

soil conditioner on the Districts sports fields. This is a biannual process that staff does in the 
spring and fall. For the fall renovations, staff will be utilizing a fertilizer heavier in phosphate 

and potassium. In the spring, staff tends to use more nitrogen heavy fertilizers.    

Staff had the Sacramento Suburban Water District come out to Mission North Park for a water 

audit last month. The water audit identified areas for potential reduction in water usage. Staff 
will be converting some overhead irrigation systems with drip irrigation systems. Once the 
conversion is completed the District will be eligible to receive a $1,000 rebate for the project.  

The spray park season has concluded, and staff has winterized the equipment. The winterizing 

process of the spray park equipment includes draining the surge pit, flushing out the lateral 
lines, cleaning all the filters and covering all of the equipment.   

The landscaping services crew has been trying to get a jump on the leaves in District Parks so 
that they do not fall behind like they did last year. Leaves are being blown onto the curbed 
areas and then removed once a week by a commercial vacuum truck.  

Staff had anticipated the resurfacing of the new pickleball courts to begin in early October, 

however due to a delay in getting materials needed to complete the project, the courts will not 
be resurfaced until spring to avoid cold weather conditions that would be detrimental to the 
curing of the new pickleball surfacing.  

The basketball courts at Gibbons Park have been resurfaced. The existing cracks were filled 

in and staff chose a new color scheme to compliment the nearby tennis courts. The courts 
were shut down for a total of 4 days during this process.    

UPCOMING PROJECTS: 
Gibbons Park- Slurry and restripe the parking lots, resurface, and repurpose the tennis 
courts, replace the HVAC system. 

Cowan Park- Replace the playground. 
Miscellaneous- Replace two District vehicles. 
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DATE: November 4, 2021 

TO:   MORPD Advisory Board 

FROM:  J.R. Hichborn, Parks Superintendent 

SUBJECT: Authorize use of Prop 68 Grant Funds for DG walking trail at Swanston Park 

BACKGROUND: 
On November 6, 2018, voters passed Proposition 68 by 57.6 percent. Prop 68 is the $4 billion 

“Parks, Environment, and Water Bond Act of 2018”. Within Prop 68, a Per Capita Award per 
Park District was awarded to be disbursed later by the State Department of Parks and 

Recreation. Recently, the State announced award amounts. Mission Oaks Recreation and Park 
District qualifies for up to $177,952 plus an additional $37,360 for Urban County Per Capita 
funds, for a total of $215,312. These funds must go towards a Capital Improvement Project 

(CIP).   

Capital improvement projects should come from the Mission Oaks Recreation and Park District 
master plan, (Attachment A) which has already been approved by the Sacramento County 

Board of Supervisors. A list of projects (Attachment B) has been created by staff to easier 
identify a project for these funds to go towards.  

DISCUSSION: 
The Facilities Committee has recommended that funds from the Prop 68 Grant go towards the 

installation of a DG walking trail (Attachment C) at Swanston Park, identical to the one at 
Gibbons Park. Funds from Impact Fees will be used for any costs exceeding the allocated 
Grant monies. In addition to the DG trail, staff will have exercise equipment installed along 

certain sections of the trail.    

RECOMMENDATION: 
Staff recommends that the Advisory Board authorize staff to use funds from the Prop 68 Grant, 
towards the installation of a DG walking trail at Swanston Park.    
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Attachment A

























































































Master Plan projects

Ashton Park

Walking trail with mile markers

More benches

update sinage

Adult fitness equipment 

Cowan

Kickball field

School garden and trees

Outdoor performing arts theatures

Eastern Oak Park

Shaded picnic tables

Basketball courts

Pickleball courts

mile markers along trail

excersize stations

Gibbons Park

Walking trail  

Reduce irrigated area

Pickleball lines on tennis courts

Add half court Basketball court

Musical performance area with electricity

Demonstration garden with seating

Boccee ball courts

Horseshoe pits with shade

Hazelwood greens

Tree planting along boundries

Alternative entrance at west end

Drinking fountain and benches

Maddox Park

Perimeter walking trail

Picnic shelter with BBQ grill

Update play equipment for older kids

Tree replacement

Nature area signage

kiosk for flyers  (Bulletin board)

Mission North Park

Additional walking trail with benches

Half court basketball courts

Improve SMUD lighting
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Oak Meadow Park

Shade for benches

Frisbe golf

Tricycle trail

Dog Park in north area

Orrville Wright Park

Playground shade

Perimeter walking trail

More benches

Movies in the park

Boccee ball courts

Horseshoe pits  

Shelfield Park

Playground shade

Replace plaza trees with better shade trees

Misting station

Drinking fountain with bottle filler and doggie bowl

Half court basketball court 

Sierra Oaks

Drinking fountain

Replace street chainlink fencing with black chain link

Swanston Park

Add Gymnasium with kitchen and large lobby

Perimeter walking trail with mile markers

Dog run

Fenced off dog area

Valley Oak Park

Redevelop Nature area trails with interpritive signage

More batting cages

Replace frontage fenceing with black chain link

Windemere Park

Shade over playground

Replace Rollingwood drive shrubs

Replace wood sign with concrete sign

Electronic outlet

Re landscape park area



Potential DG 
trail location

AAttachment Ct



Examples of outside fitness equipment





DATE: November 4, 2021 

TO:  MORPD Advisory Board 

FROM:  J.R. Hichborn, Parks Superintendent 

SUBJECT: Approve the termination of the existing contract with Brightview Landscaping 

services and enter a three (3) year contract with Emerald Green Landscaping 
Services 

BACKGROUND: 
On September 3, 2020 staff issued a request for proposal (RFP) for the Districts Landscape 

Services contract. Eleven (11) companies attended the mandatory job walk and six (6) 
companies submitted bids. After going through an awarding matrix that factored in multiple 
aspects of the companies, Brightview was awarded a three (3) year contract with an optional 

fourth and fifth-year extension in the amount of $225,548 per year. The contract began on 
December 1, 2020. 

Brightview Landscaping put their best foot forward when the contract began but as soon as 
we got into the spring and summer months, issues started. (Attachment A). It appears they 

had underbid the contract and could not keep up with the landscape services identified in the 
scope of work. Brightview skipped several parks, several weeks in a row (3/1 Maddox, 3/8 
Oak Meadow, 3/15 Shelfield, 3/22 Shelfield, 3/29 Maddox, 4/5 Maddox, 4/12 Cowan, 

Hazelwood & Ashton). Staff had met with the regional manager for Northern California to 
discuss the shortcomings of the landscape services.  

Brightview stated that they had bid the contract for a three (3) person crew, but after further 

review acknowledged that they would need a four (4) person crew to stay compliant with the 
contract during the spring and summer months. To add an additional person to the crew 

would require amending the contract and changing the total annual cost to reflect a $6,000 a 
month increase. Staff informed Brightview’s management team that the District is unwilling 
to amend the contract, as it was a performance-based contract, and that Brightview would 

need to prove, that adding a fourth person to their crew would bring the contract back into 
compliance at their expense. 

DISCUSSION: 
Staff was flooded with complaints related to the Landscape services over the spring and 

summer of 2020. The biggest concerns came from the user groups who rent the sports fields. 
On several occasions staff had to rent equipment and mow fields after the landscape crew had 
already been there.  
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Brightview Landscaping has done a poor job with the landscaping services throughout the 
Districts parks. Staff would like to give Brightview Landscaping a thirty (30) day termination 

letter, per attachment 12.1 section 4 (Attachment B) of the service contract.  
 

The runner up in the awarding process was a local landscaping company, Emerald Green 
Landscaping. Their bid came in at $229,440. I have met with the owner of the company (Jim 
Nelson), and he is confident that Emerald Green Landscaping can sufficiently accommodate 

the scope of work identified in the landscape contract. Mr. Nelson will personally oversee and 
be the account manager for the Mission Oaks contract.  
 

The Facilities Committee recommends that the contract for landscape services with Brightview 
Landscaping be terminated and that the District enter a three-year contract with Emerald 

Green Landscaping for the annual amount of $229,440 with a fourth and fifth-year option.  
 
RECOMMENDATION: 

Staff recommends that the Advisory Board approve the termination of the existing contract 
with Brightview Landscaping services and enter a three (3) year contract with Emerald Green 

Landscaping Services, with a fourth and fifth-year option for the annual amount of $229,440. 
This will result in an increase expense in the amount of $3,892. 
 

 
 
 

 

 



Grass was left too long at times, 
making it impossible for user groups 
to utilize the turf.

                 Attachment A



Weeds c be seen in the 
barked areas, due to 
neglect.



Valve boxes needed to be edged 
weekly or they would become 
overgrown and hard to find.



Excessive amounts of clippings were 
left on the sports fields every week. 





Leaves were left on the road for over a month.



Staff had to rent equipment to clean 
up after Brightview multiple times. 



Weeds were out of control 
inside the groundcover areas. 



Shrubs were not being 
pruned every 8 weeks. 
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DATE: January 7, 2022 

TO:    MORPD Personnel Committee 

FROM:   Daniel Barton, District Administrator 

SUBJECT: Review and discuss Advisory Board Agenda reformat 

BACKGROUND: 
After a discussion with Advisory Board members, it was suggested that staff modify our agenda 
(Attachment A) so the Board can make better use of their limited time at meetings.  

DISCUSSION: 
Staff have reviewed other District’s agendas and have come up with some solutions that will 
use the District meeting time in a more efficient way. First, as was discussed earlier, the use 
of possible hyperlinks to reduce the number of pages while printing. Second, would be to use 
the consent item more, which can be pulled from the agenda and discussed if the Board 
wishes. Lastly, would be adding a new section called Work Plans (Attachment B), which will 
show the Board what projects staff is working on and approximately when it will be completed.  
These, Work Plans, would not include all work done by the staff, only the projects that are of 
Board importance.  Implementing these changes will allow staff and the Board to get into 
discussion and action items in a timelier manner.  

STAFF RECOMMENDATIONS: 
Staff recommends the Personnel Committee discuss and give feedback to the possible changes 
toward the agenda. After discussion, if the Committee approves the changes, staff recommends 
to then forward it to the Advisory Board for discussion and/or approval.  
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Mission Oaks Recreation and Park District Advisory Board of Directors Meeting will be held remotely via 
Zoom Meetings (The Zoom platform is ADA compliant). 

Meeting materials may be obtained online at MORPD.com. 

The public may attend and make a public comment by visiting: 
https://us02web.zoom.us/j/82403160291?pwd=QWZMTysveW1yQ2hrNlRPK1hKVTQzdz09 

Meeting ID: 824 0316 0291, Passcode: 354614 

You may also call in to 1-669-900-9128 (long distance rates may apply) 

At the beginning of the remote meeting the Board Clerk will ask if anyone wishes to comment on either a 
specific agenda item or an item not on the agenda but within the jurisdiction of the board. If you need 

assistance or have questions, please call Debra Tierney at 916-359-1601 prior to 4 pm. 

Call to Order: 6 pm   
Pledge of Allegiance: 
Roll Call: 
Chairperson’s Comments: 
Board Comments/Discussion: 

Public Comment: Members of the public may address the Board on District topics not listed on this agenda. It is 
a violation of state law for the Board to discuss or act on non-agenda items. Board members may only briefly ask 
clarifying questions or refer matters to staff. Speakers are limited to three (3) minutes. 

*Denotes agenda items with attached information

Consent: 
1. Approval of October 12, 2021 Regular Meeting Minutes *
2. Approve Resolution 2021-10, Authorizing Remote Teleconference Meetings for December 16, 2021 to January

15, 2022 *
3. Mission Oaks Recreation and Park District Park Patrol Reports for October 2021 from Fulton El Camino Police,

Sacramento County Sheriff Off Duty Patrol *
4. Monthly Budget Reports, September 1-30, Period 3, FY 2021-22 *
5. Administrative Division Report *
6. Recreation Division Report *
7. Parks Division Report *

ADVISORY BOARD OF DIRECTORS 
AGENDA 

Regular Monthly Meeting-Zoom 
Wednesday, December 15, 2021 at 6 pm 

Attachment A

https://us02web.zoom.us/j/82403160291?pwd=QWZMTysveW1yQ2hrNlRPK1hKVTQzdz09
https://www.morpd.com/files/bc2f71ec1/2-October+12+Meeting+Minutes.pdf


  Advisory Board Members 
Chairperson Jeff Rothberg      Clerk Robert Evans 
Member Michael Alcalay   Member Pati Todd 

8. Correspondence *

Information/Reports/Presentation 
9. Staff Work Plans *
10. Committee Work Plans *

Discussion: 
11. Advisory Board proposed meeting schedule 2022 *
12. Reserve Budget workshop *

Action: 
13. Approve MORPD entering a three (3) year contract with Emerald Green Landscaping Service *

Staff Comments/Reports: 

Next Regular Meeting: Tuesday, January 11, 2022. As of the date of this notice, social distancing measures are 
in effect due to the COVID-19 pandemic. Parties interested in participating in the public hearing should visit the 
District's website at https://www.morpd.com/advisory-board-meetings for current information on how to provide 
public comment. 

Mission Oaks Recreation and Park District does not discriminate against persons with disabilities and offers an accessible facility. If you 
wish to attend this meeting and will require assistance to participate, please contact Debra Tierney at 916-359-1601 no later than 24 
hours prior to the meeting. 

This agenda was posted and available for public review at the District Office, 3344 Mission Avenue, Carmichael, CA 95608; at Mission 
Oaks Community Center, 4701 Gibbons Dr., Carmichael, CA 95608; and at Swanston Community Center, 2350 Northrop Way, 
Sacramento, CA 95825 at least 72 hours in advance of the Regular Meeting, in accordance with the Ralph M. Brown Act. The agenda is 
also available online at MORPD.com. Signed January 7, 2022, Debra Tierney, Clerk of the Board. 

https://www.morpd.com/advisory-board-meetings


Work Plan:  January 2022 

# LEAD TASK / OBJECTIVE TARGET 
DATE 

REVISED 
DATE 

STAFF 
PROJECT/

BOARD 
DIRECTED 

STATUS / NOTES 

Personnel Committee 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9.

Attachment B



DATE: 

TO:    

FROM:   

January 7, 2022 

MORPD Personnel Committee 

Daniel Barton, District Administrator 

SUBJECT: Review/Discuss policy 2704.1 (B), vacation request 

BACKGROUND: 
The vacation policy needed to be updated. 

DISCUSSION: 
Changes to the policy were made so that managers were able to schedule employees vacation 
time effectively. 

RECOMMENDATION: 
Review and discuss the current vacation policy and changes requested. Policy 2704 
(Attachment A) shows the current policy with edits, a final version without edits follows. After 
discussion, if edits are approved, staff recommends presenting it to the Advisory Board of 
Directors for adoption in February 2022. 

STAFF REPORT

#5



Current policy with strike outs and additions in red. 

2704 Vacation 
It is in the District’s best interest for supervisors managers to ensure that eligible employees take regular 
vacations.  

Request for Leave 
Employees accumulate sick time and vacation leave in accordance with District policy. 

The employee’s supervisor manager may approve vacation with notice, provided sufficient leave has  
been accrued and the needs of the District are considered. Unforeseen situations will be handled by the 
Division Director District Administrator. 

2704.1 Vacation-Regular Full-Time Employees 
A. Accrual

1st through 3rd year of service: 13 days per year 
4th through 15th year of service: 18 days per year 
After 15 years of service: 23 days per year 

Regular Full-Time employees may not accrue more than 320 hours of vacation time. Vacation  
time shall cease to accrue when the maximum hours have been reached, and any vacation time 
taken shall be deducted from the 320 hours accrued. 

B. Requests for Vacation

Requests for vacation more than two consecutive days off shall be made not less than two  
weeks or more three days prior to the effective date. Extenuating circumstances may be  
considered Unforeseen situations will be resolved by the employee’s Supervisor manager. Leave 
will be approved based on the operational needs of the District. Single day off requests may be 
approved by the employee’s manager. All requests for vacation must be approved by the  
employee’s immediate supervisor manager and added to the “Scheduled Leave” calendar. 

Attachment A



Proposed policy. 

2704 Vacation 
It is in the District’s best interest for managers to ensure that eligible employees take regular 
vacations.  

Request for Leave 
Employees accumulate sick time and vacation leave in accordance with District policy. 

The employee’s manager may approve vacation with notice, provided sufficient leave has been accrued 
and the needs of the District are considered. Unforeseen situations will be handled by the District  
Administrator. 

2704.1 Vacation Full-Time Employees 

A. Accrual

1st through 3rd year of service:   13 days per year 
4th through 15th year of service: 18 days per year 
After 15 years of service:  23 days per year 

Full-Time employees may not accrue more than 320 hours of vacation time. Vacation 
time shall cease to accrue when the maximum hours have been reached, and any  
vacation time taken shall be deducted from the 320 hours accrued. 

B. Requests for Vacation

Requests for vacation more than two consecutive days off shall be made not less than
two weeks or more prior to the effective date. Extenuating circumstances may be
considered by the employee’s manager. Leave will be approved based on the
operational needs of the District. Single day off requests may be approved by the
employee’s manager. All requests for vacation must be approved by the employee’s
manager and added to the “Scheduled Leave” calendar.

Attachment B



DATE: January 7, 2022 

TO:    MORPD Personnel Committee 

FROM:   J.R. Hichborn, Parks Superintendent 

SUBJECT: Review/Discuss proposed Lost and Found Policy 

BACKGROUND: 
Per law enforcements recommendation, the District must adopt a Lost and Found Policy to 
have items legally removed from District parks. Currently there is no policy in place making it 
difficult to remove unsightly items left by transient activities (Attachment A).   

DISCUSSION: 
Discuss the importance of having a policy in place that gives District staff the ability to remove 
unsightly items from District property and facilities. The policy shall read as follows: 

Lost and Found  
Item(s) found unattended in a District facility or on District property may be removed by 
District staff and held in a designated lost and found location for 30 calendar days. 
Item(s) not claimed within 30-days will be either disposed of or donated to a local non-
profit organization.    

RECOMMENDATION: 
Staff recommends bringing the proposed “Lost and Found policy” as it reads above to the full 
Board for approval, with a recommendation from the Personnel Committee.     

STAFF REPORT
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