IDYLLWILD WATER DISTRICT

Memo

To: Board of Directors
From: Leo Havener, General Manager
Date: April 19, 2023

Subject: Item 2 — General Manager Report

Recommendation:
General Manager Havener will present his report.
Attachments:

e General Manager Report
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SUSP &

SPECIALIZED UTILITIES SERVICES PROGRAM

ENGINEERING

Memorandum
Project Progress Update
April 12, 2023
To: Idyllwild Water District Board of Directors
25945 Hwy 243
Idyllwild, CA

The Idyliwild Wastewater Treatment Plant Preliminary Engineering Report v. 2 and Funding
Application work has been delayed by land acquisition negotiations but is on course for
completion. SUSP has been in a budget conservation mode while waiting for the land acquisition
to be completed by Idyllwild Water District (IWD). The next steps for SUSP in the project work are:

1. Coordinate with the surveyor to complete the parcel description to facilitate finalizing the
land transfer from the Arts Academy and record the deed with Riverside County.

2. Coordinate performance of the environmental survey work to allow the CEQA
documentation to move forward.

3. Contract and coordinate the Geotechnical Survey work to allow the Geotechnical
Engineering Report to be written.

4. Finish preliminary engineering work especially work that has been waiting on the land
acquisition to be final such as 30% Drawings (plans) for the new plant.

5. Provide details of the plans and preliminary engineering to the Electrical Engineer so they
can complete their preliminary engineering effort and plans.

The tasks above cannot be completed out of sequence without almost certain rework and
greater expense to IWD. There are many reasons for the project delays, but the project work to
date has been positive with no backtracking on the progress being made. Most of the remaining
work needs to be completed after the land acquisition is completed. For example, geotechnical
work requires drilling for subgrade samples and for liability reasons the work cannot be done until
IWD owns the land. Task Order 2 considered the sequence dependency of the land acquisition
and deliverables are contingent on the land acquisition being completed.

The following preliminary engineering efforts have been completed to date:

1234 North Market Boulevard Toll free: 800.833.0322
Sacramento, CA 95834 Phone: 916.553.4900

WWW.SsUspinc.org Fax: 916.553.4904




SUSP #

SPECIALIZED UTILITIES SERVICES PROGRAM

ENGINEERINGEG

Project Subtask Percent Remaining Work
Complete

Headworks 75% Review calculations, report

Equalization Transfer Lift Station 80% Documentation, report

Bioreactors 50% Calculations, documentation, report

Sludge Handling System 25% Calculations, documentation, report

Outfall Connection 50% Calculations, documentation, report

Survey 95% Legal parcel description, additional Task
Order for effluent pipeline pending

Geotechnical 5% Waiting on land acquisition

CEQA IS/MND 5% Waiting on land acquisition

Electrical Engineering 10% EE work to proceed on Site Plan

Power and controls completion

Hydraulic Profile 60% Finalize calcs, site layout dependent

30% Drawings 50% Finalize Drawings and PFD

Preliminary Engineering Report v. 2 25% Waiting final calcs and site layout for
report writing

Site Layout 50% Work is waiting on Geotechnical report
and land acquisition.

Land Acquisition 90% Reported to be in escrow, needs parcel
description, easement survey

Funding Support Memo 100% Completed 8/31/2022

Funding Application 0% Pending Board decision following memo

SUSP has completed and submitted the potential funding opportunities memo as of August of
2022 for the Idyllwild Wastewater Treatment Plant Upgrades project. Three different potential
funding opportunities for the planning and construction portions of the project were identified.

Looking forward, we expect the land acquisition wrapping up around the end of May depending
on the filing process for paperwork associated with formalizing the transaction. The purchase is
reported to be in escrow and this can take 30 days or longer. The surveyor will prepare the
parcel legal description next. Recording the deed usually takes 30 to 60 days or longer in some
jurisdictions. The Geotechnical Engineer and CEQA consultant surveys will be scheduled
following recording. The preliminary design can continue in parallel to these efforts once the final
parcel boundaries are known. Some portions of the preliminary design are contingent on the
outcome of the Geotechnical Report. All aspects of the work will be expedited for an anticipated
completion in late Summer of 2023.

SUSP Engineering in recent dialog with the IWD anticipates a small amount of additional survey
effort to locate and record the easement for the effluent pipeline. This work is necessary to meet
IWD’s goals in completing land acquisition and formalizing easements with the Idyllwild Arts
Academy during the current transaction phase. This effort will be coordinated by SUSP and be
presented to IWD via a Task Order.

1234 North Market Boulevard Toll free: 800.833.0322
Sacramento, CA 95834 Phone: 916.553.4900

WWwWw.suspinc.org 20f3 Fax: 916.553.4904




SUSP #

SPECIALIZED UTILITIES SERVICES PROGRAM

ENGINEERING
The costs invoiced to IWD to date comprise approximately 90 percent of the fees associated with
this project. Although it appears SUSP team Is approximately 60 percent complete, the
subcontractors are not that far along. The subcontractor work will accelerate appreciably when

the land transfer is complete and the engineering work will dovetail off of their work to the
planned conclusion.

It is our goal at SUSP to serve IWD with integrity and quality outcomes. Hopefully, this memo
update can help explain where the project stands and the course ahead to completion. SUSP
thanks IWD for trusting us with this important project.

1234 North Market Boulevard Toll free: 800.833.0322
Sacramento, CA 95834 Phone: 916.553.4900
WWW.suspinc.org 30f3 Fax: 916.553.4904



IDYLLWILD WATER DISTRICT

Memo

To: Board of Directors

From: Leo Havener, General Manager

Date: April 19, 2023

Subject: item 3 — Employee Manual, Chapter 4

Discussion:
Board of Directors will discuss the existing Employee Manual, Chapter 4.
Attachments:

e Chapter 4, Employee Manual

Page 1 of 1



Chapter Four Workdays and Compensation

41 WORKING HOURS

411 Regular Hours of Work
The regular hours of work each day are consecutive except for interruptions
for meal periods. The 40 hours workweek consists of seven (7) consecutive
days beginning on Saturday and ending the following Friday. “Overtime” is
defined as time worked in excess of 40 hours worked in a workweek or time
worked in excess of eight hours worked on a regularly scheduled workday.

41.1.1 Seasonal Hours of Work
The 4/10 work schedule shall consist of four (4) workdays of ten (10)
hours for a total of forty (40) hours per week. The 4/10 work schedule
begins on April 15t and ends on September 30™ of each year. The 4/10
daily work schedule starts at 7:00 am and ends at 5:30 pm.

Appendix F contains the District's 4/10 Workweek Schedule Policy.

Employees’ hours include an unpaid 30-minutes meal break, and two
paid ten (10) minute breaks during each consecutive four (4) hours
worked.

4.1.2 Punctuality and Attendance
Attendance and punctuality that is observant of scheduled hours on a
regular basis is an essential function.

4.1.21 Punctuality
An employee who is not at work and ready to start working at his or her
scheduled work time is considered tardy. More than three (3) instances
of tardiness by a non-exempt employee during any 12-month period
are considered excessive. Any unexcused absence is considered
excessive. Excessive tardiness or absence is grounds for discipline, up
to and including termination.

4.1.2.2 Attendance
Employees who are unable to report for work on any day must call
their supervisor when practicable before the beginning of the workday
or shortly after the beginning of the workday. Absent extenuating
circumstances, employees must call in on any day they are scheduled
to work and will not report to work. When an employee is absent for
three (3) or more consecutive days, because of an injury or illness, a
doctor note shall be required before the employee returns to work.

4.1.2.3 Request for Time Off



4.2

Employees shall request leave in advance with a minimum number of
days’ notice equal to the number of days of planned leave.

4.1.2.4 Excessive Absences

4.1.3

One or more absences that are not preapproved, in consecutive pay
periods may be excessive and subject to review by the General
Manager and may be grounds for discipline, up to and including
termination.

Job Abandonment

The District expects employees to report to work on time for every
scheduled shift. An employee who is unable to report to work at the
designated time is required to notify his or her supervisor as soon as
practicable but no later than the employee’s scheduled start time. A
constructive resignation occurs and is effective when an employee has been
absent from duty for three (3) or more consecutive working days without
authorized leave. The District may consider that a constructive resignation
has occurred due to the absence, or that the absence provides a
reasonable basis for believing that the employee has abandoned the job.

At minimum, one (1) phone call to speak with the employee will occur. A
voice message may be left for the employee. If the employee is unable to
contact the District for any absence, he or she should ask a representative
(such as a family member) to do so on the employee’s behalf. If the
employee or a representative is unable to contact the District due to
extreme circumstances (such as a medical emergency or natural disaster
that prohibits the employee or his or her representative from contacting the
District within the allotted time), the employee or his or her representative
must contact the District as soon as practicable to explain the situation. In
extreme circumstances, the District will consider the explanation and its
timing before determining if the voluntary resignation will be upheld.

After being absent for three (3) consecutive working days, a written notice
will be sent via U.S.P.S. Priority Mail, including a Proof of Service Form, to
the employee. If known, a notice may also be sent to the employee’s
personal e-mail address. The employee will be given written notice, at
employee’s address of record, of the circumstances of the job
abandonment, and an opportunity to provide an explanation for employee’s
unauthorized absence. The employee will be provided five (5) calendar days
to respond in writing why employee’s employment with the District should
not be terminated due to job abandonment or to arrange for an appointment
with the General Manager before final action is taken to explain the
unauthorized absence and failure of timely notification. The decision of the
General Manager is final.

COMPENSATION



4.21

4.2.2

4.2.3

424

Overview

The General Manager shall determine, and/or recommend, the
compensation of all District employees based upon performance. Base rate
of pay may be adjusted upward in a single fiscal year in an amount not to
exceed five (5) % at the General Manager’s discretion. All changes in the
salary schedule will be reported to the Board of Directors.

The current salary schedule is available to employees from the General
Manager or Chief Financial Officer. Only the grade level and classifications,
including unfilled classifications, are displayed.

Employees who have consistently rated above average on their
performance evaluations and have otherwise excelled in the performance of
their job duties beyond what is ordinarily expected, may be eligible for a
merit pay increase of one (1) level per year. Any decision to award a merit
pay increase is made by and at the discretion of the employee’s direct
supervisor and the General Manager.

Fair Labor Standards Act

As a public agency, the District falls under the governance of the Fair Labor
Standards Act (FLSA). FLSA regulates the wages paid to District
employees, including overtime and recordkeeping. Information on the FLSA
is posted on the District’s bulletin boards. Employees who have questions
regarding the FLSA should speak with the Chief Financial Officer or General
Manager.

Pay Periods

All employees of the District are paid on every other Friday. Time sheets for
payroll are due to the Chief Financial Officer on the Friday before the pay
date. The biweekly payroll covers work performed to date for all employees.
Direct deposit is encouraged for all employees. Further information on direct
deposit is available from the Chief Financial Officer.

All employees are expected to enter their time worked every day on their
time sheet, which must be turned in by 4:00 p.m. on the payroll due date.
Employees should direct questions regarding payroll to their supervisors.
The employee’s responsibility is to complete the time sheet accurately and
submit it to their supervisor to review and approve. Failure to submit an
accurate time sheet on time may result in a delay of payment or discipline,
up to and including termination if the inaccuracy is intentional or due to
gross negligence.

Wage Garnishment
The District must comply with court orders directing garnishment of wages.
A garnishment will reduce the employee’s take-home pay.



4.2.5

4.2.6

4.2.7

Cost of Living Adjustment

Cost of living adjustments (COLA) may be made annually at the
determination and discretion of the Board of Directors. The COLA is
generally based on the U.S. Bureau of Labor Statistics, Western Information
Office - Los Angeles - Long Beach — Anaheim.

COLAs shall be used in computing all salary related costs and shall be
effective on a date designated by the Board of Directors.

Overtime Pay

Non-exempt employees shall be eligible for overtime compensation. No
employee shall work overtime unless the employee’s immediate supervisor
authorizes the additional work time. Employees who work unauthorized
overtime will be compensated for such work, but will be subject to discipline,
up to and including termination.

All hours worked over a regularly scheduled time worked in excess 40 hours
in a workweek shall be paid at the overtime rate of one and a half (1.5)
times the employee’s regular rate of pay. An employee will be paid for
overtime worked by rounding up to the nearest 15-minute interval.

EXAMPLE: If a non-exempt employee who is scheduled for an eight (8)
hour workday works an additional hour, he or she will be paid one (1) hour
overtime, even if he or she has not exceeded 40 hours in that week.

Time worked does not include Paid Time Off (PTO), or other leave whether
paid or unpaid. No employee may work more than 12 hours in a 24-hour
period without the approval of the General Manager or his or her designee.

Exempt employees are not eligible for overtime pay.

Working Early/Staying Late

Non-exempt employees shall not enter or remain in District work areas for
any purpose except to report for, be present during and to conclude a work
period. Without approval by their supervisor, non-exempt employees must
not begin work and clock in at his or her working area more than seven (7)
minutes before they are scheduled to begin and must stop work and clock
out from his or her work area no later than seven (7) minutes after their work
scheduled for the day is completed. Work area does not include District
parking lots, gates or other similar outside areas. Employee work time is
rounded up or down to the nearest 15 minutes interval.

EXAMPLES: An employee clocks out at the end of a workday at 5:03 pm.
His or her timecard will be rounded down to 5:00. Another employee stays a



4.2.8

4.2.9

few minutes later at his or her supervisor’s request and clocks out for the
day at 5:12 pm. His or her timecard is rounded up to 5:15 pm.

Working on Holidays
Employees required to work on a scheduled stand-by holiday shall be paid
time and a half of the employee’s base rate of pay.

Standby / On-Call Emergency Coverage Policy

Al field employees, including supervisors, must participate in the Districts’
standby duties. Standby duties cover the times when district offices are
closed and generally include weekdays (Monday through Friday) for the
hours from 4:30 pm to 8 am and weekend/holidays hours covering a 24-
hour period, ending at 8 am on the next business day. The standby rotation
week begins at 4:30 pm on Friday and ends at 8 am on the following Friday.
Employees performing standby duties shall be compensated, in addition to
their normal work hours, based on their hourly rate of pay.

For weekday standby, the employee will receive one (1) hour of pay for
each day while on standby at their regular hourly rate

For weekend standby, the employee will receive two (2) hours of pay
for each day while on standby at their overtime hourly rate and (2)
hours of pay for Saturday and (2) hours of pay for Sunday for doing the
water and sewer plants rounds provided plant rounds do not exceed
two hours

For holiday standby, the employee will receive four (4) hours of pay for
each holiday while on standby at their hourly rate

If an employee is required to physically respond to a call, the employee
shall enter the actual response time on their timecard and the
employee will be compensated for these hours at their
overtime/holiday hourly rate

The procedure for responding to a call:

A cell phone will be issued to the on-call person to use for all business
calls only
When the District's answering service calls the on-call person, the on-
call will receive a text message with the problem and name and
number of the requesting customer
A call may be needed to the customer to determine the reason for the
call. At the end of each week, on Monday, the answering service will
send an email regarding all the previous week’s text messages to the
District
All calls will be kept in a log on a form provided by the District and
maintained in the truck. At the end of the on-call duty week, the
completed form must be turned in to the District office where it will be
maintained in the Standby Service Logbook. This log will include:

¢ Notification time



Caller and telephone number
Nature of the call

Action taken

Time spent on the response

Employees performing standby duties must respond to off-hours requests
for assistance within a reasonable time frame after receiving notice from the
answering service. Reasonable time is defined as %2 hour (30 minutes).

It is the Idyliwild Water District’s policy to respond during non-business
hours to emergencies, which are defined as those affecting public health
and safety i.e., loss of water from mainline piping, water system operations
affecting delivery of water to customers, wastewater system operations
affecting sewage treatment.

Non-emergency requests such as shutting off the customer valve for the
convenience of the customer may be subject to a charge. This type of
response should be so noted in the log.

Sample Log

Caller and
Notification Time Telephone Nature of the Call | Action Taken
Number

Time Spent on the
Response




