RIO LINDA ELVERTA RECREATION AND PARK DISTRICT

POLICY & PROCEDURE HANDBOOK

Adopted: 03/04/1999

Proposed Reorganization Approved: 9/2001

Approved Reorganization: 10/10/2002

Sacramento County Parks Regulations Chapter 9.36: Adopted 2007
Reviewed/Format Change: 2015

TABLE OF CONTENTS

SERIES 000 — INTRODUCTION TO THE DISTRICT

POLICY#
0000
0100
0200
0300
0400

POLICY TITLE

Introductions

Service area and Park Facilities

Purpose, Organization and Distribution of Policy Manual
Organization Chart

Office Hours

SERIES 1000- GENERAL

POLICY#
1000
1010
1020
1025
1030
1035
1040
1050
1055
1060
1070
1080
1090

POLICY TITLE

Purpose of Board Policies
Adoption/Amendment of Policies
Conflict of Interest

Relationship to County Government
Public Complaints

Legal Matters

Claims against the District

Copying Public Documents

Public Records Request

Policy Complaint

Public Contributions & Donation of Park Amenities
Retail Vendor

Public Relations

SERIES 2000 - PERSONNEL

POLICY#
2000
2005
2010
2015
2020
2025
2030
2035
2040
2045
2046
2050
2055
2060
2065
2070
2075
2080
2082

POLICY TITLE

Executive Officer

Definitions

Hours of Work and Overtime

Lunch and Rest Periods

Vacation Regular Full Time

Vacation Regular Part Time

Holidays

Remote Work Schedule

Sick Leave

Family and Medical Leave

Hepatitis B Inoculation

Bereavement Leave

Employment of Outside Contractors and Consultant

Jury Duty

Request a Reasonable Accommodation for District Employees
Continuity of Service

EE Employment, Re-Employment/Instatement and Hiring List for All P/T Positions
Employee Status

At-Will Status

Page 1 of 4



2085
2090
2100
2105
2110
2115
2117
2118
2120
2130
2140
2150
2155
2160
2165
2170
2180
2190
2192
2195
2197
2200
2205
2210
2215
2217
2220
2225
2230
2240
2242
2246
2250
2251
2255
2260
2270
2275
2276
2280
2285
2290
2295
2300
2400
2410
2420
2422
2580
2585
2590
2670
2700
2705

Orientation and EE Handbook

Uniforms and Protective Clothing

Vehicle Mileage Reimbursement

Vehicle Safety Check List

Health and Welfare Benefits

Volunteer Personnel Workers Compensation Insurance
Volunteers

Community Work Programs

Educational Assistance

Payroll & Pay Period Procedure
Advancement of Wages

Compensation

Gifts

Authorized Leave

Unauthorized Voluntary Absence
Performance Evaluation

Grievance Procedure

Drug and Alcohol Abuse

Substance Abuse (in conformance with DOT Guidelines)
Tobacco Use

Smoke-Free Workplace

Pre-Employment Physical Examination
“HIPAA” Compliance

Sexual Harassment

Harassment

Zero Tolerance Incivility & Bullying Policy
Affirmative Action

Equal Opportunity

Nepotism

Outside Employment

Military Absence

Political Activities

Separation from District Employment
Confidentiality Regarding Resignations
Response and/or Requests for Letters of Recommendation/References
Disciplinary Action

Internet, E-mail, Electronics Communication Ethics, Usage and Security
Cellular Telephone Usage

District Cell Phone Usage

Employee Usage of Tools and Equipment
Equipment Service Log

District Vehicle Usage

Driver Training and Record Review
Whistleblower Protection

Job Descriptions and Announcements
Applications for Position

General Conditions of Employment
Full-Time Retirement

Regular Part Time Benefit Policy

Full Time Employee “Medical OPT-OUT Plan”
Lactation Accommodation Policy

Travel and Reimbursement Policy

District Key Policy

District Restroom Key Distribution

Page 2 of 4



SERIES 3000 - OPERATIONS

POLICY#
3000
3005
3010
3015
3020
3025
3030
3035
3040
3045
3050
3055
3056
3060
3065
3070
3075
3095
3100
3105
3110
3115
3120
3125
3126
3130

POLICY TITLE

Computer Security

Other Power-Driven Mobility Device (OPDMD)
Environmental, Health & Safety Compliance Program
lliness and Injury Prevention Program

Budget Preparation

American Disability Act

Quimby Fees

Park-In-Lieu Fee Account

Fixed-Asset Accounting

Financial Reserves Policy

Emergency Fund Reserves Policy

Customer Payment Agreement

Refund Policy for all Classes and Programs
Return Check Fees

Expense Authorization

Revolving Checking Account

Mello-Roos Community Facilities Act (CFD’s)
Credit Card Purchases

Purchasing

Environmental Preferable Purchases and Practices
Disposal of Surplus Property

Records Retention

Financial Reporting

Fund Balance

Investment of District Funds

Recreation Programming Inclusion Plan/Inclusion Assessment

SERIES 4000 - BOARD OF DIRECTORS

POLICY#
4000
4005
4010
4015
4020
4025
4030
4035
4040
4045
4050
4055
4060
4065

POLICY TITLE

Code of Ethics

Candidate Expenditure Ceiling
Attendance of Meetings
Recommendation and Endorsement
Remuneration and Reimbursement
Board Chair

Meetings of the Board of Directors
Committees of the Board of Directors
Board of Director Vacancy

Basis of Authority

Membership in Associations
Training, Education and Conferences
Brown Act

Cost of Living Allowance

SERIES 5000 - BOARD MEETINGS

POLICY#
5000
5005
5010
5015
5020

POLICY TITLE

Board Meetings

Board Meeting Agenda
Board Meeting Conduct
Board Actions and Decisions
Review of Board Decisions

Page 3 of 4



5025
5035
5040

Minutes of Board Meetings
Rules of Order for Board and Committee Meetings
Attendance at Meetings

SERIES 6000 — FACILITIES DEVELOPMENT

POLICY#
6000
6010
6015
6020
6025
6030
6035
6040
6045
6050
6051
6055
6060
6065
6070
6075
6080
6085
6090
6100

POLICY TITLE

Development Agreement

Annexation Procedure

Environmental Review Guidelines

Digital Marquee and Digital Signage/ and Banner Placement
Project Approval

Naming of Parks, Facilities, and Amenities

Skate Parks Policies

Placement of Private Storage Units on District Property
District Park and Facility Usage

Outdoor Facility Use

Amplified Music at Out-Door District Owned Facilities
Athletic Field Use

Fee Schedule for Outdoor Facilities

Special Event

Indoor Facility Use Fee Schedule

Indoor Facility Rental

Building and Indoor Facility Monthly Inspections
Quarterly Park Inspections

Playground Inspections

Prohibition of Smoking/Vaping in Parks

Page 4 of 4



