










































Policy Title: 

2010.10 

MALAGA COUNTY WATER DISTRICT 
POLICIES AND PROCEDURES 

Hours of Work and Overtime Policy No. ______ 2-'--0---'1-=-0 __ 

This policy shall apply to all employees. 

2010.20 The regular hours of work each day shall be consecutive 
except for interruptions for meal periods. 

2010.30 The work week shall consist of seven (7) consecutive 
days from 12:01 o'clock A.M. Monday, through midnight Sunday. 

2010.40 Overtime is define as: 

2010.41 Time worked in excess of forty (40) hours in a work 
week; 

2010.42 Time worked in excess of eight (8) hours on a
scheduled workday if a five (5) day, eight (8) hour per day workweek is in 
effect; or, 

2010.43 Time worked in excess of ten (10) hours on a 
scheduled workday if a four (4) day, ten (10) hour per day workweek is in 
effect; or, 

2010.44 Time worked on a designated holiday. 

2010.50 Other than regular hours of work, any time worked by an 
employee in emergency repair or emergency maintenance of facilities of the 
District shall be compensated at the overtime rate of pay. 

 2010.60 Standby and Call-back 

A.  Purpose. Standby and Call-back hours. In order to maintain the 
Districts water and wastewater treatment systems and to provide recreational 
services to the residents of Malaga, it may be necessary for the District to 
have an employee or employees on standby (on-call) to respond to customer 
calls, to make repairs to the District’s facilities, or to be available for 
community and recreational department events and activities.
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POLICIES AND PROCEDURES 

Hours of Work and Overtime Policy No. ______ 2-'--0---'1-=-0 __ 

B. Procedures. The General Manager or his or her designee may 
develop procedures to implement this policy. Nothing in this policy or 
procedures implemented as a result of this Policy shall be construed to impair 
any employee’s ability to switch standby assignments with another employee, 
allows another employee to assume an assignment or otherwise prevent 
employees from changing standby assignments with the approval of the 
General Manager, or his or her designee. It is not the goal of this Policy to 
control or restrict of the movement of the employees on standby rather, it is 
the goal of the District that employees on standby will be able to respond to 
calls or to telephone the General Manager, or other designated person, within 
a reasonable amount of time, typically less than thirty minutes, from receiving 
a call for service.

C. Scheduling. A schedule shall be maintained by each department 
head whereby maintenance employees shall be assigned, on a rotational 
basis, to be "standby" on weekends, holidays and other times not 
considered regular hours of work for District employees based on 
procedure developed by the General Manger or his or her designee. Those 
procedures should take into consideration the needs of the District, fairness 
to employees, and flexibility for employees to change standby assignments 
if they will be unavailable to respond to calls.

D. Standby Compensation. Employees on standby time will be 

compensated at a rate equal to 2 hours of that employee’s base pay for each 

day on standby. Standby compensation shall be counted toward employee’s 
retirement. Standby time shall not count toward paid time off accumulation.

E. Call-back. If necessary, an employee on standby may be called back 

to work.

F. Call-back contact. Employees on standby will be issued a District 

phone or other method of being contacted by the District. Said contact may in 

the form of a phone call, email, text, or automated call from monitoring 

equipment on one or more of the District’s facilities. 
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Date Enacted: 4-27-93 

Last Revised: 2/13/2024 
Secretary/Manager 

MALAGA COUNTY WATER DISTRICT 

G.  Call-back response. Employees who receive a Call-back should respond to 

the call as soon as practicable. The method of response will be determined by the 

type of call. It is anticipated that most calls will not require the employee on 

standby to report to a District work site. Rather, it is anticipated that most Call-back 

calls may be handled by telephone, email, or other electronic communication with 

employees who are on duty. If for some reason an employee on standby is unable 

to respond to a call, that employee should notify the General Manager or his or 

her designee immediately so that the General Manager or his or her designee 

may coordinate an appropriate alternative response. 

H.  Call-back compensation. Employees who are on standby who are called 

back to work shall be compensated as follows:

 1. Call-back time shall begin at the time employee is contacted as set forth 

in paragraph F above.

 2. Call-backs that do not require an employee to return to a District 

worksite, such as those which may be handled by telephone, email, or other form 

of electronic response; the employee will be compensated for a minimum for 1.0 

hours or the actual time of the call, whichever is greater.

 3. If an employee on standby must report to a District worksite; then the 

employee shall be compensated for the actual time required to be at the worksite 

or 2.0 hours, whichever is greater.

 4. Compensation for Call-backs shall be counted toward employee’s 

retirement. Hours work for Call-backs shall count toward the accrual of Paid Time 

Off.
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2020.10 Application. This policy shall apply to all Full-time employees
 from and after March 1 ,2021, Paid Time Off shall be accrued according to the
following schedule. 

2020.20 Accrual. 

A. At the completion of the first year of continuous employment with the
District, full-time employees shall receive forty (40) hours of Paid Time Off
(“PTO”)).

B. During the second through fifth years of continuous employment with the
District, full-time employees shall accrue PTO each year at the rate of eighty
(80) hours per year (6.667 hours/month); to a maximum of two hundred (200)
hours as set forth in Section 2020.30.

C. During the sixth through tenth years of continuous employment with the
District, full-time employees shall accrue PTO each year at the rate of one
hundred twenty (120) hours per year (10 hours/month); to a maximum
accrual of two hundred (200) hours as set forth in Section 2020.30.

D. During the eleventh through nineteenth years of continuous employment
with the District, full-time employees shall accrue PTO each year at the rate
of one hundred sixty (160) hours per year (13.333 hours/month); to a
maximum accrual of two hundred (200) hours as set forth in Section 2020.30.

E. From and after the twentieth year of continuous employment with the
District, full-time employees shall accrue PTO each year at the rate of one
hundred sixty (200) hours per year (16.667 hours/month); to a maximum
accrual of two hundred (200) hours as set forth in Section 2020.30.

F. Employees shall not accrue PTO while on leave for any reason.

G. Part-time, Probational, Seasonal and Temporary employees are not
entitled to and shall not accrue PTO.
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2020.30  Accumulation of Paid Time Off.

A. Accrual. PTO shall accrue as set forth above in §2020.20.
The forty (40) hours of PTO set forth in § 2020.20(A) shall be available all at
once to an employee upon the completion of one year of continuous 
employment with the District. All other PTO time (§2020.20(B)-(E).) shall
accrue, on a prorated bases, and appear on employees’ regular pay stubs.

B. Maximum Accrual. Total hours of accrued PTO shall not
exceed two hundred (200) hours. At the end of each calendar year,
employees who have accrued PTO in excess of two hundred (200) hours
shall be paid the amount in excess of two hundred (200) hours at their
current regular hourly rate.

2020.40 Use of Paid Time Off.

A. Employees may take their accrued PTO all at once, or
gradually, as approved by the General Manager.

B. Employees may only use PTO that they have accrued.

C. Paid Time Off is provided by the District to employees as a
period of exemption from work with pay for the purpose of rest, relaxation 
and recreation or to otherwise improve employee morale. This respite is a 
benefit and is intended as an aid in maintaining the long-term and consistent 
productivity, contentment of the employee and positive work environment. 
As such, pay in lieu of time off from work shall not be permitted if avoidable. 
Employees will be encouraged to take vacations and if necessary, the
General Manager or his or her designee may direct an employee to take a
vacation and use Paid Time Off to avoid accruals in excess of the maximum.

D. Donation of PTO. In the event that an employee or an
employee’s family member suffers a catastrophic event or injury that is
expected to incapacitate the employee and create a financial hardship 
because the employee has exhausted all of his/her/their Sick Time and
PTO, a full-time employee may donate any portion of their accrued PTO to
the employee by making a request that their time be donated to the
employee to the General Manager or his or her Designee in on a form
prepared by the District. Donated PTO will be paid to the Recipient
employee at the hourly rate of the Donating Employee or the Recipient
Employee, whichever is lower. Donor and/or Donee will be responsible for
paying all taxes associated with a donation. 
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E. The District will not require an employee to take PTO in lieu of Sick Leave
or leave of absence during periods of illness unless required by the FMLA,
CFLA, or other law or regulation. However, the employee may elect to take
vacation time in case of extended illness where Sick Leave has been fully
used accrued PTO hours may be used as permitted or required or at the
request of the employee for time off due to disability, pregnancy disability, or
the Family and Medical Leave Act or the California Family Rights Act.

F. If a holiday falls on a workday during an employee's vacation period, that
day shall be considered as a paid holiday and not vacation time.

2020.41  Terminated employees who have borrowed vacation 

will have such days deducted from their final paycheck.  

2020.50 Pay Out at Termination. At termination of employment for 
any reason, the District shall compensate the employee for his/her/their 
accumulated PTO at his/her/their straight time rate of pay at the time of 
termination.

2020.60 The District will not require an employee to take vacation 
time in lieu of sick leave or leave of absence during periods of illness. 
However, the employee may elect to take vacation time in case of extended 
illness where sick leave has been fully used. 
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2020. 70 If a holiday falls on a workday during an employee's 
vacation period, that day shall be considered as a paid holiday and not 
vacation time. 

2020.80 Vacations will be scheduled on January 2 of each year 
and upon approval of the General Manager. 

2020.90 Probationary employees shall not accrue vacation time 
during the probationary period. However, if a probationary employee 
becomes a regular employee of the District, after twelve ( 12) months of 
employment with the District, the period which the employee occupied 
probationary status shall be included in calculating his/her entitlement to 
vacation with pay. 

2020.95 Vacations are provided by the District to employees as a 
period of exemption from work with pay for the purpose of rest, relaxation 
and recreation. This respite is a benefit and is intended as an aid in 
maintaining the long-term and consistent productivity and contentment of 
the employee. As such, pay in lieu of vacation time away from work shall 
not be permitted. Employees are required to take annual vacations. 

Date Enacted: 4-27-93 

Last Revised: 10-28-97 
04-14-09 
6/2009 
02-23-2021

Secretary/Manager 
MALAGA COUNTY WATER DISTRICT 
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2036.10 Purpose. The District’s Pension Funding Policy will serve as the method the 
District will use to determine and fund its estimated employer contributions to the District’s 
Money Purchase Plan.  

A. This policy will also:
1. Provide guidance in making annual budget decisions;
2. Demonstrate prudent financial management practices;
3. Create sustainable and affordable budgets for pensions;
4. Provide transparency to employees and the public on how the District’s

pensions will be funded; and
5. Reassure bond rating agencies.

2036.20 Background. The District provides a Money Purchase Pension Plan to its 
employees. The plan is funded by mandatory contributions by the District and voluntary 
contributions from employees (as applicable). The applicable policy objectives of this plan 
as set forth in the report from the Pension Funding Task Force 2013 titled “Pension 
Funding: A Guide for Elected Officials” are as follows:  

A. Promote Funding Discipline. A commitment to making timely contributions to the
District’s Money Purchase Pension Plan.

B. Promote Accountability and transparency. Clear reporting of pension funding that
includes the identification of sufficient resources in each year’s adopted budget to
fully fund the District’s employer’s contribution to the Money Purchase Pension
Plan on behalf of employees.

2036.30 Policy. 

A. Budgeting. Each year, during the District’s budget process, the District will identify
the estimated pension liability for each enterprise and budget sufficient revenues
to ensure that the District can meet its pension liabilities as they become due.

B. Timely Contributions.
1. Employee Contributions. The District shall make employee contributions to

the Money Purchase Pension Plan for each employee, based on the
employee's eligible income and contribution election, no more than 15 days
after the end of payroll period.

2. Employer Contributions. The District shall calculate the employer
contribution for each employee based on the employee’s eligible income
each pay period, subject to the terms and eligibility requirements of the
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Money Purchase Pension Plan document. The District will deposit the 
employer contribution, as calculated each pay period, for each employee 
into a restricted bank account to be used for the sole purpose of funding the 
Districts employer share of the Money Purchase Pension Plan. The District 
will use the funds in the restricted account to make employer contributions 
to the pension plan administrator/trustee in accordance with and subject to 
the terms and eligibility requirements of the Money Purchase Pension Plan 
document.  

C. Transparency and Reporting. District employees shall have access to their
individual accounts via an online portal provided by the Plan Administrator/Trustee.
Additionally, the amount accrued for each employee for each pay period will
appear on each employee's pay stub, subject to limitations of the District’s payroll
service and available space. Additionally, each employee shall receive a report or
statement as required or applicable from either the District or the Plan
Administrator or Trustee. A report on the District’s Money Purchase Pension Plan
shall appear in the District’s annual audits and shall be published and available
online to all employees and the public either in the Audit document or separately,
as determined by the District.

D. Review of Funding Policy. The Board of Directors of the District will review this
policy, at least every two years, to determine if any changes are needed to ensure
adequate resources being available to fund the District’s Money Purchase Pension
Plan.

_______________________________ 
Secretary/Manager 

MALAGA COUNTY WATER DISTRICT 
Last Revised: 7/16/2024 
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Policy Title:   Health and Welfare Benefits Policy No.  2110 

2110.10 Medical Insurance.  Accident, health, hospital and dental insurance 
to cover non-occupational injuries and sickness (the “Health Benefits Plan”) 
for probationary full-time and full-time employees in all job classifications, and their 
eligible dependents, shall be provided by the District. The scope of coverage and the 
payment of premiums is subject to periodic review and revision by the Board of 
Directors. Members of the Board of Directors of the District and their eligible 
dependents may participate in the Health Benefits Plan provided by the District to 
employees. The Health Benefits Plan for Directors will be available only to active 
members of the Board of Directors and shall be unavailable after a Director is no 
longer an elected or appointed official of the District. In accordance with 
Government Code §53208.5, the benefits provided to Directors by the Health 
Benefits Plan may not be greater than the most generous schedule of benefits 
being received by any group of employees of the District. Directors and employees 
hired or eligible for benefits on or before February 8, 2022, in lieu of receiving health 
care coverage for themselves and their eligible dependents who elect not to participate 
in the Health Benefits Plan provided by the District, shall receive a payment each 
month, in the cash equivalent of the amount that the District would have otherwise 
incurred to enroll and maintain the employee or director in the medical insurance 
portion of the Health Benefits Plan provided by the District (hereinafter referred 
to as (“In Lieu of Payments”).  In Lieu of Payments for directors, employees, and 
their eligible dependents shall be calculated based on the cost of the medical 
insurance portion of the Health Benefits Plan in effect on November 25, 2025, and 
shall not increase if the if the costs of providing such plan increase. A Director may 
direct and upon such direction the District will pay such In Lieu of Payments into a 
tax deferred retirement plan or account designated by the Director. Any 
employee hired or reclassified to a full-time or probationary full-time position on or 
after February 23, 2022, shall not be eligible for or receive In Lieu of Payments. 

Last Revised: 11-25-2025� � �
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  2250.10 Resignation.  To leave District service in good 
standing, an employee must file a written notice of termination with the 
General Manager at least two (2) weeks before the effective date.  The 
General Manager may, however, grant good standing with less notice if he/
she determines the circumstances warrant.  Resignations may not be 
withdrawn without the General Manager's approval.

  2250.20 Layoffs.   Whenever, in the judgment of the 
District Board it becomes necessary due to the lack of work, lack of funds or 
other economic reason, or because the necessity for a position no longer 
exists, the Board of Directors may abolish any position of employment, and 
the employee holding such position may be laid off or demoted as set forth 
herein.

  2250.21 Employees to be laid off shall be given at least 
fourteen (14) calendar days’ prior notice.

  2250.22 Except as otherwise provided, whenever there is 
a reduction in the work force, the General Manager shall first demote to a 
vacancy, if any, in a lower position for which the employee who is the latest to 
be laid off (in accordance with #2250.20 of this policy) is qualified.

  2250.23 An employee affected by layoff may have retreat 
rights to displace an employee who has less seniority in a lower position that 
the employee has previously occupied or supervised.  For the purpose of this 
document, seniority includes all periods of full-time service at or above the 
retreat position being considered.
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District Vehicle Use/ 
Vehicle Cost Reimbursement. 

Policy No. ___2290____ 

2290.010 Application. This policy applies to employees who drive District 
vehicles to and from work. 

2290.020  Use of District Vehicles during working hours. While employees are 
at work, employees should use a District vehicle for District business.

 A. Employees who need a vehicle for District business shall be assigned 
and will check out a District Vehicle. Assignment of District Vehicles shall be 
made by the General manager or his or her designee. The General Manager may 
assign certain vehicles to certain departments and delegate the authority to 
assign the vehicles on a daily basis to the department head(s).

 B. When an employee is assigned a vehicle, the employee shall complete 
a vehicle checklist and mileage log daily. The vehicle checklist and milage log 
shall be in a form as determined by the General Manager or his or her designee. 
If more than one person is assigned a vehicle during a single day, each person 
assigned a vehicle shall complete a check list and milage log for that day.

 C. If a safety or mechanical issue/problem is discovered during the vehicle 
inspection, the employee shall not drive the vehicle and shall notify the General 
Manager or supervisor who assigned the vehicle immediately and request a 
different vehicle. If a safety or mechanical issue/problem is discovered during use 
of the vehicle, the employee shall park the vehicle in a safe place as soon as 
possible and shall notify the General Manager or supervisor who assigned the 
vehicle immediately and request assistance.

 D. District vehicles shall not be driven to and from home unless approved 
by the General Manager. Such approval should not be given unless there are 
extenuating circumstances.

 E. District vehicles shall not be used for personal use. District vehicles may 
be used to go to lunch within the District as long as the employee is already out in 
the vehicle on District business. Employees shall use their personal vehicles for 
all trips not related to District business.

 F. Anyone who uses a District vehicle must have a valid California driver's 
license and insurance.



Policy Title: 

MALAGA COUNTY WATER DISTRICT 
POLICIES AND PROCEDURES 

District Vehicle Use/ 
Vehicle Cost Reimbursement. 

Policy No. ______ 2290 __ 

 G. Malaga County Water District shall participate in the Department of 

Motor Vehicles (DMV) Employer Pull Notice Program (a.k.a. "Pull Program"). 

Anyone who uses a District Vehicle shall be required to complete a DMV 

Authorization for Release of Driver Record Information. Records for anyone 

operating vehicles on District business shall be requested from DMV: (a) every six 

months; and, (b) immediately in the event of new activity (e.g., moving violation, 

accident, address change, etc.). Employees who have terminated employment 

will be deleted from the program.

 H. Anyone using a District vehicle must wear a seatbelt at all times while 

operating the vehicle.

 I. No person, other than a District employee or Director shall operate or be 

a passenger in a District vehicle without prior approval of the General Manager or 

hos or her designee.

2290.030. Call-back use of District Vehicles/ Vehicle Cost Reimbursement.

 A. Call-back use of District Vehicles. Employees who are Called-back to 

work shall drive their personal vehicle to their assigned work location or where 

their assigned District Vehicle is located.

 B. Call-back Milage Reimbursement. Employees who are Called-back to 

work shall receive milage reimbursement from their home, or location where they 

received the Call-back notification to their work reporting site or location of their 

assigned District vehicle and at the rate specified in the Internal Revenue Service 

Guidelines in effect at the time of said usage.

2290.040. Use of Personal Vehicle for District Business.

 A. Use of District Vehicle. Every attempt shall be made to coordinate work 

so that District vehicles are available and operational for the performance of said 

work. Use of personal vehicles shall not be authorized for the performance of 

District work if a suitable District vehicle is available and safely operational.
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 B. Reimbursement. When an employee is authorized to use his/her/their 

personal vehicle in the performance of District work, he/she/they shall be 

reimbursed for the cost of said use on the basis of total miles driven and at the rate 

specified in the Internal Revenue Service Guidelines in effect at the time of said 

usage.

 C. Insurance. Proof of adequate insurance covering collision, personal 

injury and property damage shall be required by the District of any employee using 

a personal vehicle in the performance of District work.

 D. Seatbelt. Anyone using a vehicle on District business must wear a 

seatbelt at all times while operating the vehicle.

2290.040 Disciplinary Action.

 A. Anyone violating any provision of this Policy (2290) will be subject to 

disciplinary action up to and including termination.

 B. Anyone who’s job description/duties requires the regular use of District 

vehicles in the performance of their duties who does not have a valid driver’s 

license, has their driver’s license suspended or revoked, is convicted for driving 

under the influence or receives an excessive number of points on the license, and 

such condition imposes a hardship on District operations, will be terminated from 

District employment.

Date Enacted: 8-25-09 

Last Revised: 2-13-2024 

________________________________
Secretary/Manager 

MALAGA COUNTY WATER DISTRICT 
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Credit Card Use 
Policy No. ___3041_ 

3041.10  Purpose. The purpose of this policy is to prescribe the internal controls 

for management of District credit cards.

3041.20  Scope. This policy applies to all individuals who are authorized to use 

District credit cards and/or who are responsible for managing credit card accounts 

and/or paying credit card bills.

3041.30 Implementation.

 3041.30.1 All credit card accounts shall be authorized by the Board of 

Directors and issued to and in the name of the District.

 3041.30.2 The General Manager, or his or her designee, shall keep all credit 

cards issued to the District locked, in a secure location, unless checked out to an 

employee or Director as set forth in section 3041.30.3.

 3041.30.3 The General Manager, or his or her designee, shall maintain a 

check-out log for each credit card account of the District. No District credit card shall 

be taken from its secure location unless checked out to an employee or Director. 

Each check out list shall contain, at a minimum, the person to whom the credit card 

is checked out to, the date, time, purpose for which the credit card is checked out, 

and the date and time the credit card is checked in and returned to its secure 

location.

 3041.30.4 All credit card expenses shall be reasonable and necessary to the 

furtherance of District business. No personal expenses shall be charged on a District 

credit card.

 3041.30.5 All credit-card transactions shall have third-party documents 

(receipts) attached and the District purpose annotated by the cardholder and 

approved by the General Manager and/or her or his designee. It shall be the 

responsibility of the person to whom the credit card is checked out to and the 

General Manager, or his or her designee, to ensure that there is a receipt for every 

credit card purchase and that every credit card purchase is authorized.

 3041.30.6 All credit card bills shall be paid in a timely manner to avoid late 

fees and finance charges.
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 3041.30.7 The Board of Directors shall review and approve credit-card 

transactions by the General Manager. The General Manager shall review and 

approve credit-card transactions by District personnel. The Board shall receive a 

copy of all of the credit card statements, receipts and check-out log at least once per 

month in the same or similar manner as the check register, or as determined by the 

Board.

3041.40  Disciplinary Action. Failure to comply with the requirements of this 

Policy (3041) related to the use of District credit cards shall result in disciplinary 

action up to and including termination.

Date Enacted: 2/13/2024   ________________________________
      Secretary/Manager 
      MALAGA COUNTY WATER DISTRICT 





































































( 

) 

MALAGA COUNTY WATER D.ISTRICT 

POLICIES AND PROCEDURES 
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4095.10 The Board of Directors of the Malaga County Water 
District shall set policy as to the expenses of "Perdeim Meals" as a result 
of training, educational courses, participation with professional 
organizations, and attendance at local, state and national conferences. 
associated with the interests of the District. The following proposed policy 
to be adopted by the Board. 

A) Breakfast $ ,40.00/day 

B) Lunch $ 50.00/day 

C) Dinner $ 60.00/day 

GRAND TOTAL $ 150.00/day 

Date Enacted: 12-21-06 
Secretary-Manager 

Last Revised: 04-12-2022 MALAGA COUNTY WATER DISTRICT 
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