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At Harbor Commission direction, or as needed: 

Document Purpose Who Drafts Who Approves 

District 
Ordinances 

Provide legal foundation for 
activities within the District.  

General Manager with input 
from the Board of 
Commissioners, staff and 
consultants, with review by 
District Legal Counsel. 

Board of 
Commissioners at a 
public meeting. 

District 
Policies 

Provide broad framework of 
direction for the District. Set 
standards for District 
performance. 

General Manager with input 
from the Board of 
Commissioners, staff and 
consultants. May require 
review by District Counsel. 

Board of 
Commissioners at a 
public meeting. 
Consistent with all of 
the documents above. 

District 
Resolutions 

Formal statement of the 
Board's position on a topic or 
issue. May give formal 
approval to an action item or 
delegate authority. 

General Manager with input 
from the Board of 
Commissioners, staff and 
consultants. May require 
review by District Counsel. 

Board of 
Commissioners at a 
public meeting. 
Consistent with all of 
the documents above. 

Board 
Policy 
Manual 

Policies related to the 
organizational management of 
the Board's operation. 
Includes but not limited to 
parliamentary procedures, 
election of officers, Board 
committee structure and 
formation. 

General Manager at the 
direction of the Board of 
Commissioners. May require 
review by District Counsel. 

Board of 
Commissioners at a 
public meeting. 
Consistent with all of 
the documents above. 

Board 
Handbook 

Compilation of documents to 
provide Commissioners with 
background of District 
governance. Includes but not 
limited to District Ordinances, 
District Policies and Board 
Policy Manual. 

Inclusion of documents at 
direction of Harbor 
Commission or General 
Manager 

Board of 
Commissioners at a 
public meeting 
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At General Manager direction, or as needed: 

Document Purpose Who Drafts Who Approves 

Department 
Procedures 

Implement District policies. 
Provide specific instructions to 
staff on day to day tasks. Sets 
performance standards for 
management and field staff. 

General Manager/Department 
Heads/Site Managers 

General Manager. 
Consistent with all of 
the documents above. 

Staff 
Guidelines 

Provide very specific direction 
on day to day field level tasks. 
May include training materials 
and are more specific than 
Procedures. 

Department Heads/Site 
Managers 

Department Heads. 
Consistent with all of 
the documents above. 

Staff 
Handbooks 

Provide training 
documentation for specific job 
processes. Usually referred to 
by field staff to carry out 
routine job tasks. 

Department Heads/Site 
Managers 

Department 
Heads/Site 
Managers. Consistent 
with all of the 
documents above. 
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Statement of Policy 

The Harbor District designed its Code of Ethics and Values (the “Code”), to provide 
clear, positive statements of ethical behavior reflecting the core values of the District 
and the communities it serves. The Code includes practical strategies for addressing 
ethical questions and a useful framework for decision-making and handling the day-to-
day operations of the District. 

1.1 Goals of the Code of Ethics and Values 
 

• To make San Mateo County a better place to live, work and play. 
• To make the Harbor District a better public agency, built on mutual respect 

and trust. 
• To promote and maintain the highest standards of personal and 

professional conduct among all involved in District government including,  
Harbor Commissioners, District staff, volunteers, and members of the 
District’s committees (herein referred to as District representatives). 

The Code is a touchstone for members of the Board of Commissioners and staff in 
fulfilling their roles and responsibilities. 

1.2 Preamble 

The proper operation of democratic government requires that decision-makers be 
independent, impartial, and accountable to the people they serve.  The San Mateo 
County Harbor District has adopted this Code to promote and maintain the highest 
standards of personal and professional conduct in the District’s government.  All District 
representatives and others who participate in the District’s government are required to 
subscribe to this Code, understand how it applies to their specific responsibilities, and 
practice its eight core values in their work.  Because we seek public confidence in the 
District’s services and public trust of its decision-makers, our decisions and our work 
must meet the most demanding ethical standards and demonstrate the highest levels of 
achievement in following this Code. 

1.3 Applicability 

This Code shall apply to all District representatives as defined in section 1.1
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1.4 Sanctions 

Any representative found to be in violation of this Code may be subject to Censure by 
the District Board.  Any member of any advisory Committee found in violation may be 
subject to dismissal from the Committee.  In the case of an employee, appropriate 
action shall be taken by the General Manager or by an authorized designee. 

1.5 Core Values 
 
As participatory representatives in the District’s government, we subscribe to the 
following Core Values: 
 
1. As a Representative of the San Mateo County Harbor District, I will be ethical. 

In practice, this value looks like: 
 
a. I am trustworthy, acting with the utmost integrity and moral courage. 
b. I am truthful, do what I say I will do, and am dependable. 
c. I make impartial decisions, free of bribes, unlawful gifts, narrow political 

interests, financial, and other personal interests, that impair my 
independence of judgment or action. 

d. I am fair, distributing benefits and burdens according to consistent and 
equitable criteria. 

e. I extend equal opportunities and due process to all parties in matters 
under consideration.  If I engage in unilateral meetings and discussions, I 
do so without making voting-decisions or any improper or unauthorized 
representations on behalf of the District. 

f. I show respect for persons, confidences, and information designated as 
“confidential”. 

g. I use my title(s) only when conducting official District business, for 
information purposes, or as an indication of background and expertise, 
carefully considering whether I am exceeding or appearing to exceed my 
authority. 

h. I will avoid actions that might cause the public or others to question my 
independent judgment. 

i. I maintain a constructive, creative, and practical attitude toward the 
District’s affairs and a deep sense of social responsibility as a trusted 
public servant. 
 

2. As a Representative of San Mateo County Harbor District, I will be 
professional.  In practice, this value looks like: 
 
a. I apply my knowledge and expertise to my assigned activities and to the 

interpersonal relationships that are part of my job in a consistent, 
confident, competent, and productive manner. 
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b. I approach my job and work-related relationships with a positive 
collaborative attitude. 

c. I keep my professional education, knowledge and skills current and 
growing. 
 

3. As a Representative of the San Mateo County Harbor District, I will be 
service-oriented.  In practice, this value looks like: 
 
a. I provide friendly, receptive, courteous service to everyone. 
b. I am attuned to, and care about, the needs and issues of citizens, public 

officials, and District workers. 
c. In District-related matters, I am interested, engaged, and responsive. 

 
4. As a Representative of the San Mateo County Harbor District, I will be fiscally 

responsible.   In practice, this value looks like: 
 
a. I make decisions after prudent consideration of their financial impact, 

taking into account the long-term financial needs of the District, especially 
its financial stability. 

b. I demonstrate concern for the proper use of District assets (e.g., 
personnel, time, property, equipment, funds) and follow established 
procedures. 

c. I make good financial decisions that seek to preserve programs and 
services for District residents. 

d. I have knowledge of and adhere to the District’s Purchasing, Contracting 
and Allocation of Funds Policies. 
 

5. As a Representative of the San Mateo County Harbor District, I will be 
organized.  In practice, this value looks like:  
 
a. I act in an efficient manner, making decisions and recommendations 

based upon research and facts, taking into consideration short and long-
term goals. 

b. I follow through in a responsible way, keeping others informed, and 
responding in a timely fashion. 

c. I am respectful of established District processes and guidelines. 
 

6. As a Representative of the San Mateo County Harbor District, I will be 
communicative.   In practice, this value looks like: 
 
a. I positively convey the District’s care for and commitment to its citizens.  
b. I communicate in various ways that I am approachable, open-minded and 

willing to participate in dialog. 
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c. I engage in effective two-way communication, by listening carefully, asking 
questions, and determining an appropriate response, which adds value to 
conversations. 
 

7. As a Representative of the San Mateo County Harbor District, I will be 
collaborative.  In practice, this value looks like:  
 
a. I act in a cooperative manner with groups and other individuals, working 

together in a spirit of tolerance and understanding. 
b. I work towards consensus building and gain value from diverse opinions. 
c. I accomplish the goals and responsibilities of my individual position, while 

respecting my role as a member of the team. 
d. I consider the broader regional and statewide implications of the District’s 

decisions and issues. 
 

8. As a Representative of the San Mateo County Harbor District, I will be 
progressive.  In practice, this value looks like: 
 
a. I exhibit a proactive, innovative approach to setting goals and conducting 

the District’s business.  
b. I display a style that maintains consistent standards, but is also sensitive 

to the need for compromise, “thinking outside the box,” and improving 
existing paradigms when necessary. 

c. I promote intelligent and thoughtful innovation in order to forward the 
District’s policy agenda and District’s services. 
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Objective: 

To establish a comprehensive Records Management and Retention Policy. 

 

  

A. Purpose 
The purpose of this Records Management and Retention Policy (“Policy”) is to provide 
guidelines to staff regarding the retention, disposal and storage of records for the San 
Mateo County Harbor District (“District”); provide for the identification, maintenance, 
safeguarding and disposal of records in the normal course of business; ensure prompt 
and accurate retrieval of records; and ensure compliance with legal and regulatory 
requirements.  It is the Policy of the District to maintain and dispose of records and 
information in accordance with accepted records management practices and standards, 
and all applicable state and federal laws. 

B. Definition of Record 
The term “record” as used in this Policy shall mean: handwriting, typewriting, printing, 
photocopying, photographing, video recording, e-mail, and every other means of 
recording upon any form of communication or representation, including letters, words, 
pictures, sounds, or symbols, or a combination thereof, and all papers, maps, magnetic 
or paper tapes, photographic films and prints, and other documents.  

Vital and important records, regardless of recording media, are those having legal, 
financial, operational or historic value to the District.  

C. General Guidelines & Delegation of Authority 
All District records must be retained in their original form for a minimum of two years, 
unless otherwise provided for in this Policy.   

The District reserves the right to retain records longer than the recommended minimum 
retention period.  Authority regarding retention periods for the records referenced herein 
is derived from the California Government Code, and from the Local Government 
Records Management Guidelines (February 2006) issued by the California Secretary of 
State. Except where a longer retention period is required hereunder, after two years, the 
District, with the General Manager's approval, may destroy any original document 
without the District retaining a record or copy of these documents.   

The General Manager is authorized by the Board of Harbor Commissioners to interpret 
and implement this Policy, and to cause to be destroyed any or all such records, papers 
and documents in accordance with this Policy.  
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Objective: 

To establish a comprehensive Records Management and Retention Policy. 

 

  

D. Implementation Procedures: 
The Board of Harbor Commissioners directs the General Manager to follow the attached 
procedures in carrying out this Policy. These Procedures may be amended from time to 
time by the General Manager as laws and regulations change; as District needs evolve; 
and as records not addressed therein are created. Any amendments to the Procedures 
must be consistent with the state and federal law, and must further the intent of this 
policy.  

 

HISTORY: 
Adopted by Resolution 19-96, 7/17/96 

 



San Mateo County Harbor District 
   

Policy Title: 
Policy on Standing Committees 

Number: 
3.0 

Date of Approval: 
10/16/19 

Other Revisions: 
01/06/16; 03/02/16; 12/07/16; 01/10/19 

Prepared By: 
S. McGrath  

 

Policy 3.0 – Policy on Standing Committees  Page 1 of 2 
 

1. Purpose 

A. Committees will be created to facilitate in-depth examination of 
issues.  Committees do not set policy – they only make 
recommendations to the Board. 

2. Selection of Board Members on Committees 

A. At the first meeting after the election of officers and the 
appointment of the President for the calendar year, the President 
will appoint two Commissioners to each of the standing and ad-hoc 
committees. 

3. Selection of Chair 

A. Board members on the Committee will select a chair.  If 
Commissioners assigned to a committee are unable to agree upon 
who will chair the committee, the Harbor Commission Board 
President will decide.  

4. Term of Committee Members 

A. Each committee member shall serve for a term of one year. 

B. Commissioners may be reappointed to subsequent terms. 

5. Decorum 

A. If a commissioner assigned to a committee consistently works 
against the mission and goals of the committee the Board President 
will appoint a replacement commissioner to the committee. 

6. Meeting Management 

A. Each Committee will decide its own meeting dates and times.   To 
the greatest extent possible, meeting times will be consistent. 
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B. At least one Commissioner must be present at each meeting. 

C. Each Committee will meet at least once every four months.  The 
exact number of meetings will be determined by the needs of the 
Committee. 

D. The Committee will set each agenda for the committee.  In the 
event of disagreement, the Committee Chair sets the agenda. 

E. The Harbor Commission may direct an item be placed on the 
Committee’s agenda. 

F. Meeting sessions will be limited to two hours. 

G. Committee discussions should always attempt to reach consensus.  
Recommendations sent to the Commission will be approved by a 
vote of the Committee. In the event of a tie vote, no 
recommendation will be forwarded to the Board. 

H. A quorum will consist of a simple majority of committee members. 

I. A staff member will generally attend each committee meeting to 
provide administrative support, and background as necessary. 

J. A written meeting report to the Board will be produced after each 
committee meeting. 

K. Agendas, Committee packets, presentations, and meeting reports 
will be published on the Harbor District website. 

L. In accordance with the Brown Act, meetings of standing 
Committees will be publicly noticed and the agendas will be 
published at least 72 hours in advance of the meeting.  Agendas 
will be published on the Harbor District website at least 72 hours in 
advance of the meeting. 

M. Every committee member is expected to attend meetings and to 
participate in committee activities. 

N. Each member is expected to study the issues or problems that 
come before the committee in order to contribute to the resolution 
process. 
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Purpose: 
To establish uniform guidelines for acquisition, use and recovery of Electronic Devices 
provided to Commissioners by the San Mateo County Harbor District. 

 
Statement of Purpose: 

The purpose of the District-Provided Electronic Devices for Commissioners Policy is to 
establish uniform guidelines pertaining to electronic devices provided to the Board of 
Harbor Commissioners by the San Mateo County Harbor District.  

1) General Policy Provisions: 

On request, Commissioners will be provided with a District owned 1) smart phone; 2) 
tablet or laptop computer; and 3) additional associated equipment for Electronic 
Devices, as requested by the Commissioner and deemed necessary by the General 
Manager, such as protective case, mouse or keyboard (collectively, "Electronic 
Devices"). These Electronic Devices will be subject to the following restrictions to 
ensure that public resources are properly used: 

Issuance and Ownership 
a) Electronic Devices will be supplied and owned by the District. Commissioners will 

not be reimbursed for acquisition costs of Electronic Devices. 
b) Commissioners may be issued previously used Electronic Devices for the 

remainder of the Electronic Devices’ useful life. 
c) The District may require the delivery of any Electronic Device at any time to the 

District office. 
d) Electronic Devices will be returned to the District on or before the last day of 

service of the Commissioner. 
e) District issued Electronic Devices will be broad band enabled and provided with a 

reasonable data plan as determined by the General Manager. 
f) The General Manager will determine how often Electronic Devices are replaced 

based on industry standards. 
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Responsibility for Loss 

a) The District will provide reasonable insurance for Electronic Devices, as 
determined by the General Manager. 

b) Commissioners will be responsible for uninsured loss or damage to Electronic 
Devices and Associated Equipment, other than normal wear and tear. 

c) Commissioners must report any lost or stolen Electronic Device, Associated 
Equipment or data to the General Manager as soon as discovered. 
 

Software and Maintenance 
a) Electronic Devices are to be supported and maintained by the District’s approved 

I.T. provider ("District IT") only. 
b) District e-mail accounts will be established on the Electronic Devices prior to 

delivery, and will only be accessible from the Electronic Devices thereafter. 
c) District IT will install applications as available to enable regular back-up of data, 

including emails and text messages, from Electronic Devices to the District 
server. 

d) Commissioners will be provided with access to a folder on the District’s server for 
delivery and storage of documents. 

e) No software or applications may be installed without approval of the General 
Manager.  Software should be installed directly by District IT. 

f) Electronic Devices will be password protected. On receipt, Commissioners will be 
given the opportunity to re-set the password to security standards as developed 
by District IT. 

 
Usage 

a) Except for limited, occasional, or incidental personal use, use of Electronic 
Devices and Associated Equipment is limited to the conduct of District business. 
Commissioners' usage of Electronic Devices, including personal use, shall 
conform with the District's Computers, Electronic Communications and Social 
Media Policy, Policy No. 6.2.4, as amended from time to time. 

b) Commissioners will not permit anyone else including, but not limited to, the 
Commissioner’s family and/or associates, to use the Electronic Devices. 
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c) Commissioners should comply with all applicable federal, state, and local laws, 

including District policies and Government Code Section 8314 (which prohibits 
the use of public resources for campaign or personal use), in using Electronic 
Devices.  When provided with evidence of inappropriate or illegal use, including 
but not limited to violations of this Policy, the General Manager may revoke a 
Commissioner's Electronic Device privileges until the next meeting of the Board 
of Commissioners, at which time the Commission may elect to discuss the matter 
and take action. 
 

Privacy  
a) All communications, information, and content, including, but not limited to, 

emails, text messages, photos, videos, voicemail, and call logs, created, sent, 
received, deleted, stored, or otherwise located on an Electronic Device 
(collectively "Records") are property of the District and may be subject to the 
Public Records Act.  Records may be disclosed in compliance with applicable 
law and District policies without the consent of Commissioners. 

b) Deleting a Record from an Electronic Device does not necessarily mean the 
Record cannot be retrieved from the District’s computer system. The District may 
backup copies of all Records. 

c) There is no expectation of personal privacy on Electronic Devices. The District 
may, at any time, review the contents of all Records at the District office, through 
automated computer programs, or by other means. 

d) Commissioners must disclose their passwords to the District upon request. 
 

2) Smart Phones: 
a) The Commissioners may choose industry standard smart phones as approved by 

the General Manager, which for 2017 will be the equivalent of an Apple iPhone 7 
or Samsung Galaxy S7 model. The phone may be on either the Apple iOS or 
Android operating platforms.  

b) Once a Commissioner is issued a District-provided smart phone, that phone will 
be the primary contact number for phone communications between staff and the 
Commissioner.  
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c) Commissioners shall comply with all federal, state and local laws and regulations 

regarding the use of mobile devices while operating a vehicle. Commissioners 
who are charged with traffic violations resulting from the use of their smart 
phones while driving will be responsible for fines or other penalties associated 
with citations that result from such actions. 
 

3) Personal Tablets and Laptop Computers: 
a) The Commissioners may choose an industry standard personal tablet or laptop 

computer suitable for general business purposes, and as approved by the 
General Manager, which for 2017 will be the equivalent of an iPad 4, Samsung 
Tab S3, MacBook Air or Microsoft Surface Pro 4. The tablet or laptop computer 
may be on either the Apple iOS or Microsoft Windows operating system. 
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Statement of Policy 
The District is subject to the Brown Act (California Government Code Section 
54950 et seq) and all District meetings are subject to the Act’s requirements.  
The District is committed to the Act’s twin goals of transparency and public 
participation.  This Policy is intended to reflect existing law and nothing in this 
Policy is intended to contradict any other District policy.  Without limiting the 
requirement for compliance with all of the Act and all other District policies, 
following are general principles by which the District will conduct its meetings: 
 
Regular Meetings 
All members of the public are invited to attend open meetings of a District 
legislative body (Board or Standing Committee).  Every Regular Meeting will 
provide an opportunity for members of the public to address the legislative body 
on any item under the legislative body’s jurisdiction.  In addition, the public will 
have the opportunity to comment before or during the legislative body’s 
consideration of any item on a Regular Meeting’s agenda. 
 
a. Regular Meetings of the Board of Commissioners shall be held on the 

third Wednesday of each calendar month. 
 
b. Special Meetings of the Board may be called by the Board President or by 

a majority of the Board.  
 
c. Emergency Meetings. In the event of an emergency situation involving 

matters upon which prompt action is necessary due to the disruption or 
threatened disruption of public facilities, the Board may hold an 
Emergency Special Meeting without complying with the 24-hour notice. An 
emergency situation means a crippling disaster which severely impairs 
public health, safety, or both, as determined by the Board Chair or a 
majority of the Board.  

 
d. Standing Committee Meetings. The meetings of Standing Committees 

(comprising two Commissioners), are subject to the notice and open 
meeting provision of the Brown Act. 

 
e. Agenda: 

i. At least 72 hours prior to the time of all Regular Meetings, an agenda, 
which includes but is not limited to all matters on which there may be 
discussion and/or action by the Board, shall be posted in a place that is 
freely accessible to members of the public (California Government 
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Code 54954.2 (a)(1)).  The agenda shall be posted on the District 
website at the same time 

ii. The agenda for a Special Meeting shall be posted at least 24 hours 
before the meeting in the same location as for Regular Meeting 
agendas (California Government Code Section 54956). 

iii. All written materials submitted to the District pursuant to California 
Government Code §54957.5, that are related to a matter subject to 
discussion on the agenda at an open meeting shall be made available 
for public inspection and posted to the District’s agenda webpage. 

iv. The District does not post on its website with the agenda prior to a 
meeting written materials submitted by a commissioner about a matter 
that is not related to an item for discussion on such agenda. 
 

f. The District shall ensure that all required and appropriate information is 
available for the audience at meetings of the Board of Commissioners, 
and that physical facilities for said meetings are functional and appropriate 
for all persons. 
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Purpose: 
To guide the development of agendas for the Board of Commissioners 

 

Policy 3.3 - Rules for the Preparation and Distribution of Meeting Agendas 

STATEMENT OF POLICY 
I. General: 

 
The following rules for the preparation of the agenda for Harbor Commission 
Meetings are based on the premise that it is in the interest of good 
government that the public and the San Mateo County Harbor District be fully 
informed on all matters upon which  the District is called upon to act; that the 
Harbor Commission relies upon the members of the Harbor District staff to 
prepare proper reports and thorough research and investigation require 
adequate time to carry out their duties and responsibilities. 
Additionally, District Policy 6.2.5 ‘Harassment, Discrimination and Retaliation 
Prevention’ is specifically referenced herein to affirm that the District has zero 
tolerance for harassment, discrimination or retaliation in the application of any 
of the District’s policies, procedures or rules. 
 

II. Preparation of Agenda: 
 

A. The General Manager shall prepare an agenda for each regular and 
special meeting of the Board of Harbor Commissioners, which, for 
regular meetings, shall include, but not be limited to: 
 

i. An opportunity for members of the public to address the Board 
on items not on the agenda; 

ii. An opportunity for Commissioners to make comments or public 
statements; 

iii. A Consent agenda of routine items that may be approved by 
one motion; 

iv. A Discussion agenda of matters of public significance, items 
requiring Board action or items requiring Board direction to staff; 

v. A Future Agenda Items section for Board discussion and action 
on items to be placed on future agendas. 
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Policy 3.3 - Rules for the Preparation and Distribution of Meeting Agendas 

B. Authority to place matters on the Agenda: 
 
The following persons shall have the authority to place matters on the 
agenda: 
 

1. The Board of Harbor Commissioners, by majority vote (Board). 
2. A committee of the Harbor District, on a matter within the scope 

of the committee, and approved by the committee as a whole. 
3. The General Manager of the Harbor District. 
4. The legal counsel of the Harbor District. 

 
C. Unless specifically directed otherwise by the Board, the General 

Manager will determine the schedule for placement of items on the 
agenda of a future meeting, depending on the availability of staff 
and/or consultant resources and the complexity of the subject. 
 

D. All matters placed on the agenda shall be identified by author.  
 

E. If a Commissioner wishes to place an item on a future agenda, he or 
she shall first suggest the item under the Future Agenda Items portion 
of the Harbor District meeting agenda; and shall make a motion to that 
effect.  If the motion is passed by the Board, the item will be placed on 
a future agenda. 
 

F. Once the agenda has been posted to the District's website, an item 
may not be removed therefrom except by the majority vote of the 
Commission at the time the item is called at the meeting. 
 

III. Posting of Agenda: 
 

A. The agenda shall be posted in compliance with the provisions of the 
“Brown Act”, Government Code §54950 et sequitur, and in accordance 
with District Policy 3.2, ‘Brown Act Compliance’. 
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Policy 3.3 - Rules for the Preparation and Distribution of Meeting Agendas 

IV. Distribution of the Agenda: 
 

A. When distributing agenda packages and other materials to 
Commissioners, those materials should be provided to all 
Commissioners at the same time. Agenda packets, except for closed 
session materials, must also be made available to the public once 
distributed to the Commission. 
 

B. Copies of the agenda, and notice of Board packet availability, shall be 
distributed to: 

 
1. All members of the Board of Harbor Commissioners. 
2. Each of the Harbor Masters. 
3. Legal Counsel of the Harbor District. 
4. Members of the public who have requested, in writing, the 

printed agenda and packet, providing that they have paid the 
fee to cover the cost of distribution. 

5. Members of the public who have requested addition to the 
electronic distribution list of agenda and board packet 
availability. 

 
C. At the Commission Meetings, copies of the agenda and Board packet 

shall be made available for the public attending the meeting. 
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1. Purpose 

The purpose of the policy is to guide San Mateo County Harbor District (District) 
officials and staff in considering legislative or regulatory proposals that are likely to 
have an impact on the District, and to allow for a timely response to important 
legislative issues. Although the expenditure of public funds for the purpose of 
supporting or opposing a ballot measure or candidate is prohibited, the 
expenditure of public funds is allowed to advocate for or against proposed 
legislation or regulatory actions which will affect the public agency expending the 
funds.  

The purpose for identifying Legislative Advocacy Policy is to provide clear 
direction to District staff with regard to monitoring and acting upon bills during 
state and federal legislative sessions. Adherence to Legislative Advocacy Policy 
will ensure that legislative inquiries and responses will be administered 
consistently with “one voice” as to the identified Advocacy Priorities adopted by 
the Board of Commissioners. The Legislative Advocacy Policy and Advocacy 
Priorities will provide the District General Manager, or other designee, discretion 
to advocate in the District’s best interests in a manner consistent with the goals 
and priorities adopted by the Board of Commissioners. This policy is intended to 
be manageable, consistent, and tailored to the specific needs and culture of the 
District. 

2. Policy Goals 

A. Advocate for the District’s legislative interests at the State, County, and 
Federal levels. 

B. Inform and provide information to the Board of Commissioners and 
District staff on the legislative process and key issues and legislation that 
could have a potential impact on the District. 

C. Serve as an active participant with other local governments, the California 
Special Districts Association, and local government associations on 
legislative and regulatory issues that are important to the District and the 
region. 

D. Seek grant and funding assistance for District projects, services, and 
programs to enhance services for the community. 
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3. Policy Principles 

A. The Board of Commissioners recognizes the need to protect District 
interests and local control, and to identify various avenues to implement 
its strategic and long-term goals. It is the policy of District to proactively 
monitor and advocate for legislation as directed by the Advocacy 
Priorities and by the specific direction of the Board of Commissioners. 

B. This policy provides the District General Manager, or other designee, the 
flexibility to adopt positions on legislation in a timely manner, while 
allowing the Board of Commissioners to set Advocacy Priorities to provide 
policy guidance. The Board of Commissioners shall establish various 
Advocacy Priorities and, so long as the position fits within the Advocacy 
Priorities, staff is authorized to take a position without board approval. 

C. Whenever an applicable Advocacy Priority does not exist pertaining to 
legislation affecting the District, the matter shall be brought before the 
Board of Commissioners at a regularly scheduled board meeting for 
formal direction from the Board of Commissioners. The Board of 
Commissioners may choose to establish a standing committee of two 
Commissioners, known as the “Legislative Advocacy Committee”, with 
the authority to adopt a position when consideration by the full Board of 
Commissioners is not feasible within the time-constraints of the legislative 
process. 

D. Generally, the District will not address matters that are not pertinent to the 
District’s local government services, such as social issues or international 
relations issues. 

4. Legislative Advocacy Priorities 

A. It is the policy of District to proactively monitor and advocate for legislation 
as directed by the Advocacy Priorities and by the specific direction of the 
Board of Commissioners. This process involves interaction with local, 
state, and federal government entities both in regard to specific items of 
legislation and to promote positive intergovernmental relationships. 
Accordingly, involvement and participation in regional, state, and national 
organizations is encouraged and supported by the District. 

B. Monitoring legislation is a shared function of the Board of Commissioners 
and General Manager or designated staff. The Legislative Advocacy 
Procedures are the process by which staff will track and respond to 
legislative issues in a timely and consistent manner. The General 
Manager, or other designee, will act on legislation utilizing the following 
procedures: 

1. The General Manager or other designee shall review requests that 
the District take a position on legislative issues to determine if the 
legislation aligns with the District’s current approved Advocacy 
Priorities. 
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2. The General Manager or other designee will conduct a review of 
positions and analysis completed by the California Special Districts 
Association and other local government associations when 
formulating positions. 

 

3. If the matter aligns with the approved priorities, District response shall 
be supplied in the form of a letter to the legislative body reviewing 
the bill or measure. Advocacy methods utilized on behalf of the 
District, including but not limited to letters, phone calls, emails, and 
prepared forms, will be communicated through the General Manager 
or designee. The General Manager or designee shall advise staff to 
administer the form of advocacy, typically via letters signed by the 
General Manager, or designee, on behalf of the Board of 
Commissioners. 

 

4. All draft legislative position letters initiated by the General Manager or 
designee shall state whether the District is requesting “support”, 
“support if amended”, “oppose”, or “oppose unless amended” action 
on the issue, and shall include adequate justification for the 
recommended action. If possible, the letter should include examples 
of how a bill would specifically affect the District, e.g. “the funding the 
District will lose due to this bill could pay for X capital improvements.” 
a. Support – legislation in this area advances the District’s goals and 

priorities. 
b. Oppose – legislation in this area could potentially harm, 

negatively impact or undo positive momentum for the District, 
or does not advance the District’s goals and priorities. 

 

5. The General Manager may also provide a letter of concern or 
interest regarding a legislative issue without taking a formal 
position on a piece of legislation. Letters of concern or interest 
are to be administered through the General Manager or 
designee. 

 

6. When a letter is sent to a state or federal legislative body, the 
appropriate federal or state legislators representing the District shall 
be included as a copy or “cc” on the letter. The appropriate contacts 
at the California Special Districts Association and other local 
government associations, if applicable, shall be included as a cc on 
legislative letters. 

 

7. A position may be adopted by the General Manager or designee if any of the 
following criteria is met: 
a. The position is consistent with the adopted Advocacy Priorities; 
b. The position is consistent with that of organizations to which the 

District is a member, such as the California Special Districts 
Association; or 
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c. The position is approved by the Board of Commissioners or the 
Legislative Advocacy Committee. 

 

8. All legislative positions adopted via a process outside of a regularly 
scheduled Board Meeting shall be communicated to the Board of 
Commissioners at the next regularly scheduled Board Meeting. 
When appropriate, the General Manager or other designee will 
submit a report (either written or verbal) summarizing activity on 
legislative measures to the Board of Commissioners. 

5. Advocacy Priorities 

A. Revenue, Finances, and Taxation 

Ensure adequate funding for special districts’ safe and reliable core local 
service delivery. Protect special districts’ resources from the shift or 
diversion of revenues without the consent of the affected districts. 
Promote the financial independence of special districts and afford them 
access to revenue opportunities equal to that of other types of local 
agencies. Protect and preserve special districts’ property tax allocations 
and local flexibility with revenue and diversify local revenue sources. 

Support opportunities that allow the district to compete for its fair share of 
regional, state, and federal funding, and that maintain funding streams. 
Opportunities may include competitive grant and funding programs. 

Opportunities may also include dedicated funding streams at the regional, 
state, or federal levels that allow the district to maximize local revenues, 
offset and leverage capital expenditures, and maintain district goals and 
standards. 

B. Governance and Accountability 

Enhance special districts’ ability to govern as independent, local 
government bodies in an open and accessible manner. Encourage best 
practices that avoid burdensome, costly, redundant or one-size-fits-all 
approaches. 

Protect meaningful public participation in local agency formations, 
dissolutions, and reorganizations, and ensure local services meet the 
unique needs, priorities, and preferences of each community. 

Oppose additional public meeting and records requirements that 
unnecessarily increase the burden on public resources without effectively 
fostering public engagement and enhancing accountability of government 
agencies. 

Promote local-level solutions, decision-making, and management 
concerning service delivery and governance structures while upholding 
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voter control and maintaining LAFCO authority over local government 
jurisdictional reorganizations and/or consolidations. 

C. Human Resources and Personnel 

Promote policies related to hiring, management, and benefits and 
retirement that afford flexibility, contain costs, and enhance the ability to 
recruit and retain highly qualified, career-minded employees to public 
service. As public agency employers, support policies that foster 
productive relationships between management and employees. 

Maintain special districts’ ability to exercise local flexibility by minimizing 
state mandated contract requirements. Oppose any measure that would 
hinder the ability of special districts to maximize local resources and 
efficiencies through the use of contracted services. 

D. Infrastructure, Innovation, and Investment 

Encourage prudent planning for investment and maintenance of 
innovative long-term infrastructure. Support the contracting flexibility and 
fiscal tools and incentives needed to help special districts meet 
California’s changing demands. Promote the efficient, effective, and 
sustainable delivery of core local services. 

Prevent restrictive one-size-fits-all public works requirements that 
increase costs to taxpayers and reduce local flexibility. 
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Guiding Principles 

Respect for the community that we serve. 

Respect for the democratic process. 

Respect for one another as individuals. 

Respect for the validity of different opinions. 

1. Introduction: 
 
A. The Board of Harbor Commissioners adopts this Code of Conduct to assure that 

all elected and appointed officials, while exercising their office, conduct 
themselves in a manner that will instill public confidence and trust in the fair 
operation and integrity of the San Mateo County Harbor District. 

 
B. This Code Conduct is designed to describe the manner in which Board Members 

should treat one another, District staff, constituents, and others they come into 
contact with in representing the San Mateo County Harbor District.  As elected 
representatives of the citizens of San Mateo County, it is essential that each 
Commissioner's behavior be consistent with the level of responsibilities and 
duties of governance entrusted to them by the people of San Mateo County. 

 
C. The constant and consistent theme throughout of the Code of Conduct is 

"respect."  Commissioners can experience tremendous stress in making 
decisions that could impact thousands of lives.  Despite these pressures, elected 
officials are called upon to exhibit appropriate behavior at all times.  
Demonstrating respect for each individual through words and actions is the 
touchstone that can help guide Commissioners to do the right thing in even the 
most difficult situations.  

 
2. Relation to Policy 1.1.1:  San Mateo County Harbor District Ethics and Values:  

This policy is intended to be complementary to Policy 1.1.1.  The San Mateo County 
Harbor District Ethics and Values Policy is applicable to all District staff and 
Commissioners, while this policy (Policy 3.5) builds upon Policy 1.1.1. and is only 
applicable to Commissioners and appointed officials. 
 

3. Fair and Equal Treatment:  Board members, in the performance of their official 
duties and responsibilities, will not discriminate against or harass any person on the 
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basis of race, religion, color, creed, age, marital status, national origin, ancestry, 
gender, sexual orientation, medical condition or disability.  A Board member will not 
grant any special consideration, treatment or advantage to any person or group 
beyond that which is available to every other person or group in similar 
circumstances. (See, e.g., Article 1, Section 31 of the California Constitution; Age 
Discrimination in Employment Act of 1967 (29 U.S.C., Section 621-634); Americans 
with Disabilities Act of 1990 (42 U.S.C., Section 12101 et. Seq.); Fair Employment 
and Housing Act (Government Code, Section 12900 et. Seq.); Rehabilitation Act of 
1973 (29 U.S.C., Section 701 et. Seq.); Title VIl of the Civil Rights Act of 1964 (42 
U.S.C., Section 2000c ct. Seq.); Labor Code Section 1102.) 
 

4. General Policy: 
 
A. The citizens of San Mateo County are entitled to have fair, ethical and 

accountable local government.  To this end, the public should have full 
confidence that their elected and appointed officials: 
 

1. comply with both the letter and spirit of the laws and policies affecting the 
operations of government; 
 

2. are independent, impartial and fair in their judgment and actions; 
 

3. use their public office for the public good, not for personal gain; and 
 

4. conduct public deliberations and processes openly, unless required by law to 
be confidential, in an atmosphere of respect.  

 
B. Therefore, Members of the Board of Harbor Commissioners and all Committees 

shall conduct themselves in accordance with the following ethical standards:  
 

1. Use of Formal Titles:  The Board should refer to one another formally during 
Board meetings such as President, Vice President, Commissioner followed by 
the individual’s last name. 

 
2. Honor the Role of the Presiding Officer in Maintaining Order and Equity: It is 

the responsibility of the President of the Board as Chair, or the Commissioner 
acting in that capacity, to keep the comments of Board Members on track 
during public meetings.  Board Members should honor efforts by the 
President of the Board to focus discussion on current agenda items.  If there 
is disagreement about the agenda or the President’s actions, those objections 
should be voiced politely and with reason, following procedures outlined in 
parliamentary procedure. 

 
3. Practice Respect and Decorum in Discussions and Debate:  Difficult 

questions, tough challenges to a particular point of view, and criticism of ideas 
and information are legitimate elements of free democracy in action.  Free 
debate does not require nor justify, however, public officials to make 
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belligerent, personal, impertinent, slanderous, threatening, abusive, or 
disparaging comments.  During public discussions, Board Members should be 
respectful of others and diverse opinions, and allow for the debate of issues. 

 
4. Act in the Public Interest.  Recognizing that stewardship of the public interest 

must be their primary concern, members will work for the common good of 
the people of San Mateo County and users of District facilities and not for any 
private or personal interest, and they will assure fair and equal treatment of all 
persons, claims and transactions coming before them. 
 

5. Comply with both the Spirit and the Letter of the Law and District Policy.  
Board Members shall comply with the laws of the nation, the State of 
California and the San Mateo County Harbor District Code of Ordinances, 
Resolutions, and Policies in the performance of their public duties.   

 
6. Conduct of Board Members.  The professional and personal conduct of Board 

Members while exercising their office must be above reproach and avoid 
even the appearance of impropriety.  Board Members shall refrain from 
abusive conduct, personal charges or verbal attacks upon the character or 
motives of other members of Board, the staff or public.  

 
7. Conduct at Public Meetings.  Board Members shall prepare themselves for 

public issues; listen courteously and attentively to all public discussions 
before the body; and focus on the business at hand.  They shall refrain from 
interrupting other speakers; making personal comments not germane to the 
business of the Board/Committee; or otherwise interfering with the orderly 
conduct of meetings. 

 
8. Decisions Based on Merit.  Board Members shall base their decisions on the 

merits and substance of the matter at hand, rather than on unrelated 
considerations. 

 
9. Conflict of Interest.  In order to assure their independence and impartiality on 

behalf of the common good and compliance with conflict of interest laws, 
members shall use their best efforts to refrain from creating an appearance of 
impropriety in their actions and decisions.  Members shall not use their official 
positions to influence government decisions in which they have: 

 
a. a material financial interest,  
b. an organizational responsibility or personal relationship which may give 

the appearance of a conflict of interest, or  
c. a strong personal bias. 

 
A Board Member who has a potential conflict of interest regarding a particular 
decision shall disclose the matter to the General Counsel and reasonably 
cooperate with the General Counsel to analyze the potential conflict.  If 
advised by the General Counsel to seek advice from the Fair Political 
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Practices Commission (FPPC) or other appropriate state agency, a member 
shall not participate in a decision unless and until he or she has requested 
and received advice allowing the member to participate.  A member shall 
diligently pursue obtaining such advice.  The member shall provide the 
President of the Board and General Counsel a copy of any written request or 
advice and conform his or her participation to the advice given.  In providing 
assistance to Board Members, the General Counsel represents the District 
and not individual members. 
 
In accordance with the law, Board Members shall disclose investments, 
interests in real property, sources of income, and gifts; and if they have a 
conflict of interest regarding a particular decision, shall not, once the conflict 
is ascertained, participate in the decision and shall not discuss or comment 
on the matter in any way to any person including other members unless 
otherwise permitted by law. 

 
10. Gifts and Favors.  Board Members shall not take any special advantage of 

services or opportunities for personal gain, by virtue of their public office that 
is not available to the public in general.  They shall refrain from accepting any 
gifts, favors or promises of future benefits which might compromise their 
independence of judgment or action or give the appearance of being 
compromised.  

 
11. Confidential Information.  Board Members must maintain the confidentiality of 

all written materials and verbal information provided to members which is 
confidential or privileged.  Board Members shall neither disclose confidential 
information without proper legal authorization, nor use such information to 
advance their personal, financial or other private interests.  

 
12. Use of Public Resources.  Board Members shall not use public resources 

which are not available to the public in general (e.g., District staff time, 
equipment, supplies or facilities) for private gain or for personal purposes not 
otherwise authorized by law.  

 
13. Representation of Private Interests.  In keeping with their role as stewards of 

the public interest, members of the Board shall not appear on behalf of the 
private interests of third parties before the Board or a Committee of the 
District. 

 
14. Advocacy.  Board Members shall represent the official policies or positions of 

the Harbor District to the best of their ability when designated as delegates for 
this purpose.  When presenting their individual opinions and positions, 
members shall explicitly state they do not represent the Board or Harbor 
District, nor will they allow the inference that they do.  Board Members have 
the right to endorse candidates for all Harbor District Commission seats or 
other elected offices.  It is inappropriate to mention or display endorsements 
during Board or Committee meetings, or other official District meetings.  
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15. Independence of Committees.  Because of the value of the independent 

advice of Committees to the public decision-making process, members of 
Board shall refrain from using their position to unduly influence the 
deliberations or outcomes of Committees for which they are not assigned. 

 
16. Positive Workplace Environment.  Board Members shall support the 

maintenance of a positive and constructive workplace environment for District 
employees and for citizens and businesses dealing with the District.  Board 
Members shall recognize their special role in dealings with District employees 
to in no way create the perception of inappropriate direction to staff. 

 
17. Demonstrate effective problem-solving approaches.  Board Members have a 

public stage and have the responsibility to show how individuals with 
disparate points of view can find common ground and seek a compromise 
that benefits the District as a whole.  

 
C. Elected and Appointed Officials’ Conduct with the Public in Public Meetings:  

Making the public feel welcome is an important part of the democratic process.  
No signs of partiality, prejudice or disrespect should be evident on the part of 
individual members toward an individual participating in a public forum.  Every 
effort should be made to be fair and impartial in listening to public testimony.  

 
1. Be Welcoming to Speakers and Treat Them with Care and Gentleness.  

While questions of clarification may be asked, the official’s primary role during 
public testimony is to listen. 

  
2. Be Fair and Equitable in Allocating Public Hearing Time to Individual 

Speakers.  The President of the Board will determine and announce limits on 
speakers at the start of the public hearing process. 

 
3. Practice Active Listening.  It is disconcerting to speakers to have members 

not look at them when they are speaking.  It is fine to look down at documents 
or to make notes, but reading for a long period of time or gazing around the 
room gives the appearance of disinterest.  Board Members shall try to be 
conscious of facial expressions, and avoid those that could be interpreted as 
"smirking," disbelief, anger or boredom.  

 
4. Maintain an Open Mind.  Board Members of the public deserve an opportunity 

to influence the thinking of elected and appointed officials. 
 

5. Ask for Clarification, but Avoid Debate and Argument with the Public.  Only 
the President of the Board – not individual Board Members – can interrupt a 
speaker during a presentation.  However, a member can ask the President for 
a point of order if the speaker is off the topic or exhibiting behavior or 
language the member finds disturbing.  
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D. Elected and Appointed Officials’ Conduct with District Staff:   
Governance of the Harbor District relies on the cooperative efforts its elected 
officials, who set policy, appointed officials who advise the elected, and District 
staff who implement and administer the Board’s policies.  Therefore, every effort 
should be made to be cooperative and show mutual respect for the contributions 
made by each individual for the good of the Harbor District. 

 
1. Treat all Staff as Professionals.  Clear, honest communication that respects 

the abilities, experience, and dignity of each individual is expected.  Poor 
behavior towards staff is not acceptable.  

 
2. Do Not Disrupt District Staff from their Jobs.  Board Members should not 

disrupt District staff while they are in meetings, on the phone, or engrossed in 
performing their job functions in order to have their individual needs met.  Do 
not attend District staff meetings unless requested by staff – even if the Board 
Member does not say anything, his or her presence implies support, shows 
partiality, may intimidate staff, and hampers staff’s ability to do their job 
objectively.  

 
3. Never Publicly Criticize an Individual Employee.  Board Members should 

never express concerns about the performance of a District employee in 
public, to the employee directly, or to the employee’s manager.  Comments 
about staff performance should only be made to the General Manager 
through private correspondence or conversation. 

 
4. Do Not get Involved in Administrative Functions.  Elected and appointed 

officials acting in their individual capacity must not attempt to influence District 
staff on matters within the staff’s jurisdiction and authority. 
 

5. Do Not Solicit Political Support from Staff.  Elected and appointed officials 
should not solicit any type of political support (financial contributions, display 
of posters or lawn signs, name on support list, etc.) from District staff.  District 
staff may, as private citizens with constitutional rights, support political 
candidates but all such activities must be done away from the workplace. 
 

6. No Attorney-Client Relationship.  Board Members shall not seek to establish 
an attorney-client relationship with the General Counsel, including his or her 
staff and attorneys contracted to work on behalf of the District. The General 
Counsel represents the District and not individual members.  Members who 
consult with the General Counsel cannot enjoy or establish an attorney-client 
relationship with the attorney. 

 
7. Request for Staff Resources. 

 
a. Board Member’s requests for research or other staff work must be 

directed to the General Manager or General Counsel regarding legal 
matters. 
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b. If more than one hour of staff time will be required to complete a 
requested task or project, the item will be agenized to ask the Harbor 
Board if time should be spent on preparing a report on the proposed 
item.  

c. Staff responses prepared to Board inquiries shall be distributed to all 
Board Members. 

 
5. Enforcement: 

 
A. Acknowledgement of Code of Conduct.  Board Members who do not sign an 

acknowledgement that they have read and understand the Code of Conduct shall 
be ineligible for intergovernmental assignments or Council subcommittees. 

 
B. Ethics Training for Local Officials.  Board Members who are out of compliance 

with State or District mandated requirements for ethics training shall not 
represent the District on intergovernmental assignments or District 
subcommittees, and may be subject to sanctions. 
 

C. Behavior and Conduct. The San Mateo Harbor District Code of Conduct 
expresses standards of ethical conduct expected for members of the Board of 
Harbor Commissioners and Committee members.  Commissioners themselves 
have the primary responsibility to assure that ethical standards are understood 
and met, and that the public can continue to have full confidence in the integrity 
of government.  The President of the Board and Chairs of Committees have the 
additional responsibility to intervene when actions of members that appear to be 
in violation of the Code of Conduct are brought to their attention. 
 

6. Required Ethics Training: 
 
A. AB 1234 requires elected or appointed officials who are compensated for their 

service or reimbursed for their expenses to take two hours of training in ethics 
principles and laws every two years.  The training must occur within two months 
of assuming office and be renewed within two months of the expiration of the 
current certificate. 

 
B. The training must cover general ethics principles relating to public service and 

ethics laws including:  
 

1. Laws relating to personal financial gain by public officials (including bribery 
and conflict of interest laws);   

 
2. Laws relating to office-holder perks, including gifts and travel restrictions, 

personal and political use of public resources, and prohibitions against gifts of 
public funds;  

 
3. Governmental transparency laws, including financial disclosure requirements 

and open government laws (the Brown Act and Public Records Act);   
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4. Laws relating to fair processes, including fair contracting requirements, 

common law bias requirements, and due process. 
 

7. Sanctions: 
 
A. Disciplinary Action.  Disciplinary action may be imposed by the Board of Harbor 

Commissioners upon Board Members who have violated the District Code of 
Conduct for Elected or Appointed Officials.  Disciplinary action or sanctions are 
considered when a serious violation of District policy has occurred by a Board 
Member. In determining the type of sanction imposed, the following factors may 
be considered:  
 

1. Nature of the violation,  
 

2. Prior violations by the same individual, and  
 

3. Other factors which bear upon the seriousness of the violation. 
 

B. Types of Sanctions.  At the discretion of the Board, sanctions may be imposed 
for violating the Code of Conduct or engaging in other misconduct.  These 
actions may be applied individually or in combination.  They include, but are not 
limited to:  

 
1. Public Admonishment.  A reproof or warning directed to a Board Member 

about a particular type of behavior that violates District policy.  
 

2. Revocation of Special Privileges.  A revocation of a Board Member' s 
Committee assignments, including standing and ad hoc committees, regional 
boards and commissions, and community- generated board/committee 
appointments.  Other revocations may include temporary suspension of 
official travel, conference participation, and ceremonial titles.  

 
3. Censure.  A formal statement or resolution by the Board of Harbor 

Commission officially reprimanding a Council Member. 
 

C. Implementation: 
 

1. The Code of Conduct is an expression of the standards of conduct for Board 
Members expected by the District.  It is most effective when Board Members 
are thoroughly familiar with it and embrace its provisions. 
 

2. All Board Member’s shall sign a statement acknowledging they have read and 
understand the Code of Conduct.  In addition, the Code of Conduct shall be 
periodically reviewed by the Board of Harbor Commissioner and updated it as 
necessary.  
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Acknowledgement: 
 

I affirm that I have read and understand the San Mateo County Harbor District 
Code of Conduct for Elected and Appointed Officials. 
 
 
            
Signature       Date 
 

 
 
APPROVED AS TO FORM: 
 
 
      
General Counsel 
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3. Section tiiiee;

. All explanation should be included for any overtune woiked,

. When using BIB, attach a doctor's note asreq-uired. If old sick leave is used make a notation
you were sick. Please note old sick leave is required to be iised prior to using EIB,

. All PTO, PTO-OT and GET should be approved a mmimum of 14 days in advance. The
PTO/GBT Approval fonn should be completed with Department Head and General Manager
approval prior to submission for payroll processing

4. Other:

Time sheets are to be submitted on die designated day to your Department Head or his/her
designee.

If you are regular fall-time employee (fhis'mcludes Aose on probation), your time sheet
should be for a minimum of 40 hours, per week.. If you do not work the hours, you must use
PTO or otiier banked hoiu-s to meet fhe rmmmum.

Any faU-time, regular employee failing to complete and submit a tune sheet, will be paid using
PTO hours. IfPTO is not sufBcient to cover full-time hours for the pay period, tfae balance of
the PTO hours will be used to zero out the accraed hours. Any corrections, based on the
submitted tiine sheet wlU be made on the next payroU.

Any part-time employee failing to complete and submit a time sheet will not be paid.

For Special Projects, your supervisor might on. occasion, ask you to keep track ofthe'hours
you spend doing certaiu projects. Complete a separate form and attach to your time sheet.

5. Submission of Time Sheets:

Department Heads should subim.t signed or signed copies of time sheets to payroll on Monday,
following fhe week ended on Saturday at 2400 hours.

Related Policies:

6. 5. 1 Hours of Work

6.5.2 Minor Work Pemiits

6,5.3 Date of Appointment

6, 5.4 Probationaiy Period

. 6. 5.5 Workweek

6. 5.6 Overtime

6.5.7 Salaiy/PTO Advances

6.5.8 .Paid Time Off (PTO)

FADISTMCT DOCStDISTMCT DOCS\ADMINISTlPOUCIESUtfPB. OVED\4_l_2 WBEKLY TIME SHBBTS.DOC
rOBM-SMCHD509(ft96) . .
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6.5.9 Holidays

6.5. 10 Bereavement Leave

6. 5. 11 Juiy/Cozirt Leave
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Title:

Voluntary Payroll Deductions

Purpose:

To ensure proper documentation is obtained and District responsibility is clearly specified for voluntary
payroll deductions

STATEMENT OF POLICY:

The San Mateo County Harbor District will accommodate any reasonable request for voluntary payroll
deductions subject to a limit oftbree voluntary payroll deductions per employee,

DESCRIPTION OF PROCEDURE:

All voluntary payroll deductions will require fhat a -written request ftom the employee be submitted to the
General Manager (Persomel Officer), who wUl be responsible for forwarding a copy to Director ofFmance
&r proper payroll handling. Required mfomiatioD. in. the written requpst'includes: employee name, amoimt
to be deducted, account number payment is to be forwarded to, entity name to whom check is to be issued,
address to where payment should be sent, date of first deduction and signature of the employee signifymg
consent for the voluntary deduction. The employee must also coinplete any required foim as directed by
entity, e.g. change fonn for ICMA Deferred Compensation.

All requests for voluntary payroll deductions must be received the fcst day offhe payroll cycle to be
processed on the next pay date.

If for any reason an employee is not issued a payroll check-or the check is'not syfficient to cover the
deduction(s), the District is not responsible for payment of the voluntary .deduction. It will be fhe
responsibility of the employee to make any payment directly to the entity or pay the District directly prior to
issuance of a check. At no time'will the Distoict make a payment based on a voluntary deduction if a
paycheck is not processed for the enyloyee. .

Voluntary deductions will only be deducted ftom regular bi-weeMy paychecks as identified on Ac Payroll
Schedule. No voluntary dedTictions will be made fcom special checks, such as PTO payouts.

It wUl be the responsibility of the enyloyee to provide- a written request to feimmate or change Ae amount
on any voluntary payroll deduction. The request must be submitted to the General Manager who will
forward a copy to flie Fmance Department. The date the deduction should be termmated or changed, the
amount to be changed to if applicable and, tiie name offhe entity and the signature of the employee should
be included in the request. The enyloyee must also complete any fonn required by entity.

R\DISTMCT DOCSmiSIMCT DOCS\ADMMSTlPOUCIES\A?rROVEDU_l_3 VOLIINTARY PAYROLL DBDUCtlONS.DOC
F01tMSMCHD509(8/g6) -~ . ----- Quality Assura
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Purpose: 

To establish policy guidelines on District reimbursement for expenses for District employees while on 
District business 

 

  

1.0 Statement of Policy 

It is the policy of the District to prescribe the manner in which district employees may be reimbursed for 
expenditures related to District business.  This policy applies to all employees and its provisions regarding 
expense reimbursement are intended to result in no personal gain or loss to an employee.   

2.0 Description of Procedure 

Whenever district employees desire to be reimbursed for out-of-pocket expenses for item(s) or service(s) 
appropriately relating to District business, they shall submit their requests on a reimbursement form 
approved by the General Manager.  Included on the reimbursement form will be an explanation of the 
district-related purpose for the expenditure(s), and receipts evidencing each expense shall be attached. 

The General Manager or Director of Finance will review and approve reimbursement requests.   

Reimbursement rates shall coincide with rates set by Internal Revenue Service Publication 463 or its 
successor publication(s). 

Any and all expenses that do not fall within the adopted reimbursement policy or the IRS reimbursable rates 
are not eligible for reimbursement. 

The District shall provide expense reimbursement report forms to employees who incur reimbursable 
expenses on behalf of the District to document that their expenses adhere to this policy. 

Receipts are required to be submitted in conjunction with all items listed on the expense report form.  
Expenses without receipts will not be reimbursed. 

Expense reports shall be submitted within a reasonable time, but not more than sixty (60) days after 
incurring the expense. 

It is against the law to falsify expense reports.  Penalties for misuse of public resources or violating this 
policy may include, but are not limited to, the following: 
 
a) The loss of reimbursement privileges; 
b) Restitution to the local agency; 
c) Civil penalties for misuse of public resources pursuant to Government Code Section 8314; and  
d) Prosecution for misuse of public resources, pursuant to Section 424 of the Penal Code, penalties 
 for which include 2, 3 or 4 years in prison. 
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2.1 PRIOR APPROVALS 

2.1.1 Out-of-State Travel and Expenses 
Requires prior approval by the Board of Harbor Commissioners, in writing, 
which shall verify that budgeted funds are available prior to approving the travel 
and expenses. 

2.1.2 Travel and Expenses Outside of San Francisco and San Mateo  
  Counties 

Travel and expenses for employees require the prior approval of the General 
Manager.  The General Manager shall verify that budgeted funds are available 
prior to approving the travel and expenses.   

2.1.3 Travel and Expenses Within San Francisco and San Mateo  
  Counties 

Travel and expenses for employees require the prior approval of the Department 
or Site Manager.  The Department or Site Manager shall verify that budgeted 
funds are available prior to approving the travel and expenses. 

Allowable Expenses 

3.1 General Expenses 

3.1.1 Parking Fees and Tolls 
Parking fees and tolls will be reimbursed by actual cost and receipts shall be 
presented where possible. 

3.1.2 Tips 
Tips shall be reimbursed when customary and reasonable but not to exceed 

 twenty percent (20%). 

3.1.3 Meals 
Rates are established by the Federal General Service Administration.  Employees 
may opt for a per diem rate as established for area of travel.   Partial days of 
travel may be reimbursed at 50% of the daily per diem.  If employee opts out of 
per diem, reimbursements must be itemized, with receipt and may not exceed 
GSA meal and incidental rates.  The Per Diem rates including tax and gratuity 
are published for each travel area at the following link: 
 
http://www.gsa.gov/portal/content/104877 
 
 
 

http://www.gsa.gov/portal/content/104877
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The above prices are to be used as a guideline for those who do not opt for the 
Per Diem reimbursement (without receipt).  Daily total with receipts will not 
exceed $53.00.   Full itemization should be made when receipts are unavailable. 

3.1.4 Other Miscellaneous Expenses 
Other miscellaneous expenses incurred either personally or on a District credit 
card shall require the approval of the appropriate authority outline in Section 2.1, 
Prior Approvals, prior to the expenses being incurred.. 

3.1.5 Confirmation of Expenses Prior to Incurring Cost 
Employees are encouraged to confirm reimbursement rates prior to incurring 
with the District Finance Department 

3.2 Expenses Incurred Within San Francisco or San Mateo Counties 

3.2.1 Mileage 
Employees who utilize their personal vehicles on travel assignments will be 
allowed the IRS allowable rate per mile.  

3.2.2 Meals 
Reimbursement for meals will be allowed only when the employee is attending a 
seminar, conference, or meeting as a representative of the District for a specific 
purpose, or when the employee’s attendance will directly benefit the District.  
There is no reimbursement for meals which are provided as part of the event 
registration.   No reimbursement will be allowed for meetings that are of a social 
nature. 

3.3 Expenses Incurred Outside San Francisco and San Mateo Counties 

3.3.1 Lodging 
Lodging connected or other prior approved events shall not exceed the maximum 
group rate published for the conference or activity, if one is available. Use of the 
conference hotel is generally recommended.  If the published group rate is 
unavailable employees shall be reimbursed for comparable lodging at 
government or IRS rates up to the GSA maximum.   
 
Lodging expenses will be reimbursed on completion of authorized travel upon 
submittal of proper claim.    The single rate should be clearly indicated on all 
receipts. 
 

3.3.2 Mileage Allowance 
Employees who utilize their personal vehicles on travel assignments will be 
allowed the IRS allowable rate per mile.  Each Employee who drives a private 
vehicle on District business must have copy of their personal liability insurance 
on said vehicle on file at the District Office.  No reimbursement for mileage shall 
exceed the dollar amount of round trip airfare at the coach rate on a licensed 
common carrier, plus auto rental or taxi fare at point of destination. 
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When two or more employees are attending the same seminar, convention, or 
meeting, carpooling shall be practiced whenever possible.  The actual odometer 
reading from the District offices to destination and return to the District offices 
will be used. 
 
If an employee, for his or her own convenience, travels by an indirect route or 
interrupts travels by the most economical route, the employee shall bear any 
extra expense involved.  Reimbursement for such travel shall be for only that 
part of the expense as would have been necessary in order to travel. 

3.3.3 Air Travel 
Reservations should be made far enough in advance to assure that the District 
realizes the maximum discount available.  The District shall pay for economy 
class, and no higher. 

3.4 Booking of Travel 
Travel arrangements will be made by a person designated by the General Manager at each 
work site.  This will assure that all maximum available discounts are obtained by the 
District, and that all arrangements are coordinated and uniform.   
 
Should the employee elect to make his or her own travel arrangements and it is 
subsequently determined that the District could have achieved lower fares or rates, the 
District shall reimburse the employee only up to the amount that would have been paid by 
the District had it made the arrangements itself. 
 

4.0 NON-ALLOWABLE EXPENSES 
 Laundry, cleaning, or valet service including luggage transportation (except of trips of over one  
  week duration). 
 Tobacco. 
 Alcoholic beverages. 
 Entertainment including theater, movies either in room or otherwise, sporting events (including  
  gym, massage, and/or other sports related expenses) or other events 
 Personal telephone calls to home in excess of one per day. 
 Meals and lodging in lieu of other meals and/or lodging the expense of which is included in the  
  Registration fee. 
 Fines, forfeitures, traffic citations or other penalties. 
 Rental vehicles except as pre-approved by the District Manager. 
 Expenses of a spouse or other non-employee. 
 Loss or damage to personal property. 
 Barber, beauty parlor, shoe shine or toiletries. 
 Personal postage 
 Credit card late fees as a result of untimely submission of expense accounting forms. 

5.0 SUBMISSION OF CLAIMS FOR REIMBURSEMENT 
Each employee shall submit their claim for reimbursement and other expense accounting on the 
form provided by the District, which shall be filled out in its entirety.  The signature on said form 
shall attest to the truthfulness and accuracy of the claim.  Forms shall be submitted as follows: 
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5.1 General Manager 

All expenses incurred by the General Manager shall require action by the Board of 
Harbor Commissioners to approve same for payment. Forms shall be submitted to the 
Board Treasurer, who shall recommend approval or disapproval to the Board. 

5.2 Department or Site Managers 
All expenses incurred by Department or Site Managers shall be submitted to the General 
Manager, who shall approve or disapprove the expenses. 

5.3 Other Employees 
All expenses incurred by other employees shall be submitted to the Department or Site 
Manager, who shall recommend approval or disapproval to the General Manager, who 
shall approve or disapprove the claim. 

6.0 PAYMENT OF CLAIMS 

6.1 Required Signatures 
No claim shall be honored for payment unless it bears all required signatures.  All claims 
shall be submitted within 60 days of the date the last expense of the claim was incurred. 

6.2 Payment Process 
All claims shall be paid in the normal Bills and Claims process. 

6.3 Pre-Payment and Advances 
The employee may request to have the District pre-pay certain high expense items such as 
Conference Fees, Airline tickets, etc.  When this is desired the employee shall submit the 
request in writing, well in advance in order to permit the appropriate arrangements to be 
made. 

 
When it is anticipated that the out-of-pocket expense to an employee will exceed $50.00, 
the employee may request an advance against anticipated expenses by forwarding a 
written request to the Director of Finance at least three (3) weeks in advance of the 
requirement for the funds.  This will permit the funds to be handled within the normal 
Bills and Claims process. 
 
The employee shall be responsible for any item pre-paid by the District and not used.  
Failure to repay said unused expenditure to the District may be construed as a gift of 
public funds, and will not be allowed.  The Board of Harbor Commissioners may waive 
this requirement in the event that illness or injury to an employee precluded attendance at, 
or use of the pre-paid item, or the Board finds that other extenuating circumstances 
intervened to preclude attendance at or use of the pre-paid item. 

6.4 Off-Line Checks 
The issuance of “off-line” checks shall be limited to emergency situations, and shall 
require the written authorization of the General Manager and the Director of Finance. 
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6.5 District Credit Cards 

The Director of Finance is empowered to cancel, withdraw from service, or otherwise 
prohibit charges against any District credit card that has exceeded its authorized spending 
limits, or is delinquent in its accounting.  
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Purpose;

To establish expense reporting policy and payment for services and products and/or receipt of gifts or
payments.

STATEMENT OF POLICY
This Policy conq)lies with Chapter 36 of the California Govenaneat Code, Section 82048.5, and the intent
of the Harbor Commission to have all expenditures reported annually for aU affected employees.

DESCRIPTIOM OF PROCEDURE
REIMBURSEMENT:

The District shall, in compliance wifh Section 53065. 5 of the Govemaieaf Code, prepare on or before
August 31 of each year for the preceding fiscal year, a document disclosing all payments made to' the
Harbor Commissioners, officers, and all employees for expenses incurred in the peEformance offheir duties,
expenses incurred for fhe business of the District, or expenses mcuited for any other purpose prior to fiscal
year.

This Policy will fulfiU the requirements of Chapter 36 pertaining to special districts reporting requirements,

LIMITS ON GIFTS: :

Chapter 36 also reduces from $ 1,000 to $250, die liimtation on gifts that may be accepted by. Haiboi
Conmussioneis aud'designated employees from any single source, m any calendar year, except
reimbursement for actual travel expenses and reasonable subsistence in connection herewith.

Chapter 36 further requires each special district to-report and. disclose, at least aimuaUy, any reimbursement
paid by the District within the immediately preceding Fiscal Year of at lease $ 100 for individual charges
paid to any employee or member of the govemmg body of the District. It required the disclosure to be in
the form of a document published or printed at least annually by a date detettnmed by each District and is to
be made available for public inspecdon. :

The annual document shall be prepared not later than August 3 1 for such payments and reimbursements
made during the preceding fiscal year. This docuinent shall be posted at flie San Mateo County Haibor.
District's Admmistration Of&ce and Oyster Point Marma/Park Haibormaster's office, for public mspection.

VIOLATION OF CHAPTER 36:

It'is a inisdemeanor for elected office holders and designated employees of local government agencies to
violate Sections 53065.5 and 82048.5 of the California Government Code. .

WDISTSICI DOCS\DISTUCT DOCS\ADMmlSTOOUCIBSlAFFROVBD\4^2_3 BXPBNSE REPORTING, ETC.DOC
FOIiMSMCHDS09(BW)
Rfl: Resolution 2-95

Qualhy Assam
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Purpose: 

To establish policy guidelines on District reimbursement for expenses for Commissioners 
while on District business. 

 

Policy 4.2.4 – Expense Accounting and Expenditure Reimbursement for Commissioners  

Page 1 of 8 

1. STATEMENT OF POLICY 

The San Mateo County Harbor District (District) is obligated to ensure that 
expenditures made by the District are solely for public purposes as well as 
prudent.  This policy governs and provides for a process by which a member of 
the District’s Board of Harbor Commissioners (Board) may seek reimbursement 
for expenses that he or she has incurred in the conduct of District business.   

This policy complies with Government Code Section 53232.2, which provides 
that if a local agency reimburses members of its legislative body for actual and 
necessary expenses incurred in the performance of official duties, then the 
agency's governing board must adopt a written policy, in a public meeting, 
specifying the types of activities that qualify for reimbursement of expenses such 
as those related to travel, meals and lodging.  To the extent practical, 
Commissioners are encouraged to work with District staff to make travel 
arrangements paid for in advance directly by the District, not subject to 
reimbursement under this Policy.  

This policy applies to all members of the Board of Harbor Commissioners, and its 
provisions regarding expense reimbursement are intended to result in no 
personal gain or loss to a commissioner.   

District Commissioners are eligible to receive reimbursements for travel, meals, 
lodging, and other reasonable and necessary expenses.  Commissioners are 
limited to reimbursement only as authorized in this policy.  
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2. AUTHORIZED EXPENSES 

A. Expenses 

Expenses incurred in connection with the following types of activities generally 
constitute authorized and reimbursable expenses, and do not need pre-expense 
approval of the Board, as long as the other requirements of this Policy are met: 

a. Communicating with representatives of regional, state and national 
governments on Board-adopted policy positions; 

b. Attending conferences or educational seminars designed to improve the 
skills and knowledge of Commissioners, so long as the skills and 
knowledge relate to their position with the District; and 

c. Participating in regional, state and national organizations whose activities 
or  agenda directly affects the District's interests. 

B. Prior Approvals 

Out-of-State travel and expenses require prior approval by the Board of Harbor 
Commissioners, in writing, which shall verify that budgeted funds are available 
prior to approving the travel and expenses. 

C. Other Expenses 

All other expenses must be approved by the Board, in a public meeting, before 
the expense is incurred.  

3. EXPENSES NOT ELIGIBLE FOR REIMBURSEMENT 

Expenses that are not eligible for reimbursement include: 

a. The personal portion of any trip; 

b. Political or charitable contributions;  
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c. Family expenses, including a partner's expenses when accompanying a 
Commissioner on District-related business, as well as child- or pet-related 
expenses; 

d. Entertainment expenses, including theater, movies (either in-room or at 
the theater), sporting events (including gym, massage and/or golf-related 
expenses), or other cultural events;  

e. Alcoholic beverages, including personal hotel honor bar expenses; 

f. Tips greater than 20 percent (unless automatically included in the bill);  

g. Regular commuting costs and personal automobile expenses, including 
for vehicle maintenance and repairs, traffic citations, insurance and 
gasoline;  

h. Personal losses incurred while on District business; 

i. Laundry, cleaning, or valet service including luggage transportation 
(except of trips of over one week duration); 

j. Personal telephone calls; 

k. Meals and lodging in lieu of other meals and/or lodging the expense of 
which is included in the Registration fee; 

l. Fines, forfeitures, traffic citations or other penalties; 

m. Loss or damage to personal property; 

n. Barber, beauty parlor, shoe shine or toiletries; 

o. Personal postage; and 

p. Credit card late fees or interest as a result of untimely submission of 
expense accounting forms. 
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Any questions regarding the propriety of a particular type of expense should be 
resolved by the approving authority before the expense is incurred. 

4. TRANSPORTATION 

Commissioners are encouraged to use public transit and carpool to the maximum 
extent possible when travelling on District business. When transportation is 
needed for Commissioners to travel for District business other than in District 
vehicles, costs are eligible for reimbursement as follows: 

a. Airfare.  Airfares that are reasonable and economical (coach fare) are 
eligible for reimbursement.  Ticket purchases should be made well in 
advance to take advantage of low fares when possible. 

b. Automobile.  Personal automobile mileage is reimbursed at Internal 
Revenue Service (IRS) rates in effect at the time of travel.  Tolls are 
eligible for reimbursement.  

Reimbursement for auto mileage will be capped at the cost of 
corresponding coach airfare for the same trip when it would be less 
expensive to fly than drive. 

c. Car Rental.  Rental car costs and fees are authorized for reimbursement 
only when absolutely necessary and when other transportation is not 
feasible or car rental is more economical.  Cars are to be reserved at a 
rate that does not exceed the standard-size car rate. 

d. Parking and Shuttles.  Reasonable parking costs will be reimbursed.  
Long-term parking or shuttle service to and from the airport may be 
claimed as a miscellaneous expense for reimbursement. 

e. Public Transit.  Actual fares for public transit will be reimbursed. 

5. LODGING 

Lodging costs are only reimbursable when Commissioners travel for authorized 
purposes. 
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Lodging expenses at the single-room rate will be reimbursed or paid for when 
travel on District business reasonably requires an overnight stay.  If such lodging 
is in connection with a conference, training or other educational activity, lodging 
expenses must not exceed the group rate published by the conference sponsor 
or training provider for the event in question.   

6. MEALS & INCIDENTAL EXPENSES 

Meals and incidental expenses are reimbursable whenever Commissioners travel 
for authorized purposes, and as otherwise set forth below: 

a. Business Meetings.  Actual and reasonable costs of business meals and 
gratuities are allowed when representing the District, regardless of 
geographic location.  These are capped at GSA per diem rates. 

b. Conference, Seminar or Training.  When Commissioners attend 
conferences, seminars and trainings for the District, reimbursements will 
be provided, upon submission of receipts, for the actual cost of meals, 
capped by the maximum established GSA for all meals, based on the 
locations of the events.   

c. Alcohol.  The District will not pay for alcohol or hotel-room personal 
bar/honor bar expenses. 

7. REGISTRATION FEES 

Registration fees for conferences or meetings will be reimbursed at actual cost. 

8. TELEPHONE/FAX/INTERNET 

Commissioners will be reimbursed for actual telephone, fax, or Internet 
connection expenses incurred for District business.  
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9. REPORTS TO THE COMMISSION 

When a Commissioner attends a conference, training, seminar or other event for 
which he or she seeks reimbursement from the District, the Commissioner must 
submit a brief oral or written report at the next regular Commission meeting.  If 
multiple members attended, a joint report may be made. 

10. COMPLIANCE WITH LAWS 

Commissioners should keep in mind that some expenditures may be subject to 
reporting under the Political Reform Act and other laws.  All District expense 
reports  and accompanying documentation are public records subject to 
disclosure under the Public Records Act and other applicable laws. 

11. VIOLATION OF POLICY 

Misuse of public resources or falsifying expense reports in violation of District 
Policy may result in any or all of the following: 

a. Loss of reimbursement privileges; 

b. Restitution to the District; 

c. The District reporting the expenses as income to State and Federal tax 
authorities; 

d. Civil Penalties of up to $1,000 per day and three-times the value of the 
resources used; 

e. Prosecution for misuse of public resources; and 

f. Censure by the Board or such other measure as may be determined by 
the Board. 
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12. IMPLEMENTING PROCEDURES 

The District and its Commissioners must follow the procedures adopted to 
implement this Policy.  These procedures may be revised by the General 
Manager in compliance with all laws and in furtherance of this Policy. 

13. EXPENSE REPORT FORM SUBMISSIONS 

a. All expense reimbursement requests must be submitted on an 
Expense Report Form approved by the General Manager.  
Completed Expense Report Forms must document that the 
expense in question met the requirements of the Policy.  

b. Expense Report Forms must be submitted within thirty (30) 
calendar days of an expense being incurred, and must include the 
following attachments: 

1. Original receipts showing the claimed expenses (e.g., 
restaurant receipts as opposed to credit card receipts or 
statements); 

2. Name of the Commissioner, as well as a description of the 
purpose of the meeting; 

3. A copy of the Program or Agenda of the event(s) attended, 
when relevant;  

4. When original receipts are required under these procedures, 
but have been lost, a duplicate receipt if available; 

5. If neither an original nor duplicate receipt is available, or if a 
receipt is not available for a small expenditure (e.g., parking 
meters), a detailed explanation of the expenditure and 
explanation of which receipts are not available;  

6. Telephone bills identifying calls made on District business, 
when relevant; and 
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7. Actual Odometer readings or Google (or similar) map 
displaying mileage by most direct route. 

c. Expense Report Forms will be reviewed by the Treasurer and will 
be approved by the Harbor Commission pursuant to the normal 
process for approving bills and claims. 

14. AUDITS OF EXPENSE REPORTS 

All evidence of expenses and related documentation are subject to verification 

that they comply with this Policy. 
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Purpose: 

Establish purchasing and procurement policy to ensure appropriate controls are maintained over the purchase 
and payment of goods and services for the District. 

 

Policy and Procedures 4.3.1  Quality Assurance System 
Revision No. 1 Revised May 17, 2017 

STATEMENT OF POLICY:  

The San Mateo County Harbor District’s procurement policy is in furtherance of the 
following goals and general principles: 

1) To promote the greatest economy and efficiency for the District,  

2) To provide safeguards to maintain a procurement policy of quality and integrity,  

3) To instill public confidence in the procurement process of the District and adherence 
to proper standards of conduct by all District personnel,  

4) To ensure fair and equitable treatment for all vendors who seek to deal with the 
District,  

5) To foster maximum open and free competition in the expenditure of public funds, and  

6) To maintain procurement policies and procedures to ensure compliance with 
applicable local, state, and federal laws and regulations.  

All procurement transactions, regardless of whether negotiated or advertised and 
without regard to dollar value, must be conducted so as to provide maximum open and 
free competition. Positive efforts must be made by the District to utilize San Mateo 
County businesses and sources of supplies and services and every effort must be made 
to allow such sources the maximum feasible opportunity to compete for contracts with 
the District. The following set of procurement and contracting policies have been 
developed based on these goals and general principles.  

DESCRIPTION OF POLICY 

A. Conflicts of Interest 

No Commissioner, officer, employee or agent of the District shall participate in any 
procedure, task, or decision relative to initiation, evaluation, award, or administration of 
a contract if a conflict of interest, real or apparent, exists.  Such a conflict of interest 
arises when (a) the Commissioner, officer, employee or agent, (b) any member of his or 
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her immediate family, (c) his or her business associate, or (d) an organization which 
employs, or which is about to employ, any of the above described individuals has a 
financial or other interest in a firm that participates in a District procurement process or 
that is selected for a contract award.  The standards governing the determination as to 
whether such an interest exists are set forth in Sections 1090, 1091, and 1091.5 of the 
California Government Code and the California Political Reform Act. 

B.  Methods of Procurement 

1. All purchases and contracts, whether by informal bidding, formal bidding 
or proposals, shall be made on a competitive basis to the greatest extent 
practicable. 

2. The method of procurement shall be appropriate for the type of project or 
procurement and shall be in the best interest of the District. 

3. Public Works.  Formal competitive bidding must be used for construction, 
alteration, repair, or improvement of any public structure, building or road.  
whenever the estimated expenditure for such work exceeds $5,000 or 
more and, for new construction, whenever the estimated expenditure for 
such work exceeds $10,000 or more.   

4. Equipment, Materials, and Supplies Over $25,000. Formal competitive 
bidding may be used when purchasing equipment, supplies, or materials 
over $25,000, but a competitive proposal process using a “best value” 
approach may be used in circumstances where it is determined to be in 
the best interest of the District.  “Best value” means a process in which 
the overall combination of quality, price, and other elements such as 
reliability, standardization, vendor track record, warranty, and life cycle 
costs are considered together to determine which proposal provides the 
greatest overall benefit to the District.  On a case by case basis, and in 
particular when a procurement involves a combination of goods and 
services, the General Manager, or designee, shall make the 
determination of whether a “best value” approach is in the best interest of 
the District.   

5. Equipment, Materials, and Supplies Between $5,000 and $25,000. An 
informal procurement method may be used for the purchase of materials, 
equipment, or supplies when the estimated expenditure is between 
$5,000 and $25,000.  To the extent practicable, such a method will 
involve obtaining a minimum of three quotations, either written or oral, 
that permit prices and other terms to be compared.  Adequate outreach 
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will be made to ensure open and free competition, and that small 
businesses, and local vendors are notified of contract opportunities.   

6. Services Over $25,000.  Formal competitive proposals, which use a "best 
value" approach to consider and evaluate factors in addition to price, will 
be used to retain professional services when the estimated expenditure 
exceeds $25,000.  Specialized State and federal laws may apply to the 
procurement of architectural and engineering services regardless of the 
estimated expenditure.   

7. Services, Equipment, Materials, and Supplies Less Than $25,000.  If the 
estimated cost of the acquisition of services, materials, equipment, or 
supplies does not exceed the sum of twenty-five thousand dollars 
($25,000.00), the General Manager may acquire the services or property 
requisitioned in the manner he or she deems most suitable.  

8. Alternative methods of procurement may be permissible if authorized by 
state law. 

9. The use of appropriate intergovernmental agreements is encouraged in 
order to reduce duplicative efforts and to achieve cost economies. 

C.  Procurement Documentation and Consideration of Bids and Proposals 
 

1. Formal competitive bidding requires preparation of bid documents that 
clearly set forth all requirements, which must be fulfilled in order for the bid 
to be responsive, and advertisement in accordance with legal 
requirements. 

2. Whenever construction, alteration, repair, or improvement contracts are 
let by public bidding, notice of such shall be published by the General 
Manager as required by law, but at least twice in  two (2) consecutive 
weeks, with at least five days between each publication date, prior to the 
date set for opening bids, in a daily newspaper of general circulation 
printed and published in the County and designated by the Board, or for 
at least twice in two (2) consecutive weeks, with at least five days 
between each publication date, prior to the  date set for opening bids in a 
weekly newspaper printed and published in the County and designated 
by the Board.  All bids for construction work must be presented under 
sealed cover and must be accompanied by one of the following forms of 
bidder's security: 1) Cash, 2) a cashier's check made payable to the 
District, 3) a certified check made payable to the District, 4) a bidder's 
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bond executed by an admitted surety insurer, made payable to the 
District.  An award, if made, will be to the lowest responsive and 
responsible bidder.  All construction, alteration, repair, or improvement 
contracts and bid documents must comply with all other statutory 
requirements for public works contracts and bid documents. 

3. Formal competitive proposals, including the “best value” approach for 
equipment, materials, and supplies, require issuance of Requests for 
Proposals, which clearly set forth all the requirements, and state the 
qualitative factors in addition to price, which will be used to evaluate and 
rank the Proposals.  An award, if made, will be to the proposer receiving 
the highest consensus ranking, subject to successful negotiations with 
the District.   

4. Any and all bids or proposals may be rejected by the District if it is in the 
District’s best interest to do so.   

5. The District may only contract with contractors who are trustworthy and 
are qualified and possess the ability to perform successfully under the 
terms and conditions of the proposed procurement. 

D.  Execution of Contract Documents 
 

1. All District contracts and amendments will be in writing and executed prior 
to beginning performance under the contract.   

2. The General Manager may execute all contracts on behalf of the District 
that are duly approved within the General Manager’s authority.  The 
President of the Board of Harbor Commissioners will sign contracts that 
require approval by the Board, unless otherwise delegated to the General 
Manager. 

E.  General Manager’s Procurement Authority 
 

3. The General Manager or his or her designee may award and execute 
agreements for equipment, supplies, materials, and services when the 
amount to be paid by the District does not exceed $25,000, inclusive of 
any change orders.   

4. The General Manager is authorized to approve change 
orders/amendments to contracts if the total contract value inclusive of the 
change order/amendment, does not exceed $25,000, unless the Board 
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has established a contract contingency and authorized the General 
Manager to approve change orders/amendments within that contingency.  
All other change orders/amendments must be approved by the Board of 
Harbor Commissioners.  

5. Any changes in the General Manager’s Procurement Authority may only 
be made by the Board. 

The General Manager is authorized to delegate to managers or other employees the 
responsibility and authority to approve purchases within the General Manager’s 
procurement authority, which delegation must be in writing, include defined monetary 
limits; and be consistent with this Procurement Policy.   

 

F.  Protest Procedures 
 
Bidders may protest contracts that are let through formal competitive bidding or 
competitive negotiations.  The General Manager is authorized to review and determine 
protests concerning contracts awarded within the General Manager’s procurement 
authority.  Bid protests for all other contracts not within the General Manager’s 
procurement authority will be reviewed and determined by the Board of Harbor 
Commissioners upon recommendation by the General Manager and the District’s 
Attorney.  All protests will be in accordance with the written procedures established by 
the General Manager. 
 
G.  Contract Administration 
 
The District shall administer all contracts to ensure that contractors conform to the 
terms, conditions, and specifications of all contracts and to ensure all purchases are 
received in a timely manner.  Each contract file shall contain documentation concerning 
the contract administration, including, but not limited to, monitoring of the contract 
budget, change orders and final disposition.  Undocumented actions on all contracts 
must be committed to written memoranda and promptly included in the contract file. 
 
H.  Emergency Contracts 
 
The General Manager has been authorized by the Board of Harbor Commissioners to 
take all necessary and proper measures in emergency conditions to keep District 
services and facilities operational.  When emergency conditions do not permit a delay 
resulting from a competitive solicitation for bids, the General Manager is authorized to 
make emergency purchases without giving notice for bids.  The General Manager shall 
promptly report on the reasons and necessity for proceeding without a competitive 
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solicitation for bids to the Board of Harbor Commissioners at the next available meeting 
(not later than 7 days after the action) or at the next regularly scheduled meeting (not 
later than 14 days after the action).  The Board of Harbor Commissioners will review the 
emergency action at every regularly scheduled meeting thereafter until the emergency 
action is terminated and will vote, by four-fifths vote, that there is a need to continue the 
action.  
 
I.  Discretion to Waive the Competitive Process 
 
The Board of Harbor Commissioners, or the General Manager for procurements within 
the General Manager’s procurement authority, may waive the requirements for 
competitive procurement when it finds that doing so is in the District’s best interest, and 
keeping in mind the fundamental principles of procurement set forth in this policy.  In 
particular with regard to contracts for public works requiring competitive bidding, the 
Board of Harbor Commission may waive formal bidding requirements only when those 
requirements would be unavailing and such waiver is permissible under applicable law.  
The circumstances for waiving formal bidding requirements for public works projects 
must be evaluated on a case-by-case basis, in consultation with legal counsel.   
 
J.  Implementation 
 
This Procurement Policy sets forth the standards and methods to be followed by the 
District in obtaining goods and services.  The General Manager shall prepare written 
procedures concerning the purchase and procurement of equipment, supplies, materials 
and services for the guidance of managers and employees to ensure compliance with 
this chapter. 
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1. POLICY 
The District borrows primarily to fund long-term capital improvement projects. While the issuance 
of long-term debt may not be utilized to fund operating expenses, short-term public borrowing and 
interfund loans may be used for operations. The District paid off its debt in Fiscal Year 2015/16 and 
is debt free as of the adoption of this policy. 
 
This Debt Policy sets forth debt management objectives for the District and establishes general 
parameters for issuing and administering the District’s debt. It primarily addresses debt securities 
issued by the District in public or private capital markets. This Debt Policy is intended to comply 
with Government Code Section 8855(i), effective January 1, 2017, and shall govern all debt 
incurred by the District. The Harbors and Navigation Code Section 6090-6094 also provides 
regulations specific to Harbor Districts. 
 
For purposes of this Debt Policy, “debt” shall be interpreted broadly to mean bonds, notes, 
certificates of participation, financing leases, or other financing obligations, but the use of such term 
in this Debt Policy shall be solely for convenience and shall not be interpreted to characterize any 
such obligation as an indebtedness or debt within the meaning of any statutory or constitutional 
debt limitation where the substance and terms of the obligation comport with exceptions thereto. 
 
While this policy provides guidelines for general use, it allows for exceptions in extraordinary 
conditions. In the event there are proposed exceptions to Debt Policy guidelines when a debt issue 
is structured, those exceptions will be discussed in the applicable staff reports at the time the debt 
issue is docketed for District Harbor Commission consideration. Any approval of debt by the District 
Harbor Commission that is not consistent with this Debt Policy shall constitute a waiver of this Debt 
Policy. 
 
The template used to prepare this policy received the Association of Public Treasurers of the United 
States and Canada’s Debt Policy Certificate of Excellence Award in 2014. The policy should be 
resubmitted periodically for peer review and certification to confirm compliance with best practices 
and industry standards. While a certification does not serve as a substitute for adoption by District 
Harbor Commission, it does demonstrate staff’s due diligence in the preparation and updating of 
the policy. 
 
1.1. Purpose 
This Debt Policy establishes guidelines for the issuance and management of the District’s debt and 
borrowing. This Debt Policy confirms the commitment of the District Harbor Commission, 
management, and staff to adhere to sound financial management practices. 
 
1.2. Objectives 
The policy assists the District in the pursuit of the following equally important objectives, while 
providing full and complete financial disclosure and ensuring compliance with applicable state and 
federal laws: 

• Minimize debt service and issuance costs; 
• Maintain access to cost-effective borrowing; 
• Achieve the highest possible credit rating while maintaining operational flexibility and 
reasonable tax and rate burdens; 
• Achieve full and timely repayment of debt; 
• Ensure compliance with applicable State and Federal laws. 

 



4.3.2 Debt Policy  
 

 Page 2 of 16 

 

1.3. Budget Integration 
The District funds a significant portion of capital improvements on a cash or “pay-as-you-go” basis. 
While the “pay-as-you-go” method is often considered the preferred means of financing because it 
avoids interest payments, it may not be entirely equitable. “Pay-as-you-go” requires current users 
to pay taxes over long periods of time in order to accumulate reserves sufficient to pay for future 
capital improvements. Prudent use of debt financing rather than “pay-as-you-go” funding better 
allocates costs of the capital improvement to those who benefit from it. 
 
The decision to incur new indebtedness is integrated into the Capital Improvement Program (CIP) 
Budget adopted by District Harbor Commission on an annual basis. The CIP is a plan for the 
community’s long-term capital improvement needs and incorporates District Harbor Commission 
adopted goals and priorities. As the District’s infrastructure ages, the CIP also helps to identify the 
long-term maintenance and asset management funding needs of the District. The Director of 
Administrative Services works directly with the various District Departments to ensure necessary 
capital improvements are included in the CIP. Since many capital improvement projects take more 
than one year to design and construct, the CIP is a five-year plan. This allows District Harbor 
Commission to better forecast and anticipate upcoming capital improvements. 
 
1.4. Financing Priorities 
The Director of Administrative Services shall be responsible for analyzing a financing proposal to 
determine if it is beneficial to the District and conforms to the District’s long-term financial planning 
objectives. An analysis of proposed debt may include: 

• Confirmation that the capital project is eligible for debt financing; 
• Review of all available financing instruments for the project, consideration of alternative 
debt structures, and determination of the most cost-effective option; 
• Determination of total cost of the capital project including its design, construction cost, 
cost of furnishings, fixtures and equipment; 
• Identification of the revenue source(s) to fund the annual debt service; 
• Analysis of the municipal bond market, including economic and interest rate trends; 
• Cost analysis of debt service reserve fund requirements, debt insurance and debt ratings; 
• Evaluation of timing of when the District should enter the capital markets. 

 
1.5. Biennial Review 
Recognizing that cost-effective access to the capital market depends on prudent management of 
the District’s debt program, a biennial review of the debt policy should be performed. The debt 
policy will be included in the fiscal policy section of the annual Operating Budget and Five-Year CIP 
adopted by District Harbor Commission. Any substantive changes to the policy shall be brought to 
District Harbor Commission for consideration and approval. 
 
2. METHODS OF FINANCING 
The Director of Administrative Services will investigate all possible project financing alternatives 
including, but not limited to, bonds, loans, state bond pools, and grants.  
 
2.1. Cash Funding 
Beginning in Fiscal Year 2015/16 the District has funded all of its capital improvements on a “pay-
as-you-go” basis. As part of a “pay as you go” strategy, the District will first look for grant funding 
for capital projects. 
 
2.2. Bank Loans/Lines of Credit and Leases 
Although the District does not typically utilize bank loans or lines of credit for the financing of capital 
projects, financial institution credit is an option for municipal issuers and may be evaluated as a 
financing option. These “loans and lines of credit” are often structured as leases or installment 
payment obligations in order to comply with the California Constitution. 
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2.3. Other Debt 
The District will evaluate other financing programs, including but not limited to State financing such 
as the California Parks Department Division of Boating and Waterways (DBW) Boating Facilities 
Development and Financing Programs.  
 
2.4. Public Market Financing 
The District may issue any debt which is allowed under federal and state law including but not 
limited to general obligation bonds, certificates of participation, revenue bonds, assessment district 
bonds, special tax bonds, tax increment bonds, revenue anticipation notes, and conduit financings. 
While conduit financings constitute a limited obligation of the issuer, the same level of due diligence 
prior to issuance is required. The District will consider requests for special district formation on a 
case-by-case basis.  
 
Although short-term borrowing such as (i) revenue anticipation notes and (ii) equipment financings 
has not been part of the District’s past practice it may be undertaken by the District in appropriate 
circumstances. 
 
2.5. Joint Powers Authority (JPA) 
In addition to some of the long-term and short-term financing instruments described in Sections 2.1 
through 2.4, the District may also consider joint arrangements with other governmental agencies. 
 
3.  FINANCING TEAM – ROLES AND SELECTION PROCESS 
3.1. Financing Team 
The Financing Team is the working group of District staff and outside consultants necessary to 
complete a debt issuance including but not limited to bond counsel, disclosure counsel, underwriter, 
municipal advisor, trustee, pricing consultant, and/or arbitrage analyst. 
 
Typically, the Director of Administrative Services, the Accounting Manager, the District’s Legal 
Counsel, and the District General Manager, and appropriate Department Head(s) form the District 
staff portion of the Financing Team. Other staff members or designees may be appointed to the 
Financing Team. 
 
3.2. Consultant Selection 
The District will consider the professional qualifications and experience of consultants as they relate 
to the particular debt issue or other financing under consideration. In certain instances, the District 
will conduct a request for proposal/qualification process to select such consultants. Other 
professionals may be selected by the General Manager on an as-needed basis if the cost is within 
his/her authority. 
 
If the District contemplates the possibility of selling bonds through a negotiated sale from the initial 
analysis phase, the Director of Administrative Services shall first retain the municipal advisor in 
order to have professional advice on the appropriate method of sale. If a negotiated sale is selected, 
Director of Administrative Services shall then select an underwriter or private placement lender, as 
applicable. 
 
3.3. Roles of Consultants 
While each financing may require different consultants, bond counsel, disclosure counsel, and 
municipal advisor are required. Bond Counsel prepares the necessary resolutions, ordinances, 
agreements and other legal documents necessary to execute a bond financing and provides an 
opinion on the validity of the debt and the tax-exempt nature of interest on the debt, if applicable. 
Disclosure counsel prepares the offering documents, such as the official statement and continuing 
disclosure undertaking. While bond counsel can act as disclosure counsel, the District typically 
retains separate counsel. The municipal advisor assists with bond document negotiations, 
transaction structuring including call provisions, timing of issuance, cash flow, debt insurance and 
savings analysis, and obtaining ratings on the proposed debt issuance. 
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3.4. Roles of Staff 
Staff not only plays an important role in the issuance of debt, but their roles continue through the 
life of the debt. The Director of Administrative Services is responsible for analyzing financial 
proposals (including structure, credit enhancements, reserve funds, call options, and derivatives 
products), selecting consultants, and submitting new or refunding debt options to District Harbor 
Commission for approval. The Director of Administrative Services maintains relationships with 
rating agencies, invests proceeds and ensures proceeds are spent for their intended purposes. In 
regard to disclosure, the Director of Administrative Services approves all disclosure documents, 
including offering documents, annual continuing disclosure filings (including audited financial 
statements), event filings and voluntary disclosures whether posted on the Electronic Municipal 
Market Access (EMMA) or submitted directly to a bond owner in a private placement. 
 
The District’s Legal Counsel reviews all documents including offering documents to ensure all 
material litigation, settlements, and court orders are presented. The District’s Legal Counsel is also 
a member of the Disclosure Review Group (see Section 7.5), using his or her knowledge of the 
District to comment on disclosure documents. 
 
The Director of Administrative Services identifies departments and staff to contribute information 
for the offering documents. In addition, the Director of Administrative Services is responsible for 
organizing the Disclosure Review Group, scheduling meetings, distributing disclosure documents, 
and soliciting comments from the group. After any disclosure document has been approved by the 
Disclosure Review Group, the Director of Administrative Services is responsible for filing the 
documents on EMMA or submitting the documents to a bond owner representative. In addition, the 
Director of Administrative Services is responsible for ensuring compliance with other bond 
covenants, legal requirements, and the retention of relevant bond documents. 
 
4. STRUCTURE AND TERM 
4.1. Term of Debt 
Debt will be structured for the shortest period possible, consistent with a fair allocation of costs to 
current and future users. The standard term of long-term debt borrowing is typically 15-30 years. 
Consistent with its philosophy of keeping its capital facilities and infrastructure systems in good 
condition and maximizing a capital asset’s useful life, the District will make every effort to set aside 
sufficient current revenues to finance ongoing maintenance needs and to provide reserves for 
periodic replacement and renewal. Generally, no debt will be issued for periods exceeding the 
useful life or average useful lives of projects to be financed. 
 
4.2. Debt Repayment Structure 
In structuring a debt issue, the District will manage the amortization of the debt and, to the extent 
possible, match its cash flow to the anticipated debt service payments. In addition, the District will 
seek to structure debt with aggregate level debt service payments over the life of the debt. 
Structures with unlevel debt service will be considered when one or more of the following exist: 

• Natural disasters or extraordinary unanticipated external factors make payments on the 
debt in the early years prohibitive; 
• Such structuring is beneficial to the District’s aggregate overall debt payment schedule; 
• Such structuring will allow debt service to more closely match project revenues during 
the early years of the project’s operation. 

 
4.3. Bond Maturity Options 
For each issuance of bonds, the District will select serial bonds or term bonds, or both. On the 
occasions where circumstances warrant, capital appreciation bonds (“CABs”) may be used. The 
decision to use term, serial or CABs is typically driven by market conditions. 
 
4.4. Interest Rate Structure 
The District will issue securities on a fixed interest rate basis except in limited circumstances. Fixed 
rate securities ensure budget certainty through the life of the issue and avoid the volatility of variable 
rates. 
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The District prefers to issue bonds at par. The District will, however, evaluate the use of premiums 
or discounts on a case-by-case basis as recommended by the municipal advisor at the time of 
pricing or sale. 
 
4.5. Credit Enhancement 
Credit enhancement may be used to improve or establish a credit rating on a District debt obligation. 
Types of credit enhancement include letters of credit, bond insurance, and debt service reserve 
fund insurance. 
 
The Director of Administrative Services will recommend the use of a credit enhancement if it 
reduces the net cost of the proposed financing or if the use of such credit enhancement furthers 
the District’s overall financial objectives. 
 
4.6. Debt Service Reserve Fund 
Debt service reserve funds are established to make principal and interest payments to 
bondholders in the event that pledged revenues are insufficient to do so. The District will fund debt 
service reserve funds when it is in the District’s overall best financial interest. 
 
The size of the reserve fund is generally the lesser of 1) 10 percent of par, 2) 125 percent of average 
annual debt service and 3) 100 percent of maximum annual debt service. 
 
In lieu of holding a cash funded reserve, the District may substitute a debt service reserve fund 
insurance policy or other credit instrument in its place. The decision to cash fund a reserve fund 
rather than to use a credit facility is dependent upon the cost of the credit instrument and the 
investment opportunities. 
 
Additionally, the District may decide not to utilize a reserve fund if the Director of Administrative 
Services, in consultation with the underwriter and municipal advisor, determines there would be no 
adverse impact to the District’s credit rating or interest rates. 
 
4.7. Call Options/Redemption Provisions 
A call option or optional redemption provision gives the District the right to prepay or retire debt 
prior to its stated maturity date. This option may permit the District to achieve interest savings in 
the future through the refunding of the bonds. Often the District will pay a higher interest rate as 
compensation to the buyer for the buyer assuming the risk of having the bond called in the future. 
In addition, if a bond is called, the holder may be entitled to a premium payment (“call premium”).  
 
Because the cost of call options can vary depending on market conditions, an evaluation of factors 
will be conducted in connection with each issuance. The Director of Administrative Services shall 
evaluate and recommend the use of a call option on a case-by-case basis. 
 
4.8. Debt Limits 
Establishing debt limits and performing periodic review of debt capacity provides assurances that 
debt will be affordable. Debt capacity should be analyzed in conjunction with the preparation of the 
annual CIP Budget. 
 
California Government Code Section 43605 states the District shall not incur bonded indebtedness 
payable from the proceeds of property tax which exceeds 15 percent of the assessed value of all 
real and personal property within the District. This provision, however, was enacted when assessed 
valuation was based upon 25 percent of market value. Effective with the 1981-82 fiscal year, each 
parcel is now assessed at 100 percent of market value (as of the most recent change in ownership 
for that parcel). In order to reflect the intent of the debt limit stipulation in Section 43605, the 15 
percent has been adjusted to one-fourth of that level, or 3.75 percent of the assessed value of all 
real and personal property within the District. 
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The cumulative annual debt service of all debt issues supported by the District is restricted to no 
more than 25 percent of annual Revenue. 
. 
4.9. Derivatives 
Derivative products may have application to certain District borrowing programs. In certain 
circumstances these products can reduce borrowing costs and assist in managing interest rate risk. 
However, these products carry with them certain risks and introduce complexity not faced in 
standard debt instruments. 
 
The Director of Administrative Services shall evaluate the use of derivative products on a case-by-
case basis to determine whether the potential benefits are sufficient to offset any potential costs. 
 
4.10. Refundings 
The District shall refinance debt to achieve savings as market opportunities arise. The Director of 
Administrative Services shall remain cognizant of fluctuations in interest rates for the purpose of 
identifying refunding opportunities and prepare a present value analysis identifying the economic 
effects of a refunding to determine the value of refunding. 
Refundings may be undertaken in order to: 

• Take advantage of lower interest rates and achieve debt service costs savings; 
• Eliminate restrictive or burdensome debt covenants; 
• Restructure debt to either lengthen the duration of debt or free up reserve funds. 

 
Generally, the District shall strive to achieve a minimum of three percent net present value savings 
for a current refunding and a minimum of five percent net present value savings for an advance 
refunding, in each case as a percentage of outstanding principal amount. Upon the advice of the 
Director of Administrative Services and with the assistance of the municipal advisor and bond 
counsel, the District will consider undertaking refundings for other than economic purposes upon a 
finding that such a restructuring is in the District’s overall best financial interest. 
 
5.  METHOD OF ISSUANCE AND SALE 
5.1. Method of Sale 
Debt issues in public capital markets are sold to a single underwriter or to an underwriting syndicate, 
either through a competitive sale or a negotiated sale. Debt may also be privately placed with one 
or a handful of institutional or sophisticated investors in a private placement. The selected method 
of sale will be that which is most beneficial to the District in terms of lowest net interest rate, most 
favorable terms in financial structure, and market conditions. 
 
The District will use competitive sales as the primary means of selling debt. The District, however, 
reserves the option of pursuing a negotiated sale or private placement if there is evidence of volatile 
market conditions, complex security features, or other overriding factors. If the negotiated sale 
option is utilized, the Director of Administrative Services, with the approval of District Harbor 
Commission, will negotiate the best possible interest rates for the District. The overall objective is 
to obtain the lowest possible interest cost and provide pricing transparency. 
 
5.2. Initial Disclosure Requirements 
The District acknowledges its disclosure responsibilities. Under the guidance of Disclosure 
Counsel, the District will distribute or cause an underwriter to distribute its Preliminary Official 
Statement and final Official Statement (neither is typically required in a private placement, although 
in some cases a “private placement memorandum” may be required by the investor). 
 
The Financing Team shall be responsible for soliciting “material” information (as defined in 
Securities and Exchange Commission Rule 10b-5) from District departments and identifying 
contributors who may have information necessary to prepare portions of the Official Statement or 
who should review portions of the Official Statement. In doing so, the Financing Team shall confirm 
that the Official Statement accurately states all “material” information relating to the decision to buy 
or sell the subject debt and that all information in the Official Statement has been critically reviewed 
by an appropriate person. “Material information” is any information that a reasonable investor would 
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consider in making the decision to purchase or sell the debt. In connection with an initial offering of 
securities, the District and other members of the Financing Team will: 

• Identify material information that should be disclosed in the Official Statement; 
• Identify other persons that may have material information (contributors); 
• Review and approve the Official Statement; 
• Ensure the District’s compliance, and that of its related entities, with federal and state 
securities laws. 

 
The District’s Director of Administrative Services shall contact the individuals and departments 
identified as contributors as soon as possible in order to provide adequate time for them to perform 
their assigned tasks. Contributors shall assist in reviewing and preparing the Official Statement 
using their knowledge of the District and, if appropriate, by discussing the Official Statement with 
other members of the contributors’ department to ensure accuracy. 
 
The Director of Administrative Services shall review the Official Statement, identify any material 
differences in the presentation of financial information from the financial statements and ensure 
there are no misstatements or omissions of material information in any sections that contain 
information prepared by the Accounting Manager or of relevance to the finances of the District. The 
District’s Legal Counsel (or designee) shall review the Official Statement descriptions of (i) any 
material current, pending or threatened litigation, (ii) any material settlements or court orders and 
(iii) any other legal issues that are material information for purposes of the Official Statement. 
 
After the Financing Team completes the Official Statement, it shall critically evaluate the Official 
Statement for accuracy and compliance with federal and state securities laws, and shall, if 
appropriate, ask questions of any contributor or other person who reviewed or drafted any section 
of the Official Statement. The Financing Team may solicit information or review from additional 
contributors before approving the Official Statement. Once the Financing Team has completed its 
evaluation and members of the Disclosure Review Group (see Section 7.5), the Official Statement 
must be presented to the District Harbor Commission for approval. 
 
The approval of an Official Statement shall be placed on the Discussion portion of the District 
Harbor Commission agenda and shall not be considered as a Consent Calendar item. The staff 
report will summarize the steps followed to complete the Official Statement and review the District 
Harbor Commission’s responsibilities with respect to the Official Statement, providing the District 
Harbor Commission the opportunity to review a substantially final Official Statement. The District 
Harbor Commission shall undertake such review as deemed necessary by the District Harbor 
Commission to fulfill the District Harbor Commission’s securities law responsibilities. 
 
For any privately placed debt with no Official Statement, the Director of Administrative Services 
shall provide the Financing Team a draft staff report describing the issue and such other 
documents. The Financing Team and Disclosure Review Group (see Section 7.5) shall review and 
approve the staff report before the transaction is approved by the District Harbor Commission. 
 
6.  CREDITWORTHINESS OBJECTIVES 
Ratings reflect the general fiscal soundness of the District or the applicable District credit and the 
capabilities of its management. Typically, the higher the credit ratings are, the lower the interest 
cost is on the District’s debt issues. To enhance creditworthiness, the District is committed to 
prudent financial management, systematic capital planning, and long-term financial planning. The 
District recognizes that external economic, natural, or other events may, from time to time, affect 
the creditworthiness of its debt. 
 
The most familiar nationally recognized bond rating agencies are Standard and Poor’s, Moody’s 
Investors Service, and Fitch Ratings. When issuing a credit rating, rating agencies consider various 
factors including but not limited to: 

• District’s fiscal status; 
• District’s general management capabilities; 
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• Economic conditions that may impact the stability and reliability of debt repayment 
sources; 
• District’s reserve levels; 
• District’s debt history and current debt structure, if any; 
• Project being financed; 
• Covenants and conditions in the governing legal documents. 

 
6.1. Bond Ratings 
Not all financings are eligible for a bond rating. The Financing Team will assess whether a credit 
rating should be obtained for an issuance sold in the public capital markets. The District typically 
seeks a rating from at least one nationally recognized rating agency on new and refunded issues 
being sold in the public market. The Director of Administrative Services, working with the Financing 
Team, shall be responsible for determining which of the major rating agencies the District shall 
request provide a rating. When applying for a rating on an issue, the District shall prepare a formal 
presentation of the relevant credit criteria that will be reviewed by the Financing Team and 
Disclosure Review Group before its presentation to a rating agency. 
 
6.2. Rating Agency Communications 
The Director of Administrative Services is responsible for maintaining relationships with the rating 
agencies that assign ratings to the District’s various debt obligations. This effort shall include 
providing the rating agencies with the District’s financial statements, if applicable, as well as any 
additional information requested. 
 
7.  POST ISSUANCE ADMINISTRATION 
7.1. Investment of Proceeds 
The Director of Administrative Services shall invest debt proceeds and debt service reserve funds 
in accordance with each issue’s indenture or trust agreement, utilizing competitive bidding when 
possible. All investments will be made in compliance with the District’s Investment Policy objectives 
of safety, liquidity and then yield. Unexpended debt proceeds shall be held by the bank trustee 
whenever possible. The trustee will be responsible for recording all investments and transactions 
relating to the proceeds and providing monthly statements regarding the investments and 
transactions. Investment of proceeds shall be in compliance with applicable federal tax law rules. 
See Arbitrage Compliance and Post-Issuance Compliance. 
 
7.2. Use of Debt Proceeds and Internal Controls 
The Director of Administrative Services is responsible for ensuring debt proceeds are spent for the 
intended purposes identified in the debt documents and that the proceeds are spent in the time 
frames identified in the tax certificate prepared by the District’s bond counsel. The District typically 
completes the infrastructure projects financed with debt proceeds itself. Therefore, the District’s 
internal controls related to District Harbor Commission award of contracts, purchase orders and 
accounts payable are utilized. The Director of Administrative Services will authorize the use of debt 
proceeds to reimburse expenditures and review unspent debt proceeds remaining after each draw.  
 
The Accounting Manager will maintain records setting forth the date and amount of each 
disbursement of proceeds together with evidence with respect to each disbursement (e.g. name of 
payee, invoices, purchase orders, contracts, checks), and confirm each expense is consistent with 
the legal documents. The Accounting Manager is responsible for reconciling trustee and fiscal 
agent bank statements on a monthly basis. 
 
Although the District is an infrequent issuer, it recognizes each debt issue may be different and that 
there may be circumstances that require deviation from the standard practice of the District 
contracting and managing construction. In these situations, the Director of Administrative Services, 
working with the Accounting Manager, will develop debt specific procedures, maintaining as many 
of the District’s internal controls as possible. 
 
7.3. Arbitrage Compliance 
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The District shall follow a policy of full compliance with all the arbitrage and rebate requirements of 
the federal tax code and Internal Revenue Service regulations. The District shall engage qualified 
third parties for the preparation of arbitrage and rebate calculations. All necessary rebates will be 
filed and paid when due. 
 
 
7.4. Ongoing Disclosure and EMMA 
The District shall comply with the requirements of the Continuing Disclosure Undertaking(s) entered 
into at the time of each debt issue. The Director of Administrative Services shall be responsible for 
providing ongoing disclosure information. Disclosure for publicly issued debt is filed with the 
Municipal Securities Rulemaking Board’s (MSRB’s) Electronic Municipal Market Access (EMMA) 
system, the central depository designated by the Securities and Exchange Commission for ongoing 
disclosure by municipal issuers. Private placement disclosure is delivered to the appropriate 
bondholders by email or other agreed-upon procedures. 
 
In order to comply with 2018 amendments to Rule 15c2-12, the District will maintain an inventory 
of “financial obligations” (as defined in Section 8). 
 
The Director of Administrative Services will prepare the annual disclosure reports in accordance 
with the Continuing Disclosure Undertakings. The Director of Administrative Services will identify 
material information that should be disclosed and identify other persons that may have knowledge 
of material information. 
 
Once the annual disclosure reports are in final draft form, the Director of Administrative Services 
will submit them for review by the Disclosure Review Group described in Section 7.5 of this policy. 
After review and approval by the Disclosure Review Group, the Director of Administrative Services 
will post the disclosure on EMMA using the user name and password issued by the Municipal 
Securities Rulemaking Board. 
 
In addition to annual reports, Securities and Exchange Commission Rule 15c2-12(b)(5)(i)(C) 
obligates the District to enter into a written undertaking to disclose, in a timely manner to the MSRB, 
notice of certain specified events with respect to the District’s securities. The list of applicable 
events is set forth in each continuing disclosure undertaking. 
 
The Director of Administrative Services may file notice with the MSRB of specified events listed in 
the Continuing Disclosure Undertakings without prior review and approval of the Disclosure Review 
Group if the District is contractually obligated to file and the disclosure document contains no 
discretionary content. 
 
If any member of the Disclosure Review Group concludes that an event may have occurred, the 
Director of Administrative Services shall be contacted, and shall notify the Disclosure Review Group 
to discuss the potential event. 
 
7.5. Disclosure Review Group 
The District will establish a Disclosure Review Group to ensure the accuracy of its initial and 
continuing disclosure information and the District’s compliance with all applicable federal and state 
securities laws. The Disclosure Review Group shall review and approve, to the best of its ability, 
the District’s disclosure documents listed in this policy. 

Members - The members of the group shall include the following: 
• Director of Administrative Services; 
• District Legal Counsel or designee; 
• District General Manager or designee; 
• Department Heads (applicable to specific issue); 
• Accounting Manager; 
• Communications Analyst (press releases and other communication); 
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The Disclosure Review Group is an internal working group of District staff and not a decision-
making or advisory body subject to the provisions of the Ralph M. Brown Act (Government Code 
Sections 54950 et seq.). 
 
Meetings - The Disclosure Review Group shall meet as often as necessary to fulfill its obligations, 
but not less than once per calendar year when the District has debt. The Director of Administrative 
Services shall be responsible for convening meetings of the Disclosure Review Group, although 
any member of the Disclosure Review Group may instruct the Director of Administrative Services 
to convene a meeting. 
 
Review and Approval - The Disclosure Review Group shall critically evaluate a disclosure 
document for accuracy and compliance with federal and state securities laws, and shall, if 
appropriate, ask questions. The Disclosure Review Group may send the disclosure document back 
for revisions. 
 
Disclosure Documents - Disclosure documents shall include, but are not limited to, the following: 

A. Preliminary and final official statements; 
B. Private placement memoranda and remarketing memoranda; 
C. Any filing made by the District with the MSRB, whether made pursuant to a continuing 
disclosure undertaking to which the District is a party or made voluntarily; 
D. Rating agency presentations; 
E. Management’s discussion and analysis and transmittal letter portions of the District’s 
audited financial statement; 
F. Press releases and other communications that are reasonably likely, in the 
determination of the Disclosure Review Group, to reach investors or the securities market. 

 
Any person preparing a document for release to the public that may be considered a disclosure 
document shall notify the Director of Administrative Services of such information and its proposed 
or mandatory dissemination date. If the document is not on the list of disclosure documents and 
the Director of Administrative Services determines it is reasonably likely to reach investors or the 
securities market, the Director of Administrative Services shall inform the Disclosure Review Group. 
Disclosure Counsel may be consulted for advice. 
 
Training - The Director of Administrative Services shall arrange for periodic disclosure training 
sessions for the Disclosure Review Group. Such training sessions shall include the District’s 
disclosure obligations under applicable federal and state laws and the disclosure responsibilities 
and potential liabilities of members of District staff and members of the District Harbor Commission. 
Such training sessions may be conducted using a recorded presentation. District Harbor 
Commission members, at a minimum, will be informed of the disclosure responsibilities at his or 
her new member orientation and prior to approving a debt issue. 
 
7.6. Post-Issuance Compliance 
The District must maintain compliance with all undertakings, covenants, and agreements of each 
debt issuance on an ongoing basis. This typically includes ensuring: 

• Revenues are annually appropriated to meet debt service payments; 
• Taxes/fees are levied and collected where applicable; 
• Debt service payments are transferred timely to the trustee; 
• Insurance requirements are met; 
• Rate covenants are satisfied. 

There are other periodic reporting requirements associated with debt issues such as the CDIAC 
Proposed Issuance and Post-Sale report. 
 
The District shall comply with all covenants agreed to in the legal documents (including tax 
certificates) entered into at the time of the debt offering as well as conditions contained in governing 
law. The Director of Administrative Services will coordinate verification and monitoring of 
compliance. 
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Section 9 of this document will be updated when the District issues debt and will include important 
compliance dates. The District will utilize EMMA’s email reminder system to calendar these 
reporting requirements and notify the Director of Administrative Services as well as other staff 
members of upcoming obligations. Section 9 will also include an inventory of the District’s financial 
obligations for purposes of Rule 15c2-12. 
 
 
7.7. Retention 
A copy of all relevant documents and records will be maintained by the Financing Team for the 
term of the debt (including refunding debt, if any) plus ten years. Relevant documents and records 
will include sufficient documentation to support the requirements relating to the tax-exempt status, 
including the following: 

• Bond transcripts, official statement and other offering documents. 
• All documents relating to capital expenditures financed by debt proceeds. Such 
documents will include construction contracts, purchase orders, invoices and payment 
records. Such documents will include documents relating to costs reimbursed with debt 
proceeds. 
• Records will be maintained identifying the assets or portion of assets that are financed 
with debt proceeds. 
• All contracts and arrangements involving private use (including private management) of 
the debt financed assets. 
• All reports relating to the allocation of debt proceeds and private use of debt financed 
assets. 
• All records of investments, investment agreements, arbitrage reports, return filings with 
the IRS and underlying documents, trustee statements, rating correspondence, and 
continuing disclosure. 
 

7.8. Investor Relations 
While the District shall post its annual financial report as well as other financial reports on the 
District’s website, this information is intended for the citizens of San Mateo County. Information with 
the intention of reaching the investing public, including bondholders, rating analysts, investment 
advisors, or any other members of the investment community shall be filed on the EMMA system. 
 
7.9. Additional Requirements for Financial Statements 
It is the District’s policy to hire an auditing firm that has the technical skills and resources to properly 
perform an annual audit of the District’s financial statements. More specifically, the firm shall be a 
recognized expert in the accounting rules applicable to the District and shall have the resources 
necessary to review the District’s financial statements on a timely basis. 
 
8. GLOSSARY AND MUNICIPAL SECURITIES TERMINOLOGY 
Ad Valorem Tax: A tax calculated “according to the value” of property. Such a tax is based on the 
assessed valuation of real property and a valuation of tangible personal property. 
 
Advance Refunding: Refunding bonds that are issued more than 90 days prior to the date upon 
which the refunded bonds will be redeemed. Proceeds of the advance refunding bonds are placed 
into an escrow account with a fiduciary and used to pay interest and principal on the refunded 
bonds and then used to redeem the refunded bonds at their maturity or call date. Under current 
federal tax law, advance refundings cannot be accomplished with tax-exempt bonds. 
 
Arbitrage: The gain that may be obtained by borrowing funds at a lower (often tax-exempt) rate 
and investing the proceeds at higher (often taxable) rates. The ability to earn arbitrage by issuing 
tax-exempt securities has been severely curtailed by the Tax Reform Act of 1986, as amended. 
 
Assessed Valuation: The appraised worth of property as set by a taxing authority through 
assessments for purposes of ad valorem taxation. 
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Assessment District Bonds: Bonds issued for public improvements benefiting property within 
assessment districts created pursuant to the Improvement Act of 1911 and the Municipal 
Improvement Act of 1913. 
 
Bond: A security that represents an obligation to pay a specified amount of money on a specific 
date in the future, typically with periodic interest payments. 
 
Bond Anticipation Notes (BANS): Short-term notes issued usually for capital projects and paid 
from the proceeds of the issuance of long-term bonds. Provide interim financing in anticipation of 
bond issuance. 
 
Bond Counsel: An attorney retained by the issuer to give a legal opinion concerning the validity of 
securities. The bond counsel’s opinion usually addresses the subject of tax exemption. Bond 
counsel may prepare or review and advise the issuer regarding authorizing resolutions, trust 
indentures and litigation. 
 
Bond Insurance: A type of credit enhancement whereby an insurance company indemnifies an 
investor against default by the issuer. In the event of failure by the issuer to pay principal and 
interest in full and on time, investors may call upon the insurance company to do so. Once issued, 
the municipal bond insurance policy is generally irrevocable. The insurance company generally 
receives its premium when the policy is issued. 
 
Call Option: The right to redeem a bond prior to its stated maturity, either on a given date or 
continuously. The call option is also referred to as the optional redemption provision. Often a “call 
premium” is added to the call option as compensation to the holders of the earliest bonds called. 
 
Capital Appreciation Bond: A municipal security on which the investment return on an initial 
principal amount is reinvested at a stated compounded rate until maturity, at which time the investor 
receives a single payment representing both the initial principal amount and the total investment 
return. 
 
Capital Improvement Program Budget: A forecast of the District’s capital needs over a five-year 
period based on various long-range plans, goals, and policies. Capital projects are typically large-
scale endeavors in terms of cost, size and benefit to the community. 
 
Certificates of Participation: A security representing a proportionate interest in payments such 
as lease payments by one party (such as a District acting as a lessee) to another party (often a 
trustee). 
 
Competitive Sale: A sale of bonds in which an underwriter or syndicate of underwriters submit 
sealed bids to purchase the bonds. Bids are awarded on a true interest cost basis (“TIC”), providing 
that other bidding requirements are satisfied. Competitive sales are recommended for simple 
financings with a strong underlying credit rating. This type of sale is in contrast to a Negotiated 
Sale. 
 
Comprehensive Annual Financial Report: Government’s annual financial statement. 
 
Conduit Financing: The issuance of securities by a governmental entity to finance a project that 
will primarily benefit a third party. The security for this type of financing is the credit of the third 
party. Usually such securities do not constitute general obligations of the issuer since the private 
entity is liable for generating the pledged revenues for repayment. Industrial development bonds 
and multifamily housing revenue bonds are a common type of conduit refinancing. 
 
Continuing Disclosure: The requirement established by the Securities and Exchange 
Commission pursuant to Rule 15c2-12 that requires underwriters of most publicly-sold debt to 
ensure that issuers enter into a written undertaking to provide annual financial and operating data 
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and event notices to the Municipal Securities Rulemaking Board for access by the general 
marketplace. 
 
Credit Rating Agency: A company that rates the relative credit quality of a bond issue and assigns 
a letter rating. These rating agencies include Moody’s Investors Service, Standard & Poor’s, and 
Fitch Ratings. 
 
Current Refunding: Refunding bonds that are issued 90 days or less before the date upon which 
the refunded bonds will be redeemed. 
 
Debt Limit: The maximum amount of debt that is legally permitted by a jurisdiction’s charter, 
constitution, or statutes. 
 
Debt Service: The amount necessary to pay principal and interest requirements on outstanding 
bonds for a given year or series of years. 
 
Default: The failure to pay principal or interest in full or on time and, in some cases, the failure to 
comply with non-payment obligations after notice and the opportunity to cure. 
 
Derivative: A financial instrument which derives its own value from the value of another instrument, 
usually an underlying asset such as a stock, bond, or an underlying reference such as an interest 
rate index. 
 
Disclosure Counsel: An attorney retained to provide advice on issuer disclosure obligations, to 
prepare the official statement and to prepare the continuing disclosure undertaking. 
 
Discount: The difference between a bond’s par value and the price for which it is sold when the 
latter is less than par. 
 
Electronic Municipal Market Access (EMMA): A system operated by the Municipal Securities 
Rulemaking Board that serves as the official clearinghouse for municipal securities disclosures 
(both initial and continuing) and related market data (https://emma.msrb.org/) 
 
Financial Obligation: Defined in Rule 15c2-12 as a (A) debt obligation, (B) derivative instrument 
entered into in connection with, or pledged as security or a source of payment for, an existing or 
planned debt obligation, or (C) guarantee of a debt obligation or derivative instrument. The term 
financial obligation does not include municipal securities as to which a final official statement has 
been provided to the Municipal Securities Rulemaking Board consistent with Rule 15c2-12. 
 
Financing Team: The working group of District staff and outside consultants necessary to 
complete a debt issuance. 
 
General Obligation Bond: In California, a bond secured by an unlimited ad valorem property tax 
pledge. For local agencies, a general obligation bond requires a favorable two-thirds vote by the 
electorate. GO bonds usually achieve lower rates of interest than other financing instruments since 
they are considered to be a lower risk. 
 
Indenture: A contract between the issuer and the trustee stipulating the characteristics of the 
financial instrument, the issuer’s obligation to pay debt service, and the remedies available to the 
trustee in the event of default. 
 
Industrial Development Bonds: Securities issued to finance the construction or purchase of 
industrial, commercial or manufacturing facilities to be purchased by or leased to a private user. 
These securities are backed by the credit of the private user and generally are not considered 
liabilities of the governmental issuer. 
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Issuance Costs: The costs incurred by the bond issuer during the planning and sale of securities. 
These costs include but are not limited to fees and expenses of municipal advisors, bond counsel 
and disclosure counsel, District staff costs, printing and advertising costs, rating agencies fees, and 
other expenses incurred in the marketing of an issue. 
 
Lease: An obligation wherein a lessee agrees to make payments to a lessor in exchange for the 
use of certain property. The term may refer to a capital lease or to an operating lease. 
 
Lease Revenue Bonds: Bonds that are secured by an obligation of one party to make annual 
lease payments to another. 
 
Municipal Advisor: A consultant who provides the issuer with advice on the structure of the bond 
issue, timing, terms and related matters for a new bond issue. 
 
Municipal Securities Rulemaking Board (MSRB): A self-regulating organization established on 
September 5, 1975 upon the appointment of a 15-member board by the Securities and Exchange 
Agreement. The MSRB, comprised of representatives from investment banking firms, dealer bank 
representatives, and public representatives, is entrusted with the responsibility of writing rules of 
conduct for the municipal securities market. 
 
Negotiated Sale: A sale of securities in which the terms of the sale are determined through 
negotiation between the issuer and the purchaser, typically an underwriter, without competitive 
bidding. Negotiated sales can also occur on a private placement basis. See Private Placement. 
The negotiated sales process provides the issuer with control over the financing structure and 
issuance timing. Negotiated sales are recommended for unusual financing terms, periods of market 
volatility and weaker credit quality. A thorough evaluation of market conditions will be performed to 
ensure reasonable final pricing and underwriting spread. 
 
Net Interest Cost (NIC): A method of computing the interest expense to the issuer of bonds, which 
may serve as the basis of award in a competitive sale of a new issue of municipal securities. NIC 
takes into account any premium or discount applicable to the issue, as well as the dollar amount of 
coupon interest payable over the life of the issue. NIC does not take into account the time value of 
money (as would be done in other calculation methods, such as the “true interest cost” (TIC) 
method). The term “net interest cost” refers to the overall rate of interest to be paid by the issuer 
over the life of the bonds. 
 
Official Statement (Prospectus): A document published by the issuer in connection with a primary 
offering of securities that discloses material information on a new security issue including the 
purposes of the issue, the terms of the securities, how the securities will be repaid, and the financial, 
economic and social characteristics of the security for the bonds. Investors may use this information 
to evaluate the credit quality of the securities. 
 
Original Issue Discount Bonds: Bonds sold at a substantial discount from their par value at the 
time of the original sale. See Discount. 
 
Par Value: The face value or principal amount of a security. 
 
Preliminary Official Statement: A version of the Official Statement prepared by or for an issuer 
of municipal securities for potential customers prior to the pricing of the securities. Under SEC Rule 
15c2-12, the difference between a Preliminary Official Statement and a final Official Statement is 
that the final Official Statement includes “pricing information,” i.e., offering price(s), interest rate(s), 
selling compensation, aggregate principal amount, principal amount per maturity, delivery dates, 
any other terms or provisions required by an issuer of such securities to be specified in a 
competitive bid, ratings, other terms of the securities depending on such matters, and the identity 
of the underwriter(s). 
 
Premium: The excess of the price at which a bond is sold over its face value. 
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Present Value: The value of a future amount or stream of revenues or expenditures. 
 
Pricing Consultant: The Pricing Consultant provides a fairness letter to the District or its agent 
regarding the pricing of a new issue of municipal securities. Municipal advisors often provide this 
service to issuers as part of their duties. 
 
Private Activity Bonds: A bond where bond proceeds are used for private purposes. If deemed a 
private activity bond, the interest is not tax exempt unless the use of the proceeds meets certain 
requirements of the Internal Revenue Code. 
 
Private Placement: A bond issue that is structured specifically for one or a handful of purchasers. 
Private placements are typically carried out when a bond’s credit characteristics or other structural 
terms preclude public offerings. A private placement is considered to be a negotiated sale. 
 
Refunding: A procedure whereby an issuer refinances an outstanding debt issue by issuing a new 
debt issue. 
 
Rule 10b5: Rule adopted by the Securities and Exchange Commission that requires the disclosure 
of all material facts and prohibits the misstatement of material facts if the omission or misstatement 
would be misleading. 
 
Rule 15c2-12: Rule adopted by the Securities and Exchange Commission setting forth certain 
obligations of (i) underwriters to receive, review and disseminate official statements prepared by 
issuers of most primary offerings of municipal securities, (ii) underwriters to obtain continuing 
disclosure undertakings from issuers and other obligated persons to provide ongoing annual 
financial information on a continuing basis, and (iii) broker dealers to have access to such 
continuing disclosure in order to make recommendations of municipal securities in the secondary 
market. 
 
Reserve Fund: A fund established by the indenture of a bond issue into which money is deposited 
for payment of debt service in case of a shortfall in current revenues. 
 
Revenue Bond: A bond which is payable from a specific source of revenue and to which the full 
faith and credit of an issuer is not pledged. Revenue bonds are payable from identified sources of 
revenue, and do not permit the bondholders to compel a jurisdiction to pay debt service from any 
other source. Pledged revenues often are derived from the operation of an enterprise. 
 
Secondary Market: The market in which bonds are sold after their initial sale in the new issue 
market. 
 
Serial Bonds: Bonds of an issue that mature in consecutive years or other intervals and are not 
subject to mandatory sinking fund provisions. 
 
Tax and Revenue Anticipation Notes (TRANS): Short-term notes issued in anticipation of 
receiving tax receipts and revenues at a future date. Proceeds allow the municipality to manage 
the periods of cash shortfalls resulting from a mismatch between timing of revenues and timing of 
expenditures. 
 
Term Bonds: Bonds that come due in a single maturity whereby the issuer may agree to make 
periodic payments into a sinking fund for mandatory redemption of term bonds before maturity or 
for payment at maturity. 
 
True Interest Cost (TIC): Under this method of computing the interest expense to the issuer of 
bonds, true interest cost is defined as the rate necessary to discount the amounts payable on the 
respective principal and interest payment dates to the purchase price received for the new issue of 
bonds. Interest is assumed to be compounded semi-annually. TIC computations produce a figure 
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slightly different from the “net interest cost” (NIC) method because TIC considers the time value of 
money while NIC does not. 
 
Trustee: A bank retained by the issuer as custodian of bond proceeds and official representative 
of bondholders. The trustee ensures compliance with the indenture. In many cases, the trustee 
also acts as paying agent and is responsible for transmitting payments of interest and principal to 
the bondholders. 
 
Underwriter: A broker-dealer that purchases a new issue of municipal securities from the issuer 
for resale in a primary offering. The bonds may be purchased either through a negotiated sale with 
the issuer or through a competitive sale. 
 
9. DEBT SUMMARY 
The District does not have any outstanding debt as of the date of the adoption of this Policy. 
 
Note: The Securities and Exchange Commission (the “SEC”), the agency with regulatory authority over the 
District’s compliance with the federal securities laws, has issued guidance as to the duties of the District Harbor 
Commission with respect to its approval of the POS. In its “Report of Investigation in the Matter of County of 
Orange, California as it Relates to the Conduct of the Members of the Board of Supervisors” (Release No. 
36761 / January 24, 1996) (the “Release”), the SEC stated that, if a member of the District Harbor Commission 
has knowledge of any facts or circumstances that an investor would want to know about prior to investing in 
the bonds, whether relating to their repayment, tax-exempt status, undisclosed conflicts of interest with 
interested parties, or otherwise, he or she should endeavor to discover whether such facts are adequately 
disclosed in the Official Statement. In the Release, the SEC stated that the steps that a member of the District 
Harbor Commission could take include becoming familiar with the POS and questioning staff and consultants 
about the disclosure of such facts. 
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Purpose: 

To establish emergency expenditure policy 

 

STATEMENT OF POLICY 
This policy establishes and clarifies the basis for the District’s emergency 
expenditures  

In the event of an emergency occurrence for which: 

a) An immediate expenditure decision must be made to address the 
emergency concern in the interests of health, welfare and safety, and 

b) The emergency expenditure exceeds the General Manager’s established 
authority of $25,000, and  

c) Which occurs prior to a regular Harbor Commissioner meeting,  

The General Manager shall have the discretion to make the emergency 
expenditure decision and take other steps necessary to address the emergency 
concern.  The General Manager shall make all reasonable attempts to first 
contact the President of the Board of Harbor Commissioners, or the Vice 
President of the Board if the President is unavailable, before deciding to proceed.  
The General Manager shall report to the Harbor Commission at the next 
scheduled Board Meeting as to the circumstances of the emergency expenditure. 
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Purpose: 

To establish policy on General Manager procurement 

 

STATEMENT OF POLICY 
This policy establishes and clarifies the basis for procurement by the General 
Manager.   

The procurement authority of the General Manager is limited to twenty five 
thousand dollars ($25,000), when such procurement is made consistent with the 
adopted or amended budget and when in accordance with District policies and 
procedures, the Harbors and Navigation Code, Public Contract Code and all 
other state and federal regulations. 
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STATEMENT OF POLICY 
WHEREAS, the Legislature of the State of California has declared that the deposit and investment of 
public funds by local officials and local agencies is an issue of statewide concern (Cal. Gov. Code, §§ 
53600.6, 53630.1); and 

WHEREAS, the legislative body of a local agency may invest surplus moneys not required for the 
immediate necessities of the local agency in accordance with the provisions of California Government 
Code Sections 5922 and 53600 et seq.; and 

WHEREAS, the treasurer or fiscal officer of the San Mateo County Harbor District shall annually prepare 
and submit a statement of investment policy and such policy, and any changes thereto, shall be considered 
by the legislative body at a public meeting (Cal. Gov. Code, § 53646, subd. (a)). now 

THEREFORE be it resolved, that it shall be the policy of the San Mateo County Harbor District to conduct 
its investments using the prudent investor standard, which provides that when investing, reinvesting, 
purchasing, acquiring, exchanging, selling, or managing public funds, a trustee shall act with care, skill, 
prudence, and diligence under the circumstances then prevailing, including, but not limited to, the general 
economic conditions and the anticipated needs of the agency, that a prudent person acting in a like capacity 
and familiarity with those matters would use in the conduct of funds of a like character and with like aims, 
to safeguard the principal and maintain the liquidity needs of the agency (Cal. Gov. Code, §§ 53600 et 
seq.). 

SCOPE 
This investment policy applies to all financial assets of the San Mateo County Harbor District. These funds 
are accounted for in the Annual Financial Report and include:  General Fund and Enterprise Funds. 

PRUDENCE 
Investments shall be made with judgment and care, under circumstances then prevailing, which persons of 
prudence, discretion and intelligence exercise in the management of their own affairs; not for speculation, 
but for investment, considering the probable safety of their capital as well as the probable income to be 
derived. The standard of prudence to be used by investment officials shall be the “prudent persons 
standard" (Cal. Gov. Code, § 53600.3) and shall be applied in the context of managing an overall portfolio. 
Investment officers shall act in accordance with written procedures and the investment policy and exercise 
due diligence.  
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OBJECTIVES 
When investing, reinvesting, purchasing, acquiring, exchanging selling and managing public funds, the 
primary objectives, in priority order, of the investment activities shall be: 

Safety    
Safety of principal is the foremost objective of the investment program. The safety and risk associated with 
an investment refer to the potential loss of principal, interest, or a combination of these amounts. 
Investments of the San Mateo County Harbor District shall be undertaken in a manner that seeks to ensure 
the preservation of capital in the overall portfolio. To attain this objective, diversification is required so that 
potential losses on individual securities do not exceed the income generated from the remainder of the 
portfolio. 

Liquidity 
An adequate percentage of the portfolio, in the approximate amount of annual operating expenses, should 
be maintained in liquid short-term investments which can be converted to cash if necessary to meet 
disbursement requirements.  A short-term investment is defined as any investment which matures within a 
one year period. The investment portfolio will remain sufficiently liquid to enable the San Mateo County 
Harbor District to meet all operating requirements, which might be reasonably anticipated.   

Return on Investments 
The investment portfolio shall be designed with the objective of attaining a market rate of return throughout 
budgetary and economic cycles, taking into account the investment risk constraints and the cash flow 
characteristics of the portfolio. Return on investments becomes a consideration only after the basic 
requirements of safety and liquidity have been met. 

(Cal. Gov. Code, § 53600.5.) 

DELEGATION OF AUTHORITY 
Authority to manage the investment program is derived from California Government Code ("CGC') 
Sections 5922 and 53600, et seq. Management responsibility for the investment program is hereby 
delegated to the Director of Finance, who shall establish written procedures for the operation of the 
investment program consistent with this investment policy. Procedures should include references to: 
safekeeping, PSA repurchase agreements, wire transfer agreements, collateral/depository agreements and 
banking services contracts, as appropriate. No person may engage in an investment transaction except as 
provided under the terms of this policy and the procedures established by the Director of Finance.  The 
Director of Finance shall be responsible for all transactions undertaken and shall establish a system of 
controls to regulate the activities of subordinate officials. The Director of Finance is a trustee and a 
fiduciary subject to the prudent investor standard. (Cal. Gov. Code, § 53600.3) 
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ETHICS AND CONFLICTS OF INTEREST 
Officers and employees involved in the investment process shall refrain from personal business activity that 
could conflict with the proper execution of the investment policy, or which could impair their ability to 
make impartial investment decisions. 

AUTHORIZED FINANCIAL INSTITUTIONS AND DEALERS 
The Director of Finance will maintain a list of financial institutions, selected on the basis of credit 
worthiness, financial strength, experience and minimal capitalization, that are authorized to provide 
investment services. In addition, a list will also be maintained of approved security broker/dealers who are 
authorized to provide investment and financial advisory services in the State of California in accordance 
with GCG § 53601.5. No public deposit shall be made except in a qualified public depository as established 
by state laws 

For brokers/dealers of government securities and other investments, the Director of Finance shall select 
only broker/dealers who are licensed and in good standing with the California Department of Securities, the 
Securities and Exchange Commission, the National Association of Securities Dealers or other applicable 
self-regulatory organizations. 

Before engaging in investment transactions with a broker/dealer, the Director of Finance shall have 
received from said firm a signed Certification Form. This form shall attest that the individual responsible 
for the San Mateo County Harbor District’s account with that firm has reviewed the San Mateo County 
Harbor District's Investment Policy and that the firm understands the policy and intends to present 
investment recommendations and transactions to the San Mateo County Harbor District that are appropriate 
under the terms and conditions of the Investment Policy. 
 
DEPOSIT OF FUNDS 
 
As far as possible, all money belonging to or in the custody of the District including money paid to the 
District to pay the principal, interest or penalties of bonds, shall be deposited for safekeeping in state or 
national banks, savings associations or federal associations, state or federal credit unions or federally 
insured industrial loan companies in California (as defined by Cal. Gov. Code Section 53630).  Under 
California Government Code Sections 53635, 53637 and 53638, the money shall be deposited in any 
authorized depository with the objective of realizing maximum return, consistent with prudent financial 
management.   

AUTHORIZED AND SUITABLE INVESTMENTS: 
The San Mateo County Harbor District is empowered by California Government Code 53601 to invest in 
the following: 

(a) Bonds issued by the San Mateo County Harbor District. 
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(b) United States Treasury Bills, Notes & Bonds. 

(c) Registered state warrants or treasury notes or bonds issued by the State of California, or by a 
department, board, agency, or authority of the state. 

(d) Registered treasury notes or bonds of any of the other 49 states in addition to California. 

(e) Bonds, notes, warrants or other evidence of debt issued by a local agency within the State 
California, including pooled investment accounts sponsored by the State of California, County 
Treasurers, other local agencies or Joint Powers Agencies. 

(f) Obligations issued by federal agencies or U.S. government-sponsored enterprise obligations, 
participations, or other instruments.  

(g) Bankers' acceptances with a term not to exceed 180 days' maturity or 40% of District's moneys 
that may be invested, however, no more than 30% of the District's moneys can be invested in the 
banker’s acceptances of any single commercial bank. 

(h) Prime Commercial Paper with a term not to exceed 270 days and the highest ranking issued by 
a nationally recognized statistical-rating organization (NRSRO). Commercial paper cannot 
exceed 25% of total surplus funds and the District may purchase not more than 10 percent of the 
outstanding commercial paper of any single issuer.  

(i) Negotiable Certificates of Deposit issued by federally or state chartered banks, savings or 
federal associations, state or federal credit union, or by a federally or state-licensed branch of a 
foreign bank. Not more than 30% of surplus funds can be invested in certificates of deposit. 

(j) Repurchase/Reverse Repurchase Agreements of any securities authorized by Section 53601. 
Securities purchased under these agreements shall be no less than 102% of fund borrowed against 
those securities and the value shall be adjusted no less than quarterly, and will not exceed 20% of 
base value of portfolio. (See special limits in CGC § 53601(j).) 

(k) Medium term notes (not to exceed 5 Years) of US corporations rated "A" or better by an 
NRSRO. Not more than 30% of surplus funds can be invested in medium term notes. 

(l) Shares of beneficial interest issued by diversified management companies investing in the 
securities and obligations authorized by this Section (Money Market Mutual Funds). Such funds 
must carry the highest rating of at least two national rating agencies. Not more than 20% of 
surplus funds can be invested in Money Market Mutual Funds.      
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(m) Funds held under the terms of a Trust Indenture or other contract or agreement may be 
invested according to the provisions of those indentures or agreements. 

(n) Collateralized bank deposits with a perfected security interest in accordance with the Uniform 
Commercial Code (UCC) or applicable federal security regulations 

(0) Any mortgage pass-through security, collateralized mortgage obligation, mortgaged backed or 
other pay-through bond, equipment lease-backed certificate, consumer receivable pass-through 
certificate or consumer receivable backed bond of a maximum maturity of five years. Securities in 
this category must be rated AA or better by a national rating series. No more than 20% of surplus 
funds can be invested in this category of securities. 

Any other investment security authorized under the provisions of CGC §§ 5922 and 53601. 

Also, see CGC § 53601 for a detailed summary of the limitations and special conditions that apply to each 
of the above listed investment securities. CGC § 53601 is attached as Attachment A and included by 
reference in this investment policy. 

The Board of Commissioners also authorizes the District to invest in Local Agency Investment Fund 
(LAIF) under CGC § 16429.1 and the San Mateo County Investment Fund (SMCIF).  

Prohibited Investments. Under the provisions of CGC §§ 53601.6 and 53631.5, the San Mateo County 
Harbor District shall not invest any funds in inverse floaters, range notes, interest only strips derived from 
mortgage pools or any investment that may result in a zero interest accrual if held to maturity.  This 
limitation does not apply to investments in shares of beneficial interest issued by diversified management 
companies.  

COLLATERALIZATION 
All certificates of deposits must be collateralized by U.S. Treasury Obligations. Collateral must be held by 
a third party and valued on a monthly basis. The percentage of collateralization on Repurchase Agreements 
will adhere to the amount required under CGC § 53601(j).  

SAFEKEEPING AND CUSTODY 
All security transactions entered into by the San Mateo County Harbor District shall be conducted on 
delivery-versus-payment (DVP) basis. All securities purchased or acquired shall be delivered to the San 
Mateo County Harbor District by book entry, physical delivery or by third party custodial agreement (Cal. 
Gov. Code, § 53601) 
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DIVERSIFICATION 
It is the policy of the San Mateo County Harbor District to diversify its investment portfolio. The San 
Mateo County Harbor District will diversify its investments by security type and, within each type, by 
institution. Assets shall be diversified to eliminate the risk of loss resulting from over concentration of 
assets in a specific maturity a specific issuer or a specific date of securities. Diversification strategies shall 
be determined and revised periodically. In establishing specific diversification strategies, the following 
guidelines shall apply: 

Portfolio maturities shall be matched against projected liabilities to avoid an over concentration in 
a specific series of maturities. 

Maturities selected shall provide for stability and liquidity. 

REPORTING 
The Director of Finance shall submit to each member of the governing body a quarterly investment report 
in accordance with GCG § 53646(b). The report shall include a complete description of the portfolio, the 
type of investments, the issuers, maturity dates, par values and the current market values of each 
component of the portfolio, including funds, investments, or programs managed by third party contractors.  
With respect to all securities held by the local agency, and under the management of outside party that is 
not also a local agency or the LAIF, the report must include a current market value as of the date of the 
report and the source of the valuation.  

In the case of funds invested in the San Mateo County Investment Fund, the Local Agency Investment 
Fund (LAIF), Federal Deposit Insurance Corporation-Insured accounts or county investment pools, current 
statements from those institutions will satisfy the above reporting requirement. The report will also include 
a certification that (1) all investment actions executed since the last report have been made in full 
compliance with the Investment Policy and, (2) the San Mateo County Harbor District will meet its 
expenditure obligations for the next six months. (Cal. Gov. Code § 53646(b)-(e)). The Director of Finance 
shall maintain a complete and timely record of all investment transactions. 

INVESTMENT POLICY ADOPTION 
The Investment Policy shall be adopted by resolution of the San Mateo County Harbor District. Moreover, 
the Policy shall be reviewed on an annual basis, and modifications must be approved by the San Mateo 
County Harbor District. 
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INVESTMENTS AUTHORIZED  

UNDER CALIFORNIA GOVERNMENT CODE 53601 

CGC 
Section 

Investment Type Maximum 
Maturity 

Authorized 
Limit (%) 

Required 
Rating 

53601 (a) Local Agency Bonds 5 years None None 

53601 (b) U.S. Treasury Bills, Notes or Bonds 5 years None None 

53601 (c) State Warrants  5 years None None 

53601 (d) Notes & Bonds of other Local Agencies 5 years None None 

53601 (e) U.S. Agencies 5 years None None 

53601 (f) Bankers Acceptance 180 Days 40% None 

53601 (g) Prime Commercial Paper 270 Days 25%  A1/P1 

53601 (h) Negotiable Certificates of Deposit 5 Years 30% None 

53601 (i) Repurchase Agreement * 1 Year 20% None 

53601 (j) Medium Term Corporate Notes 5 Years 30% A 

53601 (k) Money Market Mutual Funds & Mutual Funds** 5 Years 20% AAA (2) 

53601 (m) Collateralized Bank Deposits 5 Years None None 

53601 (n) Mortgage Pass-Through Securities 5 Years 20% AA 

53601 (d) Local Agency Investment Fund (LAIF) N/A None None 

53601 (d) County Pooled Investment Funds N/A None None 

 

* See CGC 53601(I) for limits on the use of Reverse Repurchase Agreements. 

** Mutual Funds maturity may be defined as the weighted average maturity.  Under SEC Regulations, 
Money Market Mutual Funds must have an average maturity of 90 days or less.  
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STATEMENT OF POLICY 
The San Mateo County Harbor District must maintain a prudent level of financial 
resources to guard its stakeholders against service disruption in the event of 
temporary unexpected revenue shortfalls or unpredicted one-time expenses. To 
meet this requirement, the District’s Enterprise Fund Reserves (Reserves) has 
been created and maintained to respond to unexpected adversity and/or 
opportunities. This policy has been established to provide the rules and 
procedures on how the District will manage Reserves. In addition, this policy is 
intended to document the appropriate Reserve levels to protect the District’s 
credit worthiness. Specifically, this policy establishes the amounts that the 
District will strive to maintain in its Reserves, how the Reserves will be funded, 
and the conditions under which the Reserves may be used  

Definitions and Acronyms: 
1) Capital Improvement Program (CIP)- A plan that describes the capital 

projects and associated funding sources the District intends to undertake 
in the current year plus five additional future years, including the 
acquisition or construction of capital facilities and assets, and the 
maintenance thereof. 

2) Cash Balance- The sum of cash and Cash Equivalents of the District. 

3) Cash Equivalents- In the context of cash flow reporting, short-term, highly 
liquid investments that are both readily convertible to known amounts of 
cash and so near their maturity that they present insignificant risk of 
changes in value because of changes in interest rates.  Generally, only 
investments with original maturities of three months or less meet this 
definition. For this purpose, “original maturity” means maturity as of the 
date the investment is acquired. 

4) Enterprise Fund- Proprietary fund type used to report an activity for which 
a fee is charged to external users for goods or services. 

5) Non-Recurring Item- An expense that has not occurred in the previous two 
years and is not expected to occur in the following year. 

6) Enterprise Fund Reserves (Reserves)- Reserves refer only to the portion 
of Working Capital that is intended to provide stability and respond to 
unplanned events or opportunities. 

7) Working Capital- An accounting term defined as current assets less 
current liabilities in a proprietary fund. Working Capital is used to express 
the Reserves available in a proprietary fund for use. 
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Policy: 
1) Reserve Levels- The District will maintain a minimum level of Working 

Capital equivalent to 25% of the Operating Budget Appropriation adjusted 
to include 50% of biennial appropriations (e.g. election costs) and not 
include non-recurring appropriations. For purposes of this calculation 
Working Capital will include long-term investments that can be liquidated 
within five business days. The District will measure its compliance with 
this policy as of June 30th each year, or as soon as practical after final 
year-end account information becomes available. 

If based on staff’s analysis and forecasting, the target level of the 
Reserves is not being met or is likely to not be met at some point within a 
five-year time horizon, then during the annual budget process Working 
Capital levels will be provided to the Board of Commissioners.  Should 
the projected year-end Working Capital position be below the minimum 
Reserve levels established based on the requirements outlined in this 
policy, a plan to replenish Reserves would be established based on the 
requirements outlined in this policy. 

2) Cash Balance- In order to provide liquidity adequate to meet the needs 
and demands of providing government services including unanticipated 
reductions in revenues or unplanned increases in expenses, Reserve 
levels will be maintained and managed within the District’s Cash Balance 
accounts. Reserves are intended to support this effort and provide cash 
during different annual cycles of payments due and revenues collected. 

3) Funding Reserves- Funding will generally come from excess revenues 
over expenses or one-time revenues. 

4) Conditions for Use of Reserves- It is the intent of the District to limit use of 
the Reserves to address unanticipated, non-recurring needs. Reserves 
shall not normally be applied to recurring annual operating expenses. 
Reserves may however be used to allow time for the District to 
restructure its operations in a deliberate manner (as might be required in 
an economic downturn), but such use will only take place in the context of 
an adopted long-term plan. 

5) Authority Over Reserves- Approval from the Board of Harbor 
Commissioners is required to expend Reserves. Staff will regularly report 
both current and projected Reserve levels to the Board on a quarterly or 
semi-annual basis. 

6) Replenishment of Reserves- In the event that Reserves are used 
resulting in a balance below the 25% minimum, a plan will be developed 
and included in the formulation of the five-year forecast presented during 
the annual budget process. 
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7) Excess of Reserves- In the event that the Reserves exceed the minimum 
balance requirements, at the end of each fiscal year, any excess 
Reserves may be used in the following ways: 

a. Fund accrued liabilities including but not limited to debt service, 
pension, and other post-employment benefits as directed and 
approved within the long-term financial plan and the annual budget 
resolution. Priority will be given to those items that relieve budget or 
financial operating pressure in future periods. 

b. Appropriated to lower the amount of bonds needed to fund capital 
projects in the District’s CIP. 

c. One-time expenses that do not increase reoccurring operating 
costs that cannot be funded through current revenues.  Emphasis 
will be placed on one-time uses that reduce future operating costs. 

8) Periodic Review of the Targets- At a minimum, during the budget 
process staff shall review the current and five-year projected Reserves 
to ensure they are appropriate given the economic and financial risk 
factors the District is subject to. 
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Purpose: 
To establish a policy for the safe distribution of funds from Harbor District bank accounts. 

 

STATEMENT OF POLICY 
To ensure that those District funds held in bank accounts are not distributed 
without proper authorization and signatures. 
  

The persons in the following positions are authorized to sign on the District’s 
Bank Accounts for the purposes of wire transfers:   
 

• President of Board of Harbor Commissioners  
• District Treasurer 
• General Manager 
• Director of Administrative Services 
• Director of Operations 
• Accounting Manager 

 
The following conditions apply: 
 

1. Signatures of any two of the above persons, one of which shall be of the 
President or Treasurer, shall be required for transfers between bank 
accounts. 

2. The Accounting Manager cannot sign checks. 

3. Payroll checks require only one signature. 

4. All checks over $25,000 for operating expense, capital project and capital 
outlay expenditures require two signatures, one by a Commissioner and 
one by either the General Manager, the Director of Administrative 
Services or the Director of Operations 
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Purpose: 

To define and describe standard procedures and policies required to record and control the changes in the 
fixed asset system in accordance with generally accepted accounting principles. 

 

STATEMENT OF POLICY:  
It is the policy of the District to capitalize assets with a cost of $10,000 or greater and a useful life of five 
(5) or more years.  Capitalization of fixed assets will be by individual fixed assets rather than by groups of 
fixed assets (e.g., desks, tables).  Capitalized fixed assets are subject to depreciation and are recorded on the 
balance sheet as an asset.   Required procedures are set forth to allow for consistent treatment of fixed 
assets. 

DESCRIPTION OF PROCEDURE: 
  
Classes of Controlled Property 

The following items are considered fixed assets and shall be treated as capital property for accounting 
purposes: 

• Land; 

• Land improvements; 

• Buildings 

• Building services equipment 

• Departmental fixed equipment; 

• Infrastructure assets; 

• Equipment; 

• Capitalized leases; 

• Motor vehicles; 

• Boats; and 

• Construction in progress as determined. 

Controllable Assets 

Controllable assets include those items that do not fit the definition of capital property but need to be 
included in any property record system for control purposes.  These controllable assets are expensed in the 
year of purchase and are not subject to depreciation.  These items fall below the dollar amount of the 
capitalization policy but need to be tracked due to their nature or for insurance or claim purposes  (e.g., 
computer servers for security purposes, large or expensive harbor tools, etc).  The General Manager shall 
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have final decision as to which Controllable Assets are tracked with recommendations from the Director of 
Finance and the Department Heads. 

Purchase of Fixed Assets 

Follow the purchasing policies contained in Policy No. 4.3.1. 

Custody and Accountability 

The General Manager and Harbormasters or their designate(s) is (are) responsible for all property 
purchased for, assigned to or otherwise provided to his/her department(s).   

Not less than once per fiscal year, the Director of Finance shall provide a current fixed asset list and require 
that an inventory of the listed property be conducted, discrepancies be resolved and the listing be signed by 
the department head verifying the property on hand.  Once completed, the original signed copy should be 
returned to the Director of Finance.  All previous asset listings can then be destroyed. 

The Director of Finance or other authorized person is responsible for maintaining the accounting records 
for capitalized fixed assets.  Depreciation will be straight line over the estimated useful life of all assets 
other than land. 

Inventory of Fixed Assets 

Prior to the inventory of fixed assets, a meeting will be held to clearly identify the task to be completed.  
Specific assets to be included or excluded from the inventory will be identified.  The time frame for 
completion of the inventory will be established and agreed upon by the General Manger, Harbor Masters 
and Director of Finance. 

The goal for the annual inventory will be to complete it by June 30 each year to coincide with the end of 
the fiscal year.  To facilitate this goal, inventory will begin on April 1st of each year. 

Inventory Process 

Land inventory should be listed by parcel using the assessor’s parcel number and/or lot, block and tract.  
The location, use and zoning of land owned should be listed. 

Buildings and building improvements shall be physically inspected at least annually.  The building 
inventory should include a quantitative and qualitative description of each structure segregating basic 
building construction from heating, ventilating, air conditioning, roof, plumbing, lighting, floor and ceiling 
cover, and built-ins for component life purposes.  The listed items may be replaced several times during the 
course of the building’s useful life.   

Improvements other than buildings include all improvements to the outside of buildings or improvements 
to a parcel of land.  For paving, include total quantitative and qualitative amounts for site including berms 
and parking lot striping.  Fencing should be inventoried by total linear feet including gates by type of fence.   

Movable and fixed equipment should include the location, account, building, floor and department.  The 
description of the unit should include the quantity, description, manufacturer, model number, serial 
number, year acquired, remaining life and historical cost. 

Valuing and Costing 

Per generally accepted accounting principles (GAAP), governments are required to record fixed assets at 
historical cost or estimated historical costs.  Historical cost is the actual or allocated cost of assets to the 
present owners.  Original cost is defined as the cost of fixed assets in accordance with costs prevailing at 
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the date the fixed asset was first constructed, originally installed or originally purchased.  Actual original 
costs obtained from an invoice or other source documents is the best source of information. 

Assets acquired through contribution or donation must be recorded at fair market value on the date donated.  
Fair market value is the estimated amount at which the fixed asset might exchange between a willing buyer 
and a willing seller. 

Tagging 

All fixed assets and controllable assets will be tagged with a unique number, either by barcode or RFID or 
a pre-numbered decal or imprinted with an engraving tool or stenciled upon receipt of the asset.  The 
person(s) designated by the General Manager and Harbor Masters for their respective departments will do 
fixed asset and controllable asset tagging.   Numbering shall be a consecutive series of numbers.  The 
Director of Finance or his/her designee will assign tag numbers.  All tags, engraving or stenciling should be 
consistent.   

o Machinery - The tag should be attached in a prominent eye-level position on the front of the 
machine yet where it will be least likely to be defaced in the normal course of operation. 

 
• Desks, tables, benches - Attach tag to the front rail or drawer of the desk or table. 

• Files, cabinets - Attach on the front upper left-hand corner. 

• Computers, Office Equipment – Attach on front upper or lower corner or side, whichever is 
most practical (due to attachability issues). 

• Chairs - Attach tag to the rear edge of the seat or upper center of the back. 

• Trucks, racks - Place in the upper left-hand corner at eye level for racks and the upper left-
hand corner of the windshield for trucks. 

Changes to Fixed Assets 

Transfers of fixed assets are defined as any movement of an asset by a change in location, either by 
account, department, building or room.  This must be communicated to the Director of Finance by the 
appropriate Department Head on the appropriate form once the transfer is complete with all pertinent 
information.  This includes fixed assets and controllable assets. 

Disposals are those items sold, traded in, scrapped, abandoned or in any way removed from service during 
the current fiscal reporting period.  District policy requires Harbor Commission approval for disposals of 
assets with a value of $10,000 or greater in the opinion of the General Manager.  See Ordinance Code 
Section 2.7.5 Disposal of Unneeded District Property.  

 

glazof
On line correct ordinace is 2.35.050
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Purpose: 

To ensure proper and consistent handling of returned checks. 

 

Quality Assurance System 

STATEMENT OF POLICY:  
It is the policy of the San Mateo County Harbor District to collect all fees due to the 
District for services rendered.  Any checks received for payment of services that are 
returned unpaid to the District require diligent effort and cost to collect.  When the bank 
returns two or more checks unpaid from a maker, the privilege to pay by personal check 
will be suspended for a reasonable period of time. 

DESCRIPTION OF PROCEDURE: 
The Director of Finance receives returned checks.  He/she is responsible for recording the 
returned check on the cash spreadsheet, in the general ledger and on the returned check 
listing.  A journal entry is prepared to decrease cash and the miscellaneous income 
account. 

Upon receipt of the bank notice of a returned item, the Director of Finance will notify the 
Accounting Technician and send the original bank notice and the returned check to 
him/her.  The Accounting Technician will be responsible for contacting the maker of the 
check by phone or letter and making all efforts to collect the monies owed.   

Every month the Director of Finance will provide the Accounting Technicians with the 
returned check listing requesting the status of the checks. 

If an individual has had two or more checks returned in a six month period, the District 
will only accept cash, cashier’s check or money order for the next six months starting 
from the date of the last returned check.  At the end of this six-month period, the District 
will accept personal checks again.  If the bank returns a check once again, personal 
checks will no longer be accepted from that individual. 

All returned checks will be charged a fee as adopted within the Rates and Fees Schedule 
for bank fees, processing and collection associated with the returned check. 
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Title:

Budget Process

Purpose:

To document procedures associated with the budget process to ensure the process is completed in a timely
manner.

STATEMENT OF POLICY:
It is the policy of the District to adopt an annual budget per Harbors and Navigation Code Section 6093.

DESCRIPTION OF PROCEDURE:

. No later than November 1st of each year the Director of Finance shall prepare a draft schedule for
the General Manager for the budget to be adopted for the fiscal year beginning the following July
1st. Aflter review and approval of a schedule by the General Manager, make arrangements to have
the Board of Harbor Commissioners set the dates for a minimum of two budget workshops.
Distribute the budget schedule to the General Manager, Board of Harbor Commissioners, Harbor
Masters and Director of Finance.

. No later than December 15th of each year the General Manager, Harbor Masters and Director of
Finance shall review the Capital Improvement Five Year Plan (CIP) used for internal budget
preparation. Each existing project shall be updated for cost estimates, priorities and
implementation schedule. New projects shall be reviewed and added with appropriate priority
ranking, cost estunates and implementation calendar.

. No later than January 15th of each year, the Director of Finance shall present the revised multi-year
CIP and preliminary six-month budget review to the Management Team (General Manager,
Harbor Masters and Director of Finance) for review and discussion.

. By the third week in January Management team shall discuss the multi-year CIP and preliminary
six-month budget review.

. By the last week in January, the Director of Finance shall provide worksheets and information
about trends for expenses to the Harbor Masters to assist with preparation of the budget. No later
than March 31, the Director ofFmance shall complete the draft operating and capital budget using
worksheets from Harbor Masters and CIP.

. By end of2ndst week in March, complete agenda and Board packet for Budget "First Look"

. Second regular meeting in March, agendize "First Look" at next fiscal year budget

. By first week in April, Director of Finance to complete proposed budget for following fiscal year
and submit to General Manager.

. By 2nd Harbor Commission meetmg in April, General Manager to provide Commissioners with
copy of proposed budget for their review.

. Director of Finance to edit and make changes to budget based on Commission direction.
Complete Preliminary budget for adoption.

Quality Assurance System
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. Before the second meeting in May 31 the Commission shall adopt Preliminary Budget by
resolution per Harbor and Navigation Code Section 6093 and establish tune and place for hearing
on budget at the second meeting in June. (There must be at least 30 days between adoption and
hearing date to fix the final budget.)

. No later than 30 days before the hearing date, publish a notice pursuant to Section 6061 of the
Government Code stating that the Preliminary Budget has been adopted and is available for review
at specified locations and state the date, time and location for the hearing on the budget.

. At the Harbor Commission's second meeting in June, hold hearing on the budget adopt the Final
Budget by resolution.

. Prior to June 30th of each year, ensure the budget document is printed and distributed. The
distribution list includes the Board of Harbor Commissioners, General Manager, Director of
Finance, Harbor Masters for Pillar Point and Oyster Pomt, City of South San Francisco, City of
Half Moon Bay, City of San Mateo, California Department of Boating and Waterways, Pillar
Point Citizens' Advisory Committee, Pillar Pomt Harbor Office, Oyster Point Marina/Park Office,
South San Francisco Public Library and Half Moon Bay Public Library.

. July 1st, the budget goes into effect.

. August 1st, deadline for submission of the final budget to the San Mateo County Board of
Supervisors per H & N Code Sec. 6093.3.

Quality Assurance System
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Purpose: 

To Establish Authority for the Appropriation of District Funds 

 

STATEMENT OF POLICY 
This policy establishes the Appropriations Authority for the Board of Harbor 
Commissioners. 

Appropriations are approved by the Harbor District Board of Commissioners.    
For each fiscal year, the initial appropriations are approved as the District’s 
Adopted Budget.    

Throughout the year the Adopted Budget plan may require revision. 

The Harbor Commission approves any revision to, or transfer of appropriations 
between these Expenditure Classifications: 

 Salary and Benefits 

 Operating Expenditures 

 Non - Operating Expenditures 

 Capital Projects 

The Board of Harbor Commissioners approves any transfer of appropriation from 
reserves, as well as designation of reserves. 

The Board of Harbor Commissions approves any increase in revenue 
appropriation. 

The General Manager shall implement procedures for adjustments to projected 
expenditures within the Classifications above. 

The Board of Harbor Commissioners shall receive a quarterly financial report for 
each quarter of the year to review and ensure that all expenditures are within the 
approved appropriations. 
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STATEMENT OF POLICY

It is fhe policy of the Board of Harbor Commissioners offhe San Mateo County Harbor District that aU
users shall be ranted equal access to the facilities ofAe San Mateo County Harbor District. FurfienAat a
balance is required between the rights ofaU users of flie facilities, mcludiag those whose rights mi^itbe"
mfiiuged ia one area by those persons using anotiier.

DESCRIPTION OF PROCEDURE

The Ordinmce Code of the District provides tiiat.fhe operating hours of Oyster Point Marina/Park are fiom
°6PO to 2200 The Ordinance Code further provides that persons shaU be aUowed to use.fhe launchraii"
fi-om one hour before simrise to one hour after sunset.

la order to accommodate the launch ramp users" Ifae foUowiag procedures shaU be in effect whenever sunrise
will occur prior to 0600:

. Persons entemg fhe Oyster Point Mama/Pssk prior to 0600 will be required to log in wifli the
Security Officer on duty at die gate. Ibs License number of the entering vehicle, along -wift tiie
names of all occupants will be recorded.

. The Person entering wffl be given a launch ramp self-pay envelope, wlrich he/she wiU coiqplete
and return to the appropriate location. The vehicle's license number wffl be entered on &eloutside
offlie envelope.

. The Person laimchingwiU be ejected to launch in as quiet a inamier as possible, wifhdue respect
for the rights ofUve-aboard tenants m tiie vicimty of the launch vanp. Boaters should not start'
fheir engines until necessary, and wffl not use excessive RPMS. Peraons who wfflfuUy disturb fhe
peace wiU be cited by tile City ofSoutii San Francisco PoUce Depaifment.

F:\DISTJUCT DOCSVDISTRICT DOCS\ADMINISTO>OUCffiS\APPROVED\5_2_l LAtWCH RAMP HOURS.DOC .

. L.

, Quality/
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Purpose: 

To Ensure Compliance with California Public Records Act 

 

 

STATEMENT OF PURPOSE:  
To ensure that the San Mateo County Harbor District complies with the California 
Public Records Act  

POLICY: 

The public has a right to access records of the San Mateo County Harbor District 
in accordance with the California Constitution and the California Public Records 
Act (California Government Code 6250 et seq.) and any amendments thereto.   

Consistent with the California Public Records Act (Act), public records are 
available upon request and are open for inspection at all times during office 
hours. Every member of the public has a right to inspect any public record, 
except those records exempted from disclosure under the Act.  The District is not 
required to create a record in response to a public records request.  In addition, 
the District is not required to respond to prospective requests by providing 
records not yet in the District's possession or records that will be created in the 
future. 

Determination as to whether a requested record is a public record and available 
for inspection or copying, as well as decisions to withhold a record, will be made 
by the General Manager, in consultation with District Counsel as necessary.  

The District will respond to every public records request in accordance with the 
Act.   If a request does not reasonably describe an identifiable record, the 
requested record does not exist, or the record is exempt from disclosure, the 
District will respond and inform the requester.  In order to assist a member of the 
public to make a focused and effective request, the District will make a 
reasonable effort to elicit additional clarifying information from the requester that 
will help identify the record(s).   

To facilitate the District's compliance with the Act, all District employees and 
officials should adhere to the following requirements: 

• To the greatest extent possible, emails that relate to District business 
should be sent to and from employees' and officials' "@smharbor.com" email 
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accounts.  Ordinarily, no public business should be conducted on personal email 
accounts.  If personal email accounts must be used for District business, 
employees and officials should (a) copy such an email sent from their personal 
account to their District email account and (b) forward any such email sent to 
their personal account to their District email account promptly upon receipt.   

• Conducting District business via text messaging or via social media is 
discouraged.  For those District employees or officials who are provided with a 
District telephone, text messages that relate to District business should be sent 
to and from the phone number associated with that phone and not from a 
personal phone number or other personal text messaging service (for example, 
WhatsApp).   

Under the California Supreme Court's interpretation of the Act, communications 
that relate to District business may be public records even if such records are 
located on an employee's or official's private device or personal account:  

• If a member of the public requests public records sent to or from an 
employee or official's personal account or private device, the District will 
forward the request to the employee or official.   

• The employee or official will make reasonable efforts to locate responsive 
records and will provide such records to the General Manager, or 
designee, in a timely fashion.   

• Determining what efforts are reasonable and what records are responsive 
will depend on specific facts and circumstances, but always in light of the 
public's rights under the Act.  

• Employees and officials will seek guidance from the General Manager or 
District counsel when it is difficult to determine whether a particular record 
is a public record.   

• Ultimately, the District will rely on its employees and officials in complying 
with the Act and so the District's compliance will in part depend on the 
cooperation of its employees and officials.  

The General Manager is authorized to develop procedures, and to amend those 
procedures from time to time as may be necessary, consistent with this Policy 
and to ensure compliance with the Act.  Only the Board of Commissioners is 
authorized to amend this Policy. 
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To establish guidelines for issuance of permits for events held on property owned and/or 
controlled by the Harbor District. 

 

Purpose 
 

It is the policy of the San Mateo County Harbor District to establish a guide for the 

issuance of permits for events held on property owned and/or controlled by the Harbor 

District. The purpose of this policy is to provide for a process for evaluating, approving, 

and overseeing events to ensure the health and safety of event patrons, workers and 

other visitors, residents and District staff, to prohibit illegal activities from occurring at 

events, and to protect the rights of event permit holders and of the District. 

Examples of events that may be permitted include, but are not limited to, parades, fairs, 

festivals, parties, weddings, organized athletic or sporting events and community 

celebrations and observances which involve use of, or have an impact on District 

facilities and operations which may require provision of District services. Events that 

have substantial adverse impacts on District facilities including harbor operations shall 

not be permitted without provision of acceptable mitigating measures. 

It is also the intent of the San Mateo County Harbor District to protect the rights of the 

people to engage in expressive activities in the District’s public places and to establish a 

reasonable time, place, management and regulation of these activities. It is further 

intended to create mechanisms for the recovery of District costs incurred in the course 

of reviewing, approving, overseeing, and providing services and facilities and to the 

extent authorized by law, while not unduly impacting the viability of permitted events. 

Any organization, agency or individual wishing to sponsor or hold an event at a District 

facility or location will be required to complete the San Mateo County Harbor District 

Event Application and obtain a District event permit. 

The San Mateo County Harbor District reserves the right to waive required fees for an 

event that is deemed to serve a significant District or other public interest as determined 

by the Board of Harbor Commissioners. 
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To establish guidelines for issuance of permits for events held on property owned and/or 
controlled by the Harbor District. 

 

Pursuant to this policy the Harbor District shall implement a Procedure to receive, 

evaluate, and act upon event applications. 

Definition and category of events 
 

Event is defined as the following activities including, but not limited to: any transient 

enterprise including outdoor temporary (three (3) days or less) gatherings, parades, arts 

and crafts shows/fairs, weddings, festivals, photographical/promotional activities, 

commercial or non-commercial video or filming, theatrical exhibitions, athletic and 

sporting events, musical performances, or other exhibitions. Permit Category definitions 

are described in the Permit Fee Schedule. 

Permit Requirement 
 

It shall be unlawful to conduct, sponsor, or knowingly participate in an event unless a 

permit for such event has been issued. 

Application Procedure Details Including Process for Review of Applications 
 

Event applications will be available from the San Mateo County Harbor District 

Administration office located at 504 Avenue Alhambra, 2nd Floor, PO Box 1449, El 

Granada, CA 94018 or on the Harbor District website at www.smharbor.com. A 

completed application must be received by the Harbor District no less than twenty-one 

(21) days prior to the day of the event (or first day if the event has more than one (1) 

day.) 

Applications for a permit authorizing an event or multiple events shall be filed on a form 

prescribed by the General Manager and shall contain the following information: 

A. The name, home and business addresses, and home and business telephone 

numbers of the person filing the application; 

http://www.smharbor.com/
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B. If the event is to be conducted by an organization, the name, addresses and 

telephone numbers of the organization, the name, home and business 

addresses, and home and business telephone numbers of the president or head 

of the organization, and documentation of the authority under which the applicant 

is applying for the permit on behalf of the organization; 

C. The name, home and business addresses, and home and business telephone 

numbers of the person who will be present and in charge of the event on the day 

of the event and any pager and cell phone numbers at which that person can be 

reached during the event; 

D. The area to be closed or used for the event; 

E. The proposed date and the starting and estimated ending times of the event; 

F. The proposed location of the event, including its boundaries; 

G. The estimated number of participants in the event; 

H. A description of any sound amplification equipment proposed to be used; 

I. The parking requirements for the event; 

J. The location of any water and first aid stations to be provided at the event; 

K. The type and number of any vendors who will sell food or beverages at the event 

pursuant to a permit issued; 

L. Such other information as the General Manager may require. 
 

The Harbor District may waive the twenty-one (21) days rule only in cases in which 

approval can be given by the General Manager or if an event requires an immediate 

decision. 

Permit Fee Schedule 
 

An application fee, established in the Event Fees Schedule, must be included with the 

application. An applicant simultaneously applying for multiple events in one year may 

pay just one application fee per year, at the highest rate for all events applied for 
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Purpose: 

To establish guidelines for issuance of permits for events held on property owned and/or 
controlled by the Harbor District. 

 

Costs incurred by the Harbor District to process applications and incurred as a result of 

the event will be billed to the applicant based on the costs of staff, equipment and 

facility use. 

The Harbor District will review all complete applications. Application review may include 

consultation with the applicant, if necessary. To facilitate processing of applications, to 

reduce Harbor Commission and staff time, costs involved, and to make the process 

more responsive to the public, the District will distinguish two groups of events: 

(a) Events which are larger in scope and extent, because they involve large numbers 

of people, have substantial impacts on harbor operations, and District facilities 

and staff, and may involve multi-agency coordination; and 

(b) Events which are small in scope, and extent, and because they involve a limited 

number of people, are essentially private, and have minimal or no impact on 

District facilities and staff. 

Events of type (a) require Harbor Commission review and approval. Events of type (b) 

require General Manager review and approval. 

 
 

Action on Applications and Notification of Harbor District Decision 
 

Action 
 

Upon receipt of a completed application for a permit, the General Manager or Harbor 

Commission shall approve or deny the application no later than twenty-one (21) days 

after the application is deemed complete. 

When the General Manager or Harbor Commission determines that a completed 

application has been filed for a permit for an event and that there are no grounds for 
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To establish guidelines for issuance of permits for events held on property owned and/or 
controlled by the Harbor District. 

 

denying such permit, the General Manager or Harbor Commission shall approve the 

permit subject to all the general conditions required, plus any special conditions 

authorized and determined by the General Manager or Harbor Commission to be 

applicable to the event to address concerns for public health and safety, and/or to 

eliminate or significantly reduce potential negative impacts on harbor operations. Harbor 

District staff will be available to meet with event applicants to review these special 

conditions and ensure that all requirements and conditions, including provision of 

adequate insurance coverage are met before permits are approved.  Harbor District 

staff or their agents(s) may be onsite during an event to ensure compliance with permit 

conditions. 

Upon approval of the permit by the General Manager or Harbor Commission, the 

General Manager shall promptly cause a notice of such action to be provided to the 

applicant and to the Harbor Master. The General Manager shall issue a permit 

authorizing the event after the applicant has executed an indemnification agreement, 

provided proof of insurance coverage naming the District as Additional Insured and has 

completed and submitted a traffic control and parking plan, all as required by this policy 

as conditions precedent to the issuance of an event permit. 

Conflicting Dates Resolution Process 
 

In the event that two (2) or more event applications are received for the same date and 

time prior to the approval of either event, the date and time that each application was 

received by the Harbor District shall determine order of preference for receipt of permit. 

Once an event permit has been approved, it shall be the policy of the Harbor District to 

not approve further permits for the same date, time and general location, unless the 

events can be held without conflict and/or additional disruption or other negative impact 

on harbor operations. The Harbor District has the discretion to resolve date and time 

conflicts with applicants filing applications. 
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Denial of permit 
 

The General Manager or Harbor Commission shall deny an application for a permit if 

the General Manager or Harbor Commission determines that: 

1. The application is incomplete; 

2. The information contained in the application is false in any material respect; 

3. An application for another event to be held on the same date and in the same 

location as requested by the applicant has been previously approved or has 

been previously filed and may be approved; a license, franchise or other 

permit has previously been granted to another person for the use of the same 

location on the same date; 

4. The location or concentration of participants at the site of the event or at the 

site of an assembly or disbanding area around the event will prevent proper 

police, fire or ambulance services to the event or areas continuous to the 

event; or 

5. The location of the event will substantially interfere with construction or 

maintenance work previously scheduled to take place on the Harbor District 

premises proposed, to be used or occupied by the event. 

Notice of denial 
 

If the General Manager or Harbor Commission denies an application for a permit, the 

General Manager shall promptly serve a notice to the applicant, Harbor Master and 

Harbor Commissioners. The notice shall set forth, with particularity, the reasons for the 

denial. 

Liability and Other Insurance Requirements 
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The Harbor District requires that all sponsors of an event provide liability insurance prior 

to the issuance of a permit. In addition, applicants shall indemnify, hold harmless and 

defend the District for and against any and all injury to and deaths of persons, and 

injuries to property, and all claims, demands, losses, damages and liability, arising out 

of the applicant’s activities under this permit and the use by applicant of District 

facilities. At a minimum an event/applicant shall be required to provide a valid certificate 

of insurance from an insurance company licensed to do business in the state of 

California for Comprehensive General Liability policy with a Broad Form endorsement 

that provides coverage for bodily injury and property damage in the amount of 

$1,000,000 per occurrence and $2,000,000 in aggregate. Said policy shall be in favor 

of and name applicant and the Harbor District, its directors, officers, agents and 

employees as additional insured and shall be maintained in full force and effect during 

the term of the permit. 

Prior to issuance of a permit, the applicant must sign an agreement to reimburse the 

District for any costs incurred by it in repairing damage to Harbor District property which 

results from the actions of those sponsoring the event or participants in the event and to 

defend the Harbor District against and indemnify and hold the Harbor District harmless 

from any liability to any person which results from the actions of those sponsoring the 

event or participating in the event. 

The General Manager, or his/her designee, shall not issue the permit, unless evidence 

of required insurance coverage naming the District as Additional Insured, is provided to 

the District, no later than seventy-two (72) hours prior to the date of the event, or unless 

other requirements or special conditions of the event are met. 

 
 

General Permit Condition of Approval 
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• Staffing for police and fire services must be coordinated by the applicants with 

the appropriate agencies. 

• Access for other Harbor visitors, customers, and employees must not be 

impeded. 

• Permit does not grant exclusive use. 

• Certain event types may have time limitations. 

• Permits may be denied during periods of heavy use (e.g. Memorial Day 

weekend, July 4th, Labor Day weekend and opening weeks of salmon and crab 

season). 

• The District may limit the number of permits issued. 

• Roping off of areas is prohibited. 

• The use of special equipment, such as canopies, arches, chairs, volleyball nets 

or other decorations may require further review and are only allowed by certain 

types of Event Permits. Equipment must be identified on the Event Permit 

Application and the District must authorize use of such equipment. 

• Applicants should be aware that high tides impact the area of beach available for 

use. 

• At no time shall the special equipment extend more than seventy-five feet (75’) in 

width along the beach front. 

• Special conveyances including, but not limited to, horse drawn carriages, electric 

carts, portable dance floors, and hot air balloons must be included in Event 

Permit application for special approval. 

• Towable BBQs are not allowed on District beaches. 

• Tiki torches may be allowed if identified on Event Permit application and with 

District permission. 

• To protect parklands and wildlife, the releasing of balloons, doves, or butterflies 

and the throwing of rice, birdseed, flower petals, confetti or other natural or 

artificial material is not allowed. 
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• Affixing directional signage to existing buildings, property, signs, poles or plants 

is not allowed. Any posted signs will be removed immediately by District 

personnel. 

• Alcohol consumption is not permitted on District beaches unless required 

licenses have been obtained. 

• Glass containers are not allowed on the beach. 
 

All trash associated with an event must be bagged and removed from District property 

or arrangements must be made with the District to have special disposal bin available. 

Special Permit Conditions 
 

Where applicable, the General Manager or Harbor Commission shall also condition a 

permit on the following special conditions: 

A. The provision of portable sanitation facilities, including handi-cap accessible 

facilities for any event with a duration longer than one (1) hour; 

B. The provision of first aid stations; 

C. The provision of garbage containers and the cleanup of all debris and litter from 

the site of the event within four (4) hours after the conclusion of the event; 

D. The provision and use of traffic cones and barricades; and 

E. The provision of a notice of permit conditions to event participants. 
 

The Harbor District may place special conditions of approval on the event to address 

concerns for public health and safety, and/or to eliminate or significantly reduce 

potential negative impacts on harbor operations. Harbor District staff will be available to 

meet with event applicants to review these special conditions and ensure that all 

requirements and conditions, including provision of adequate insurance coverage are 

met before permits are approved. Harbor District staff or their agent(s) may be onsite 

during an event to ensure compliance with permit conditions. 
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Traffic Control, Parking Plan and Safety Requirements 
 

The event application shall include a traffic control, parking plan and safety plan to 

demonstrate how the applicant proposes to provide adequate parking, traffic control and 

ensure traffic safety on the date of the event. The event applicant shall be responsible 

for complying with all traffic, parking and safety regulations and procedures required by 

the Harbor District and other appropriate agencies during the event.  The requirement 

will be stated in the notice of approval, and additional requirements may be made by the 

Harbor District during the event as may be necessary for the safety of the public and 

avoidance of adverse impacts on Harbor operations. If traffic control and safety 

requirements are not met on the day of the event and additional staff is required for 

traffic control and safety, the applicant shall reimburse the Harbor District for expenses 

incurred for traffic control and safety. 

Vendor License Requirements 
 

All vendors must have all required licenses required by the appropriate licensing 

agency. 

All food/beverage vendors must have the appropriate Health Department approval 

required in San Mateo County and/or City of South San Francisco and must post a valid 

food handler’s license at their site. 

Food/beverage vendors are responsible for any and all fees related to obtaining a San 

Mateo County and/or City of South San Francisco food license. Food/beverage 

vendors are required to comply with all San Mateo County and/or City of South San 

Francisco rules and regulations for temporary food license facilities. If alcohol is to be 

served or sold all applicable licenses must be obtained from the appropriate sources. 
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Requirements for Event Signage and Promotion 
 

The event application shall include a description of any promotional, advertising and/or 

directional signs to be used for the event. The use of signs shall conform to the 

description contained in the application and as approved by the Harbor District. 

Recognition of the San Mateo County Harbor District as permitting authority is required 

in all advertising and promotion for the event. 

Notice to Lessees and Adjoining Property Owners 
 

The event director shall give written notice of the nature, date and time of any event for 

which a permit is issued as soon as possible prior to the date of such event to all 

lessees in the Harbor District, owners of property adjoining the Harbor or Marina, or 

other public right-of-way where such event is to occur, either by serving copies of such 

notice on such property owners or lessees, by publishing such notice in a newspaper of 

general circulation, or by posting such notice along the route or at the site of the event. 

However, the provisions of this section shall be directory only, and the failure to give 

such notice shall not invalidate a permit. 

Revocation of Permit 
 

A. Revocation by General Manager – The General Manager shall revoke a permit 

authorizing an event if the General Manager determines that grounds exist for 

denying the permit which were first disclosed or otherwise made known to the 

General Manager after issuance of the permit. 

B. Revocation by General Manager or designee. The General Manager or 

designee may revoke a permit authorizing an event if the General Manager or 

designee determine that the event is being conducted in violation of the terms 

and conditions of the permit, or where the event participants have violated any 

applicable law or regulation or the health, safety and welfare of participants is 
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jeopardized. The General Manager or designee shall not revoke a permit in the 

manner provided by this section until the General Manager or designee advises 

the permittee or responsible event participants of the violation and provides the 

permittee with a reasonable opportunity to correct the violation. 

C. Notice of Revocation – When the General Manager or designee determine to 

revoke a permit authorizing an event prior to the date of such event, the General 

Manager or designee shall promptly cause a notice of such action to be served 

on the permittee/event sponsor/organizer in charge of the event  and shall 

provide copies of the notice to the Board of Harbor Commissioners. However, 

when the General Manager or designee determine to revoke a permit authorizing 

an event on the day of such event, they shall announce such action to the event 

participants, to those persons engaged in monitoring or controlling traffic during 

the event, and to the person in charge of the event if such person can be located 

at the site of the event. Thereafter, the General Manager or designee, revoking 

such permit shall cause a written notice of such action to be served on the 

permittee and shall provide copies of the notice to the Board of Harbor 

Commissioners. The written notice shall set forth, with particularity, the reasons 

for the revocation. 
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of employee Personnel Reconis.

1. Statement of Policy

^ ^s^Dse^p=s^^Dgr^^^-»^^
2. Description of Procedures

2. 1 The Personnel Officer

S^saM ^^lsr^S2S?^^PTOIBk--
p«^o^-»7d^»SZZ^SSr^nSyo2^i'^, D;<nu' ^

2. 1. 1 Official Personnel FHes

KS^^ss'^aSS °f docmmte te ach«im»"» ̂  p^,
^S^'S°ma"cl'ltsbevmBC"m-"mt' - -"ri "tt. Offloup^, ^

?^s^w^^^. '^^^^w, ^^
remove items from the req)ectiwfiles" m&^^ws^u^l. w. ?w^ sesoww Mamger'may

.dep^men^hS]'^tu^5ic^;?p^Sl on to ae resPective Departaie^HeVd±aS^

2.1. 1. 1 Contents of Official Personnel File
Identification ofinfoimation to be included in the en^ployee-s official persomiel file:
2. 1.1.1. 1 Permanent bocumente.

^^ r^^»^.^^^, fl,,^^^ ̂  ^^ ̂  ^ ^^ ̂ ^^
Einployee application . .

Job perfonnance ratings and evaluatious
Education/trauung infonnation
Personnel data card .

Personnel action forms

-/
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Date of Approval: Adopted By:
01/18/2006 - Resolution 21-02

Revised By: page:
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Pay adjustment memoranda or letters

Enyloymeht Contracts

Adnrimstrative documents relating to hiring and promotion dates and otiier dates of administrativ
action not otherwise specified or provided for herein.

Letters or otiier documents of discipline dated on or after January 1, 2006.
Thesejecords aremaintgmed during fhe tenure ofae employee and for seven years after the emplovee

2. 1. 1.1.2 Temporary documents (Personnel)
DocumeDte', which have limited retention. °f three (3) calendar years or less unless otherwise orovid
pursuant to labor agreement. Exanyles include: 

' ' ' 
- -- """>' piuviu

Administrative coirespoadence relating to leave/vacation requests.
All ofher administeative documents of limited mfonnational life span.
Letters or other documents ofappreciatioii, or coinmendation.

Letters or o&er documents of discipline dated prior to January 1, 2006.
Letters of written reprimand.

2.2 procedures For The Release And Accessibility Of
Information And Audit Of The Personnel Files

2.2. 1 Confidentiality

l!le.peraomeLofficer^ad dl 0&CT District emPloyeei! as specified m Section 2.3.3 with access to
p^omel. ^cffl'ds.shau Sat.as.cCT£^atiaLau persomel "fe^tion fiompex.oDnd;civfl s^c;,l'^c^
.ffiiTmS.OLmy,oteDB?ctffl"oriy&ep^^^^^
have Ae aulhority to release personnel ufoimation as aufhQrizedbylaw.

2.2.2 Responsibility to Divulge Information
?Sm£m. cmtemed. m_&\official persomlel Flle. or .civil semce ̂  (°&er Aan items; listed
Sed!ateILabo.w) WU..DOt be rdeased .to the P"^ wi&out fhe express'vmttatt p^issio^o?^
employee, provided, howevei,. ceriaia siftiations nay arise where tfae Dis£ct'as"curr<aitt'orTasTmm^^ .
ias»a^gh^. dutyio prOTid^information without'thfi Permission of &e'enyioy .w"ia^lc^sl,UAT
Personnel Officer and Hmnan Resource Manager have theau&ority to divulge-mch'mfoinifca" l'° i"

2.2.3 Access to Information

Access to infonnatim contained m an employee's personnel file wiU Ie limited to the G(
Personnel Officer, Human Resource Manager, respective Department Hteads'and mcUndu^"enm^^'
F?Mper^Bngtom¥Ioyeeswho arebonafide candidates ofmteniepaitaientel'teansfCTT miTbeuSS
by &e prospective gaming Department Head. * --- -.

Ba?-eII?loyeefolder. wi11 conteia an. entry losfor "coiding eveiy person's access to the records and
Su^os^wl?. anexcq)tion °fPCTSOmel file mamtenance by tfae General Mmager, 'PersoDaei Office, ̂ S

., -.
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2.2.4 Use. of Information

^S^^^^S^S.^^B'P--.^ o^^,
;s.

zip-rocued"res JFOr Th° Administration, Release And
^T-s'M"tyoLperso. ""e2.1."formauo""a^
Finance And Accounting Files and Records'
2.3. 1 Confidentiality

KSC^-^^^^^£^^ZL^Mm^^dAcc'ou^^arSR^ZS^^^S^ST^^^
^^^^n^^M^~S^^^£^h^ww^^?n\^fets^1ote';^loy^a7SucZdv3Z3TpeT^?£l!dlaT^^
^z.L~»sn»ss^ s^zs^%ES5
2.3.2 Responsibility to Divulge Information

£S
2. 3.3 Access to Information

five gaining Departmeat Head.

2.4 Currency of Policy and Records

^^y ̂  b. (^odicdly ̂ ., » ^ ^.^ ^ ^^ ̂ ^ ̂ ^
s:;:sds^mmfamed durm^the teflure of^ ^loyee and for sleaves District eiqployment. seven years after &e enyloyee
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San Mateo County Harbor District

Policies and Procedures

Title:.

Union Rights

Purpose:

To establish a policy for union righfe and procedures for unionactivities.

STATEMENT OF POLICY

^^Mateo ountyH ^bor Dlstrlct reco8nizes the following union as the exclusivebargairingrepreseatativeforAe'designated^^^^
A. Ihtemational Union of Operating Engineers Local 3

^b!?^g^ls %ratelynegotiates contractefor its employees with the Disteict
b^fi2v?d.^n?^lfeslo^tof^m^i^
;eSveiaboraf!Senfc^pioy^^V=^
S^w^^m^z°^dfwm^^^^^^
^^^°^^tsb s^sffiMiry 'pro^5zr^

F:^DISTCTDOCS^DISTCTDOCS\ADMINIST^POUCIES\APPROVBD\6J, 2U ONMGHTC.DOC
Quality^
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< andto outline procedures for

1. Statement Of Policy

e, religion, color.
. age, perceived or actuafsexual oriezitation'^ZaS l
ne^ndobj. ctive. oftoEgud^lo^. Opp^^p^^^.
; S^T^^^SS-^^^". - ^o^, " .
2 ^»rvmx wft ^we ^ »--^T^ opp^.^ ^^,, ^

2. Program Responsibility

S^^-^aS^^S^^^r^- ̂  ^
^o^ty^rts-and^au7d^^Z^t^^^
£?lm l tationofand WW^^^Z^^^^^SO^Uia11 "att^regar^g
fOTthe_suwessfil1 e^ti°^f Ac pro^aS ;SZOZ.OPPMtuu?-po!icy' aDd be resp^sib]?
agencies. The Equal Opportunity nlffip^r"^iiT^'^-uleas, sl!tmce of aPPropriate State and c'ommh^i
procedures Aat may

3.
^^^^=%^^^

Equal Employment Opportunity Practices
^^.°s& w da" .ndff e <^ ̂ "^^ . ̂  ^ ^,^

'' SS?.?^^^^^P^^-. 2-^^notreasonablyreiatedwto7h7tas^ube^^mmendations as needed to delete reqS^fe
2- X^r^inss,r, i°b re8PUM^'-. ^ ̂  ove^.

.. ̂ ..-.SS.̂ ^-S^-SSS-SiS-^
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Sn.mmatioland. all_applicants be,given equal-°PPortTity regardless of race, creed, color,
T^LO&. l?/-gendCT'. marital. status'-age' actual or P^eived'sexuS''onenl tItion^r
?saMLtyeffectiYelypreye nte ?e PerformMlce of essential duties'and function7requ?edub^th'e
S^ew^. bom fidc »ccu'>rtoMl 1-1^- wMch-c.^o.-t;^'T:^

4. EEO Grievance Procedures

^m^s &llucclss 5Jhei Equal Employment OPPort^ity Program depends largely upon the
^tu^th^co^Tlt y ^wei^F^P^S:Josn i;;l"as^t ^Se7ES°^
.
(£portomty-mdJrcatalenLmay vary wldely and grievances may result. "Tlie&Uowing s'teprSi ^Te
SCTlufo^L8rievaIlcemsing. fromthe mPle^^tion of^s^ogramTo^to"ln2SS;rbeS
possible employee/supervisor and Distiicf/community relationships; r"°~

L EITlo?es covered by alabor a8reement conteining a grievance procedure shall be encoui
^.useJtm.seeungrclieffi"om alleged disCTTatoiy practices. Ei^loy^es n^yde^b^
£te^eo^'otlgh either the procedure outlmed-heremor the Procedure'm'lBieu:hb^a?e^C

2' ^loyees not subject to para8raPh l above shall brmg tiieir grievance to. the attention of their
mm!dutesupCTVl,swor dePartment. head, wlio wiU mvestigate"as-necessaiy to"d^mmeuS
^o fom?SLmdioj?w?fce^^^^^

to resolve the difficulty at this level.
31 ^^pti^of^IfeCTPa£'-the. services of fhe ?qu^ Opportunity Officer may be requested.?e. Equal Qpportunity officer sha11 mterview bothpartiesfc onduct additi^Sla^tieZ

necessaiy, and recommend appropriate corrective action and settlement conditirois""*""6"""
4' ^Ae. lv?-mutl^ ̂ greem6nt cmnot. be. achieved and solution is required by the General

M?asjheEqu?-opportlmi1y officer sha11 obtain signed statemente'deteimgArg rie

md-specific mvestigative action. fromtfae employee and herAis'supervisor^euOfficav^
Sw-upon. ?..resources at her/his disposal to arrive atrec»nmended"correctiveuS^

5" . Ti!. GaleralMTger mazelect as deemed necessaiy and as circumstances dictate to refer fhe
grievance to fhe Board of Harbor Commissioners.

?e.Equal-?portlmity officer shau mamtam a11 rePorts' decisions a"d ofher documentation i
by the grievance procedure as a matter of permanent record. ~~ "'" ~'ww

5. Other

Violations.offhis policy maybe cause for. fhe fall range ofdiscip]inaiy action.

F:\DistrictDocs\District Docs\ADMINISTOOLICffiS\APPRqV BD\6_l_3 Equal employment . doc



6.1.4 Nondiscrimination 

1.  STATEMENT OF POLICY 

The San Mateo County Harbor District shall promote and afford equal treatment and service to 
all citizens and to assure that all applicants are assured equal employment opportunity without 
regard to race, religion, creed, color, national origin, age, sex, marital status, or the presence of 
any sensory, mental, or physical disability unless such disability effectively prevents the 
performance of essential duties required by the position and which are bonafide occupational 
qualifications and which cannot be accommodated without undue hardship. 

The District shall operate within the principles of equal employment opportunity and affirmative 
action guidelines set forth in Federal, state and local laws and regulations. 

All activities relating to employment including recruitment, testing, selection, promotion training 
and termination shall be conducted in a nondiscriminatory manner. 

The District will cooperate fully with all organizations and Commissions organized to promote 
fair practices and equal employment opportunity. 
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1. STATEMENT OF POLICY  
  
Except as otherwise provided by labor agreement, the normal working hours for employees are 
forty (40) hours per week with employees allowed to work a flexible work week.  Employees are 
expected to be at their work location and ready to begin work at the beginning of their work 
schedule.   
 
Employees shall receive break periods consistent with the laws of the State of California and the 
Fair Labor Standards Act. 
  
Daily attendance records will be maintained by each department, including date and time absent 
and reason for absence.  Attendance shall be a consideration in determining promotions, transfers, 
satisfactory completion of probationary periods, and continued employment with the District.  
Frequent tardiness or other attendance irregularities shall be cause for disciplinary action.  This 
may take the form of progressive discipline.   
 
Hours for part-time and certain employees may vary from the normal office hours due to the 
nature of their duties and will be determined by the appropriate Department Head, with 
concurrence of the General Manager.   
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1. STATEMENT OF POLICY
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Triato^^'^^^, ^^^t^^^^^^^

L S?^£l^^mm"onw°&'wmt^ "^nec.^,^
2. Certificate of age which. shall consist of fhe one of the following

a) Birth Certificate,
b) Record of baptism,. .

allowed to work between Aehour7of^. ^vc:^slons' A11 other timesa minors are ̂Y
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Policies and Procedures

Tifle:

Date of Appointment

Purpose:

To establish defuutions and a policy for adnrimstering the date ofappomtment for District eiiyloyees.

Date of Adoption: Revision:

10/1/97

Approved By: Page:

-Resolution Page 1 of 1
28-97

1. STATEMENT OF POLICY

Date of^appointoent shall mean the effective date oflfae individual's employment witii the San
Mateo County Harbor District.

A regular employee returning from MI approved leave of absence, to a maximum of one year
(365 days), witiiout pay will retain their original date ofappointonent.

An employee returiiing to fiill-time employment wi1h the Disfa-ict .following a continuous six
month or 180 day voluntary separation from full-time employment wifh the DFstrict and is not on
an approved leave of absence shall have a new date of appointment.

F:\DJSTRICT DOCSYDIS'nUCT DOCS\ADM1NKTOOUCIES\APPROVED\6J_7. DATE OF APPOIN1MENT.DOC Quality^
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Number:
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Prepared By:

P. Grenell

Date of Adoption:

10/1/97

Approved By;

Resolution
28-97

Revisjon:

Page:

Page 1 of 1

1. STATEMENT OF POLICY

Any fomier regutar employee who resigned from the San Mateo County Harbor District in eo6<
standing is eligible for re-employment

PCTSOUS interested in re-employment should -file a completed District application fonn. The
mdivldual .wiu th?1 proceed throush Ae regular hiring procedures witii othCTapplicahts'as
described in the Hiring Process Policy. The individual's previous persoimerfileJ'wiU~be're^
activated once re-employed. by fhe District provided re-employment is withm sevm years'after
the original resignation.

All individuals re-employed by the Distnct must complete a new probationary period.

F:\DISTRICT DOCS\DBTRICT DOCS\ADMINISTOOUCffiS\APPROVBD\6_l_9 RE-BMPLOYMENT.DOC . Quality^
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1. STATEMENT OF POLfCY

S$^S^SL"Ss^^fteJmM- ̂ ^
C^en^o^ote-p-^er^^S^^^^^r^to"
SSS^=^3^^^^

SSS,5SBKTOTDOCaADM^"°T'A»»«0.ORENTATTON.DOC >VED\6_I_lo BMLOYBB IN PROCESS.
Quality Assurance System



 San Mateo County Harbor District 
         

Policies and Procedures 
Number: 

6.1.11 

Date of Adoption: 

10/1/97 

Revision: 

Title: 

Types of Employment and Eligibility for 
Benefits 

Prepared By: 

P. Grenell 

Approved By: 

Resolution 
28 — 97 

Page: 

Page 1 of  1 

Purpose: 

To establish guidelines and definitions for types of employment and for entitlement to benefits. 
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1. STATEMENT OF POLICY  
  
The San Mateo County Harbor District has several categories of employees to maximize each 
individuals potential for each position with the District. The categories and benefit coverage are 
listed below. 

a. Probationary Employee:  An employee on a trial status during the initial period of 
employment.  All newly hired District employees are on a six month probationary status 
and may be extended.   Those employees serving probationary periods for reasons of 
promotion and lateral transfers are considered regular employees only for purpose of 
benefit eligibility. 

b. Regular Full-Time Employee:  An employee who has successfully completed the 
probationary period, is assigned to a position which is expected to continue for an 
indefinite duration, and works a shift schedule which will total no less than 2080 hours 
per year.  

c. Regular Part-Time Employee:  An employee who has successfully completed the 
probationary period, is assigned to a position which is expected to continue for an 
indefinite duration, and works a shift schedule of 20 hours or more, but less than 40 
hours, per week.  

d. Temporary Full-Time Employee:  An employee whose work assignment is limited in 
duration to six months or less, and works a shift schedule which on an annual basis would 
total no less than 2,080 hours.   

e. Temporary, Seasonal Employee:  An employee who works on a part-time basis for a 
certain amount of time but less than three months.  

Employees classified as regular full-time employees shall receive all employee benefits provided 
by the District and/or provided in the Memorandum of Understanding between the bargaining 
agent for the represented employees and the District. 

Employees classified as part-time employees are not eligible for any employee benefits; however 
those part-time employees who work over 1000 hours per fiscal year are eligible for retirement 
benefits. 

Employees classified as temporary employees are not eligible for any employee benefits. 
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1. STATEMENT OF POLICY  
 
The work week for all District employees shall consist of seven consecutive 24-hour periods as 
regulated by the U.S. Department of Labor.  All hours worked over and above forty hours in any 
one week shall be considered overtime and treated according to the Overtime Policy, except that 
hours taken as approve paid leave under the Paid Time Off (PTO) 6.5.1, Holidays 6.5.2, 
Bereavement Leave 6.5.3, Jury/Court Leave 6.5.4 policies shall be considered as hours worked 
for the purposes of consistency with this Work Week policy. 
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1. STATEMENT OF POLICY  
  
Administration will administer and coordinate the hiring process for all positions, with the 
exception of the General Manager, within the San Mateo County Harbor District to ensure 
compliance with contractual, legal, and equal opportunity requirements.  

2.  RECRUITMENT  PROCEDURE 
2.1 Administration will be notified by the Department Head immediately of all position 

vacancies.   

2.2 The affected department may be asked to assist Administration, as necessary, in 
formulating the job announcement, ads, and in determining special applicant sources.   

2.3 A determination will be made by the General Manager whether to accept current employee 
applications only for a promotional appointment or whether the position will be open-
competitive to all candidates.   

2.4 Administration will distribute to all District departments copies of the job announcement, 
whether the position is promotional or open-competitive, for posting for a minimum of five 
working days.  In cases where the job is open-competitive to all candidates, job 
announcements will be published in local newspaper(s) of general circulation, internet 
based forums and other avenues for distribution as may be warranted.  For operational 
positions at Pillar Point Harbor and Oyster Point Marina/Park, open-competitive job 
announcements will also be sent to San Francisco Bay area and other marinas/harbors. 

2.5 If the District feels the necessity for outside recruitment services, the General Manager or 
the Board of Harbor Commissioners will select the recruitment agency.  The District may 
use only those recruitment services which do not discriminate on the basis of race, color, 
religion, creed, age, sex, national origin, marital status, or disability in making referrals. 
Execution of contracts will be consistent with current District procurement policies. 

2.6 Administration will screen active application files and lists for possible candidates.  These 
candidates will be contacted to determine current interest in District employment prior to 
the closing date listed on the employment notice.   

2.7 Applications shall be submitted to Administration using District Employment Application 
forms and are required in the application process.  No applicant will be considered if they 
only submit a resume. 
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2.8 All applications will be kept on file for two years and may be used to consider an 
application for all positions for which he or she may be qualified. 

2.9 No applications for a position will be accepted after the published closing and/or receipt 
date.  If there are not sufficient qualified candidates at the closing date, the position will be 
re-opened and re-advertised.  

2.10 Administration will screen all applications received to determine qualification for the 
position to be filled.  Applications of top candidates will be forwarded to the department for 
final review and comment prior to scheduling candidates for interviews.   

2.11 Applicants may be disqualified for consideration for employment when any of the 
following facts exist:   

2.11.1 Incomplete application 
2.11.2 Lack of qualifications for the job.  
2.11.3 False statements of any material facts or practiced deception in their application.  

3. TESTING  
3.1 Applicants who apply for positions within the District shall be administered an examination 

developed specifically for that position and shall test for skill level and, qualifications 
required for the specific position.  Examinations shall test the applicants technical and 
general knowledge of the abilities needed for each position.   

3.2 The examination may consist of any or all of the following: oral interview/application 
review, a structured questionnaire, practical tests, written tests, physical agility exercises, 
etc.  In all cases, the testing will be job-related and designed to determine the candidate's 
knowledge, skills and abilities for the position.  

3.3 Applicants will be required to successfully pass the oral and/or written examinations for the 
particular position as determined by the District to be considered for employment. 

3.4 Oral interview questions and other examination contents are developed by Administration 
with assistance provided by the department.  Examination contents are confidential and 
unauthorized disclosure to any candidate is grounds for discipline. 

3.5 The testing process will be administered by Administration, with assistance from the 
department, as determined by Administration, unless otherwise requested by the hiring 
department.   

3.6 Administration shall ensure that all testing is based on bona fide occupational 
qualifications.   

3.7 Administration shall ensure that reasonable accommodations are made in test procedures to 
assure that persons with disabilities can be tested in an appropriate manner.  

3.8 The following are ways in which the District may accommodate an applicant with a 
disability: replace written tests with on-the-job tests or verbal testing, enlarge print in 
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exams, magnification, amplification devices, interpreters.  Administration shall inquire in 
testing announcements whether an applicant requires a disability-related accommodation. 

3.9 The following examinations are listed for each position with the minimum score required 
and its related percentage for the interview process.   

Position Examination Minimum Score Weighted 
(Percentage) 

Deputy Harbormaster Deputy Harbormaster 
Exam  

70 out of 100 
possible points 

25% 

 General Knowledge Exam 
for Deputy Harbormasters  

none 10% 

 Essay  none 10% 

 Boating Skills  none 15% 

 Swimming Test Pass  

 Physical Agility (Dummy 
Drag) 

Pass  

 Interview  40% 
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Position 

 
Examination 

 
Minimum Score 

Weighted 
(Percentage) 

Harbor Worker Harbor Worker Exam  70 out of 100 
possible points 

25% 

 General Knowledge Exam  none 15% 

 Essay  none 10% 

 Interview  50% 

    
Accounting Accounting Test none 50% 

combined 
 Accounting Questionnaire none for all 3 tests 

 General Knowledge Exam  none  

 Interview  50% 

    
Accounting Technician 
/Administrative Assistant 

Accounting Test none 50% 
combined 

 General Knowledge Exam none for both tests 

 Interview  50% 

    
Administrative Assistant Writing on computer none 50% 

combined 
 General Knowledge Exam none for both tests 

 Interview  50% 

    
Launch Ramp Attendant Launch Ramp Exam 75 points out of 

100 possible pts 
50% 

 Interview  50% 

  

4. INTERVIEW PROCESS  
The employment interview is part of the selection process. The primary function of the interview 
is to obtain data or certain knowledge of the skills and abilities of a candidate not available 
through review of applications, resumes and the written examination process.  Certain guidelines 
will be observed to maximize the validity and reliability of the interview process as well as ensure 
the adherence to current EEOC requirements.   

4.1 Administration shall coordinate the interview process with the Department, including 
selection of panel members, scheduling candidates, development of interview questions , 
etc.   
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4.2 The interview panel will be selected and confirmed by Administration with input by the 
affected department.  Generally no more than five individuals will serve on the interview 
panel.   

The composition of the interview panel shall generally consist of personnel who have expertise 
with the technical elements of the position and a personnel specialist.  Careful selection will be 
made of panel members to ensure objectivity and job knowledge.  Relatives or personal friends of 
the applicants will be excluded from serving on the panel.  Individuals from other agencies who 
are considered knowledgeable in areas related to the designated position may be utilized on the 
interview panel. 

Reasonable accommodations shall be made for disabled applicants to allow participation in the 
interview process. 

4.3 Administration and the Department Head in which the position vacancy exists shall be 
responsible for the development of interview questions and standards for measurement of 
candidate responses.  Consistency will be  maintained in the questions asked of all 
candidates.  The questions shall be job-related.  Questions will be designed to measure job 
knowledge, experience, education or to solicit responses which reflect those personal traits 
which are job-related.  Questions which pertain to race, sex, religion, age or marital status 
or other inquiries which tend  to directly or indirectly disclose such information are 
prohibited.  

4.4 The interview process, including the nature of the questions implicitly or explicitly asked, 
shall be consistent with all state and federal regulations and laws. 

4.5 Administration will inform the interview panel of the responsibilities and requirements of 
the position to be staffed.  Copies of the applications of final candidates will also be 
provided to the interview panel members prior to the interview, along with proposed 
interview questions.  A representative of Administration will meet with panel members 
prior to the interview for an orientation on appropriate interview and assessment techniques 
needed to evaluate each candidate objectively.   

4.6 Each panel member scores the candidates independently.   

4.7 Following the interview, the Personnel Department will tally the examination results and 
interview scores and calculate final total score. 

5. CERTIFIED EMPLOYMENT LIST 
5.1 PLACEMENT ON LIST 

5.1.1 Upon completion of the examination process, candidates who successfully 
completed all components of the examination and receive a minimum of 70% of 
total points shall be placed, from highest to lowest score, on a certified 
employment list for the position.  In the event two or more candidates receive the 
identical final, average score, the score earned by each candidate on the test 
given the greatest weight shall determine the position of the candidate’s name on 
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the list.  Should this means fail to break the tie, the date and time on which each 
candidate’s application was filed will be applied as the determining factor.   

5.2 TERM OF LIST 

5.2.1 Certified employment lists shall remain valid for a period of one year, unless 
extended for an additional one (1) year by the General Manager. 

5.3 APPOINTMENT FROM LIST 

5.3.1 All vacancies within the District shall be filled by appointment from the certified 
employment list for the individual position.  Appointments may be made from 
any classification on the certified employment list to serve in the best interest of 
the District.   

5.3.2 Certified employment lists shall be classified in the following order: 
a) Classification Reinstatement 
b) Re-Employment 
c) Reinstatement 
d) Promotional 
e) Open-Competitive 

5.3.3 Notwithstanding the above order, appointments may be made from any category 
in the above list if the General Manager determines that such appointments are in 
the best interest of the District. 

 

6.  REFERENCE CHECK  
6.1 Before any offer of employment is extended by Administration, Administration shall 

conduct a reference check on the final candidate(s).  This check shall include to the greatest 
extent possible verification of previous employment duties, dates of previous employment, 
work history, attendance record, strengths, weaknesses, safety record, and other pertinent 
information. Parts of the reference check may be delegated to the affected department.  

6.2 All positions may be designated by Administration to undergo a check on the applicant’s 
driving record. 

6.3 No reference check or background investigation will be conducted without first notifying 
the applicant of the investigation.   

6.4 Certain positions may be designated by Administration to undergo a thorough background 
check by the Police Department or other designated individual/agency.   

6.5 Results of the reference check and/or background check will help determine the applicant's 
fitness for the position.   The reference and background checks shall be considered 
confidential. 
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6.6 A recommendation for hire will be forwarded to the Department Head, and/or General 
Manager, for final approval to extend an offer of employment.   

7.  APPLICANT NOTIFICATION  
7.1 After references are verified and a final decision reached, Administration shall notify the 

candidate of his/her selection, with an employment offer, and request that the offer be 
accepted or rejected within a set number of days.   

7.2 If the first offer is rejected, it will be decided whether to hire another candidate or to re-
open the position.   

7.3 Once a candidate accepts the employment offer, all other candidates are notified in writing 
that they were not selected for the position, whether they were placed on the certified 
employment list for that position and their status for future employment. 

8. APPOINTMENT  
  
8.1 For all positions, an employment confirmation letter is forwarded to the final accepting 

candidate outlining the terms of employment.  The letter is prepared and mailed by 
Administration in cooperation with the Department Head.   

8.2  Personnel Action Forms will be prepared for the new employee by Administration.  (See 
Attachment A.)   

9.  APPLICANT EXPENSES  
9.1 Unless approved by the District Manager or Board of Harbor Commissioners, the District 

does not reimburse any applicant for travel costs in conjunction with the hiring process.  

9.2 Relocation costs are paid in full by the employee unless otherwise budgeted and approved 
by the District Manager or Board of Harbor Commissioners.   

9.3 The applicant should be advised of Items 1 and 2 above before reporting for the interview.   
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1. STATEMENT OF POLICY

It is the San Mateo County Harbor District's policy that no members of the employee's
immediate family shall be employed with tihe District m a regular, full-time capacity.

The General Manager may waive this restnction if the General Manager determines that, because
of the nature of the operation and work assignmenfe in question, the members offhe employee's
immediate family would have minimal job-related contact with one another and neiflier would be
placed m such a position to supervise or evaluate the other.

The San Mateo County Harbor District shall not retain the services on a contractual basis with
any member of an employee's immediate fainily.

Immediate Family is defined as spouse, child, domestic partner, parent, brother, sister,
grandparent, parent-in-law, daughter-in-law, son-in-law, or grandchild.

This policy shall also apply to persons related by blood or marriage residing in an employee's
home. .
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Statement of Policy 
 
Telecommuting, also called “telework,” or performing work for one’s employer from home or 
a remote location, is an increasingly desirable employment model and a necessary model as 
proven during the 2020 COVID-19 Pandemic.  High-speed internet connections, smart 
phones, and innovative telecommunications equipment routinely facilitate off-site work.  
Allowing employees the freedom to perform their job in locations other than on San Mateo 
County Harbor District (District) property can improve employee performance, productivity 
and morale; facilitate optimum utilization of District office facilities; allow for physical 
distancing requirements; promote employee health and wellness; improve air quality and 
traffic congestion; improve employee recruitment and retention; enhance the working life and 
opportunities of persons with disabilities; and effectively continue business as part of a 
disaster recovery or emergency plan.   
 
Therefore, the purpose of this policy is to: (1) encourage employees who desire and are able 
to work from home or another remote location to discuss the feasibility of such an 
arrangement with their immediate supervisors; (2) develop a uniform policy for employees 
who work remotely; and (3) ensure that all telecommuting arrangements are in full 
compliance with applicable laws governing workplace safety, employee rights and 
responsibilities, and District policies.  
 
1. Eligibility 

Only employees whose job duties can be performed away from the District office (or other 
primary work location) may be considered for participating in a telecommuting program.  In 
addition, other criteria shall be considered in determining whether to grant a specific request 
for telecommuting. These other criteria may include, but are not limited to, years of 
employment at the District; whether the employee’s past work performance has shown 
reliable and responsible performance of work duties over time; whether the employee can 
reliably provide alternative work space; whether the employee’s absence from the primary 
work location will disrupt the workflow of other employees and/or overall management of the 
District; and whether the employee can demonstrate full understanding of the requirements 
of this policy.  Supervisors may use other reasonable criteria in addition to these examples.   
 
Telecommuting during a probationary or introductory period shall not be granted because of 
the need to clarify job responsibilities with the employee and to assess the employee’s 
suitability for continued employment, and because of the employee’s need to establish 
relationships with co-workers. This provision may be waived as part of a disaster recovery or 
emergency plan. 
 
Employee participation in telecommuting is normally voluntary and granted only at the 
discretion of the Director of Administrative Services in consultation with the employee’s 
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immediate supervisor. The District has the right to refuse to make telecommuting available 
to any employee. The District has no obligation to allow one employee to telecommute merely 
because another employee who performs the same or similar job duties has been approved 
for telecommuting.  An employee may decline a suggestion to telecommute made by a 
supervisor. In the event of a disaster recovery or emergency plan, the declination by an 
employee to telecommute may lead to a furlough or layoff of the employee. 
 
2. Work Schedule 

All telecommuting work schedules are at management’s discretion.  Telecommunicating 
arrangements do not necessarily provide the employee with a flexible work schedule.  The 
work schedule shall be consistent with the operational needs of the employee’s work group 
and department and overall management of the District.  As with any work schedule, 
management has the discretion to change or eliminate telecommuting arrangements to meet 
operational needs, or at the employee’s reasonable request. 
 
Telecommuters may be required to spend a minimum number of workdays per week or per 
month at their primary onsite work location.  Operational needs may also demand the 
presence of a regularly telecommuting employee in the office on a regularly scheduled 
telecommute day, with or without advance notice.  Management shall attempt to provide as 
much notice as possible to the telecommuting employee. 
 
Telecommuters shall maintain regular contact with supervisors and co-workers by phone, e-
mail, or other means while they are telecommuting.  Unless granted express permission by 
the employee’s immediate supervisor, employees shall expect to adhere to a regular 
workday schedule as if they were present in the office, and shall be in communication by 
phone, e-mail, or other means during those hours. 
 
3. Meetings at the Telework Site 

Telecommuting employees are not permitted to conduct in person work-related meetings at 
their remote worksites.  Meetings must be conducted either onsite or through 
teleconferencing.  Absent express written authorization from the telecommuting employee’s 
supervisor, no other District employee is permitted to conduct District business at the remote 
worksite. 
 
4. Benefits and Compensation 

All benefits and compensation will be based on the employee’s position, with no distinction 
made between telecommuting and onsite employees.  All applicable contracts, agreements 
and policies governing an employee’s position shall continue to apply in the telecommuting 
program. 
 
5. Health and Safety 

The District is committed to ensuring a safe worksite in compliance with the rules and 



6.1.15 Telecommuting Policy   

3 
 

guidelines set forth by the Division of Occupational Safety and Health (Cal/OSHA).  
Employees who telecommute are responsible for designating one area in their home as the 
worksite.  The employee’s direct supervisor or other designated manager shall review the 
applicable health and safety rules with the employee, and the employee must complete a 
checklist and certify in writing that the worksite meets all of the requirements for a safe and 
healthy work environment.  The employee must also certify in writing that, should any 
condition arise at the worksite so that the health and safety requirements are no longer met, 
or if any other hazardous condition occurs, the employee will notify his or her supervisor 
immediately and cease working at the remote worksite until the condition has been 
remediated.  The employee shall not be permitted to resume telecommuting from the remote 
worksite without the express authorization of his or her supervisor. 
 
Upon reasonable notice, management has the right to inspect the employee’s designated 
worksite.  If the employee refuses such a request, he or she may not be allowed to continue 
telecommuting.  Management reserves the right to refuse or rescind a telecommuting 
agreement based on the employee’s failure to adhere to the guidelines, or if a supervisor or 
other manager makes the reasonable assessment that the employee’s worksite poses a 
health or safety risk.   
 
If an employee incurs an injury or illness in the course or scope of employment while 
telecommuting, Workers’ Compensation laws apply.  Employees must immediately notify 
their supervisor and complete all necessary paperwork as required by the District. 
 
Actions that the telecommuter may take during break periods from working and actions not 
directly related to the approved remote worksite will not be covered under Workers’ 
Compensation.  These non-covered actions include, but are not limited to, all actions that the 
employee would not be able to perform in his or her District office, such as caring for children 
or pets, domestic tasks, yard work, retrieving the mail, cooking, exercising and interacting 
with non-District employees for non-business purposes. 
 
The District shall in no instance be liable for injuries to third persons, including members of 
the telecommuting employee’s family, who enter the employee’s worksite or otherwise 
interact with the employee or use his or her home office equipment.   
 
The District understands that compliance with the health and safety provisions of this policy 
does not necessarily provide the reasonable accommodations required by employees with 
disabilities.  Telecommuting employees with disabilities shall be entitled to the same rights 
and accommodations they would be entitled to under all applicable state and federal laws 
and District policy.  Telework may be provided as a reasonable accommodation, and such 
arrangement is addressed in a separate reasonable accommodation policy. 
 
6. Performance Standards and Evaluation 

An employee participating in a telecommuting arrangement is accountable under the same 
performance standards as employees working onsite.  As in “regular” office assignments, 
supervisors and employees should discuss and understand what is expected to be produced 
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during telecommuting hours and when assignments are due.  Supervisors and employees 
should also arrange when and how to make contact with each other on telecommuting days.  
Employee performance must remain satisfactory or above to participate in the telecommuting 
program.   
 
7. Business Expenses and Reimbursement 

To the greatest extent practical, employees will use District issued equipment and supplies. 
Expenses incurred as a result of telecommuting for the convenience of the employee, will not 
be reimbursed by District unless they are normally reimbursable pursuant to District policies, 
or pre-approved in advance at the sole discretion of the employee’s supervisor.  Such non-
reimbursable expenses include, but are not limited to, utility costs, computer repair or 
replacement, purchase of office equipment or furniture, and travel to and from the primary 
District worksite if required to be onsite.   
 
Telecommuting employees may, and are encouraged, to use District office equipment and 
supplies at any time, according to need.  For example, a telecommuting employee is allowed 
to come to the District’s office to use printing and copying equipment, obtain administrative 
assistance, or use other office resources to which the employee would have access if he or 
she was working onsite.  With the advance approval of the employee’s supervisor, a 
telecommuting employee may be permitted to take District office supplies to his or her remote 
worksite to facilitate productivity.  Such supplies may include printer paper, pens and pencils, 
or other miscellaneous office-related items.  Employees should not remove any item from 
District property to use offsite without the express permission of their supervisor. 
 
Employers are obligated to reimburse employees for all “necessary expenditures or losses” 
the employees incur in carrying out their job duties.  Reimbursement may be necessary under 
California law even when an employee does not incur additional out of pocket costs. 
Expenses that are reimbursable include but are not limited to a portion of WiFi, internet, and 
cell phone services.   
 
8. Use of Personal Computers, Smart Phones and Other Technology 

Telecommuting employees using their personal computers, internet connections, smart 
phones and other technology are responsible for ensuring and certifying that they meet the 
same security standards as if they were using District technology. The District’s information 
technology consultant will assess whether the employee’s remote worksite ensures the level 
of security required by the District. At the supervisor’s discretion, the telecommuting 
employee may be required, as a condition of telecommuting, to establish a secure internet 
connection, install enhanced password protection or encryption software, keep confidential 
materials in a locked or otherwise secured location, restrict non-employees’ (such as family 
members’) usage of computers or smart phones used for District business, and any other 
measure required to maintain District’s information security standards. 
 
Any and all policies governing employee usage of District computers, internet connections 
and mobile devices shall apply to telecommuting employees when they are using their 
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personal equipment in the course and scope of employment, and when they are using District 
technology at any time.  Employees using District technology or conducting District business 
on personal devices have no expectation of privacy. 
 
9. Equal Opportunity 

This policy does not alter the District’s commitment to maintaining an equal opportunity, 
discrimination-free workplace.  All District policies, as well as all state and federal laws, 
governing the District’s anti-discrimination policy apply uniformly to telecommuting and onsite 
employees.   
 
10.  Harassment-Free Workplace 

This policy does not alter the District’s commitment to maintaining a harassment-free 
workplace. A ll District policies, as well as all state and federal laws, governing the District’s 
anti-harassment policy apply uniformly to telecommuting and onsite employees.  
 
Any employee who feels they have been subjected to harassment in the course of performing 
District business should report the incident in accordance with the District’s anti-harassment 
policy. Investigations of alleged harassment shall be conducted in the same manner for 
telecommuters as for onsite employees, regardless of where the incident occurred. 
 
11. Approval Process 

Employees who wish to telecommute are encouraged to contact their immediate supervisor 
to discuss the feasibility of such an arrangement. Employees may arrange to telecommute 
regularly, or on an as-needed basis. Same-day requests for telecommuting cannot be 
granted unless the employee has already certified to a safety-compliant worksite and 
discussed information security with his or her supervisor.  
 
All telecommuting arrangements are subject to ongoing review and may be revoked at any 
time. Nothing in this policy shall grant a telecommuting employee any rights he or she would 
not have if working onsite, nor shall it limit his or her rights under all applicable District policies 
and state and federal laws. 
 
I understand, acknowledge and agree to abide by all of the provisions contained in this policy. 
 
 
 
_________________________________ 
[EMPLOYEE] 
 
 
__________________________________ 
[SUPERVISOR] 
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Home Safety Checklist for Telecommuters 
 

The telecommuter is responsible for ensuring a clean, safe, and ergonomically sound 
home/work office as a condition for telecommuting. The telecommuter should review this 
checklist with his/her supervisor and sign it prior to the start of telecommuting.  
  
Work Site  
☐  Telecommuter agrees to maintain a clearly defined workspace that is clean, free      from 
 distractions and obstructions, and is in ergonomically sound condition.   
☐  The work area is adequately illuminated with lighting directed toward the side or behind 
 the line of vision, not in front or above it.   
☐  Supplies and equipment (both departmental and employee-owned) are in good condition.   
☐  The area is well ventilated and heated.   
☐  Storage is organized to minimize risks of fire and spontaneous combustion.   
☐  All extension cords have grounding conductors.   
☐  Exposed or frayed wiring and cords are repaired or replaced immediately upon detection.   
☐  Electrical enclosures (switches, outlets, receptacles, and junction boxes) have tight-fitting 
 covers or plates.   
☐  Surge protectors are used for computers, fax machines, and printers.   
☐  Heavy items are securely placed on sturdy stands close to walls.   
☐  Computer components are kept out of direct sunlight and away from heaters.  
  
Emergency Preparedness  
☐  Emergency phone numbers (hospital, fire department and police department) are posted 
 at the alternate work site.   
☐  A first aid kit is easily accessible and replenished as needed.   
☐  Portable fire extinguishers are easily accessible and serviced as needed.   
☐  An earthquake/storm preparedness kit is easily accessible and maintained in readiness.  
  
Ergonomics  
☐  Desk, chair, computer, and other equipment are of appropriate design and arranged to 
 eliminate strain on all parts of the body. 
☐  Telecommuter agrees to read and to implement the District’s ergonomic principles.   
   
 I have reviewed and understand the items outlined in this checklist.  
  
  
  
_________________________________  ________________________ 
Telecommuter's Signature        Date  
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Purpose:

To establish an einployer-empldyee relations policy
/

STATEMENT OF PURPOSE

The purpose offbis policy is to promote full communication between the Harbor District and its employees
by providing a reasonable inethbd of resolving disputes regarding wages, hows, arid other terms and
conditions of. employment between fhe Harbor Disteict and its employees and their eaployee orgamzations.
It is also the purpose of this policy to promote Ac improvement'of persoimel management and enyloyer-
employee relations within tfae Harbor Disteict administeation, by providing a umfoim basis for recogmzing
the right- of Harbor Distnct employees to join employee orgamzations of fheu own choice and to be
represented by such organizations in their employment relationships with the Harbor District. Nottung
contained herein shaU be deemed to supersede the provisions of the Harbor District Ordinance Code, or fee
Personnel Policies and Procedures, Rules and Regulations which regulate fhe Harbor Distaict Merit System.

DEFINITIONS
The followmg shall have the meaning indicated,, when used in connection wifli tius policy:

A. CONFIDENTIAL EMPLOYEE'. 'An employee who assists and/or acts in a confidential capacity
to persons who fonnulate, determine and/br effectuate management policies in Ihe field of labor
relations.

B. CONSULT: Verbal or written communicatioiis for the pmpose of presenting and obtammg
views or advising of intended actions on inattea-s wifhinthe scope of representation.

C. HARBOR DISTRICT: The San Mateo County Harbor District, a political sub-division of the
State ofCaUfoiaia, or its duly aufhorized management representative.

D. DAYS; Calendar days, unless otherwise defined in this policy.

E. EMPLOYEE: Any person employed by the Harbor District in. an audiorized position as listed
in &e cvrrent salary ordinance, except elected officers.

F. EMPLOYEE ORGANIZATION: . Any lawful organization which includes, as members.
employees of the Harbor Distinct and which has, as one of its purposes, lepiesentation of such
eiuployees in. their reladons wifh the Harbor District,

G. EMPLOYEE RELATIONS: The reladonsliip between the Harbor District and ite employees
and tiieir employee orgaaizations, are, when used m a general sense, the relationship-between
management and employees or employee organizations,

H.. GRIEVANCE: Any dispute involvmg the application 01 interpretation of the provisions of the
memorandum ofimderstanding between-Ae enyloyee orgamzation and fhe Harbor District.

I. IMPASSE: A deadlock m negotiatioiis between a recogmzed employee organization and ffae
Harbor Disfdct concermng imtters about which they are required to meet and coiifer in good faifh..
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J. 'MANAGEMENT EMPLOYEE: Any employee having significant responsibility for
fommlating, adnrimstermg or managing the implementation of Harbor District policies or
programs, or having responsibility for directmg the work of subordiaates fhiough lower level
supervision.

K. MANAGEMENT REPRESENTATIVE: The General Manager, or any person designated by
the General Manager to represent fhe Harbor Distdct m eniployer-enqiloyee relations.

L. MEDIATION: The efforts of an inyartial tiurd person(s), functioiiiag as an inteimediary, to
assist the parties in reachmg a voluntary resolution of an impasse through interpretation,
suggestion, and advice.

M. NEGOTIATE; Meet and confer m good faifh.

N. PROFESSIONAL EMPLOYEES; Employees engaged m work tequiring specialized
lcaowledge and skills obtained through completioii of a recognized coiirse ofmstmctioa, mcludmg,
but not limited to, attoineys, physiciams, engineers and architects.

0. PROOF OP EMPLOYEE APPROVAL: When used herein means that the employee
organization submitting a petition to the General Manager has demonst-ated proof of approval by
the enyloyees wiiom it reports to represent by means of any one, or any combination of (he
following:

1; Signed and dated signafau-es on a petition.

2. Signed and dated en^loyee authorization forms.

3. Documented evidence of current dues/paying employee oiganization membership, or
payroll dues deductions using the payroll, period immediately prior to fee date Ifae petition is
filed.

For purposes of (1) and (2) above, only signatures of employees currently employed in pennanent
positions -wifhin the proposed lepresentaUon umt. on the date the petition is filed and whose
signatures have been executed wifhm one himdred eighty (180) calendar days prior to the date the
petition is filed, shall be accepted as proof of eiiyloyee approval.

Tlie total number oferqployees in a proposed representation unit shall be detenmned by using the
Harbor Distnct Ordmaace Code and Salary Ordinance, adjusted to reflect Ae positions occiqiied
as offhe date of the petition.

P. RECOGNIZED EMPLOYEE ORGANIZATIO-,: ShaU mean a "recognized en^loyee
organization which has-been certified in accordance with Section X of fhis Policy. :

Q^ REPRESENTATION UNTT: A unit composed of Harboi District Employees for the purpose
of employee representation, and which. has been established in accordance with Section X of this
Policy.

R. SCOPE OF REPRESENTATION:, All matters relating to employment condidons and
employer-employee relations, mcluding, but not limited to, wages, hours, and other terms and
conditions of employment, except however, that Ae scope of representation shall not include
coiisideration of the marriage, necessity, or oiganization of any service or activity provided by law
or executive .order.

S. SUPERVISORY EMPLOYEE: Any employee having authority, in tihe mterest of the Harbor
District, to lure, trmsfer, suspead, layoff, recall, promote, discharge, assign, reward, or discipline
other emp'loyees, for having 1iio responsibility to 'direct fliem 01 to adjust their grievance, or
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effectively to recommend such action if, m connection wifh the foregoing, fhe exercise of such
authority is not merely of a routine 01 clerical nature, but requires the use of independent judgment.

EMPLOYEE RIGHTS

Employees of the Harbor District shaU have the right to form, to join, and participate in the activities of
enyloyee organizations of their own choosing for fhe purpose of representation on all matters ofenaployee
relations.

Employees of&e Harbor Disteict shall also have fhe right to refuse to join or participate m the activities of
the employee orgam2ations, provided, however, that during meet-and-confer sessions with &e Harbor
Distnct, an eng>loyee fillmg the position allocated to a specific representation unit. may be represented only
by that recognized enq}Ioyee organization certified to represent that specific unit.

HARBOR DISTRICT RIGHTS

The Harbor Disti-icf retains fhe exclusive right to determine (he methods, means, and persounel by which
Harbor District opetations are to be conducted, to deteimine its mission, as well as. to set standards of
service to be offered to Ae public. It also retains the right to admiuister the merit system, to classify
positiom, add .or delete positions or classes from the salary ordinance; to establish standards for
enyloyment, promotion, and transfer of employees, to direct its employees, take. disciplinaiy action for
proper cause, to schedule work and to relieve its employees ffom duty because of lack of worlc or other
legitimate reasons.

The Harbor District reserves the right to take whatever action inay be necessary in an emergency situation,
however, a recognized enyloyee and-maiiageinaat representatives shall, upon request by either party
involved, be referred by die Geneial Manager for hearing and final detemriaation to the Harbor
Commission.

SCOPE OF CONSULTATION AND NEGOTIATION
A. All matters affecting employee relations, mcluding those that are not subject to. riegotiatious, are
subject to consultation between iiianagement representatives and-representatives of recognized employee
orgamzatioiis.

B. . The scope of iiegotiation between management representatives and the representatives of
recognized employee organizations includes wages, hours, and other tenns and conditions of esaployment
affecting the employee representation imit, or units represented by tiie employee organization wifh which
the Harbor Distaict is meeting and confenmg at the tune.

REQUIREMENTS FOR RECOGNITION OF EMPLOYEE
ORGANIZATIONS
An organization which wishes to be recognized as an employee orgauization shall submit to the General
Manager a request signed by a duly authorized officer of the organization and contaiamg fhe foUowing
infonnation: . . .
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A. Name and address of the employee organization.

B. Names and titles of its officers, as well as designation of the ofiBcials authorized to act as
representatives of the organization m employer-eicployee relations wifh the Harbor District.

C. A statement ofwheflier or not the organization is a chapter or local ofiEice, or affiliated wifh a
regional, state, national or intemational orgamzation, and, if so, the name and address of each such
regional, state, national or intemational organization.

D, A statement that fhe organization includes enyloyeeis of the Harbor Distnct along with proof
Ifaat a majority of these employees are members and have designated the organization to represent
them. Proof of employee approval which must be- supplied is defined in Section ID: (0) of tiiis
policy.. The subsection does not apply to employee organizations wUch are receiving . dues
deductions through Harbor Disfeict payroll.

. E. A certified copy of fbe orgamzation's constitution and/or by-laws and, if not contained in flie
constitution 01 by-laws, a statement tiiat flie orgamzation has, as one of its purposes, representation
of Harbor District Employees infheir enyloyer-eiiployee relations.

P. A designation offhe Dames and addresses of no more than diiee (3) persons to whom notices
sent by regular United States mail will be deemed sufficient notice to fhe orgaaization for aU
piuposes.

G. A statement fhat the organization recognizes Govermnent Code Section 3509.

H. A statement that the orgamzation has no restriction on inembersliip based on race, color,
. religion, xiational origin, sex or handicap.

I. A statement that fhe orgamzatio.n agrees to abide by all of the provisions of this policy except
fhat Ais shall not preclude the right offhe oiganization to cliallenge by court action any provisions
it deeins to be invalid. - :

RECOGNITION OF EMPLOYEE ORGANIZATION
A. Upon receipt of all tfae iafonnation required by Section VII of this policy tfae General Manager shall
either notify the otgamzation that it has been duly recognized as an employee organization, or may call for
a secret baUot election.

B. The Harbor District is under no obligation to consult . with "employee orgaiiizations which do not
satisfactorily comply with the requirements of Section VII, and subsection "VDI C."

C. A recognized employee organization shall report in writmg to the General Manager within ten days any
changes in the facts submitted pursuant to Section VS1.

When an employee organization, which has been recognized in accordance wifh this policy no longer is
designated by any enyloyees as their representative, the organization shall proiqptiy notify the General
Manager, who will thereupon teimiaate the orgamzation's recognition. Following initial recognidon, the
General Manager may require verification of proof that an organization contmues to represent one or .more
eflaployees pf the Harbor Distdct

" D. -If, ia the opinion of the General Manager, a decision of the Harbor Commission-has tlie result. of moving
from one repiesenlation unit to another, a sufficient number of employees. to possibly affect fhe
representative status of the recognized employee orgamzation representing the umt from which or to which
such employees -were transferred, a secret ballot election shall be held to determine the wishes of the

R\DISTRICT DOCStDISTMCT DOCS\ADMMISTOOUCIBS\APTROVBD\6_l_20 BMFLOYBR-BiiPLOYBB KEIATIONSAMENDBD. DOC Emiitoytr-Einp



Policies and Procedures

Title:

Employer-Employee Relations Policy

Number:

6. 1.20

Prepared By:

Date of Adoption;

9/19/90

Approved By:

Board of Harbor
CoKmrissioners

Adopted By:

Resolution 30-90

Page:

Page. Sofll

employees remaming m the imit from which or to which other employees were transferred. Any
recognized employee oigauization may be listed on said secret baUot if that organization has petitioned for
a place oa said ballot and subinitted proof to the Qeneral Manager (as defined in subsection "ID: O"), signed
by at least 51% of the enyloyees m the umt. The ballot submitted to said employees shall include a no
representative organization choice.

E. Notwifhstanding any other provisions of this policy, shoiild the decision of&e Harbor Commission have
fhe result of moving some enyloyees &om one representation unit to another, and should the General
Manager believe ftiat such a .decision raises a question concenung die contmumg representative status of
any recognized employee organization, fhe General Manager shaU so advise the Harbor Commission. The
Haibor Commission shall designate a representative to meet with the recognized employee orgamzation. for
fhe purpose ofinvestigatmg whetfaer or not a substantial quesdon'of representation exists. If, on the basis of
such investigation, the General Manager concludes that a substantial question of represeiitatiori exists,
he/she may direct that an election be held in either the unit J&om which employees were moved or m flie unit
to which employees were. moved; or both units for the pxiipose of detenmnmg enyloyee's wishes,
concerning the eiq>loyee orgamzation to represent fliem. The choice shaU be by secret ballot and any
recognized employee organization saay be listed thereon if it has petitioned for a place on said ballot and
submitted proof, as described in subsection "E" above. The ballots submitted to the employees shall
include a no lepresentative oigamzation choice.

P. Should fhe decision of fhe Harbor Conmussion have the result of moving some employees from one
representation unit to anofher, such employees will continue to work at fhe rate of pay, and under the same
teims and condidons of employment whicli they bad m the unit from which &ey were transfened until Ae

.Memorandum of Understanding for the unit ftom which they were teansferred shaU. expire.

CRITERIA FOR ESTABLISHING AND MODIFYING
REPRESENTATION UNITS
Bi determining Ihe appropriate eniployee representation units the following factors, among otiiers, shall be
considered:

A. Minmmmg ftagmentation of units by achieving the largest feasible'group of employees .having
aconmnmity of interest,

B. The effect of Ifae proposed unit on the efficient operadon of Haibor District services and
enqployee relations.

C. The history of enyloyee relations in the unit, among other employees in-the Harbor District,
and m similar public employment and private industry. . .

D. Similarity of duties, sldlls, wages, andworldag conditions of employees,
.E. Whe&er management officials at tiie level of fhe umt have .the power to agree or to make
efifective recommendations to. other adtdmstrative authonty, to fhe Harbor Commission with
respect to wages, hours, and other terms and conditions of employment subject to negotiation.

F. The effect on the existing classification structure of dividing a single classification among two
(2) or more units. .

G. Professional employees shall not be denied the right to be represented separately from non-
professional employees by a professional employee organization consistmg of such employees.
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H. Management and confidential enyloyees shall not be included ia tihe same unit wifh non-
management or non-confidential. eirployees. Supervisory employees and non supervisory
employees imy be mcluded ia the same unit. . Supervisory einployees shaU not represent a
recognized eiq)loyee orgamzation in negotiatmg with management representatives where conflict
of interest may occur as detemained by the General Manager, subject to appeal to the Harbor
Commission.

I. All petitions for modification ofiuiits shall be set for hearing before the Harbor Conmrissioa,
which shall make fhe final determmation on the appiopriatenesg of aU xmits. la malring such
detenniuation, fhe Harbor Commission shall not be limited to consideration of the unit or umts
requested, provided, however, fhatiftfae Harbor Conanrission is consideimg fhe establishment of a
representation unit. other than one described m a petition, the following procedure shall be
followed:

1. The Commission shall set a date when ii wiU act on establishing fhe representation unit or
units, and shaU direct fhe General Manager to cause timely notice of fhe date and purposes of
said hearing to be given to all employees whose removal is being considered, and to all
recognized eiqi loyee organizations,

2. At the time set for the hearing, -file Commission shall afford all persoiis present an
opportunity to be heard on the question of establishmg flie representation umt or umts whiclt
were.not described in a petition or petitions.

3. After all persons who wish to be heard on fhe matter have been afforded an opporhmity to
be heard, the 'Commission shall render its decision on establishing the representation unit or
units.

CERTIFICATION AND DECERTIFICATION OF A RECOGNIZED
EMPLOYEE ORGANIZATION
A. Any organization wfiich seeks recognition as fhe recogmzed employee oigamzation foi a
representation umt which has been requested or already established shall fitle a petition with Ae General
Manager at any time. The petition sliaU be accompauied by proof, as defmed in subsection "HI O", that the
orgamzation represents at. least 51% of fhe employees in the representation unit. The General Manager
shall give notice of any request for certification or decertification to the employees in fbe UWt> to any
eiDployeeorgamzation currently certified as the representative of the unit, and to any employee organization
fhat has filed a request for such notice. The General Manager shall give such notice wifhin five (5) working
days 'following receipt of the request. Upon detemunmg that the petitionmg. employee organization
represents at least 51% of the enyloyees in the representation uml, fhe General Manager shall notify any
employee organization which has requested such notice and shall anmge for a secret ballot election to
ascertain, die ftee choice of a maJQrity of such enyloyees. Any o&er einployee organization shall be shown
as one choice on the ballot upon filing of a petition and presentation of proof, as defined m subsection "HI
O", tiiat the organization represents at least 51% of the employees m fhe representation umt. Such petition
for a place on the baUot must be filed -wifhia seven (7) calendar days. after notice of the petition for election
has been mailed by tiie General Manager to the en^loyees. In all certification or decertification elections

. fhe choices on the ballot shaU be:

1. the cunently recognized einployee orgamzatioa for the imit (if any), unless such orgaiiization
requests fhattiie General Manager notplace it on the ballot;

2. challeiigiag employee. oigamzations;' .
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3. aad no representative orgaiiization.

B. In an election where there are more than two choices on the ballot and none of the choices receives
a majority of the votes cast by fhe employees wifhm the representation umt, a run-off election shaU be
conducted between the two choices receivmg the largest and second largest number of votes.

C. Employees entided to vote in a representation election shall be fhose permanent, provisional,
probationary OT unclassified employees in. penaanent positions as defined' in subsecdon "HI E" wifhm the
representation unit who have been enyloyees for at least fifteen days prior to fhe date of flie election.
Employees who did not work during fhe above described time period because of ilhiess, vacation, or
autiiorized leave of absence,, and who are ofherwise eligible, shall be penmtted to vote.

D. The recognized employee organi2ation shall be representative of all fhe enyloyees m such umt for
pzirposes of meeting and confen-mg in good faith on matters .wi1iim the scope of representation. This shall
not preclude other erqiloyee oiganizatioiis, or iudividual eriqiloyees, fiom consultmg with management
representatives on enq)loyer-employee relations matters of concern to them.

E. Provided that at least 36 months have elapsed fiom the most recent date of certification of said
organizatioii, requests for decertification of&at employee oiganization may be imtiated by a petition from
employees or by any eniyloyee. organization. Such. request shall be processed only if filed no sooner than
135 and no later than 90 calendar days before the expiration of tiie then cuneat Memoiandum'of
Understanding or agreement covering the unit for-whicli decertification is requested. A pedtioa for
decertification shall be submitted to fhe General Manager during fhe month of January and inust be
accompanied by proof of employee approval as defmed in subsection "HI O", of at least 51% of flie
employees wifhin die representation'unit. The General Manager shall give notice and arrange for a secret

. ballot election in the manner set forth in subsection "X A".

F. Notvrifhstandmg any other provisions of this policy, 'the Haibor Distnct may seek decertification of
an empl.oyee orgaiiization at any time tiiat it appears to fhe General Manager that such action is wairanted
because of substantial changes in Harbor Disfaict fimctions, organizational structure or classifications. In
such a case the General Manager shall arrange for a secret ballot election in fhe.mamier provided for in
subsection "X A"; provided, however, that no such election shall be held until the employee oigamzation.
then. recognized as-fhe representative of the unit or umts mvolved, has been given at least 60 days notice of
die date wluch the election will be held. Any oigamzation may be listed on said ballot if said orgamzation
petitions for a place thereon and submits proof, as defined in subsection nJEL .0", that fhe eng>loyee
organization represents at least 51% of the total number of en%)loyees in fhe representation unit or units
affected by fhe election. The ballot shall contain a no representative orgamzation choice.

G. . The General Manager shall certify fhe choice of representation as mdicated on the ballot which
receives a majority of the valid ballots cast by the employees in the representation unit. Notification of
certification shall be made to fhe Harbor Commission and to employees in. the unit or units being
represented, cliallenging eiqployee organizations, and such other persons or oiganizations as flie General

. 'Manager deems appiopriate. The General Manager may refuse to certify the wiimer of an election as the

recognized employee organization for that unit or units iflie/she concludes tiiat 1he wimier of such election
has coerced, mtimidated, or grossly misled eiiq)loyees in securing or attenytmg to secure their votes. Such
refasal by. fhe General Manager to certify an enyloyee organization on these grounds shatt be refeired to
the Harbor Coitimission for review at an open meeting at which all interested parties shall le afforded an
opportunity to be heard. The Commission shall either require the General Manager to certify the wiuuer of
the election as the recognized eayloyee organization for that unit or units, or iiphold the.detemiination of
ftie General Manager and require hun/her to arrange for anofher election.
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CLOSED SESSIONS
Nothing in this policy shall be interpreted as preveatmg, or limitmg, fhe right offhe Harbor Comimssionto
hold closed sessions wifh fhe GeneralMaiiager, or other duly designated management representatives, prior
to and during consultations and discussions wifh representatives of employee orgamzatioiis regarding the
salaries, salary schedules, or compensation paid in the fonn of employee benefits in order to review its
position and instruct its designated representatives.

NEGOTIATIONS
A. . Only lecognized employee orgamzations m established representation umts shaU be entitled to
negotiate with duly designated management representatives on wages, hours, and other tenns and conditions
of employment for the -employees m such units, .

B. Negotiations shall not be required on any subject pre-empted by Federal or State law, nor shall
negotiations be required on Employee or Harbor District Rights defmed in Sections TV and V. Proposed
amendments to this policy are excluded from tiie scope of negotiation, but shall. be subject to consultation m
good faith after reasonable notice.

C. Agreements reached as a result of negotiations shall be included iu a Memorandum of
Understmding signed by the General Manager as well as &e duly designated representatives of the
tecognized employee oiganizations. Such Memoranda of Uaderstauding shall not be binding unless
approved by the appropriate governing bodies -of tiie Harbor Distdct and &e recognized employee
organization.

IMPASSE PROCEDURES
Impasse procedures may be invoked only after aU other attenyts made by both parties to reach agreement
tibrough good. faifh negotiEition have beenimsiiccessful.

A. Impasse Meeting: Any party involved in. die negotiation of specific issues may invoke the in^asse
procedure by filing wifh the other party (or parties) affected a -written request for an uq>asse meeting
togefher wifli a statement of its position on the disputed issues. An myasse meeting shall &en be pronytly
scheduled by fhe parties involved. The purpose of such impasse meeting is to pemiit review of the position
of all parties in a final good faith^effort to reach agreement on the disputed issues.

B. If agreement is not concluded at the impasse meeting, the parties together may mutually agree
upon mediation as defined ia Secdon m. Unless the parties in writmg muftially request, them to do so,
mediators shall inake no public recommendation nor take any public position regarding the issues. All
mediation sessions shall be conducted iu private,

C. The cost for the services of a mediator used by the parties, and o&er mutually mcmred costs of
mediation shaU be borne equally by the Harbor Distiict and the recognized employee orgamzation.-

UNFAIR EMPLOYEE RELATIONS PRACTICES
A. It shaU be imfair enyloyee relations practice for the Harbor District to:
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1. interfere wifh, restraiu, or coerce employees m the exercise of tfie rights recognized or granted
in this poUcy.

2. ddinmate or interfere with fee fonnation of any employee organization or contribute financial
support to it, provided that fhe Harbor District may pennit die use of District facilities, naake dues
deductions, and pennit employees who are officers or representatives of essployee organizations to
confer with Distaict ofGcials durmg workmg hours without loss of time or pay, subject to
applicable regulations.

3, refuse to negotiate with representatives of recognized employee orgamzations on negotiable
matters during tile periods prescribed by tius poUcy.

4. refuse or fail to cooperate witii any duly designated mediator.

S. Charges of violations of tius section or of tius policy niay Ie initiated by management or any
employee organization. Such charge shall be filed in -writmg with the Harbor Connmssion, Each charge so
filed shaU be processed in accoidance wifh the rules and regulations offhe Coimmssion.

1. If tiie Harbor Conuiussioa's decision is feat the Disteict has engaged in an unfair employee
relations practice, fhe Commission shall take appropriate corrective action within 30 days.

2. If fhe decision is fhat an enyloyee or employee .oiganization or its agents, has engaged m an
unfair' employee relations piactice, the Coimnission shall request fhe offending party to take
appropriate corrective action. If compliance witii tihe Commission's request is not'obtained witihin
30 days, the Coinmission shall direct the General Manager to take appropriate action.

GRIEVANCES
A. All einployees of the Harbor Distoict are free to present grievances. They are guaranteed freedom
from discrimination, coercion, rest-aints or reprisals.

B. The grievances of any enyloyees in. representation imits covered by a Memorandum of
Understanding which includes a grievance procedure shall be processed according to that procedure,

C. Supervisory enyloyees shall not represent noii-superyisoiy en^ploye. es m a grievance procedure
where such activity might result in'a conflict of inteiest.

ADVANCE NOTICE TO RECOGNIZED EMPLOYEE
ORGANIZATIONS

'A. - Except in cases of. emergency as provided in subsection "B" of this section, eacli recognized
employee orgamzation afFected shall be given reasonable advance written notica of any ordmance, policy,
rule- or regulation proposed to be adopted by fhe Harbor Distoict and shall be given die opportunity to meet
with fhe appropriate iiianagement representatives prior to adoption. .

.B. ' In cases of emergency when flie foregoing procedure is not practical or in fhe best public interest,
the' Harbor District may. adopt or put into -practice immediately such measures as are required. At flie
earliest practicable date fhereafter the recognized erqi loyee oigaiuzations shall be provided wifh fhe notice

described in paragraph "A" above and be given an opportunity to meet with fhe appropriate management
representatives.
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ATTENDANCE AT MEETINGS BY EMPLOYEES
Harbor Disteict employees who .are official representadves or stewards of a recognized employee
organization shall be given reasonable time off witfa pay to meet and coirfer or consult with management
representatives, or to be present. at hearings where matters witfain fhe scope of representation are liemg
considered. The use of official time for &is purpose shall be. reasonable and shall not interfere with the
performance of Harbor District services as determmed by fhe General Manager. Such representatives or
stewards shall submit a written request for excused absence to the General Manager at least two (2) working
days pnor to the schediiled meeting whenever possible. Except as provided by a. Memorandum of
Understanding fhe mimber of enyloyees excused for such puiposes shall not exceed two (2) for any one
employee orgamzation. If my employee's request for excused absence is not approved, such disapproval
shall be subject to appeal to the Harbor Commission, whose decision shall be final.

USE OF HARBOR DISTRICT FACILITIES
A. Communication -with Enqiloyees

A recognized employee orgaaization which represents employees of fhe Harbor District shall be
allowed use of space on available bulletin boards for communications liavmg to do with official
organization business, such as times and places of meetings, provided such use does not interfere with the
needs of the District. A recognized employee organization may distnbute materials to employees within the
unit it represents through District mail- distribution chamiels if approved by fhe General Manager. This
privilege may be revoked in the event of abuse after the General Manager consults -wifli representatives of
tiie recognized employee organization. Any representative of an employee organization shall give notice to
-fee 'department head or his/her designated representative before contacting departanehtal eiiyloyees on
District facilities during the duty period of Ae employees, provided fhat solicitation for membership or
other iatemal .eroployee organization business shall be conducted during the non-duty hoius of all
enyloyees concenied. Pre-aiiangement for loutine contact may be made, and when made shall continue
until revoked.

B. . Harbor DistnctBuildmgs

Distdct buildings and other facilities may Ie made avaUable for use by employees' or an-employee
oiganizatioa or fheii represeutatives m accordance with such adaxmistrative procedmes as may be
established by the General Manager or department heads concerned.

a Dues Deductions

A'recogaized enyloyee organization may ha.ve the regular dues of its members 'wiftun a representation Tinit
deducted firora the employee's pay checks under procedures-prescribed by the General Manager for such
deductions. Dues deduction shall b& made .only upon signed authorization from the employee ofl a form
approved-by fhe District and shall continue (1) untU such authorization is revoked, in wnting, by the
employee; or (2) until the transfer of the enqiloyee or anyrecogmzed employee orgamzation. All elections
au&orized by this policy shall be conducted by the State Reconciliation Service or some other party agreed
on by the District and concehied employee organizations..

ADMINISTRATION
The General Manager is authorized to establish mles and procedures to carry out fhe intent of this policy
and has authority for the admiustrative interpretation of (his policy. Inteipretations made by the .General
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Maiiager are subject to appeal to fhe Haiboi Commission by any employee or any recognized employee
organization. All elections aufhorized by this poUcy shall be conducted by the State Reconciliation Service
or some ofher party agreed on by the District and concerned eayloyee organizations.

CONSTRUCTION
A. Nothing in this policy shaU be construed to deny any person, enq)loyee, or eiiyloyee organization
.the rights by Federal and State Laws.

B. . The rights, powers arid authority of the Harbor Commission, and the rights of en^)loyee
organizations in ati matters, includmg fhe nght to maintain any legal action, is not modified or restricted by
this policy. ' ' .

C. The provisions of this policy are not iatended to conflict with, nor shaU tiiey be coastroed m a
manner inconsistent wilh the provisions of Chapter 10, Division 4, Title 1 of the Govemmen. t Code of the
State of California (Sections 3500 et seq.) as amended.

SEPARABILITY
If any provision of flus policy, or <fae application of such provision to any person or circumstance, shall be
held invaUd, tihe remaiader of tins policy or the application of such provision to persons or circumstances
other than those as to which it is held invalid, shall not be affected fiiereby.

KVDJSTEICT DO'CStolSIEICI DOCS\ADMIMSraoUCIBS\AIFROVBU6_lJ20 EMPLOyER-EMFJ.OYBB EELATIONSAMENDED.DOC Einplc^cr-Enip



San Mateo County Harbor District

Policies and Procedures

Title:

Badges .and Identification Cards

Purpose:

Number:

6. 1.21

Prepared By:

Grenell

Date:

5/6/98

Approved By:

Resolution

15-98

Revision:

Page:

Page 1 of 1

To establish procedures for the issuance and tuining in of badges and identification cards

STATEMENT OF POLICY

It is fhe policy oftiie District tfiat Comnaissioners and certain employees will be issued badges and all
employees -will be issued identification cards when tiiey assume o£&ce or are tured, respectively. Badges
md ideaitification cards wffl be relinquished to the Personnel OfHcer when employment is tennmated."

DESCRIPTION OF PROCEDURE
The Persomiel Officer is responsible for fhe issuance and collection of badges and identification cards. The
Geiieral Manager, Harbor Comaissioners, Harbormasters, Deputy Harbonnasters, and. Security personnel
wiU lie issued-badges. - Each badge will have a number assigned to it which will enable the Disteict to track
any misplaced badges or to prosecute ia the event a badge is stolen.
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Purpose: 

  To Meet the Requirements of the State of California Department of Justice 
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1. STATEMENT OF POLICY 
This policy has been developed to meet the requirements of the State of California, Department of 
Justice, Division of Criminal Justice Information Services, for any agency that receives Criminal 
Record Information (CORI). 
 
To all employees:  To insure the suitability of employees accessing confidential criminal history 
records, all employees with access to CORI shall be fingerprinted and processed through the 
California Department of Justice. 
 
The overall responsibility for the administration of this rests with the agency head or person in 
charge. 
 

A. Record Security:  any questions regarding the release, security and privacy of 
Criminal Offender Record Information (CORI) are to be resolved by the agency head 
or person in charge. 

B. Record Destruction:  It is recommended that the stated summary of CORI obtained 
for employment, licensing or certification purposes be destroyed once a decision is 
made to employ, license or certify the subject of the record.  Retention beyond this 
time should be based on documented legal authority and need. 

C. Record Dissemination:  CORI shall be used only for the purpose for which it was 
requested. 

D. Record Storage:  CORI shall be securely maintained and accessible only to the 
agency head or his/her designee who are committed to protect CORI from 
unauthorized access, use, or disclosure. 

E. Record Reproduction:  CORI may not be reproduced for secondary dissemination. 
F. Training:  The agency head shall: 

1. Understand and enforce this policy. 
2. Be fingerprinted and have a criminal history clearance. 
3. Have on file a signed copy of the attached Employee Statement Form (which is 

itself a part of this policy), which acknowledges an understanding of law 
prohibiting misuse of CORI. 

G. Penalties:  Misuse of CORI is a criminal offense.  Misuse of CORI my result in 
Criminal or civil prosecution and/or administrative action up to and including loss of 
access to information maintained by the Department of Justice. 
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1. Statement Of Policy
AUDisteictpersomiel shaU maintamlugli standards of cooperation, integrity and eflucal standards of
conduct in dealing wilfa the general public and while perfommig official duties, This policy is intended to
provide positive direction to District Personnel in order to prevent potential conflicts of interest and
mappropriate conduct.

2. Conflicts Of Interest

No District peisomel sliall engage m any act that is m conflict, or creates an appearance ofmfaimess or
conflict wifti fhe performance of official duties. An erq)loyee wlio engages in a confUct of interest imy be
subjectto discipline up to and mcluding termmation. District persomel shaU be deemed to have a cosfflict
if the individual:

A. Has any fmancial interest. in any sale to the Distoict of any goods or services when such fmancial
mterest was received witii prior knowledge that the District intended to purchase fte property,
goods, or services.

B. Solicits, accepts, or seeks a gift gratuity, or favor j&om any person, film, or cooperation involved
m a contcact or transaction that is or may be the subject of official action by the District.
. Recognizing fhat personal fi-iendships often precede and can evolve from official contact

between District personnel and persons engaged in business with the District, reasoDable
exceptions to this section are permitted for those occasions that are social m nature and are not
predicated on fhe person's abiUty to influence, directiy or mdirectly, any matter before the
District.

Distect personnel will be guided ia itttprpretmg tins section by the distinction between a gift,
fatuity, oi favor given or received which has significant monetaiy value and is offered or accepted
in expectation of preferential freatinent, and an expression of courtesy. Examples of acceptable
courtesies include: a meal or social event, exchanges of floral offerings, or gtfis of food to

. commemorate events such as illness^ death, birfh, holidays, promotions; a'sanyk or promotional
gift ofnoininal value ($25.00 or less),

C. Participates in his/her capacity as Disto-ict personnel in the issuing of a purchase order 01 confract
m which he/she has a private pecumary mterest, direct or mdireci or performs in regard to such
contract some function requiring the exercise of discretion on behalf of the Distnct."

D. Engages in, accepts employment fioni, or renders services for private interests for any
condensation or consideration having monetary value when such employment or service is
incompatible wifliAe proper discharge of official duties or would tend to impair independence of
judgment or action m perfonnance of official duties, or gives fhe appearance of fhe above.
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^eptjor courtesies as sfated al)ove, no District pCTSomiel shall give or receive, directly, or

??ecfly' or.Te!,to.rece!ve any comPeDsaticm' gift, reward, commission or gratuity from any
sowce except the District for any matter directly comected with or related to his/her official duties
as District peisonnel.

.
?is^oses or .s without authorization coiifidential information conceramg property or aflFairs of
the District to advance a private interest wiA respect to any contact or transac tion which u'or'i
.be the subject of official action of the District. - " ' . -.. -.

3. MISCONDUCT

The followmg conduct is defined as msconduct and will not be tolerated. This list is not aU-inclusive of
misconduct, but contams tfae most coinmon unacceptable behavion

A. The use of profanity or abusive language towards a member of the gefleral public or towards
another enyloyee while perfomimg ofiBcial duties as a District enyloyee.

B. -ITie useofforce. towards a member of the pubUc or towards another employee, to include
physical violence., ^ ---.

c' ?J'TO18mg or Imsusm8 confidential in&nmtion, mcludmg removal from Disfa^ct premises,
without proper autfaorization, any enyloyee lists, records, designs, diawings, or coafidential
information of any Idid will not be tolerated.

D. Accepting fees, gifts, or other valuable items in fhe perfonnance offhe employee's official .
duties for the District. ~ .

E. Removing money^merchandise, or property belongmg to the District without pennission &om
Harbomiaster or General Manager.

F. Dishonesty, mcludmg mtentionaUy givmg false mfoimation, mtentionaUy MsTfyws records or
making false statements.

G. Reporting to work while under the influence of alcohol and/or illegal drugs.
H. Insubordination inclusive of not foUowiug the Captam's direction while a crewmembei

onboard a vessel. . . - --

I. Boarding a berthed vessel, under non-emergency conditions, for Harbor District non-business
reasons -wiAout proper notification to tfae owner at least twenty-four horns prior to'boardmgr

J. Selling drags while on duty or dispensmg prescription drugs.
K. Drinldng alcohol or using illegal drugs while on duty.

?^^!e.s!na^^e<^c^l?led ̂ folmd!? b.e maPPr°PIiate intheir conduct wliile perfommg official duties
as. employees of the San Mateo County Harbor District oi- found to be inappropriate iu&Nr^onduct*
towards members of fhe public or ofher employees, " ' ---

Elected officials of fhe District upon hearing conylaints from members offhe general. public ^
relative to'Disfrictpersomiel shaU immediately transmit the eonylamt to fhe Pwsoimel'OfficeTof&e*'
District, who is the General Manager or the General Manager's designee. The elected:offic7alshaUteke no

action of (he complaint. - ' ---^

F;/Pub_Docs/Admin/Polides/Approved/2005



Policies and Procedures

Tifle:

District Persoimel Conduct

Number:

6.2. 1.

Prepared By:

E. Wilkerson

Approved Date:

12/3/97

Approved By:

Resolution 39-97
Resolution 27-05.

Revision:

9/21/05

Page:

3 of 3

4. EMPLOYEE ASSISTANCE PROGRAM
The District contracts with an Employee Assistance Program provider for all employees who want to seek
assistance for help with work and life style issues includmg drag and alcohol problems.
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Purpose:   
To set the conditions for use of District electronic communications equipment, to notify employees that 
they have no privacy in the use of this equipment, and to set forth the District Social Media Policy. 

 

1 
 

STATEMENT OF POLICY 
This policy sets forth guidelines for appropriate and permissible use of technology to conduct business on 
behalf of the District. This policy applies to access to and usage of the Internet, the transmission and 
exchange of electronic mail (E-mail) and other electronic messages (such as text messages or instant 
messages), the use of computers, networks, servers, cell phones, landline phones, portable electronic 
devices (PEDS), voicemail, and any other forms of electronic communication. This policy applies whenever 
District Commissioners and staff are conducting business on behalf of the District, regardless of location or 
time. This includes the access to cell phones, landline phones, PEDS; and the use of text instant messages, 
social media, websites, and voicemails. This policy covers all District-issued equipment. Further, this policy 
serves to give Commissioners and staff notice that there is a lack of privacy in any of these systems at the 
District. Additionally, this policy contains the District's Social Media Policy. 

Access and use of District owned computers, networks, servers, cell phones, landline phones, PEDS and 
District social media platforms is provided by the District to facilitate the performance of District work. The 
District provides electronic communications facilities and equipment in order to facilitate communications 
and enable Commissioners and staff to perform their duties more efficiently and productively. To achieve 
this objective, this policy requires all Commissioners and staff who access and utilize District electronic 
communications to follow the guideline set forth herein. 

 
All electronic communications and use of associated equipment must be used in compliance with applicable 
statutes, regulations, and District policies including those that require a work environment free from 
discrimination and harassment. Commissioners and staff are expected to use common sense and judgment 
to avoid any communication that is disrespectful, offensive or illegal. 
 
GUIDELINES AND CONDITIONS 

 
A. Administration 

 
1. Access to Internet sites, newsgroups, chat rooms, and other Internet-related services may be 

blocked to comply with this policy. 
 

2. Staff’s misuse of electronic communications or use in violation of any provisions set forth in this 
policy may subject a staff member to discipline, up to and including termination of employment. 
 

3. Any Commissioner’s misuse of electronic communications or use in violation of any provision set 
forth in this policy may subject the elected official to public censure. 
 

B. Conditions 
 

1. District Property. All communications, information and content created, sent, received, deleted, 
stored, or otherwise associated in any way with the District's systems are the property of the District. 
None of such content is the property of any Commissioner, staff member, or other user. 
 

2. Business Use.  The District's electronic communications systems are the property of the District. 
Messages are to be professional and courteous, composed in a business-like manner consistent 
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with the professional agency image Commissioners and staff are to maintain on behalf of the 
District. 

 
3. Personal Use.  Limited, occasional or incidental personal use of the District's electronic 

communications systems is permitted under the following conditions: 
 

a. Personal use does not interfere with the productivity of the staff member or his or her co- 
workers; 

b. Personal use does not disrupt or delay the performance of District business; 
c. Personal use does not include any activity performed in connection with work for another 

employer or in connection with self-employment; 
d. Personal use does not include any activity related to the campaign of any individual running 

for public office; and 
e. Personal use does not include any activity otherwise in violation of this policy. 
f. Staff is not authorized to access personal E-mail accounts on District equipment. 

 
4. Improper Use of District-Owned or Sponsored Electronic Communications Systems. 

Commissioners and staff are expressly prohibited from abusing the District's electronic 
communications systems in any way, including, but not limited to the following: 
 

a. Threatening or harassing other staff or any other persons; 
b. Using obscene or abusive language; 
c. Online gaming or gambling; 
d. Creating, displaying, downloading, transmitting or storing offensive or derogatory 

photographs (including but not limited to pornography or sexually oriented materials), 
images, messages or cartoons regarding federal, state, and locally protected classes, or 
which in any way violates the District's policy on prohibiting employment discrimination and 
harassment; 

e. Violating any laws including use of unauthorized or pirated software or data. Information 
systems may not be used for any illegal purposes such as violating intellectual property 
rights, or participating in chain letters and pyramid schemes, or breaking into or “hacking” 
into the computers or intercepting the transmissions of others outside the District; 

f. Soliciting or proselytizing others for commercial ventures or for religious, charitable or political 
causes or political candidates. Included are "for sale" and "for rent" messages or any other 
personal notices; 

g. Sending another person's confidential or private information, inappropriate personal 
messages, or sensitive information such as performance review or other personal information 
not subject to public disclosure; 

h. Sending personal or general announcements not related to District business unless approved 
in advance by the General Manager or designee for posting in District-approved electronic 
areas such as a bulletin board or Intranet; 

i. Creating congestion or other disturbances. Information systems may not be used in a manner 
that is likely or intended to cause unwarranted congestion or breakdown of any component 
of the system or other disturbances; 

j. Excessive transmission. Messages and copies of messages are to be sent only to persons 
with an immediate business need-to-know; 

k. Computer snooping or ''hacking". Notwithstanding the District's right of access provided in 
section 4. below, no Commissioner or staff member is permitted to use information systems 
to access content created by others, except as authorized and reasonably necessary to 
perform the staff member's job. The District's information systems may not be used without 
appropriate authorization from the General Manager to monitor the electronic files or 
communications of others, nor to obtain unauthorized access to files or networks through 
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"hacking", using others' log-in information or passwords, or otherwise breaching security 
measures; 

l. Destroying or altering content: defined as the destruction or alteration of content of electronic 
communications with the intent to cause harm, injury or deception, or in a manner that is 
inconsistent with the District’s Records Management and Retention Policy; 

m. Misleading others concerning source of communication: defined as using another's 
computer, user identification or password without prior authorization to mislead the recipient 
into believing that the message originated from another person or another's computer. 

n. Using District facilities to knowingly or intentionally propagate any computer virus or malware; 
o. Downloading software from the Internet for business or non-business purposes or without 

prior approval of the General Manager; 
p. Uploading software licensed to the District or data owned or licensed by the District without 

prior approval of the General Manager; and 
q. Interfering with District security systems, including any attempt to disable, defeat, or 

circumvent any District security facilities or systems. 
 

C. Operations 
 

1. Public Records. Electronic communications generally are public records and may be subject to 
public inspection and copying under the Public Records Act. 
 

2. Retention. Refer to the District’s Records Management and Retention Policy 2.1.4.  
 

3. Limits on Accessibility. The information sources accessible via the Internet are worldwide and 
constantly growing in kind and number. It is not possible for an Internet access provider to fully 
manage the types of information accessible by its systems and users, especially with regard to 
content limitations. Nonetheless, the District reserves the right to restrict access to any data source 
if/when, in its sole discretion and after appropriate review, the District determines such a source to 
be problematic. Such restrictions do not constitute an implication of approval of other non-restricted 
sources. 
 

4. Other Limitations. Some delivery methods and networks impose legal restrictions regarding the 
nature of messages allowed. Users are expected to comply with all such restrictions.   

SOCIAL MEDIA POLICY 
A.  Purpose 
This Social Media Policy ("Policy") sets forth guidelines for the appropriate and permissible creation, 
maintenance and use of all District social media platforms, accounts and content. The term "social 
media" refers to activities that integrate technology, social interaction and content creation. Social 
media enables users to create online communities to share information, ideas, messages, and other 
content by various means, including, but not limited to, Really Simple Syndication (RSS) and other web 
feeds, blogs, wikis, podcasts, and photo- and video-sharing. This Policy is designed to protect the San 
Mateo County Harbor District and its Commissioners and staff and is in no way intended to restrict the 
flow of useful and appropriate communications or to abridge Commissioners’ and staff’s exercise of 
rights to the extent such speech is protected under the First Amendment of the United States 
Constitution, the National Labor Relations Act or any other applicable statutes. 

B.  Compliance with Applicable Policies and Laws 
The District's social media platforms, accounts and content shall comply with all appropriate District 
policies and procedures. The District's social media platforms, accounts and content shall also comply 
with District conflict-of-interest rules, applicable ethics rules and policies, the Public Records Act, the 
District’s Records Management and Retention Policy, and other provisions of law. 
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C.  Policy Statement 
The District permits and encourages the creation and use of social media platforms, accounts and 
content to facilitate the productive use of the Internet for business purposes and to disseminate 
information about the District. To effectuate this objective, this Policy requires all Commissioners, staff, 
and hired representatives who create and/or use the District’s social media platforms, accounts and 
content to follow the guidelines set forth herein. 

D.  Administration and Conditions 
1. Administration of Social Media for District Business  

 
a. The General Manager or his/her designee(s) is solely authorized to create social media 

platforms for District business purposes. 
 

b. The District General Manager or his/her designee(s) is responsible for ensuring compliance 
with this Policy, as well as applicable federal, state, and local laws. The District may restrict 
or remove any content that is deemed to be in violation of this Policy or any applicable law, 
or contrary to the District's goals and/or interests, or unrelated to the subject of the original 
posting.  

 
c. Content on District social media sites is likely subject to the California Public Records Act. 

Any content maintained in a social media format that is related to District business, including 
a list of subscribers and posted communication, may be a public record. Wherever possible, 
such sites shall indicate that any content posted or submitted for posting, including 
comments, may be subject to public disclosure upon request. The District shall preserve 
records required to be maintained pursuant to a relevant records retention schedule for the 
required retention period on a District server in a format that preserves the integrity of the 
original record and is easily accessible.  

 
2. Conditions of Use of District-Maintained Social Media 

 
a. The General Manager and his/her designees are solely authorized to speak on behalf of the 

District. 
b. The same standards, principles, and guidelines that apply to District staff in performance of 

their assigned duties also apply to staff’s social media use. Staff may not engage in the use 
of Social Media platforms to publish, post, report on or discuss information or data about 
District programs or activities that are considered sensitive, confidential, preliminary, or not 
yet available to the public.  

c. Content posted by members of the public on any social media website maintained by the 
District is the opinion of the poster only, and does not necessarily reflect the positions, 
policies, or opinions of the District. 

d. All social media platforms, accounts and content created by the District must make known 
that they are maintained by the District and that they abide by the terms of this Policy to the 
extent possible. 
 

3. Access and Links to District-Maintained Social Media 
 

a. All social media websites, to the extent possible, should contain a hyperlink to the District's 
Official website. 

b. This Policy should be made accessible to users visiting the District's social media platforms, 
either directly or through a hyperlink to the District's official website, to the extent possible. 

c. The District reserves the right to deny access to District social media platforms to any 
individual who violates this Policy or any applicable law at any time and without prior notice. 



  
 
 

5 
 

4. District Staff Use of Social Media 
 

a. Any creation, use, or monitoring of social media by staff of the District relating to District 
business or employment at the District is subject to all federal, state, local laws and District 
administrative policies and procedures, including without limitation, this Policy 6.2.4 in its 
entirety. 

b. Staff may use District information resources only for business purposes.  Therefore, unless 
authorized to do so by the General Manager, staff may not use social media while at work, 
except on their own media devices during rest and meal periods. 

c. Commissioners, staff, Public Members of Committees, and other users are not authorized to 
use the District’s trademarks or service marks (logos) in their postings to non-District owned 
or controlled social media platforms or accounts.  

d. The District disclaims any and all liabilities for losses or costs incurred as a result of content 
posted on or via social media platforms or accounts maintained by the District, or as a result 
of conduct deemed to be in violation of this Policy, or any applicable laws. The District does 
not necessarily endorse, and is not responsible for, any content that has been submitted by 
any other party.  The District shall inform all visitors and users of its social media sites of this 
disclaimer by posting the same to the District's social media sites, when feasible. 

e. Prohibited Content.  For District social media sites, certain types of content are prohibited 
and may be removed by General Manager or his/her designee(s), including, but not limited 
to the following: 
 

i. Content and/or language a reasonable person would find offensive, including but 
not limited to profane, obscene, pornographic content and/or language, or not 
consistent with community standards; 

ii. Content that promotes, fosters or perpetuates discrimination on the basis of any 
class protected under local, state or federal law; 

iii. Comments that are not topically related to the District or the particular posting 
being commented upon; 

iv. Defamatory or libelous content; 
v. Sexual content or links to sexual content; 
vi. Threats to any person or organization; 
vii. Solicitation of commerce, including but not limited to advertising of any business 

or product/service for sale; 
viii. Conduct in violation of any federal, state or local law; 
ix. Encouragement of illegal activity; 
x. Information that may tend to compromise the safety or security of the public or 

public systems; 
xi. Content that violates a social media platform's policies or terms of use, as may be 

updated; 
xii. Uploading or attaching files or links to files that contain viruses, corrupted files, or 

any other similar software or program that may damage the operation of the 
District’s or another's computer; 

xiii. Materials that falsify the origin or source of software or other material contained in 
a file that is uploaded; 

xiv. Content that violates a legal ownership interest, such as a copyright or trademark, 
of any party; and/or 

xv. Content that violates another person's right to privacy. 

 
f. Standard Guidelines. On any District social media site, the following will be posted, when 

feasible: 
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“This is an official page of the San Mateo County Harbor District (District).   For more 
information about the District, please visit http://www.smharbor.com. This site is intended 
to serve as a mechanism for communication between the public and the District and as a 
forum to further the District’s mission. Any comment submitted to this page and its list of 
followers may be considered a public record which is subject to disclosure pursuant to the 
California Public Records Act.” 

For any site that allows comments, the page shall also include a Comment Policy Box, when 
feasible, with the following disclaimer: 
 

“Comments posted to this page will be monitored and inappropriate content will be 
removed.  Under the District’s Social Media Policy, the District will remove any prohibited 
content, including, but not limited to: (1) information that may compromise public safety, 
public security or efficient District operations; (2) conduct or encouragement of illegal 
activity; (3) sexual content or links to sexual content; (4) profane language or content; (5) 
threatening, violent, hateful, or malicious statements concerning individuals; (6) content 
that is false, factually inaccurate, or materially misleading; (7) content that violates a legal 
ownership interest of any other party, such as trademark or copyright infringement; (8) 
content that violates a social media platform’s policies or terms of use, as may be updated; 
(9) comments or content not germane to the District; (10) solicitations of commerce, such 
as product advertisements; (11) content that promotes, fosters , or perpetuates discrimi-
nation on the basis of any class protected under local, state or federal law; (12) content 
that defames or threatens to defame the District, any third party, any individual or any group 
of individuals; (13) uploading or attaching files that contain viruses, corrupted files, or any 
other similar software or programs that may damage the operation of the District’s or 
another's computer; (14) materials that falsify the origin  or source of software or other 
material contained in a file that is uploaded; and (15) unauthorized disclosure of confi-
dential, sensitive, or proprietary information. The District disclaims any and all responsibility 
and liability for any materials that are prohibited under the District's Social Media Policy, 
which cannot be removed in an expeditious and otherwise timely manner. The District does 
not necessarily endorse, and is not responsible for, any content that has been submitted 
by any other party.” 

PRIVACY NOTICE 

District staff using the Internet, E-mail, voice-mail, and social media while performing District-related duties 
and/or using District technology are advised that the District will from time to time monitor systems activities 
through automated computer programs and other means. In that regard, the District may conduct reviews 
of the content of messages and files, and websites visited on the Internet, including random reviews when 
in the exercise of its business judgment, the District determines that it would be prudent to do so. As a 
result, District Commissioners and staff have no expectation of privacy in any District-provided computer 
equipment or electronic communications equipment.  

http://www.smharbor.com/
http://www.smharbor.com/
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The San Mateo County Harbor District plays an important role in the community, interacts with 
customers and members of the public, and is held accountable for the behaviors and actions 
of its employees and Commissioners.  A fair and non-discriminatory harassment prevention 
policy is an important part of that accountability and is required under California law.  

Therefore, the District is committed to providing a workplace free from any form of unlawful 
harassment, discrimination, intimidation, or abusive conduct.  This policy sets expectations of 
behaviors aligned with the District’s values and supports positive working relationships and a 
professional work environment.  This policy also defines various forms of harassment and 
unacceptable behavior and identifies the parties responsible for reporting, investigating, and 
responding to any reports of harassment. 

This policy will be provided to all employees and Commissioners and will be available via the 
Commissioners’ policy book, employee handbook, and the District’s website. 

A. Coverage   

This policy applies to all District employees, including all members of the District Board of 
Harbor Commissioners, and anyone performing work for the District, including independent 
contractors, volunteers, and interns.  The District will not tolerate its employees engaging in 
harassing or abusive conduct towards any person while the employee is acting in his or her 
official capacity, during work hours, or while participating in any District activity.  The District 
will take all reasonable and lawful measures to protect its employees from unlawful harassment 
by any non-employee if the harassment occurs in connection with the employee’s performance 
of his or her work for the District or while engaged in District business.  

If the District receives a complaint regarding an independent contractor engaging in behavior 
that would violate this policy, it will take immediate steps to investigate the complaint and, if 
appropriate, may remove the contractor from performing work for the District. 

B. Definitions  

1. “Employee” means any individual performing services for the District, whether paid or 
unpaid, and acting under the direction and control of the District. “Employee” also includes 
Commissioners. 

2. “The District” (or the “District” or “we”) means the San Mateo County Harbor District.  

3. “You” means employees and others covered by this policy. 

4. “Investigator” means a person with the skills, experience, and proficiencies in examining, 
reviewing, and scrutinizing harassment and discrimination claims such that the investigator is 
competent to complete the work and provide a written report to the District.  
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C. Requirements 

The District strictly prohibits and does not tolerate unlawful harassment of any kind.  

It is the District’s policy that everyone should work in an environment free from unlawful 
harassment.  Approval of, or participation in, unlawful harassment will be considered a violation 
of this policy.  This policy prohibits conduct that violates anti-harassment laws or is not aligned 
with the District’s values, policies, or behavioral expectations.  This includes conduct in any 
work-related setting, whether on the District premises, during working time, or while 
participating in District activities outside the workplace such as District social events and travel. 

Conduct prohibited by this policy includes, but is not limited to, unwelcome and offensive 
conduct, whether verbal, physical, or visual, that is based upon race, religious creed (including 
religious dress and grooming practices), ethnicity, color, ancestry, age (40 and over), genetic 
information, disability (mental and physical, including HIV and AIDS), medical condition 
(cancer/genetic characteristics & information), national origin (including language use 
restrictions), sex (which includes pregnancy, childbirth, breastfeeding and medical conditions 
related to pregnancy, childbirth or breastfeeding), gender (including gender identity and gender 
expression), sexual orientation, marital status, familial status, parental status, domestic partner 
status, citizenship status, pregnancy (including perceived pregnancy, childbirth, breastfeeding 
or related medical conditions), military caregiver status, military status, veteran status, use of 
or request for family and medical leave, or any other status protected by federal, state, or local 
law.   

The District will not tolerate harassing conduct that affects the terms and conditions of 
employment or tangible job benefits, interferes with work performance, or creates a hostile, 
intimidating, or offensive work environment. Further, it is a violation of this policy to engage in 
abusive conduct, as defined by Government Code section 12950.1(i)(2): conduct of an 
employee in the workplace, with malice, that a reasonable person would find hostile, offensive, 
and unrelated to the employer’s legitimate business interest. Abusive conduct may include 
repeated infliction of verbal abuse, such as derogatory remarks, insults, and epithets, verbal 
and physical conduct that a reasonable person would find threatening, intimidating, or 
humiliating, or the gratuitous sabotage or undermining of a person’s work performance.  A 
single act shall not constitute abusive conduct unless especially severe or egregious.   

Prohibited harassment may take different forms:  

Sexual Harassment 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and 
conduct of a sexual nature in the workplace or in the course of conducting District-related 
business and the following occurs:  

1. Submission to, or tolerance of, such behavior is made a condition of employment; 
or  

2. Submission to, tolerance of, or rejection of such behavior is used as the basis for 
an employment-related decision (e.g., hiring, promotion or demotion, pay raises, 
etc.); or  
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3. Such behavior interferes with an employee’s ability to perform District work, or 
creates an intimidating and hostile work environment.  

Sexual harassment may be a single incident or a series of harassing acts.  Inappropriate 
conduct that is sexually harassing in nature can involve individuals of the same or opposite 
sex, a supervisor (or manager) and subordinate, or co-workers of any rank or title.  While the 
District cannot control the conduct of non-employees engaging in District-related business 
(e.g., customers, contractors, vendors, suppliers, etc.), the District is committed to protecting 
its employees from harassment by third parties and will respond promptly to employee 
complaints and take action to the extent permitted by law to ensure a harassment-free 
workplace. 

Sexual harassment may result from a range of subtle to not-so-subtle conduct, depending on 
the circumstances and can cause emotional distress, anxiety, and other mental harm. It can 
result from verbal, visual, or physical conduct. Examples of sexual harassment and similar 
inappropriate conduct prohibited by this policy include, but are not limited to:  

1. Unwelcome sexual advances, demands, pressures, or requests for sexual acts 
or favors.  

2. Making or threatening reprisals, whether explicitly or implicitly, after a negative 
response to sexual advances.  

3. Repeated, unwanted sexual flirtations, advances, or propositions.  

4. Unwelcome physical contact such as patting, hugging, grabbing, pinching, or 
brushing against another’s body. 

5. Offensive visual conduct, including leering, making sexual gestures, or the 
display of sexually suggestive objects, pictures, artwork, cartoons, or posters. 

6. Offensively suggestive or sexually explicit communications in any form, including 
but not limited to letters, notes, invitations, email, text messages, social media 
platforms (if work-related or directed towards a District employee), blogs, instant 
messaging, or voicemail. 

7. Sexually-oriented verbal teasing or jokes, inquiries into one’s sexual experiences, 
or discussions of one’s sexual activities. 

8. Graphic or degrading comments about an individual’s appearance or sexual 
activity. 

9. Sexually explicit or offensive images in emails or other forms of electronic 
messaging. 

The legal definition of sexual harassment is broad and, in addition to the above examples, other 
unwelcome sexual conduct that has the effect of creating a workplace environment that is 
hostile, offensive, chilling, intimidating, or humiliating to other workers may also constitute 
sexual harassment.   
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Other Forms of Harassment 

The following is a non-exhaustive list of additional behaviors based upon protected categories 
listed in Section C above that will be considered harassment and are prohibited by this policy:  

1. Derogatory and defamatory comments, epithets, slurs, or jokes.  

2. Posting or sharing derogatory materials such as posters, cartoons, drawings, or 
gestures. 

3. Aggressive or unwelcome physical conduct such as assault, blocking normal 
movement, restraint, touching, or other physical interference. 

4. Abusive conduct, including but not limited to threats, intimidation, coercion, 
excessive ridicule, insults, or belittling, carried out with malice and not for a 
legitimate business reason. 

5. Spreading false, vicious, or malicious rumors.  

6. Other behavior that creates a workplace where an employee reasonably feels 
threatened, humiliated, intimidated or bullied in the workplace.   

7. The sabotage or intentional undermining of a person’s work performance. 

D. Reporting, Investigation, and Findings 

1. Reporting   

You must report any violations of this policy that you experience or witness. If you 
believe in good faith that you have been subjected to, witnessed, or otherwise learned 
of harassment (or any other conduct prohibited by this policy) by anyone, including 
supervisors, managers, Commissioners, co-workers, or non-employees conducting 
business with or for the District, you must immediately report the incident.   

Verbal or written reports may be made to your supervisor, the Director of 
Administrative Services, or the General Manager. You are not required to report 
directly to your supervisor, or to any person engaging in the unwelcome behavior or 
any other person who is the subject of the report. You can also report a violation to 
the Department of Fair Employment & Housing (“DFEH”) https://www.dfeh.ca.gov or 
the U.S. Equal Employment Commission (“EEOC”) https://www.eeoc.gov.   

Supervisors or managers who receive reports or observe harassing conduct must 
immediately report it to the Director of Administrative Services or the General 
Manager.  If the Director of Administrative Services is implicated in the report or 
observation, the conduct may be reported to the General Manager.  If the General 
Manager is implicated, the conduct may be reported to the District’s General Counsel. 
Supervisors and managers should maintain employee privacy to co-workers and not 
engage in gossip or discussion that could impact any investigation. 

2. Investigation 

When the District receives a complaint of harassment (or other conduct prohibited by 
this policy), it will conduct a fair, timely, and thorough investigation of the allegation 

https://www.dfeh.ca.gov/
https://www.eeoc.gov/
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that provides all parties appropriate due process and reaches reasonable conclusions 
based on the evidence collected.  The alleged victim of a harassment complaint shall 
be updated monthly on the status of the administrative investigation, limited to 
reporting the investigation is “still active” or “complete pending review.” 

Where practicable, the investigation will be conducted by the Director of 
Administrative Services or his/her designee. The investigation must be thorough and 
include examining all relevant documents, interviewing witnesses, analyzing witness 
statements, performing any necessary research, inspecting physical property, and 
performing any other aspects of the investigation required to create findings and 
recommendations.   

If a complaint involves the Director of Administrative Services, the General Manager, 
or a Commissioner, or if the nature of the allegations would make it difficult for the 
Director of Administrative Services to be impartial in the investigation, the District 
Board of Harbor Commissioners will designate an independent investigator, and take 
action up to and including hiring outside counsel, subject matter experts, or other 
professionals to investigate, examine documents, interview all witnesses, analyze 
witness statements, perform research, inspect physical property, and perform any 
other aspects of the investigation that can be required to create findings and report 
to Commissioners. Not all such actions will be appropriate for every investigation, and 
how each investigation is handled will depend on the nature and severity of the 
allegations. 

3. Guidelines 

The investigation will be conducted in such a way as to maintain confidentiality to the 
extent practicable under the circumstances.  While absolute confidentiality cannot be 
guaranteed, the District recognizes the importance of its employees’ privacy and 
acknowledges that employees are more truthful and forthcoming in investigations 
when they can speak without fear of public exposure. 

4. Findings 

When the investigation is completed, the person filing the complaint and the person 
alleged to have committed the conduct will, to the extent appropriate, be informed, 
both verbally and in writing, of the results of that investigation.  If it is determined that 
a violation of policy occurred, appropriate remedial measures will be taken, up to and 
including termination or a request for resignation.     

E. Non-Retaliation 

One of the most important protections for employees is being free from retaliation after making 
a complaint, providing witness information, or participating in any way in an investigation.  The 
District strictly prohibits retaliation in any way against anyone who has lodged a harassment 
complaint, has expressed a concern about harassment, including sexual harassment, or has 
participated in a harassment investigation.  Further, the initiation of a truthful complaint made 
in good faith, shall not under any circumstances be grounds for discipline.  It is a violation of 
the District’s policy for an individual to be disciplined or otherwise disadvantaged or harmed 
because of their activities related to a harassment complaint or investigation.   
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Persons engaging in any form of retaliation or retribution against any witness or complainant 
will be subject to disciplinary action, up to and including termination, censure, or a request for 
resignation. 

F. Annual Report 

It is important for accountability that the District actively track complaints, investigations and 
resolutions. To that end, the District will publish a report annually identifying the following 
information: 

1. Number of complaints received; 

2. Type of complaint received; 

3. Status of accused (employee, contractor, volunteer, Commissioner); 

4. Number of investigations initiated; 

5. Number of open investigations; 

6. Number of completed investigations; and 

7. Resolution of each closed investigation, limited to “allegations were supported by the 
investigation” or “allegations were not supported by the investigation.” 

No personal identifiable information shall be included in the annual report. 

The report shall be reported out to the Board of Harbor Commissioners in February each year 
at the regularly scheduled Board Meeting. 
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STATEMENT OF POLICY  

With the exception of office equipment, which use may be allowed on a limited basis, the 
personal use of District vehicles, vessels and equipment is not allowed.  
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1. STATEMENT OF POLICY
Speeches and presentations related to. San Mateo Coiinty Harbor District services and acdvities which are
delivered by Distnct peraounel to commumty and professional groups, pulilic agencies, and -other
oiganizations are made wifhout charge. If an organization wishes to give an honorarium or contribution for
such a presentation; the remuneration'mustbe made to the District, not to the individual employee. "

Any honorarium or contribution for a speech or other presentation n3ade 'by District personnel to any group
as identified above, eifher durmg workmg houis or for which the District provided travel expenses, -wiU also
be made to the District,

Sucli contributions andlionorariums shall be turned over to the Directoi ofpmance for disposition.
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Purpose:

To provide guidance to Distnct persomel while on duty or acimg in an official capacity on. behatf ofAe
District on engagiag ia political activities.

1. STATEMENTS OF POLICY

?J^T._^TO^?_T^ Halbor J),js^^ PromotesPublic coBfidence in tfae mtegrity of District operations
and ensures ftat Distnct persomel wiU be &ee to choose- fheir levels of mvolvementm poUtical activities'ds
citizens without cohesion orpressme from the. Distdct and that fhe Harbor Commissioiiers^TOUnot'make or
be-perceived as making decisions on the basis ofpolidcal loyalties.

2. PROHIBITED ACTIVITIES DURING WORKING HOURS

No District persoimel^shaU, while on duty or acting in an ofGcial .capacity oa behalf of Ac Disteict or while
in the umfomi of the Disfaict:

.1. Request or solicit contributions or anythmg of value for any political candidate or cause.

2. Participate in any political campaign by:
. Speakmg in favor of-any candidate or cause;
. Disfaributmg ILteratuie;

. Picketing or demonstratmg on behalf of or ia opposition to my poUtical candidate or cause;

. Organizing, plarnmg or in any 6&ei way paiticipatmg in Ac admimstration of anv oolitic
cajByaign.

^^^trict_^, SOIme! or volunteershall. i wlule on duty or acting in an official capacity on behalf of the
District or while m fte Tuuformoffhe District, or whUe in or operating any DisteL ctvehicleYor'vesseTs^
display my badge, button, sign or sticker promoting or opposing any political cause 61 candidate.

X-??^t ?,ers^el sllay use ?ublic fimds' property or my other instrumeaitality or fhing of value
belonging to die District to promote or opp-ose any political cause or candidate.

Nofhmg m this policy shaU be interpreted as prohibiting an employee:
L f!0.̂  !.t!^^LO I?u01^rcgardmg any political issue m ordinaiy conversation during worldng

^T-. providmg that such a conversation does not interfere wiA &e employee's assigned job-

2. Who does not have diiect citizen contact from wearing a pin. or button promotine or omoSw
cause or candidate. . ' '

E\DISTRICTDOCSyD ISTK[CrDOCSVADMn)ISTOOUaESUU>PROVBM6_2_8POUTICALACTIVnjES. DOC
Personnel -
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3. COERCIONJNT1MIDATIQN OF PUBLIC EMPLOYEES

No District personnel shall use hisAer public office or employment for the puipose, or wiA the effect of:
L c^mLor. ?tuSa?g ̂ yDistnrt employee with. rcsp^ to contributmg to, opposmg or

ss'or refiammg fiomvo nteb^to~opp°^TpI °^^^ s

2. Obtainmg a benefit as a result of any poUtical activity by:
. InteiitionaUy commttmg an unauthorized act under law;
. . IhtentionaUy refraining from perfomung a duty imposed upon liim/hei by law.

4. ILLEGAL POLITICAL ACTIVITIES

^DSlp?someLshalLeDgage m,anyPolid^ ̂ tivity which is prohibited under state or federal law.
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6.2.9 Policy Against Workplace Violence 

1.  STATEMENT OF POLICY 

The San Mateo County Harbor District is committed to providing a safe work environment that is 
free of violence and the threat of violence.  Effectively handling critical workplace incidents, 
especially those dealing with actual or potential violence, is a top priority. 

1. Violence, or the threat of violence, against or by any employee of the San Mateo County 
Harbor District or any other person is unacceptable. 
 
1.1 Should a non-employee or Harbor District elected official, on San Mateo County 

Harbor District property, demonstrate or threaten violent behavior the District will 
call law enforcement and he/she may be subject to criminal prosecution, or 

1.2 Should an employee demonstrate or threaten violent behavior, he/she may be 
subject to disciplinary action up to and including termination. 
 

2. The following actions are considered violent acts: 
 
2.1 Striking, punching, slapping or assaulting another person. 
2.2 Fighting or challenging another person to a fight. 
2.3 Grabbing, pinching or touching another person in an unwanted way whether 

sexually or otherwise. 
2.4 Engaging in dangerous, threatening or unwanted horseplay. 
2.5 Possession, use, or threat of use, of a gun, knife or other weapon of any kind on 

San Mateo County Harbor District property, including parking lots, other interior 
and exterior premises, San Mateo County Harbor District vehicles and vessels, 
or while engaged in activities for the San Mateo County Harbor District in other 
locations, unless such possession or use is a requirement of the job. 

2.6 Verbal assaults. Verbal assaults are statements that would place a reasonable 
person in fear of harm for the safety of himself/herself or others and that serve no 
legitimate workplace purpose.  

2.7 Threatening harm or harming another person, or any other action or conduct that 
implies the threat of bodily harm. 
 

3. Any employee or Harbor District elected official who is a victim of any violent threatening 
or harassing conduct, any employee or Harbor District elected official witness to such 
conduct, or any employee or Harbor District elected official receiving a report of such 
conduct, whether the perpetrator is a San Mateo County Harbor District employee or a 
non-employee, shall immediately report the incident to their supervisor or other 
appropriate person in the chain of command. 

Law Enforcement  911 
Harbor Master, OPM  650-952-0808 
Harbor Master, PPH  650-726-4382 
Human Resource Manager 650-583-4400 
General Manager   650-583-4400 
 

4. No one, acting in good faith, who initiates a complaint or reports an incident under this 
policy will be subject to retaliation or harassment by the District. 
 



5. Any employee reported to be a perpetrator, will be provided both due process and 
representation before the San Mateo County Harbor District takes disciplinary action. 
 

6. Anyone who fears for the safety of persons at the scene of the violent act should call law 
enforcement immediately. 
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Purpose: 

To establish policy and procedures for compensating District employees. 

 

  Quality Assurance System 

1. STATEMENT OF POLICY 
  
The provisions of this policy apply to all employees of the San Mateo County Harbor District not 
covered by a labor agreement including the Memorandum of Understanding (MOU) between the 
District and the Operating Engineers Union Local 3.  Employees covered by a labor agreement, 
including said MOU between the District and Local 3, shall be provided for by the terms, 
conditions, and procedures of said labor agreement. 

It is the policy of the San Mateo County Harbor District and the purpose of this plan to establish a 
compensation system that will allow the District to effectively compete for qualified personnel 
and to ensure that salaries are equitable and commensurate with the duties performed by each 
employee.  

The salary schedule shall be adopted by the Board of Harbor Commissioners and shall apply to 
all employees not covered by a labor contract.  Employees covered by labor contract shall be 
compensated as referenced in the agreement.  Copies are available for viewing in the General 
Manager's Office.  

The District reserves the right to cap all compensatory increases to a maximum of eight percent 
(8%) per fiscal year inclusive of both merit increases and COLA adjustments.  This cap shall be 
based on the District’s total personnel costs.   

2. Pay Rates Exceeding Range Maximum 
Any employee whose pay rate exceeds the maximum prescribed for his/her classification as a 
result of a reallocation of his/her position to a lower classification when there have been no 
recent, dramatic changes in assigned duties and responsibilities will not be reduced in pay. 

This does not apply to demotions. The employee will not be eligible for future salary increases 
until he/she occupies a position for which the salary range maximum is more than the pay rate 
he/she currently receives.  
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  Quality Assurance System 

3. Maintenance of the Compensation Plan 
The Finance Office shall be responsible for the maintenance and administration of the District's 
Compensation Plan with the supervision of the General Manager.  The review may include an 
analysis of prevailing rates of pay for similar positions in comparable labor markets, 
organizations, cost-of-living factors, budgetary considerations, and other related factors.  On the 
basis of this information, the General Manager's office shall, from time to time, recommend to the 
Board of Harbor Commissioners changes to keep the plan current, uniform and equitable. 
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Purpose: 

To establish merit-based criteria, procedures and incentives for salary/wage advancement. 
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1. STATEMENT OF POLICY  
  
The provisions of this policy apply to all employees of the San Mateo County Harbor District not 
covered by a labor agreement including the Memorandum of Understanding (MOU) between the 
District and the Operating Engineers Union Local 3.  Employees covered by a labor agreement, 
including said MOU between the District and Local 3, shall be provided for by the terms, 
conditions, and procedures of said labor agreement. 

No later than April 30 of each fiscal year and as an integral part of each employee's annual 
performance evaluation, the General Manager will review each employee’s evaluation performed 
by the employee’s supervisor, and notify the employee's supervisor as to approval or disapproval.  
The supervisor will then inform the employee of the General Manager’s decision. If the employee 
has not been notified of the General Manager’s decision in accordance with Policy Number 
#6.3.1 by April 30th, the employee’s evaluation shall be considered satisfactory; however, this 
shall not preclude any wage advancement if it is so recommended on the evaluation.   The 
employee may appeal the decision to the General Manager and, if an impasse is reached, appeal 
the General Manager’s decision to the Board of Harbor Commissioners, which shall have final 
decision authority.  Any merit increases in salary due an employee will be made applicable as of 
July 1 of the fiscal year immediately following that for which the merit review was done. 

Provision of merit increases within a salary range shall take into account the overall fiscal 
condition of the District and budgetary considerations for the fiscal year in which merit increases 
are being considered. Merit increases as a percentage of total District fiscal year budget may 
therefore increase or decrease depending upon overall operations and administrative cost and 
revenue factors. 

The District reserves the right to cap all compensatory increases to a maximum of eight percent 
(8%) per fiscal year inclusive of both merit increases and COLA adjustments.  This cap shall be 
based on the District’s total personnel costs. 

Hourly wage rate will be computed to two decimal digits with rounding off formula so that the 
third decimal digit ending between 1 through 4 will be rounded down to reflect 0 in the second 
decimal digit; the third decimal digit ending between 6 through 9 will be rounded up to reflect 1 
in the second decimal digit. An example of this rounding off figure is as follows:  .002 will be 
rounded down to .00 and .007 will be rounded up to .01. 
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Purpose:

To establish policy guidelines for tihe recoiding, utilization, and auditing of overtime perfomied by
einployees of the Distdct.

1. STATEMENT OF POLICY

Any non-management employee who works in- excess of the employee's regularly scheduled
work day, on the employee's regularly scheduled days off, or m excess of forty (40) hours in any
one workweek must receive pennission from their immediate supervisor to work the extra hours.
The compensation rate for overtime is: for every one hour worked .the employee is entitled to
one and one-half hours compensation.

The employee may choose to be paid the overtime wages or can accrue these hours to fheir
mdividual PTO bank.

2. DEFINITIONS

A. Overtime: Any and all work perfonned in excess of tiie employee's regularly scheduled
work day, on the employee's regularly scheduled days off, or m excess of forty (40) hours
per fhe workweek. Overtime shall be paid at a rate of one and one-half times the employee's
straight time hourly rate,

B; Paid Tune Off: Paid Time Off is defined as paid time off granted an employee by the
District.

3. RESPONSIBILITIES

A. Department Heads:

1) It shall be the responsibility of each Department Head to equitably . admnister the
provisions of this policy within their respective departments.

2) Department Heads are ftie authorized authority for the approval of overtime requests.

3) Department Heads shall ensure that all overtime earned is recorded ori the employee's
time card as it occurs.

4) Department Heads will exercise extreme discretion in the utilization of overtime within
their departments. Temporary adjustments in working hours or realignment of duties
within the department should be considered as alternatives to the use of overtuhe,
Overtime shall be considered necessary only in emergency situations, wherein additional

.
effort is needed to complete a task which is critical in nature..
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B. Individual Employee: It is the responsibility of the individual employee to request accrual of
their overtime to their individual PTO bank, if they choose not to be paid for their overtime
hours.

C. Director of Finance:

1. The Director of Finance shall ensure fhat a permanent record of overtime accrued to PTO
is kept on all employees based on information provided by Department Heads, and that
{he proper financial transactions are completed at the end of 'each pay period.

2. Upon tennination, the Director of Finance shall ensure fhat eligible employees are given
credit for all. PTO inclusive of overtime within Ae limitations' established by the
personnel policies.

3. The Director of Finance shall conduct a semi-annual audit of the overtime record of each
employee through a comparison of payroll office records and individual departmental
records.
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Purpose:

To provide guidance for bonus incentives.

1. STATEMENT OF POLICY

Any .employee who performs exceptional service to the District as recormnended by the
employee's supervisor and determined by the General Manager and/or Board of Harbor
Commissioners may be given a one-time monetary bonus relative to liis/her special circumstance.
All bonus amounts and the reason for the bonus shall be public knowledge.
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Purpose: 

To establish a uniform policy for District employees regarding salary and PTO advances. 
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1. STATEMENT OF POLICY  
  
Requests for advancements of regular pay will be granted to employees on an emergency basis 
only. 
 
An employee may request an advance on payroll by:  
  
     (1)  Providing his/her Department Head with a written request.  
 
     (2)  Department Head will recommend approval or disapproval of a written request.  Approved 

requests will be forwarded to the Finance Department who will recommend approval or 
disapproval.  The General Manager shall have final approval or disapproval. 

  
Requests for advance payment of accrued PTO must be submitted to the General Manager at least 
two weeks prior to check issuance and shall be for an amount equal to or less then eighty (80) 
hours.  Cash advances on employee’s PTO bank may only be taken to maximum of 160 hours per 
calendar year. 
  
Those who are away on the regular pay date may have their checks mailed to them upon request.  
In the absence of specific instructions, checks will be held in the safe by the Director of Finance 
until the employee returns to work.   Employees who terminate employment or retire in the 
middle of the fiscal year will be paid upon separation from the District only for PTO accrued up 
to the termination, separation or retirement.  
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Purpose: 

To provide guidance to employees of the District who separate from District employment beyond the 
control of the employee. 

 

Z:\DATA 2\ADMIN\POLICIES\APPROVED\6.3.8 SEVERANCE PAY.DOC  Personnel -  Compensation - Severance 

STATEMENT OF POLICY 
The provisions of this policy apply to all employees of the San Mateo County Harbor District not 
covered by a labor agreement including the Memorandum of Understanding (MOU) between the 
District and the Operating Engineers Union Local 3.  Employees covered by a labor agreement, 
including said MOU between the District and Local 3, shall be provided for by the terms, 
conditions, and procedures of said labor agreement. 

The San Mateo County Harbor District recognizes that its employees deserve fair and equitable 
compensation and professional placement services for displacement from District employment 
beyond the control of the employee. In the event that the employee is terminated from the employ 
of the District because of a reduction in force, general lay-off, dissolution of the District, or other 
similar, non-disciplinary reason beyond the control of the employee, said employee shall be 
entitled to severance pay. 

DESCRIPTION OF PROCEDURE 
Severance pay is determined as follows:  

1. For each year of service the employee shall receive an amount equal to two (2) weeks 
pay, to a maximum of one (1) years pay for twenty-six (26) years service.  The severance 
pay shall be computed at the highest salary achieved by the employee over the last three 
(3) years of service. 

2. The District will provide professional placement services at no cost to the employee as 
necessary to place employee in a similar or superior position, for a period not to exceed 
six (6) months. 

All employees leaving District employment shall receive all of their accumulated hours in their 
individual PTO bank and fifty percent (50%) of accrued sick leave hours in their old sick leave 
bank. 
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1. STATEMENT OF POLICY

The San Mateo County Harbor District offers to all regular full-time employees and all eligible dependents
group health and medical msurance. Coverage for regular full-time employees becomes effective the first
day of the month following the date of employment Medical coverage may be continued during an approved
leave of absence at the employee's own expense.

The District reserves the right to seek out and Obtain comparable coverage on an acmual basis in order to
efifect cost savings to the District.

The San Mateo County Harbor District offers group health and medical insurance to Harbor Commissioners
(and eligible dependents) who were m ofGce as of June 18, 2014. Those commissioners may maintain or
elect benefits as long as they remain in office by re-election or appointment, with no breaks in service.

Harbor Commissions newly elected after November 4, 2014 are not eligible to receive health and medical
insurance benefits.

2. DESCRIPTION OF PROCEDURES

During the m-processing of regular, fall-time employees, the Human Resource Manager shall provide the
eligible employee with enrollment forms for the District's health insurance carrier.

Enrollment forms should be completed in the various instances, mcluding but not limited to:

1.) New regular, full-time employees beginning service with the District.

2.) Adding an eligible dependent.

3.) Deleting a dependent.

4.) Change in marital status.

Enrollment cards are available from the Administo-ation office. It is the employee's responsibility to notify
the Administration of any change in dependent staftis by completing updated enrollment cards.

A regular, full-time employee on an approved leave of absence may continue health and medical insurance
coverage under the same basis by paying the full cost to the District in advance for each month or portion
thereof of which he or she is absent, subject to limitations set by the insurance carrier.
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Title:

Group Health and Medical Insurance

Purpose:

To establish procedures for the administration offhe District's personnel health and medical program and to
establish guidelines for eligibility.

EmPloyees on Family Federal Leave Absence (FMLA) shall be entitled to maintain group health coverage
on the same basis as if he/she had continued to work at the District. The District shall continue oavinethe
employee's benefits during the FMLA leave.

Upon termination of employment with the District, the employee may elect to continue health and medical
msurance coverage under the Consolidated Ommbus Budget Reconciliation Act (R. L. 99-272) (COBRA).
The Administration or their designee provides eligible employees with infonnation on COBRA.
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1. STATEMENT OF POLICY

The San Mateo County Harbor District offers to all its regular full-time employees, and their eligible
dependents group dental coverage. Coverage is currendy available through Operating Engineers Public
Employees Health & Welfare Tmst Fund and Teamsters Local Union No. 856.

The San Mateo County Harbor District offers group dental insurance to Harbor Commissions (and eligible
dependents) who were in ofifice as of June 18, 2014. Those commissions may maintain or elect benefits as
long as they remain in ofiEice, by re-election or appointment, with no breaks in service.

Harbor Commissions newly elected after November 4, 2014 are not eligible to receive group dental
msurance.

Specific benefits of the plans are described in insurance brochures provided to each new employee by the
Human Resource Manager.

The District reserves the right to seek out and obtain comparable coverage on an annual basis in order to
effect cost savings to the District.

\\Fs\data\Data 2\Administrative Services\Policies\Approved\6_4_2 Group Dental Plan Melanie 9 1 2015.doc
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M. Hams Commissioners
Purpose:

To establish guidelines pertaming to the eUgibility, application and admimstration of employee vision care.

1. STATEMENT OF POLICY

The San Mateo County Harbor District offers to all its regular full-time employees, and their eUgible
dependents group optical coverage. Cun-ent coverage is available through Operating Engineers Public
Employees Health & Welfare Trust Fund and Teamsters Local Union No. 856.

The SanMateo County Harbor Disbrict offers group dental insurance to Harbor Conmiissioners (and
eligible dependents) who were in office as of June 18, 2014. Those commissioners may maintain or elect
benefits as long as they remain in office, by re-election or appointment, with no breaks m serviced

Harbor Commissions newly elected afiter November 4, 2014 are not eligible to receive group dental
insurance.

Specific benefits of the plans are described m insurance brochures provided to each new employee by the
Human Resource Manager.

Optical benefits for represented employees shall be administered in accordance with current labor
agreements.

The District reserves the right to seek out and obtain comparable coverage on an annual basis in order to
effect cost savings to the District.
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personnel relative to life insurance.

1. STATEMENTS OF POLICY
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Title:

Group Health and Medical Insurance
Pay Out Program

Purpose:

To establish procedures for the administration of the District's personnel health and medical insurance pay
out program and to establish guidelines for eligibility

1. STATEMENT OF POLICY

The San Mateo County Harbor District offers to all regular full-time employees and eligible Harbor Commissioners
and aU eUgible dependents group health and medical insurance, inclusive of medical, dental and vision. For Aose
employees and Commissioners who provide evidence of alternative health and medical insurance, the District offers
a Health and Medical Insurance Pay Out Program.

The District's Pay Out Program is available for health and medical insurance, dental insurance, and vision insurance.
If the District is contracting with a carrier for a package of insurance, the payout is based on the pacl^geandtiie
employee or Commissioner must Aow alternative evidence of coverage for all insurances in the package, ̂ f the
Distiict is contracting wiA individual carriers the payout may be on one or all of the eligible insurance (e. g. heaUh
and medical, dental and vision.)

The District reserves the right to seek out and obtain comparable coverage on an annual basis in order to effect cost
savings to the District.

Only those Harbor Commissioners in office as of June 8, 2014, and who remain in office, by re-election or
appointment, with no breaks in service, are eligible to participate in the District's Pay Out Program.

2. Payout

A. Employees

Any regular, fall-time employee who provides evidence of alternative health and medical insurance may opt to
withdraw from the District's health and medical insurance program. If the District will affect savings as a result of
not having to pay premiums for these employees who withdraw from the program, fifty percent"(50%) of "such
savings shall be returned to the individual in the fonn of a bonus payable concuirentwifh the regular payroll. For
Tmplo?ees who are ̂ ligible for the smgle Plan but opt out, they shall receive fifty percent (50%) of District savings
from the premiums for the single rate. Likewise for employees eUgible for the family plan but opt out, they shall
receive fifty percent (50%) of District savings from the premiums for the family rate.

B. Commissioners

Any eligible Harbor Commissioner who provides evidence of alternative health and medical insurance may opt to
withdraw from the District's health and medical insurance program. Upon receipt of evidence" of" the
Commissioner's payment of his or her own health and medical insurance premiums, deductible and/or co-paymente,
the District shall reimburse the Commissioner the amount the Commissioner paid for said insurance premimm
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deductibles and /or payments for him/herself and his/her dependents up to the amount the District currently pays for
the same level or coverage (e.g. single or family) under the District's health and medical insurance progrMn. As an
alternative if the Commissioner prefers and is eligible for family plan coverage, the Commissioner shall receive fifty
percent (50%) of the District's current costs or $400, whichever is less. Under no circumstances shall tfae total
reimbursement or payment exceed the District payment for the same level of coverage under the District health and
medical insurance program.

Notwithstanding any provision above, any Harbor Commissioner newly elected or appointed after June 18, 2014 is
not eligible to participate in the Harbor District Pay Out Program.
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1. STATEMENT OF POLICY

All regular full-time San Mateo County Harbor District employees shall participate under the California
Public Employees' Retirement System (CalPERS). Commissioners appointed or elected prior to 1/1/1994
shall participate under CatPERS. Commissioners appointed or elected on 1/1/1994 or later are not eligible
to participate under CaIPERS (See Policy 6.4.8 Social Security).

Part-tune employees working over 1000 hours in a year are required to participate in the CalPERS
retirement system based on CatPERS retirement law.

Retirement benefits accme j6-om both employee and employer contributions. Contributions to the
retirement system are mandatory for eligible positions and are deducted from the member's salary each
payroll period.

The Retirement System provides for retirement benefits and disability protection when a member meets the
plan requirements. Employer contributions are not refundable under any circumstance. Employees are
vested with a miuimum of five years of service under the plan.

If a member temiinates service without retiring, accumulated contributions, with earned interest, are
refundable upon request through CalPERS. Annual benefit statements are provided by the Retirement
System to participating members. Employees may request an estimate of benefits from the retirement
system at any time to obtain an approximate projected retirement benefit figure.

Enrollment and benefits fonns are available through the District and CalPERS. It is the employee's
individual responsibility to keep infonnation on file up to date related to. their retirement account as to
name, address and beneficiary(s).

Employees who plan to retire from the system are encouraged to contact the Retirement System at least 90
days in advance of the anticipated retirement date to secure estimate of benefits information and to finalize
the retirement date. This action should also be coordinated with the Administration.

Policies and Procedures 6.4.6



. San Mateo County Harbor District

Policy

Title:

Longevity Health Insurance Program

Purp.ose:

Number:

6.4.7

Prepared By:

E. Wilkeison ,

Date of Approval:

06/07/2006

Approved By:

Resolution 38-06 '

Adopted.By:

Resolution 27-06

Page:

Page 1 of 2

To establish procedures for the admimstration of the District's longevity health insurance program and to
establish guidelines for eligibility. .

1. STATEMENT OF POLICY :
The San Mateo- County Harbor District .has established fhe longevity health insurance program to lecognize and
benefi.t those long time employees who have worked for tile harbor district not less than' twelve (12) years.
Commissioners appointed or elected after January 1, 1995 are not eligible, to participate in fhe longevity health
insurance program (G.C. §53201).

Resolution 28-87 was adopted July 15, 1987 and provided for tlie following:

Any employee, officer, or official of die Sail Mateo County Harbor District, including members of the
Board of. Harbor Commissioners, (all hererinafter referred to as the "individual") aiid any of their
eligible, dependents, shall be entitled to continue the individual's .and dependent's then existing health,
dental and vision'benefits, and life insurance, at District, expense, upon leavmg District employinent, or.
leaving office, provided tliat the mdividual meets all of the following conditions;

A. the iadividuals total service at the time oftennination or leavmg office, for aiiy reason, is not less
tliaii twelve (12) years, even if said service occurred prior to January 1; 1981;

B. flie individual was an employee or served in office after January 1, 1981;

C. in the case of an employee, the individual's employment was not tenninated for good cause; and

D. in the case of a- Commissioner; he/she shall be. deemed to have fulfilled die requisite twelve (12)
years of servipe if he/she was appouited or elected to serve -tliree (3) tenns in office and acftlally .
served at least .eleven (1 1) years and six (6) mouths in office.

The District shall pay the premiums or other charges for'qualifying iiidividual's continumg coverage for
health, dental, vision and life msurance henefits pursuant to the following formula: for each two montlis
of-service of an individual, the District will pay one month's premhim for said life insuraace. . The
premium paid shall be that to provide, at the miiiimum, the standard health, dental, and vision and life
msurance benefits provided to the mdividual and/or hisAier dependents at the tinie the individual leaves'
District employment, or leaves office, ̂ lus any additions to coverage or iacreased policy lunits provided
to contmumg employees, or Board members, subject to the provisions oftiie iiisiirance itself which-may
limit the'level ofcontinuiiig benefits or coverage. Thereafter, the'individual may contimie tlie health aiid
welfare or insurance benefits by personal payment if authorized by tlie respective carriers. If a qualified
individual dies before the District's obligation to pay premiiims expires^ the District will continue to pay
tiie applicable'premiums for the individual's anid/or dependents, if any, until tlie District's obligation
uiider this resolution expires.

If any mdividual who is otherwise eligible for these continiiing benefits obtains similar (not necessary
comparable) benefits througli any new employment or sei-vice with a public or private entity, other Aaa
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Prepared By:

E. Wilkerson .

Date of Approval:

06/07/2006

Approved By:
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Adopted By:
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Page:
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benefits provided as a self-employed iiidividual, the premiums paid by District for said benefit shall cease
permanently, regardless of the cessation of said secondary employment benefit(s).

Any qualified individual has the right to demalid fliat tiie District malce direct payment of the cost oftiie
then applicable healtli and welfare or life insurance premiuins to any other carrier or provider of tlie
individual's choosing. Such payoients shall not exceed tliat which the District would have paid had the
individual remained in title District's available pr6graiii(s).
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San Mateo County Harbor District

Policy

Title:

Social Security (PICA)

Purpose:

Number:

6.4.8

Prepared By:.

E. Wilkerson

Date of Approval:

04/05/2006

Approved By:

Resolution 16-06

Adopted By:

Resolution 16-06

Page:

Page 1 of 1

To define participation by District employees in the Social Security System.

1. Statement Of Poficy
All Full-time employees and Commissioners (appointed prior to 1994) do not receive Social Security
benefits other fhan M^edicare. See Policy 6.4.4 Medicare.

All part-time employees and Conmussioners (appointed after 1994) are automatically included as
participants in the Social Security System (PICA) which provides workers with the following benefits:
retirement insurance, sumvor's insurance, disability insurance. Medicare for the disabled and fhe aged,
Black Lung benefits, and supplemental security income.

Financing of the program is accomplislied by employee payroll deduction contributions and through a
match paid by flie San Mateo County Harbor District. Employee contributions stop each year once the
required percentage has been paid as designated by the Federal government. The salary limit and
percentage are subject to change at the beginning of each year according to Federal guidelines.
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San Mateo County Harbor District

Number:

Policy 6.4.9

Title: Prepared By:

Medicare E. Wilkerson

Purpose:

To define participation by Distdct employees in {he Medicare System.

Date of Approval: Adopted By:

04/05/2006 Resolution 17-06

Approved By: Page:

Resolution 17-06 Page 1 of 1

1. Statement Of Policy
All employees and Commissionisrs .are automatically included as participants m Medicare, winch provides workers
with benefits for the disabled and the. aged. These benefits are m addition to PubUc Employees' Retiremeint System
benefits and Disteict Retiree medical, dental,, and life insurance benefits for which fhe enyloyee may be eUgibIe to
receive.

Fmancing of the program is accomplished by employee payroU deduction contributions and through a match paid by
the San Mateo County Harbor District.

Enyloyees hired prior to 1991 are iiot eligible for Medicare benefits through District employment except as
provided for in fhe 2006 Division Election.
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San Mateo County Harbor Distdct

Title:

Policy

Deferred Compensation

Number: Date of Approval: Adopted By: . .

6.4. 10 04/05/2006 Resolution 18-06

Prepared By: Approved By: Page:

E. WiUccrson Resolution 18-06 Page 1 of 1

Purpose:

To outfine piocedures foi enroUinent and eligibility of the District's deferred compensation program.

1. STATEMENT OF POLICY
Ibs San Mateo County Harbor District provides an option to Distnct personnel to invest a portion of

.his/her eqmings in a deferred coit^iensation plan. Contributions to flie program are financed solely by Ae
employee eifher through direct deposit or payroll deduction.

Conteibutioas to this plan are pre-tax dollars and are du-ectlypaidby the District, on behalf of'the employee,
to the company adinimstering the prograna, thus the employee will only see a reduction in his/her paycheck.
Conta:ibutioiis can b'e a certain dollar amouatup to the approved limits set by tfae Internal Revenue Service.

The District-approved program includes varioiis investment options and is currently admimsteied by the '
Intematioiial City. Managemeat Association (ICMA) Retirement Corporation and California Public
Employees' Retirement System (CalPERS). EnroUnaent can be ananged tiiroiigh fhe Human Resouice
Manager and is open to any individual who has achieved "regular" enyloyee status wifh fhe Distoict or is a
Harbor Commissioner.

Benefits received through fhis program are m addition to any Social Security or Public Employees'
Retirement System benefits for which the participating employee would be eligible,
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San Mateo County Harbor District

Policy

Title:

Enyloyee Assistance Program

Number: Date of Approval: Adopted By;

6.4. 11 04/05/2006 Resolution 19-06,

Prepared By: Approved By: Page:

E. Wilkeison Resolution 19-06 Page 1 of 1

Purpose:

To establisli procedures for the adiniaislration oftiie District's employee assistance program and to establish
guidelines for eligibility. .

STATEMENT OF POLICY

The San Mateo County Harbor Disfa-ict offers to all regular full-time employees and Harbor Commissioners
and all eligible dependents access to the Distdct's group employee assistance program; Coverage for
regular full-time en^loyees becomes effective Ae j5rst day oftiie monA fpllowmg fhe dat& of.en^loymeot
and coverage for Harbor Cominissioneis becomes effective the Sist day offhe monA foUowmg fhe ofBcial
swearing in ceremony. The .District pays the fall premium.

The District reserves the right to seek out and obtain comparable coverage on an annual basis in order to
effect cost savings to the District.
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 San Mateo County Harbor District 
         

Policy 
Number: 

6.4.12 

Date of Approval: 

2/21/2007 

Revision: 

 

Title: 

Qualified IRS Section 125 Flexible 
Spending Accounts 

Prepared By: 

E. Wilkerson 

Approved By: 

Resolution 64-06 

Resolution 07-07 

Page: 

Page 1 of 1 

Purpose: 

To establish a District flexible spending accounts program. 
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STATEMENT OF POLICY  
The San Mateo County Harbor District provides an option to District Employees and 
Commissioners to participate in a qualified IRS Section 125 flexible spending accounts 
program.   

Contributions to this program are pre-tax dollars and are paid by the District on behalf of 
the Employee or Commissioner to the company administering the program, thus the 
employee will only see a reduction in his/her paycheck.   Contributions can be a certain 
dollar amount up to the approved limits set by the Internal Revenue Service. 

The District-approved program includes a health care flexible spending account and a 
dependent care flexible spending account.  Enrollment can be arranged through the 
Human Resource Manager and is open to any employee upon date of hire or any Harbor 
Commissioner upon date of appointment.   

Participation in this program is voluntary.  Open enrollment is held annually. 

The District pays all administrative fees required to provide the program. 



San Mateo County Harbor District 
         

Policy 
Number: 

6.4.13 

Date Approved: 

09/20/2006 

Revision: 

Resolution 62-06 

Title: 

Worker’s Compensation 

Prepared By: 

E. Wilkerson 

Approved By: 

Resolution 56-06 

Page: 

Page 1 of 1 
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STATEMENT OF POLICY  
 
All employees and Harbor Commissioners of the San Mateo County Harbor District are covered 
by State Worker's Compensation, a program of industrial insurance to protect workers, their 
families and dependents from loss due to an industrial accident or illness.   All approved medical 
treatment will be covered and paid through the District’s insurance company.    

The District will continue the employee’s regular salary for the first day of absence to and 
including the third consecutive day of absence certified by a treating physician and approved as 
Workers’ Compensation Leave without deduction from the employee’s Personal Time Off Bank 
or Extended Illness Bank. 

The District will continue paying premiums for health and medical insurance, dental insurance, 
vision insurance, and life insurance for the injured worker and their dependents until all approved 
paid leave has been exhausted (e.g. Extended Illness Bank (EIB), Personal Time Off (PTO), 
Family Medical Leave Act (FMLA)/California Family Rights Act (CFRA)) and the employee is 
no longer eligible. 

When all approved paid leave and FMLA/CFRA leave has been exhausted and the District no 
longer pays premiums for health and medical insurance, dental insurance, vision insurance, and 
life insurance for the injured worker and their dependents, the employee may choose to continue 
coverage for themselves and/or their dependents through the Consolidated Omnibus Budget 
Reconciliation Act (COBRA)  (See Policy 6.4.16 COBRA and Policy 6.4.15 Coordination of 
Benefits). 

 



San Mateo County Harbor District

Policy

Title:

Modified (Light) Duty

Purpose:

Number:

6.4. 14

Prepared By:

E. Wilkerson

Date Approved:

09/20/2006

Approved By:

Resolution 57-06

Revision:

Page:

Page 1 of 1

To provide a District-wide modified duty/return to work program for employees who have been
injured while on duty or have a job-related illness.

This policy applies to any situation where an employee is being treated for a work-related injury or
illness and is determined fit by a District approved physician or practitioner to return to work on a
temporary basis with modified duties.

Exception: This program is not intended to include employees whose disability has been caused
by an off-duty injury or illness.

1. DEFINITION

A. Work-related injury or illness: A physical injury or illness deemed to have
been caused in the course of performing the employee's occupation.

B. Employee: Any person who renders service to the District for pay,
excluding persons who work under a professional service contract.
"Employees" for purposes of this policy include persons in probationary,
regular, casual, elected, or temporary status.

C. Modified Duty: Work restrictions (modifications of work duties of tasks)
determined and recommended by a District-approved physician or
practitioner who has been rendering treatment to the employee, who is
qualified to render an opinion on the employee's physical abilities.

2. STATEMENT OF POLICY

It is the policy of the District, as executed by all departments, to identify and
assign modified duty, when feasible, to employees who are temporarily disabled
from their regular job as a result of an on-the-job injury or illness.

All such modified duty assignments are to be within the limitation recommended
by a State physician or practitioner.

All such modified duty assignments must be consistent with applicable laws, be a
reasonable accommodation, and be approved by the General Manager prior to
such assignments being made.

Policies and Procedures 6.4. 14



 San Mateo County Harbor District 
         

Policy Number: 

6.4.15 

Date Approved: 

09/20/2006 

Revision: 

Title: 
Coordination of Benefits 

Prepared By: 

E. Wilkerson 

Approved By: 

Resolution 58-06 

Page: 

Page 1 of 1 

Purpose: 

To coordinate benefits during temporary disability 
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1. STATEMENT OF POLICY 
The San Mateo County Harbor District desires to coordinate benefits to the maximum possible to assure 
employees a full paycheck, if possible, during intervals of temporary disability.  Under no circumstances 
will an employee receive more than their regular salary. 

Types of eligible temporary disability benefits include but are not limited to: 

• Industrial Injury or Illness – Workers’ Compensation including light duty workday 
modification 

• Family Medical Leave Act/California Family Rights Act (FMLA/CFRA) 

• District Family Medical Leave 

• Employment Development Department Paid Family Leave (PFL) 

• State Disability Insurance (SDI) for non-work related injury or illness 

To be eligible for continuation of benefits during temporary disability employees must provide a District-
approved physician’s verification of illness.  The District Extended Illness Bank (EIB), Personal Time Off 
Overtime (PTO-OT) or Personal Time Off (PTO) may be used until temporary disability is over or the 
employee’s EIB, PTO-OT, and PTO leave are depleted.  Accrued leave must be used in increments 
consistent with the employee’s normal scheduled hours until (1) balances are depleted or (2) temporary 
disability is over.   

 



 San Mateo County Harbor District 
  

Policies 
Number: 

6.4.16 

Date of Approval: 

04/05/2006 

Adopted By: 

Resolution 21-06 

Title: 

Continuance of Medical Coverage 
(COBRA) 

Prepared By: 

E. Wilkerson 

Approved By: 

Resolution 21-06 

Page: 

Page 1 of 2 

Purpose: 

To comply with the requirements of the Federal Comprehensive Budget Reconciliation Act (COBRA) in 
regards to the continuance of medical coverage 
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1. Statements Of Policy  
Employee and/or dependent medical coverage under the current plan may cease as a result of one of the 
following events:  

A. Termination of employment  

B. Change to nonparticipating employment status  

C. Divorce or legal separation  

D. Dependent child became ineligible (attained age 23)  

Employees or dependents may elect to continue medical coverage beyond the date that it would otherwise 
terminate by doing one of the following:  

A. Convert the group medical coverage to an individual policy provided directly by the insurance 
carrier.  Employees will be sent benefit information and rates regarding conversion options 
directly from the insurance company.  For additional information, contact Human Resource 
Services. 

B. Continue to participate in the group medical coverage plan at the employee’s or dependent’s 
expense under the criteria outlined below:  

1. Rights of Employee.  Employees presently covered by the insurance plan or health 
maintenance organization (HMO) may continue this coverage for up to 18 months from 
the date that employment terminates or status changed to a nonparticipating (non insured) 
employment status provided that the premium is paid in full and any administrative fee 
(up to a 2%) that may be imposed.  

2. Rights of a Spouse of Employee.  The spouse of an employee covered by the medical 
plan or a sponsored HMO has the right to continue coverage if the employee was 
terminated or changed to nonparticipating employment status, or if a divorce or legal 
court-decreed separation from the employee took place. Coverage under these 
circumstances may continue for a period up to 36 months provided that the premium is 
paid in full and any administrative fee (up to a 2%) that may be imposed.  
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3. Rights of Child(ren).  Dependent children of an employee covered by the medical plan or 
a sponsored HMO has the right to continue coverage if group health coverage under the 
medical plan is lost because of termination of a parent's employment or change to 
nonparticipating employment status; parents' divorce or legal court-decreed separation; 
the dependent ceases to be a "dependent child" under the medical plan (attains age 23).  
Coverage under these circumstances may continue for a period up to 36 months provided 
that the premium is paid in full and any administrative fee (up to a 2%) that may be 
imposed.  

2. Election 
A. If an employee or eligible spouse or dependent does not elect to continue coverage, group health 

insurance will end as scheduled under the plan.  

B. If an employee elects to continue group medical coverage, the employee or eligible spouse or 
dependent is responsible for paying the entire cost (both employer and employee share).  This 
cost will be subject to periodic rate changes.  Employees are not required to show that they are 
insurable (by taking a medical exam) to continue the coverage.  The current monthly cost, 
including options, is specified on the attached summary of rates.  

C. Continued coverage may be terminated earlier than the 18 or 36 month period if group medical 
plans for all other employees are terminated, or if the employee or eligible spouse or dependent:  

1. fails to remit the required monthly payments within 31 days of the due date;  

2. becomes eligible under any other group medical plan; 

3. a covered spouse remarries and becomes eligible to be covered under a group medical 
plan;  

4. becomes eligible for Medicare;  
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Number: 
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Date of Approval: 
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Title: 

State Disability Insurance 

Prepared By: 
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Page: 
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Purpose: 

To establish procedures for the administration of the District’s State Disability Insurance Program and to 
establish guidelines for eligibility. 
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1. STATEMENT OF POLICY  
The San Mateo County Harbor District is a covered employer under the State Disability Insurance Program.   The 
basic objective of the program is to provide a partial replacement of wages for time away from work for a disability.  
Employees’ contributions are used exclusively to finance disability insurance benefits. 
 
Employees may obtain a claim form from any Employment Development Department (EDD) office by telephone, 
letter or in person. 
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Policy 
Number: 
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Date of Approval: 
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Purpose: 

To establish a policy regarding the administration of unemployment compensation 
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STATEMENT OF POLICY  
  
The San Mateo County Harbor District is a covered employer under the Unemployment Compensation law.  
The basic objective of the program is to provide a partial replacement of wages for its employees during 
short periods of involuntary unemployment.  The program is financed completely by the District. 
  
To be eligible for unemployment compensation, a voluntary quit must have left employment for a "good 
cause" reason, must be unemployed, physically able to work, available for work, and actively seeking 
work.  "Good Cause" reasons or reasons establishing eligibility for unemployment compensation are 
available from the State of California Employment Development Department.   
  
The District may contest the claim of an employee who quits without "good cause" or who quits for other 
reasons considered disqualifying. 
  
An individual who applies for Unemployment Compensation Benefits must obtain forms from the nearest 
Employment Development Department Office.  Once the correct forms have been completed, the District 
Personnel Officer is notified so that the District may contest the claim, take part in the interview process or 
acknowledge the claim as valid. 
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Approved By:
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Adopted By:
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Page:

. Page 1 of 2

1. STATEMENT OF POLICY

The Paid Tim. e Off Plan is a benefit designed to provide the employee -witii paid personal time
away from work. PTO can be used for vacation, religious obser/ances, personal or family
business, other bereavement, illness, health or dental appointments, or any other reason deemed
appropriate by fhe employee to maintain continuity of pay. 'PTOcan be used due to emergencies
or natural disasters. Eligibility begins with the first date of employment oh a regular, full-time
status. Each employee will have an individual employee PTO bank containing accm.ed- hours
designated for any and all of the above-mentioned purposes.

PTO does not mclude holidays, jury duty, military leave, or bereavement leave.

Although no explanation need generally be provided for use of PTO, employees must request
PTO at least fourteen (14) days in advance to their supervisor for approval, unless for illness,
medical emergencies, bereavement, health or dental appointnaents. Disputed requests may be
referred to the'General Manager. Such requests shall not be unreasonably denied. Employees
using PTO for personal eniergencies or ofher situations where scheduling is impractical shall
notify their supervisor of their inability to work at least three hours prior to the beguming of the
employee's shift .or within one hour of the begiiming of the employee's shift, if the ftree hour
time requirement is. impractical. Failure to provide the above referenced advance notices or an
acceptable explanation upon return to. work pan result ia. discipline, up to and including
discharge. . "

PTO accrual will begin upon the first day of employment. PTO cannot be used until i1< has
actually been earned by an employee.

Employees may elect to accrue hours in tiieir individual PTO bank when worldng overtime, and
not desiring to get paid for their overtune hours. Management employees who work m excess of
forty (40) hours in a workweek shall accrue to fheir individual PTO bank on a one to one basis
those extra hours. Compensatory time is included in -tfae eiiyloyee's individual PTO bank. .

Employees who require time off for illness or personal reasons before accruing PTO, or aftet
exhausting earned PTO, may be entitled up to 12 workv/eels unpaid tune off. (See Fainily
Medical Leave Policy).
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Accmal Basis: PTO is accmed on hours paid up to a maximum of eighty (80) hours in a pay
period. PTO can be canried over j&om year to year up to a maximum of 540 hours, after whicli no
additional PTO hours shall be accmed by an einployee unless existing PTO is taken, and new
PTO will be accmed only up to the maximum amount of 540 hours.

Accrual Rate: PTO is accrued according to the following rate schedule:

Length of Service in_
Months
.1-60

61 -120
121 -180+

Rate/Hour Paid

0.0923
0. 1154
0. 1230

Paid/Yeeir

2080
2080
2080

Maximum
Accrued Hours

192
240
256

The pay rate for time provided under the PTO Plan shall be at the straight time rate of pay
exclusive of differentials and shall be payable on the same bi-weekly schedule as regular
earnings. PTO will be paid in regular paychecks.

When an employee elects to take PTO benefits for a day when also receiving State disability or
Workers' Compensation benefits, the District's payment shall be integrated wifh Aose benefits so
that the total payment, for such day equals but does not exceed fhe employee's regular pay for
scheduled hours. '

Requests for advance payment of accrued PTO must be received in accordance wifh fhe
respective policy.
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1. STATEMENT OF POLICY  
   
The San Mateo County Harbor District full-time staff are part of one of the following groups: 

1) Administrative employees covered under the Teamsters Union Local No. 856 
Memorandum of Understanding (MOU). 

2) Operational employees covered under the Operating Engineers Local Union No. 3 
MOU. 

3) Management employees covered under separate employee contracts. 

District Holidays Observed are as follows: 

Holiday Observed 
 

Date Holiday Observed 

New Year's Day January 1 
Martin Luther King 3rd Monday in January 
President's Day 3rd Monday of February 
Memorial Day Last Monday of May 
Independence Day July 4 
Labor Day 1st Monday of September 
Veteran's Day November 11 
Thanksgiving Day 4th Thursday of November 
Day After Thanksgiving 4th Friday of November 
Christmas Day 
3 Floating Holidays 

December 25 
 

 

A. All full-time administrative employees covered under the Teamsters MOU and 
management employees with certain contract terms receive eight hours paid holiday 
leave for District Observed Holidays with the following considerations: 

Employees may elect to substitute any other recognized holiday for Christmas Day.  
Such substitution must be requested at least fourteen (14) days in advance and 
approval obtained from the employee’s supervisor. 

In the event a holiday falls on a weekend (Saturday or Sunday), the holiday shall be 
celebrated on the date determined by the federal or state government.  



 

2 
 

Those employees working a flexible schedule, at their choice, with the workday 
exceeding eight hours may use PTO hours to make up the difference in holiday hours 
to meet the 40-hour workweek for payroll purposes.  

Floating Holidays will be credited at the beginning of the calendar year. Employees 
must use the floating Holidays by the end of the calendar year, or the hours will be 
lost.  

When a holiday falls within a period of paid leave, the holiday shall not be counted as 
a leave day in computing the amount of leave taken. 

An employee who is absent without leave on the day immediately preceding or 
following a holiday shall lose the holiday pay as well as pay for that day and shall be 
subject to disciplinary action which may include possible termination. 

New employees shall receive floating holidays according to the following schedule: 
Start Date:  Jan 1-Apr 30  3 days (24 hours) 
Start Date:  May 1-Aug 31 2 days (16 hours) 
Start Date:  Sept 1-Dec 31  1 day (8 hours) 
 

B. All full-time employees covered under the Operating Engineers MOU and 
management employees with certain contract terms, shall receive 100 hours of 
holiday leave which can be taken at any time they choose following the regular 
process for requesting time off.  

Fifty (50) of these hours will be given to the employee with the first full pay period of 
each year, and the other fifty (50) hours will be given to the employee on the first full 
pay period following July 1 of each year, These hours may not be accumulated or 
carried over into the next calendar year. Overtime worked on a District Observed 
Holiday (as shown above) shall be paid at double the hourly rate. 

 New employees shall receive floating holidays according to the following schedule: 
Start Date Jan 1-Jun 30: 10 hours for each District holiday remaining in the year 
less 50 hours that will be given in the first full pay period in July. 
 

Start Date Jul 1-Dec 31: 10 hours for each District holiday remaining in the year will 
be given the first full pay period in July or the employee’s first pay period. 
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To establish guidelmes for the use of bereavement leave.

Date of Adoption:

10/1/97

Approved By:

Resolution
30-00

Revision:

06/21/00

Page:

Page 1 of 1

1. STATEMENT OF POLICY

All fall-time or regular part-tmie employee who has a member pf his/her immediate family taken
by deafli shaU receive up to three days (24 hours) off with pay as bereavement leave to arrange
and/or attend funeral activities.

"Immediate family" shall be defined as spouse, domestic partner, mother, father, mother-in-law,
fafher-in-law, children, sister, brother, daughter-in-law, son-in-law, sister-in-law, -brofher-in-law,
grandparents and grandchildren, and step children.

If additional time is necessary, it shall be taken as PTO or unpaid leave if PTO has been
exhausted wifh advanc.e authorization by fhe appropriate Department Head.

The employee must notify his/her immediate supervisor upon making a detemrination to take
time off fi-om work.
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Purpose: 

To establish a policy for jury leave for District employees. 

 

Z:\DATA 2\ADMIN\POLICIES\APPROVED\6.5.4 JURY_COURT LEAVE.DOC  Quality Assur   

1. STATEMENT OF POLICY  
  
Any regular full-time or part-time employee who is required to serve on a jury, or as a result of 
official San Mateo County Harbor District duties is required to appear before a court, legislative 
committee or quasi-judicial body as a witness in response to a subpoena or other directive, shall 
be allowed authorized leave with pay less any amount received for such service.  A probationary 
employee called will have his/her probationary period extended by the same amount of time as 
required for serving on jury duty.  An employee who receives notice of jury duty or witness 
service must notify his/her supervisor immediately in order that arrangements may be made to 
cover the position.  The District reserves the right to request that an employee who is called for 
jury be excused if their absence would create a hardship on the operational effectiveness of the 
department to which they are assigned.  

The employee is responsible to turn over jury or witness fees to the Finance Department, 
excluding mileage fees.  

The District shall allow employees to serve on jury duty to a maximum of six months, unless 
approved by the General Manager.  If jury duty is granted in excess of six (6) months, the 
employee shall be reinstated in a comparable position at the same rate of pay closest to the 
position as possible.   Time away from District’s employment for jury duty will not affect Paid 
Time Off (PTO) accruals.  

2. PERSONAL-RELATED BUSINESS 
Employees who appear in court for personal business, not related to official District duties or jury 
duty, shall not be paid for time away from work unless that time is requested from PTO and 
approved by the immediate supervisor.  Court payments for travel expenses are to be retained by 
the employee.  

The employee may keep any court payment for services performed on the days of his/her 
regularly scheduled weekend or performed while on PTO.  

3. RETURN TO DUTY 
Employees are to return to work after jury duty, although no more than the regularly scheduled 
number of hours for both jury duty and work shall be required. If excused as a juror on any given 
day, the employee is expected to contact his/her supervisor and to report to work as instructed.  
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Title:

Leave of Absence Without Pay

Purpose:

1. To establish procedures by which an employee may request a leave of absence from employment with the
District.

2. To establish conditions of which approved requests for leave of absence are admimstered.

Date of Adoption: Revision:

10/1/97

Approved By: Page:

Resolution Page 1 of 1
28-97

1. STATEMENT OF POLICY

Requests for leave of absence without pay shall be m writing on an official fonn and shall state
specifically the reasons for the request, the date desired to begm the leave, and the date of return.
The request shall be submitted by the employee to his/her supervisor, who will forward it to the
General Manager with a recommendation. The General Manager shall recommend to the Board
of Harbor Commissioners whether the request should be granted, modified, or denied. The
Board shall then make a decision based upon the best interest of the San Mateo County Harbor
District, givmg due consideration to the reasons given by the employee, and the requirCTnents of
any applicable state and Federal laws.

The Board of Harbor Commissioners may grant a fall-time regular employee a leave of absence
without pay not to exceed one (1) year.

Under no circumstances may an employee use a leave of absence to work for another employer
or to pursue self-employment. Leaves are designed to accommodate employees who have critical
personal situations only.

No benefits shall accrue while the employee is on an approved leave of absence without pay.
The employee's date ofappomtment shall not change.

Any employee on an approved leave of absence may continue his or her medical, dental and life
insurance coverage by paying the full cost to the District in advance for each month or portion
thereof of which he or she is absent, subject to limitations set by the msurance carrier.

Upon expiration of the leave of absence, the employee shall be reinstated at the rate of pay held
at the time commencing the leave of absence.

Upon extenuating circumstances, the General Manager may grant an extension of a leave period
upon written request by the employee, if the one year limit has not been exhausted. Such
extension may not exceed three months and will be based on departmental as well as employee
considerations.

Employees who fail to return to work on the date specified in the leave request shall be
considered to have voluntary resigned unless documented evidence is provided that
communication was impossible.

\\FS\DATA\DATA 2\ADMINISTRATFVE SERVICES\POUCIES\APPROVED\6 5 5 LEAVE OF ABSENCE WITHOUT
PAY.DOC Quality Assurance System
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Number:

Policies and Procedures 6. 5.6
Title:

Family Medical Leave

Prepared By:

P. Grenell

Date of Adoption: Revision:

6/3/98 6/3/98

Approved By: Page:

Resolution 19-98 Page 1 of 3
Purpose:

To establish a policy and guidelines for the use of family medical leave for District employees.

1. STATEMENT OF POLICY

,
r e. s.aIl^Mateo ,COT^ Harbor Di!strict sha11 allow eligible employees up to twelve (12) weeks of unpaid
leave m any twelve (12) monih period for specified family and medical reasons. Health, care providers shall
include alternative health care providers.

2. DEFINITION

Elipibility: Eligible employees are those employees employed at least twelve (12) months with the District
or have worked at least 1,250 hours m the preceding twelve (12) months at the District.

s.eri?_T_hea.1^ condition: A serious health condidon means an Ulness, injuiy, impaiiment, or physical or
mental condition that involves one of the following:

. Inpatient care in a hospital, hospice, or residential medical care faciUty, including any period of
incapacity or subsequent treatment in connection with or consequent to such inpatient care;

. A period of incapacity of more than three (3) consecutive calendar days that involves (a) treatment
two or more times by a health care provider or (b) treatment by a health care provider on at least
one occasion which results in a regimen of continuing ta-eatment under the supervision of the healtfi
care provider;

. A period of incapacity due to pregnancy or for prenatal care;

. A chronic condition which (a) requires periodic visits for treatment by a heath care provider, (b)
continues over an extended period of time, and (c) may cause episodic rather than a continuing
period of incapacity (e. g. asthma, diabetes, epilepsy, etc );

. A period of incapacity which is permanent or long-term due to a condition for which treatment
may not be effective and the employee or family member is under the continuing supervision of a
health care provider (e.g. Alzheimer's, a severe stroke, or the terminal stages of a disease);

. Any period of absence to receive multiple treatments by a healfh care provider either for
restorative surgery after an accident or other injury, or for a condition that would likely result in
the period of incapacity of more than three <3) consecutive calendar days in the absence of medical
mtervention or treatment.

uaUfied health care roviders include: doctors of medicine or osteopathy, podiatrists, dentist, clinical
psychologists^ optometrists, chiropractors, alternative health care providers, nurse practitionere,~and"mirse^
midwives authorized to practice under State law and performing'withm the scope of tfaeir" practice under
state law.

\\FS\DATA\DATA 2\ADMINISTRATrVE SERVICES\POLICIES\APPROVED\6_5_6 FAMILY MEDICAL LEAVE.DOC Quality As
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Policies and Procedures

Title:

Family Medical Leave

3. LEAVE REQUIRED

Employees shall be entitled to twelve (12) weeks of unpaid leave during a twelve (12) -month period for
one or more of the following reasons:

1) For birth of a son or daughter; and to care for the newborn child;
2) For placement of a child with employee for adoption or foster care;
3) To care for an employee's spouse, domestic partner, son, daughter, or parent who has a serious

health condition or who is receiving treatament for substance abuse;

4) For employee's own serious health condition that makes the employee unable to perform the
fimctions of his/her job.

Employees desiring to take unpaid leave should inform his/her Department Head and the General Manager
at least thirty (30) days prior to initiatmg the leave if need for the leave is foreseeable and if not, notice must
be given as soon as possible. Employee will provide the General Manager with a medical certification
signed by a Medical Doctor. The District shaU notify the employee within two (2) working days after
receiving notice from employee if the employee is qualified for leave.

When seeking certification of a serious medical condition, an employee should ensure that the certification
contains the following:

1) Date when the condition began, expected duration, diagnosis, and a brief statement of treatment.
2) If employee is seeking medical leave for his/her own medical condition, certification should also

include a statement that the employee is unable to perfonn the essential functions of the employee's
position.

3) For a seriously ill family member the certification should include a statement that the patient
requires assistance and that the employee's presence would be beneficial or desirable.

4) If taking mtermittent leave or working a reduced schedule, certification should include dates and
duration offreatment and a statement of medical necessity for taking intemiittent leave or working
a reduced schedule.

If deemed necessaiy, the District may ask for a second opimon. The District will pay for the employee to
get a certification from a second doctor, which the District will select. If there is a conflict between the
original certification and tfae second opinion, the. District may require the opinion of a third doctor. The
Disteict and the employee will jointly select the third doctor, and the District'will pay for the opinion. The
third opinion will be considered final.

4. Maintenance of Benefits

An employee on family medical leave shall be entitled to maintain group health insurance coverage on the
same basis as if he/she had continued to work at the District. The District shall continue paying tiie
employee's benefits dwing the leave; however upon employee's return to employment, the employee will
reimblu'se the District the cost ofmaintauung his/her healtfa premiums and other premiiuns (life,* short tenn
disability, long term disability, etc.).
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If the employee infonns the District that he/she does not intend to return to work at the end of the leave
period, the District's obligation to provide health benefits ends effective from the date of notice by the
employee.

Certain types of earned benefits such as PTO and holidays may not be accrued during the leave period.
However, the use of family or medical leave will not be considered a break in service when vesting or
eligibility to participate in benefit programs is being detennined.

5. Job Restoration

The employee is entitled to the same or equivalent position at the same or similar geographic location with
equivalent benefits and pay unless the District detennines that:

. the employee was hired for a specific time period,

. the employee is determined to be a "key employee",

. the employee is not fit for duty, or

. the employee would not have been employed at time of request for reinstatement.

The District may choose to exempt certain management employees, being "key employees" from this job
restoration requirement and not return them to the same or similar position at the completion of medical
leave. Employees who may be exempted will be informed of this status when they request leave. If the
District deems it necessary to deny job restoration for a key employee on medical leave, the District will
inform the employee of its intention and will offer the employee the opportumty to return to work
immediately.

6. Use of Paid and Unpaid Leave
If an employee has accmed paid leave of less than twelve (12) weeks, the employee will use paid leave first
and take the remainder of the twelve weeks as unpaid leave. If an employee uses leave because of his/her
own serious medical condition or the serious health condition of an immediate family member, the
einployee will first use all PTO and then will be eligible for unpaid leave.

7. Intermittent Leave and Reduced Work Schedules

In certain cases, intemuttent use of the twelve (12) weeks of family or medical leave or a part of a reduced
work week may be allowed by the District. Employees wishing to use leave intemuttently or to utilize a
reduced work week for birth or adoption purposes will need to discuss and gain approval for such use from
the employee's Department Head and the General Manager. Employees may also use family or medical
leave intennittently or as part of a reduced work week whenever it is medically necessary. If the need to use
leave is foreseeable and based on pre-planned and pre-scheduled medical treatment, then the employee is
responsible to schedule the treatment in a manner that does not unduly disrupt the District's operations.
This provision is subject to the approval of the health care provider.

In some cases, the District may temporarily transfer an employee using mtermittent or a reduced work week
to a different job with equivalent pay and benefits if another position would better accommodate the
intemittent or reduced schedule. Original 10/15/97, revision #1 6/3/98
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Revision:

1

Page:
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Purpose:

To provide mechanism allowing employees to donate PTO, EIB and/or Sick Leave (Old) to co-workers in
need.

STATEMENT OF POLICY

This policy is to allow employees of the District to donate accrued PTO, Effl, and/or Sick Leave(Old) to
co-workers in need.

DESCRIPTION OF PROCEDURE

Any District employee with accrued time, PTO, EIB, and/or Sick Leave (Old), will have the ability to
request that hours be donated to a co-worker in need.

"Co-worker in need" is defined as an employee whose accmed hours have been depleted to zero due to
ilbiess or injury of the employee or immediate family member, which necessitates an extended absence
from work. The absence from work must be for seven (7) days or greater. Any employee who is unable to
work and is receiving workers' compensation benefits, state disability, and/or long-term disability
payments can be considered in need.

Hours donated will fa-ansfer over on a 1:1 ratio and retain the same classification after transfer. For
example, PTO hours donated by employee A will become PTO hours for employee B who has received the
hoiirs.

A written request (signed and witnessed) to donate hours must be submitted to the General Manager for
approval. Upon receipt of the request, the General Manager will have the hours verified by the Director of
Finance to ensure sufficient hours are available for donation. Upon verification, the General Manager will
make a determination. If approved, a written notice will be given to Finance to deduct the hours from the
employee requesting to make the donation. The hours will be added to the recipient's bank. Upon
completion, of the transfer, written notices will be provided to the donor and recipient showing the donated
hours and revised PTO, Effi, and/or Sick Leave (Old) bank balances.

If it is found that any employee is donating hours to a co-worker who is paid ata higher rate just to receive
the higher dollar payout or is coercing donations, will be subject to disciplinary acdon.

Original 6/17/98

Revision 9/16/98: Change length of absence to seven (7) days.

FORM SMCHD509 (8/96)
Quality Assurance System
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Purpose: 

Establish guidelines for identification of training and promotion of educational opportunities for employees. 

 

6_5_8 Training & Education Leave2 

1. Statement Of Policy 
The provisions of this policy apply to all employees of the San Mateo County Harbor District not 
covered by a labor agreement including the Memorandum of Understanding (MOU) between the District 
and the Operating Engineers Union Local 3.  Employees covered by a labor agreement, including said 
MOU between the District and Local 3, shall be provided for by the terms, conditions, and procedures of 
said labor agreement. 

Training relevant to the needs of District employees' specific duties and classifications benefits both the 
employees and the District.  The District therefore may provide the employee with time off for training, 
continuing education and certification that will benefit the District and the employee. 

Training is defined as any work-related program, seminar, workshop, course, conference or convention 
attended by an employee or while the employee is in a paid status with the District, and which will 
enable the attending employee to render more efficient and effective services while in the employ of the 
District. 

All training must be required for advancement within the District's classification system or be deemed 
necessary by the District to maintain the employee's certification and/or professional status, or maintain 
or improve employee competence essential to the satisfactory execution of the employee's specific duties 
and job-related responsibilities.  The respective Department Head or Site Manager as appropriate must 
approve the training; however, the General Manager retains final authority to approve the training. 

The General Manager, in consultation with Department Heads and employees as appropriate, may 
identify training and continuing education opportunities relevant to each job classification.  Employees 
will be expected to identify and submit potential and continuation education opportunities to the General 
Manager for their consideration.  Every effort shall be made to encourage employee participation in 
designing the training and continuing education program and availing themselves of educational 
opportunities to the extent that budgetary considerations permit.  No employee shall be unreasonably 
precluded from participating in job-related training and/or continuing education activities determined by 
the General Manager to be necessary or significantly advantageous to improvement of the employee's job 
performance and the District's ability to provide effective and efficient services to the public. 

Such activities may include on-site training provided by the District or by other organizations and 
institutions to maximize the usefulness of training for enhancing employee job performance and the 
District's ability to serve the public more effectively and efficiently. 

Successful completion of approved training and/or continuing education courses/programs shall be 
considered as a factor in the employee's annual performance evaluation and in determination of merit 
salary increases by the General Manager.  However, merit salary increases are not automatic upon 
successful completion of training and/or continuing education activities. 
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6_5_8 Training & Education Leave2 

Training and continuing education opportunities including on-site training as identified by the General 
Manager pursuant to the above will be appropriately noticed so that all employees can be aware of their 
existence and to facilitate efficient scheduling of employee training by Department Heads and Site 
Managers. 

Time off must be scheduled in advance and must be convenient to the District. Courses requiring only a 
partial day or night should be taken by the employee on the employee's own time, or using PTO unless 
the employee has received prior authorization from the General Manager following consultation with the 
respective Department Head or Site Manager as appropriate. 

Reimbursement for all training expenses incurred by such employee participation shall be accompanied 
by receipt and shall be authorized for job-related courses/programs and skill maintenance and 
development with prior approval of the General Manager, provided funds have been budgeted for such 
reimbursement. 

Employees are encouraged to continue their formal education through participation in off-duty and/or 
non-working hours educational programs.  Reimbursement for continuing education expenses incurred by 
such employee participation may be granted for job-related courses and skill maintenance and 
development with prior approval of the General Manager, provided funds have been budgeted for such 
reimbursement. 

Any reimbursement for off-duty and/or non-working hours continuing education shall only be made after 
the employee successfully completes the course/program.  Successful completion shall be defined as 
receipt of a certificate of satisfactory completion or a grade of C (2.0 grade point) or better in the case of 
academically rated courses (or attainment of "pass" in a pass/fail grading system).  Tuition 
reimbursement is for the course only; no reimbursement will be allowed for books, lab fees, travel 
expenses or material costs.  Approval for tuition reimbursement shall only be allowed for 
courses/programs offered by accredited colleges, universities, vocational training institutes or other 
recognized institutions. 

Request for reimbursement for off-duty and/or non-working hours continuing education and training 
must be made within 30 days following the completion of the course of study.  Continuing education and 
training reimbursement is available only to those employees who have successfully completed the 
employee's designated probation period. 

Consideration of employee requests for off-duty and/or non-working hours continuing education tuition 
reimbursement is dependent upon budgetary constraints and the recommendation of that employee's 
Department Head or Site Manager as appropriate.  Time spent in attendance at these courses/programs 
shall be considered the employee's personal time and is not counted as time worked. 
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Title: . "., ".., , Prepared By: Approved By: Page:
California Paid Sick Leave Law

M. Schnapp Resolution 24-15 Page 1 of 4
Purpose:

To establish policies and procedures related to the California Paid Sick Leave Law for Temporary/Part-time
employees

1. STATEMENT OF POLICY

In accordance with the Healthy Workplaces, Healthy Families Act of 2014 ("California Paid Sick
Leave Law") the San Mateo County Harbor District ("District") recognizes that employees'will'
^^&ys <^ffromwork fromtime to time to take care of their own health or the healtii of family
members. This document establishes the policies and procedures to which the District shall adliere

to with regards to paid sick leave in accordance with California Labor Code section 245 et-seq7

2. POLICY AND PROCEDURES

T?spoli, cyaPplies, only/t?;te?lporal?'. and/orpart-time emPloyees, including seasonal employees,
who work at least thirty (30) days within a year from the commencement ofemploymentandwho'
are not covered or entitled to receive more generous leave benefits pursuant to a memorandum of
understanding employment agreement, or the District's personnel rules. Such employees are"
hereinafter referred to as "temporary/part-time employees."

,
Effective July 1'201 5?. tlle califomia paid Sick Leave law requires the District to provide paid sick
leave to temporary/part-time employees under the following conditions:

^\. Begimung July 1' 2015 all temporary/ part-time employees will be provided twenty-four
^41 ̂ ^ortbree. ^ days' whichever is greater, of paid sick leave at time of hire, and twenty-
four (24) hours, or three (3) days whichever is greatw, at the start of every fiscal year Aereafter.
The fiscal year is determined by the District's budget year (July 1- June 30), and any unused's'ick
leave hours from the previous fiscal year do not cmy over into the new fiscal year.

2"2., ., A.temporary/ Part;time employee is not eligible to begin using any provided paid sick leave
until the 90th day of employment with the District." ~ ~ ' ' r-- ---

2. 3 There will be no more than 24 hours, or 3 days, whichever is greater, of paid sick leave
provided to a temporary/part-time employee in any fiscal year.

2,'4,, Any si? leaye taken beyond 24 hours or 3 days, whichever is greater, in any fiscal year,
shall be unpaid. Sick leave advances will not be provided.
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^i^--In>!(ic?rd_ance-,with the califomia paid sick Leave law, a temporary/part-time employee
may use 24 hours, or 3 days, whichever is greater, of paid sick leave during the Distrirt'Tfiscaf
year for one of the following reasons:

2. 5. 1 For the employee's own diagnosis, care, or treatment of an existing health condition
orpreventative care;

2. 5.2^ For the diagnosis, care, or treatment of an existing health condition or preventative
care for an employee's family member, including:

252 a. Child (including a biological, adopted, or foster child, stepchild, legal
ward, or a child to whom the employee stands in loco parentis.)

2. 5. 2. b. Spouse or Registered Domestic Partner

25. 2. C. Parent (including biological, adoptive, or foster parent, stepparent, or
legal guardian of an employee or the employee 's spouse or registered domestic
Par tner, or a person who stood in locoparentis when the employee was a minor
child.)

2. 5. 2. d. Grandparent

2. 5. 2. e. Grandchild

2. 5. 2.f. Sibling.

2. 5.3. To obtain any reliefer services related to being a victim of domestic violence.
sexual assault, or stalking including the following with appropriate certification of the need
for such services:

2. 5. 3. a. A temporary restraining order or restraining order;

25. 3. b Other injunctiye relief to help ensure the health, safety or welfare of
themselves or their children;
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2. 5. 3. c. To seek medical attention for injuries caused by domestic violence, sexual
assault, or stalking;

2. 5. 3. d. To obtain services from a domestic violence shelter, program, or rape
crisis center as a result of domestic violence, sexual assault, or stalking;

2. 5. 3. e. To obtain psychological counseling related to an experience of domestic
violence, sexual assault, or stalking;

2 5. 3.f. To participate in safety planning and take other actions to increase safety
from juture domestic violence, sexual assault, or stalking, including temporary or
permanent relocation.

2. 6 A temporary/part-time employee shall provide reasonable advance notification of his or her
need to use accmed paid sick leave to his or her supervisor if the need for paid sick leave use is
foreseeable (e. g., doctor's appointment scheduled in advance). If the need for paid sick leave use
is unforeseeable, the employee shall provide notice of the need for the leave to his or her
supervisor as soon as is practicable.

2. 7 A temporary/part-time employee who uses paid sick leave must do so with a minimum
increment of two hours of sick leave.

2. 8 Paid sick leave will not be considered hours worked for purposes of overtime calculation.

2. 9 A temporary/part-time employee will not receive compensation for unused paid sick leave
upon termination, resignation, retirement or other separation from employment from the District.

2. 10 If an employee separates from District employment and is re-hired by the District within
one year of the date of separation, previously accrued and unused paid sick leave hours shall be
reinstated to the extent required by law. However, ifarehired employee had not yet worked the
requisite 90 days of employment to use paid sick leave at the time of separation, the employee
must still satisfy the 90 days of employment requirement collectively over the periods of
employment with the District before any paid sick leave can be used.
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2. 11 Should a temporary/part-time employee's status change to one where he or she becomes
8i.b!e. fo5other District paid leaye benefits, any unused sick leave under this policy will be

available for use through June 30th of that year, after which any remaining, unused sick leave
provided under this policy will expire as of June 30 to the extent permitted by law.
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STATEMENT OF POLICY 
On March 4, 2020 the Governor of the State of California proclaimed a State of 
Emergency as a result of the threat of COVID-19. Further, on March 19, 2020 the 
Governor issued Executive Order N-33-20 which ordered “all individuals living in the 
State of California to stay home or at their place of residence except as needed to 
maintain continuity of operations of the federal critical infrastructure sectors”. Order  
N-33-20 outlines 16 critical infrastructure sectors that are exempt from the shelter in 
place requirements. Among them is essential government functions. 
 
The San Mateo County Harbor District’s goal is to support staff to the fullest extent 
possible while the District ensures the safety and security of the harbors and marinas 
under the District’s jurisdiction. The District is also committed to the continuation of 
income for District employees where legally possible during this State of Emergency.  
 
The following guidelines are based on information available to date. The changes to the 
District’s current policies are temporary and will revert back once the State of 
Emergency is over but not later than September 30, 2021 unless otherwise noted. To 
the extent there are changes implemented by the State of California, Federal 
Government or Local Government that impact this policy, those changes will supersede 
this policy. 
 
So long as this policy remains in effect, it is the District’s intention that it will equally 
apply to all District employees except as noted otherwise, including employees who are 
covered by the Memorandum of Understanding (MOU) with Operating Engineers Local 
Union No. 3 and Teamsters Union Local 856 and unrepresented employees.  

Definition of District Leaves: 
1) Paid Time Off (PTO)- Policy 6.5.1 and MOUs “PTO can be used for reasons 

including but not limited to “personal or family business,” “short-term illness,” 
health or dental appointments, or any other reason deemed appropriate by the 
Employees. PTO can be used due to emergencies or natural disasters.” Use of 
PTO generally requires a 14 day notice except for emergencies or illness which 
requires that employees “notify their supervisor at the earliest possible time of 
their inability to work” (generally, a three hour notification prior to the start of an 
employee’s shift or at least a one hour notification has been expected). For 



Policy 6.5.11: Leave Policy During Pandemic 04/21/2021 

2 
 

purposes of this Policy, the definition of PTO will also pertain to Floating Holidays 
and Comp time earned, as applicable. 

2) Extended Illness Benefit (EIB)- EIB is not to be used for regular or routine 
medical or dental appointments for self or family unless the employee applies, 
qualifies and is determined to be eligible for FMLA/CFRA.  Individual Employee 
accounts contain accrued hours designed for severe or long-term illness. The 
EIB will be used when an Employee is in one of these circumstances: 

 
- Any medical absence from work of one (1) week (50% of the scheduled 

hours in a pay period) with physician’s verification of illness/injury of 
employee or dependent minor; or  

- When employee or dependent minor is admitted to a hospital or has a 
surgical procedure performed in a hospital or a surgery center and cannot 
return to work per medical direction or care for dependent minor is required; 
or 

- Qualifies for State Disability; or 
- Is eligible for Workers’ Compensation benefits 

Temporary Changes to above Leave Usage: 
1)  The District policy and the MOUs permit an employee to use PTO for emergencies 

and natural disasters. After supervisor approval, ensuring adequate staffing for 
essential services, effective March 17, 2020 until the State of Emergency has been 
released or September 30, 2021 (whichever is earlier), employees may use their EIB 
balances for COVID-19 related issues including but not limited to:  

a) Staying home to care for dependent children  
b) To care for a family member as defined by the State of California (spouse, 

former spouse, child, stepchild, grandchild, parent, stepparent, grandparent, 
niece, nephew, mother-in-law, father-in-law, son-in-law, daughter-in-law, 
brother, sister, brother-in-law, or sister-in-law) who falls ill due to the COVID-
19 virus 

c) If an employee has an at-risk family member living with them and they wish to 
self-quarantine 

d) Absence due to an employee’s illness (not subject to the one-week 
requirement). 

Employees are encouraged to apply for SDI benefits while on leave for COVID-19 
related issues. To the extent employees receive SDI, SDI benefits will be integrated 
with PTO so that the employee receives full pay but no more than 100% of the 
employee’s regular pay. 
If EIB will be used for the sickness of the employee or to care for a family member, 
the requirement to provide a doctor’s note for verification of sickness may be waived 
by the General Manager or designee. 
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2)  Pursuant to the Families First Coronavirus Response Act (“FFCRA”), from April 1, 
2020 through December 31, 2020, all employees can take up to two weeks (80 
hours, or part-time employee’s two-week equivalent) of Emergency Paid Sick Leave 
for the reasons set forth below and pursuant to the terms explained below. Leave 
taken as Emergency Paid Sick Leave is in addition to any other accrued leave or 
time off. Emergency Paid Sick Leave pursuant to the FFCRA must be used prior to 
December 31, 2020. The federal government extended this benefit, however the 
District does not participate in Social Security and therefore is not required to 
provide this benefit to employees.  However, the District will allow an extension of 
this District paid leave through the end of the State of Emergency or September 30, 
2021, whichever is earlier. Unused leave does not carryover for any employees and 
unused Emergency Paid Sick Leave pursuant to the FFCRA is not paid out to 
employees at the time of termination, resignation, retirement, or other separation 
from employment.  

a)  Employees are entitled to Emergency Paid Sick Leave at their regular rate of 
pay if they are unable to work or telework for one of the following three 
reasons. Payments for such leave are capped at $511/Day and $5,110 in the 
Aggregate. Employees may choose to integrate EIB, PTO, Holiday Float, and 
Comp earned up to 100% of their regular rate of pay.  
1)  The employee is subject to a Federal, State, or local quarantine or 

isolation order related to COVID-19. 
2)  The employee has been advised by a health care provider to self-

quarantine related to COVID-19. 
3) The employee is experiencing symptoms of COVID-19 and seeking a 

medical diagnosis. 
b)  Employees are entitled to Emergency Paid Sick Leave at two-thirds of the 

employee’s regular rate of pay if they are unable to work or telework because 
of one of the following three reasons. Payments for such leave are capped at 
$200/Day and $2,000 in the Aggregate. 
1)  The employee is caring for an individual who is subject to a Federal, State, 

or local quarantine or isolation order related to COVID-19 or who has been 
advised by a health care provider to self-quarantine related to COVID-19. 

2)  The employee is caring for his or her child whose school or place of care 
has been closed, or the child-care provider of such child is unavailable, 
due to COVID-19 related reasons. 

3)  The employee is experiencing any other substantially similar condition 
specified by the U.S. Department of Health and Human Services. 

3)  In addition to the Emergency Paid Sick Leave described above in section 2, 
pursuant to the FFCRA, from April 1, 2020 through December 31, 2020, employees 
who have been employed by the District for at least 30 days prior to their leave 
request may be eligible for up to an additional 10 weeks of partially paid expanded 
family and medical leave if the employee is unable to work or telework as a result of 
needing to care for his or her child whose school or place of care has been closed, 
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or the child-care provider of such child is unavailable, due to COVID-19 related 
reasons (“Emergency Family and Medical Leave”). The District will allow employees 
to participate in this additional leave program until the end of the State of Emergency 
or September 30, 2021, whichever is earlier. The following terms apply to such 
leave: 

a)  The first 10 days of such leave are unpaid. However, the employee may use 
Emergency Paid Sick Leave, provided such entitlement has not been 
exhausted, as explained above in section 2(b) during the first 10 days and 
may also use other forms of available paid leave to offset any otherwise 
unpaid time.  Note: This will be equal to 80 hours for full-time employees. 

. 
b)  For the remaining 10 weeks, an employee will continue to be paid 2/3 of 

his/her regular pay capped at $200 per day and $12,000 in the Aggregate.  
Emergency Family and Medical Leave is treated like FMLA Leave (See 6.5.6 District 
Policy on Family Medical Leave) and will reduce the amount of FMLA leave the 
employee can take for other reasons during the applicable FMLA year. 
Employees out on Emergency Family and Medical Leave are generally entitled to 
reinstatement to their prior position or an equivalent position, with equivalent 
employment benefits, pay, and other terms and conditions of employment.  
However, an employee on Emergency Family and Medical Leave is entitled to no 
greater right to employment or reinstatement than had the employee not taken the 
leave. 

4) Policy 6.3.5 allows employees to request payment of accrued PTO by submitting 
such request to the General Manager at least two weeks prior to check issuance. An 
employee may request an amount equal to or less then eighty (80) hours. An 
employee may request a maximum of 160 hours per calendar year. 
During the State of Emergency, qualified employees may request additional 
payment of up to another eighty (80) hours from the period of January 1, 2021 
through the end of the State of Emergency, but not later than September 30, 2021. 
In order to qualify for this additional PTO payout, an employee is required to have a 
balance of at least 40 hours in PTO. 

Other Considerations:  
1) If an employee exhibits symptoms associated with COVID-19, or had known 

contact with an infected individual and have not been vaccinated, they should 
immediately contact their supervisor and stay home. If an employee tests 
positive for COVID-19 they should immediately contact the General Manager or 
Director of Administrative Services. 
 
If a supervisor observes an employee at work that exhibits symptoms, the 
supervisor is obligated to send the employee home. At the employee’s 
discretion, the employee may immediately access FFCRA leave, COVID Sick 
Leave, EIB leave. Once EIB leave is exhausted, an employee must use any 
available PTO, floating holiday leave, and comp time earned. 
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2) In the event that: 

a.) An employee exhibits COVID-19 symptoms while at work, and 
b.) The employer sends an employee home, and 
c.) The employee has exhausted his/her leave, and 
d.) The District is unable to provide remote work. 

 
The District will ensure that the employee continues to be paid and will be 
placed on Administrative Leave. An employee should attempt to get tested as 
soon as possible so that he/she may be cleared to report back to work. 
Otherwise, symptoms should be absent for three days or as otherwise 
recommended by the CDC and/or any applicable federal, state or local agencies 
before returning to work. 
 

3) Operations staff have been deemed to be essential employees. Operations staff 
must take all precautions as outlined by the San Mateo County Health Officer to 
include use of personal protective equipment (PPE) while cleaning public 
spaces, whenever possible social distancing of six feet is encouraged, frequent 
hand washing with soap and water for at least 20 seconds (or if not available 
use hand sanitizer of at least 60% alcohol), and avoid touching the face.  All 
shared surfaces should be sanitized after use by an employee, including but not 
limited to District vehicles, shared computers, phones, radios and tools. 
Employees must also comply with all provisions of the District’s COVID-19 
Prevention Plan. 
 

4) If an employee experiences symptoms of the COVID-19 virus, precautions 
should be taken to minimize the spread to others. The Center for Disease 
Control recommends that a person with symptoms isolate themselves from the 
rest of their family and animals while at home. This includes practicing the 
precautions as stated in 3 above. See https://www.cdc.gov/coronavirus/2019-
ncov/,if-you-are-sick/steps-when-sick.html for further information. 

 
5) Except as discussed above with regard to Emergency Family and Medical Leave 

pursuant to the FFCRA, FMLA entitlement and eligibility is addressed in 6.5.6 
District Policy on Family Medical Leave.  FMLA leave is only available to District 
employees who have worked for the District for at least 12 months and have 
worked at least 1,250 hours in the 12 months preceding the leave and in most 
circumstances concern about contracting COVID-19 would not be considered a 
serious health condition entitling eligible employees to FMLA leave.  However, 
during this State of Emergency, District employees may be authorized to take 
unpaid leave to self-quarantine if their supervisor confirms adequate coverage 
for essential services to be maintained and with the approval of the General 
Manager. While the District will make efforts to return the employee to his or her 
position at the conclusion of such leave, the employee will have no greater right 
to employment than if he or she had remained actively at work. 
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6) Beginning on January 1, 2021, District staff will be entitled to COVID Sick Leave 
as required by California Senate Bill 95 and signed into law on March 19, 
2021(retroactive to 01/01/2021). Use of these hours will be available as follows: 

 
a. The employee is subject to a Federal, State, or local quarantine or 

isolation order related to COVID-19. 
b. The employee has been advised by a health care provider to self-

quarantine related to COVID-19. 
c. The employee is experiencing symptoms of COVID-19 and seeking a 

medical diagnosis. 
d. The employee is prohibited from working by the employer due to 

concerns related to the potential transmission of COVID-19. 
e. The employee is caring for a family member who is subject to a 

quarantine or isolation period, or advised by a health care provider to 
self-isolate or quarantine. 

f. The employee is attending an appointment to receive a COVID-19 
vaccination. 

g. The employee is experiencing symptoms related to the COVID-19 
vaccination. 

h. The employee is caring for a child whose school or place of care is 
closed or unavailable due to concerns about COVID-19 on the 
premises. 

Employees are entitled to their full pay for any of the above qualifying reasons, 
and all reasons are subject to a daily cap of $511, and a total aggregate cap of 
$5,110. 
 
Any COVID  Sick Leave hours provided to an employee under this paragraph 6 
are in addition to and in excess of any leave to which an employee may 
otherwise be entitled by law or pursuant to a collective bargaining agreement.   
 

7) The hours remaining in the Emergency Paid Sick Leave bank (District provided 
benefit in lieu of FFCRA) on December 31, 2020 may be carried forward 
regardless of whether or not required by Federal or State Government until the 
COVID-19 State of Emergency is lifted or September 30, 2021, whichever is 
earlier. Once lifted, the hours remaining in the Emergency Paid Sick leave bank 
will expire.  
 

8) In the event that the Federal or State Government requires additional COVID 
related Paid Sick Leave hours, the District will review the requirement and may 
add more hours to the extent required under applicable law. 
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Incorporation of New Mandates: 
Any relevant mandates will supersede this policy and be disseminated by the 
General Manager. 



San Mateo County Harbor District

PoUcy
Title:

Number:

6. 6.1

Prepared By:

E. Wilkerson

Date of Approval: Adopted By:

06/07/2006 Resolution 33-06

Revised By: Page:

S. McGrath Page 1 of 2

9/1/2016

Training, Education and Conferences for
Commissioners

Purpose:

Establish guidelines for identification ofta^ining, education and conference opportunities for commissioners.

1. 0 STATEMENT OF POLICY

Members of the Board of Harbor Coimnissioners are encouraged to attend educational
conferences and professional meetings when the purposes of such activities are to improve
District operations. Attendance at such educational conferences and professional meetings are
considered a part of an official's performance of their official duties for the District. Hence,
there is no limit as to the number of commissioners attending a particular conference or seminar
when it is apparent that their attendance is beneficial to the Disfa-ict. "Junkets" (a tour or journey
for pleasure at public expense), however, will not be permitted. Ethics training as described m
Section 3.0 is mandatory.

2.0 REIMBURSEMENTS

It is the policy of the District to encourage Board development and excellence of performance by
reimbursing expenses incurred for tuition, travel, lodgmg and 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. All reimbursement of actual
and necessary expenses shall be pursuant to District Policy 4. 2. 4.

3.0 REQUIRED ETHICS TRAINING

All District Coinmissioners shall receive two hours of training in general ethics principles and
ethics laws relevant to public service by January 1, 2007 and at least once every two years
thereafter, piu-suant to Government Code Sections 53234 through 53235. 2. ' All'new
commissioners must receive two hours of training in general ethics principles and ethics laws
relevant to public service within their first six months of appointment.

3. 1 This policy shall also apply to the General Manager, Director of Operations,
Director of Administrative Services, and any other employees as designated by
the Board of Harbor Commissioners.

3.2 All ethics training shall be provided by entities who have consulted with the
California Attorney General and the Fair Political Practices Commission.

3. 3 Commissioners shall obtain proof of participation after completing the ethics
trainmg.

\\Fs\data\Data 2\Administrative Services\Policies\Approved\6_6_l Trammg^Education_and_ConfereDces for Commissionere.doc
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3.3. 1 District staff shall maintam records indicating both the dates that
commissioners completed the ethics training and the name of the entity that
provided the training. These records shall be maintained for at least five years
after commissioners receive the training, and are public records subject to
disclosure under the California Public Records Act.

3.4 District staff shall provide the Board of Harbor Commissioners with mfonnation
on available training that meets the ethics training requirements of this policy at
least once every year.

3.5 Ethics training may consist of either a training course or a set of self-study
materials with tests, and may be taken at home, m person or online.

3.6 Any District commissioner that serves on the board of another agency is only
required to take the trainmg once every two years.

4.0 Reporting Out

Upon retuming from seminars, workshops, conferences, etc., where expenses are reimbursed by
the District, Commissioners will either prepare a written report for distribution to the Board, or
make a verbal report during the next regular meeting of the Board. Said report shall detail what
was learned at the session(s) that will be of benefit to the District. Materials from the session(s)
may be delivered to the District office to be included in the District library for the future use of
other Commissioners and staff.
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