- Rolling Hills Community Services District

POLICY HANDBOOK

POLICY TITLE: Code of Ethics
POLICY NUMBER: 4010

4010.1 The Board of Directors of the Rolling Hills Community Services District is committed to providing excellence in
leadership that results in the provision of the highest quality services fo its constituents and to comply with State laws
including AB 1234 (Salinas) approved in 2006.

In order to assist in the governance of the behavior between and among members of the Board of Directors and District
staff, the following rules shall be observed. -

4010.1.1 The dignity, style, values and opinions of each Director shall be respected.
4010.1.2 Responsiveness and attentive listening in communication is encouraged.

4010.1.3 The needs of the District's constituents should be the priority of the Board of Directors. When a
Director believes he/she may have a conflict of interest, the legal counsel shall be requested to make a
determination if one exists or not.

4010.1.4 The primary responsibility of the Board of Directors is the formulation and evaluation of policy. Routine
matters concerning the operational aspects of the District are to be delegated to professional staff members of
the District. '

4010.1.5 Directors should commit themselves to emphasizing the positive, avoiding double talk, hidden
agendas, gossip, backbiting, and other negative forms of interaction.

4010.1.6 Directors should commit themselves to focusing on issues and not personalities. The presentation of
the opinions of others should be encouraged. Cliques and voting blocks based on personalities rather than
- issues should be avoided.

4010.1.7 Differing viewpoints are healthy in the decision-making process. Individuals have the right to disagree
with ideas and opinions, but without being disagreeable. Once the Board of Directors takes action, Directors
should commit to supporting said action and not to create barriers to the implementation of said action.

4010.1.8 Directors should practice the following procedures:

4010.1.8.1 In seeking clarification on informational items, Directors may direcﬂy approach
professional staff members to obtain information needed to supplement, upgrade, or enhance their
knowledge to improve legislative decision-making.

4010.1.8.2 In handling complaints from residents and propérty owners of the District, said
complaints should be referred directly to the General Manager.



4010.1.8.3 In handling items related to safety, concerns for safety or hazards should be reported to
~ the General Manager or to the District office. Emergency situations should be dealt with immediately
by seeking appropriate assistance.

4010.1.8.4 In presenting items for discussion at Board meetings, See Policy #5020.

4010.1.8.5 In seeking clarification for policy-related concerns, especially those involving personnel,
legal action, land acquisition and development, finances, and programming, said concerns should be
referred directly to the General Manager or legal counsel.

4010.1.9 If approached by District personnel concerning specific District policy, Directors should direct inquiries
to the appropriate staff supervisor or General Manager. The chain of command should be followed.

4010.2 The work of the District is a team effort. All individuals should work together in the collaborative process, assisting
each other in conducting the affairs of the District. ‘

4010.2.1 When responding to constituent requests and concerns, Directors should be courteous, responding to
individuals in a positive manner and routing their questions through appropriate channels and to responsible
management personnel.

4010.2.2 Directors should develop a working relationship with the General Manager wherein current issues,
concerns and District projects can be discussed comfortably and openly.

4010.2.3 Directors should function as a part of the whole. Issues should be brought to the attention of the Board
as a whole, rather than to individual members selectively.

4010.2.4 Directors are responsible for monltorlng the District's progress in attaining its goals and objectives,
while pursuing its mission.
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POLICY TITLE: Voluntary Candidate Expenditure Ceiling
POLICY NUMBER: 4015

4015.1 In accordance with Government Code 1854008 (Proposition 208), the voluntary expenditure ceiling for candidates
for the Board of Directors of Rolling Hills Community Services District and controlled committees of such candidates,
shall be one dollar ($1) per resident for each election in which the candidate is seeking election to the Board of Directors.

4015.2 Proposition 208 establishes a two-tiered scheme of campaign contribution limitations applicable to candidates
running for local office based on whether the recipient candidate accepts or rejects the voluntary expenditure ceiling
established by the local jurisdiction. The decision by a candidate as to whether to accept the ceiling must be made before

a candidate accepts any contributions.

4015.2.1 If a candidate for the Board of Directors elects to abide by the ceiling, he/she may accept contributions
from businesses, political action committees (PAC'’s), or individuals in an amount up to $250.

4015.2.2 If a candidate for the Board of Directors elects not to abide by the ceiling, he/she may accept
contributions from businesses, political action committees (PAC’s), or individuals in an amount up to $100.
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POLICY TITLE: Attendance at Meetings
POLICY NUMBER: 4020

4020.1 Members of the Board of Directors shall attend all regular and special meetings of the Board unless there is good
cause for absence.



- Rolling Hills Community Services District

POLICY HANDBOOK

POLICY TITLE: Expenditure Reimbursement
POLICY NUMBER: 4025

4025.1 Purpose. The purpose of this policy is to prescribe the manner in which District employees and directors may be
reimbursed for expenditures related to District business.

4025.2 Scope. This policy applies to all employees and members of the Board of Directors and is intended to result in no
personal gain or loss to an employee or director.

4025.3 Implementation. Whenever District employees or directors 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 Board. 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.

4025.4. The Board will review and approve reimbursement requests.

4025.4.1 All expenses must be reasonable and necessary, and employees and directors are encouraged to
exercise prudence in all expenditures.

4025.4.2 The most economical mode and class of transportation reasonably consistent with scheduling
requirements will be used. In the event a more expensive class of fransportation is used, the reimbursable
amount will be limited to the cost of the most economical class of transportation available. Reimbursement for
use of personal vehicles will be at the applicable IRS-approved rate.

4025.4.3 Expenditures for food and lodging will be moderate and reasonable.
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POLICY TITLE: Remuneration and Reimbursement

POLICY NUMBER: 4030

4030.10 Members of the Board of Directors of Rolling Hills Community Services District shall receive a per
meeting stipend pursuant to Government Code Section 61047( a) in the amount of $75.00, for attendance at
each of the following:

(1) For attendance at regular and special meetings of the Board; or

(2) For representation of the District at a public event, public meeting or public hearing
conducted by another public agency, provided the Board of Directors has previously
approved such representation and the attending Board member delivers a written report to
the Board regarding that member’s representation at the next Board of Directors’ meeting
following such event, meeting, or hearing; or

(3) For participation in a training program related to District operations, provided that the
Board of Directors approves the participation prior to attendance and that the member
delivers a written report to the Board regarding such participation at the next Board of
directors’ meeting following the training program.

Each member of the Board of Directors shall not receive compensation for more than six (6) days of
participation in the above-enumerated events in any single month. The amount of the per meeting stipend
shall be established annually by the Board at its regular meeting in July and shall not exceed $100.00 per
day for each day of attendance. '

4030.20 Members of the Board shall be reimbursed for all legitimate expenses incurred in attending any
meetings or in making any trips on official business of the Board when so authorized in accordance with the
District's Travel Expense Reimbursement Policies.

4030.30 Reimbursement for the cost of the use of a Director's vehicle for authorized attendance at events,
meetings, public hearings or training programs on behalf of the District shall be on the basis of total miles
driven and at the rate specified in the Internal Revenue Service Guidelines in effect at the time of the
vehicle usage.

4030.40 In addition to receipt of stipends for attendance at Board meetings and other authorized events or

‘meetings as specified in Section 4030.10, Board members may receive compensation for attendance at
. occurrences not specified in Section 4030.10 pursuant to Government Code section 61047 (b) and Water

Code section 21200 in an amount not to exceed $100.00 for each such day of service on behalf of the
District. Such additional occasions that constitute the performance of official duties for which a member of
the Board may recelve such compensation are the following:



(1) Attendance at meetings with District staff and District consultants to discuss District
operations or projects;

(2) Attendance at meetings with staff-of other public agencies that mvolve District operations
or projects;

(3) Attendance at meetings with District staff and District contractors regarding construction,
alteration or improvement of District projects;

(4) . Attendance at ethics training as required by AB 1234.

Pursuant to Govemment Code Section 53232.1(b) the District Board of Directors may, by resolution, adopt
a written policy specifying other types of occasions that constitute the performance of official duties for
which a member of the Board my receive such compensation.

4030.50 Board committees may call a meeting as the need arises but must receive subsequent approval
of the Board of Directors to qualify as a day of service. Board members may receive a stipend for services
to attend a board committee meeting but such must be authorlzed by a majority vote of the Board of
Directors to qualify as a day of service.

4030.60 Special and regular meetings of the Board of Directors do not require approval by the Board of
Directors. '

Revised and adopted: July 20, 2010
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POLICY TITLE: Board President
POLICY NUMBER: 4040

4040.1 The President of the Board of Directors shall serve as chairperson at all Board meetings. He/she shall have the
same rights as the other members of the Board in voting, introducing motions, resolutions and ordinances, and any
discussion of questions that follow said actions.

4040.2 In the absence of the President, the Vice President of the Board of Directors shall serve as chairperson over all
meetings of the Board. If the President and Vice President of the Board are both absent, the remaining members present
shall select one of themselves to act as chairperson of the meeting.
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POLiCY TITLE: Members of the Board of Directors
POLICY NUMBER: 4050

4050.1 Directors shall thoroughly prepare themselves to discuss agenda items at meetings of the Board of Directors.
Information may be requested from staff or exchanged between Directors before meetings.

4050.1.1 Information exchanged before meetings shall be distributed through the Secretary, and all Directors
will receive all information being distributed.

4050.1.2 Copies of information exchanged before meetings shall be available at the meeting for members of
the public in attendance, and shall also be provided to anyone not present upon their request.

4050.2 Directors shall at all times conduct themselves with courtesy to each other, to staff, and to members of the
audience present at Board meetings.

) 4050.3 Directors shall defer to the chairperson for conduct of meetings of the Board, but shall be free to question and
discuss items on the agenda. All comments should be brief and confined to the matter being discussed by the Board.

4050.4 Directors may request for inclusion into minutes brief comments pertinent to an agenda item only at the meeting
that item is discussed (including, if desired, a position on abstention or dissenting vote).

4050.5 Directors shall abstain from participating in consideration on any item involving a personal or financial conflict of
interest. Unless such a conflict of interest exists, however, Directors should not abstain from the Board's decision-making
responsibilities. '

4050.6 Requests by individual Directors for substantive information and/or research from District staff will be channeled
through the Secretary. . '
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POLICY TITLE: Filling of Vacancy(s) on Board of Directors
POLICY NUMBER: 4051

4051.1 The District Board of Directors are elected (or appointed) in accordance with law and shall consist of
five (5) members. From time to time a vacancy may occur on the Board for a variety of reasons. This policy is
established to provide general guidelines and procedures for filling a vacancy on the Board. Under state law, the
District has a total of sixty (60) days in which to take action from the date on which the Board is notified of the
vacancy or the effective date of the vacancy, whichever is later.

4051.2 The Board of Directors shall be informed immediately of the resignation or death of a member of the
Board of Directors. The Board of Directors shall consider whether to act to fill the vacancy, either by
appointment or by calling a special election.

4051.3 The District shall notify the county elections official of the vacancy no later than fifteen (15) days after
the District Board is notified of the vacancy or the effective date of the vacancy, whichever is later.

4051.4 The District shall post a notice of vacancy in at least three conspicuous places in the District at least
fifteen (15) days before the Board makes an appointment. If the Board makes an appointment, the District shall
notify the county elections official within fifteen (15) days of making the appointment.

4051.4.1 In cases where the Board determines to appoint a replacement to the Board, the District may
publish a public notice of a vacancy and the process for considering candidates in a local newspaper of general
circulation. The Board may establish an application and interview process including requiring a resume or
application form detailing qualifications and experience of the candidates.

| 4051.4.2 The Board may review and invite those candidates that a majority of the Board determine
are the most qualified or all of the candidates for an interview before the Board at a public noticed meeting. The
Board may then consider the interviewed candidates and vote to determine if a majority of the Board can agree
on a selected replacement candidate.

40515  If the Board of Directors chooses to call an election, the Board must do so within sixty (60) days of
notification of the vacancy or the effective date of the vacancy, whichever is later.

4051.6  All costs for any election shall be identified for cohsideration by the Board for the decision of
appointment or election.



4051.7  Persons appointed to fill a vacancy shall hold office until the next general district election that is
scheduled 130 or more days after the date the county elections official is notified of the vacancy and thereafter
until the person elected at that election to fill the vacancy has been qualified, but persons elected to fill a vacancy
shall hold office for the unexpired balance of the term of office.

4051.8 If the Board fails to take action in the sixty (60) day period, state law provides that the Board of
Supervisors may appoint a successor to fill the vacancy.

4051.9 The District went to even year elections in 1992.

(Government Code section 1780)

J

Adopted: Ebmm&_l.’i 2011
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POLICY TITLE: Committees of the Board of Directors
POLICY NUMBER: 4060 ’

4060.1 The Board President shall appoint such ad hoc committees as may be deemed necessary or advisable by
himself/herself and/or the Board. The duties of the ad hoc.committees shall be outlined at the time of appointment, and
the committee shall be considered dissolved when its final report has been made.

4060.2 The following shall be standing committees of the Board:
4060.2.1 Park Committee;

4060.2.2 Communications Committee;

) 4060.3 The Board President shall appoint and publicly announce the members of the standing committees for the
- ensuing year no later than the Board's regular meeting in June.

4060.4 The Board's standing committees may be assigned to review District functions, activities, and/or operations
pertaining to their designated concerns, as specified below. Said assignment may be made by the Board President, a
majority vote of the Board, or on their own initiative. Any recommendations resulting from said review should be
submitted to the Board via a written or oral report.

4060.4.1 All meetings of standing committees shall v‘conform to all open meeting laws (e.g., “Brown Act’) that
pertain to regular meetings of the Board of Directors.

4060.5 The Board's standing Park Committee shall be concerned with the development of parks and, public landscaping
and open space.

4060.6 The Board's standing Communication Committee shall be concerned with assuring that information regarding the
affairs of the District is adequately and appropriately communicated fo its constituents and the public at large.
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POLICY TITLE: Basis of Authority
POLICY NUMBER: 4070

4070.1 The Board of Directors is the unit of authority within the District. Apart from histher normal function asa part of
this unit, Directors have no individual authority. As individuals, Directors may not commit the District to any policy, act, or

expenditure.

4070.2 Directors do not represent any fractional segment of the community, but are, rather, a part of the body that
represents and acts for the community as a whole.
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POLICY TITLE: Membership in Associations
POLICY NUMBER: 4080

4080.1 The Board of Directors shall ordinarily hold membership in and attend meetings of such national, state, and local
associations as may exist which have applicability to the functions of the District, and shall look upon such memberships

as an opportunity for in-service training.

4080.2 The Board of Directors shall maintain membership in the California Special Districts Association and shall ensure
that annual dues are paid when due. : :
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POLICY TITLE: Training, Education and Conferences
POLICY NUMBER: 4090

4090.1 Members of the Board of Directors are encouraged to attend educational conferences and professional meetings
when the purposes of such activities are to improve District operation. Hence, there is no limit as to the number of
Directors attending a particular conference or seminar when it is apparent that their attendance is beneficial to the
District.

4090.1.1 "Junkets" (a tour or journey for pleasure at public expense), however, will not be permitted.

4090.2 It is the policy of the District to encourage Board development and excellence of performance by reimbursing
actual expenses incurred for tuition, travel, lodging 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. Cash advances or use of District credit cards for these purposes is not permitted.

) 4090.2.1 The Secretary is responsible for making arrangements for Directors for conference and registration

' expenses, and for per diem. Per Diem, when appropriate, shall include reimbursement of expenses for meals,
lodging, and travel. All expenses for which reimbursement is requested by Directors, or which are billed to the
District by Directors, shall be submitted to the Secretary, together with validated receipts in accordance with
State law.

4090.2.2 Attendance by Directors of seminars, workshops, courses, professional organization meetings, and
conferences shall be approved by the Board of Directors prior to-incurring any reimbursable costs.

4090.2.3 Expenses to the District for Board of Directors' training, education and conferences should be kept to
a minimum by utilizing recommendations for transportation and housing accommodations put forth by the Board
and by: '

4090.2.3.1 Utilizing hotel(s) recommended by the event sponsor in order to obtain discounted rates
or a hotel at a cheaper rate.

4090.2.3.2 Directors traveling together whenever feasible and economically beneficial.

4090.2.3.3 Requesting reservations sufficiently in advance, when possible, to obtain discounted air
fares and hotel rates. .

4090.3 A Director shall not attend a conference or training event for which there is an expense to the District if it occurs
) after the District has announced his/her pending resignation, or if it occurs after an election in which it has been
-~ determined that the Director will not retain his/her seat on the Board. A Director shall not attend a conference or training
event when it is apparent that there is no significant benefit to the District.



4090.4 Upon returning from seminars, workshops, conferences, etc., where expenses are reimbursed by the District,
Directors 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 Directors and staff. ‘
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POLICY TITLE: Ethics Training
POLICY NUMBER: 4095

All directors and designated executive staff of the Rolling Hills Community Services District shall receive two hours of
training in general ethics principles and ethics laws relevant to public service within one year of election or appointment
to the board of directors and at least once every two years thereafter, pursuant to Government Code Sections 53234
through 53235.2.

4095.1 This policy shall also apply to all staff members that the board of directors designates and to members of all
commissions, committees and other bodies that are subject to the Ralph M. Brown Open Meeting Act. ‘

4095.2 All ethics training shall be provided by entities whose curricula have been approved by the California Attorney
General and the Fair Political Practices- Commission.

o ) 4095.3 Directors shall obtain proof of participation after completing the ethics training. Applicable costs for attending the
- training will be reimbursed by the District.

4095.3.1 District staff shall maintain records indicating both the dates that directors 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 directors receive the training, and are public records subject to disclosure under the California Public
Records Act.

4095.4 District staff shall provide the board of directors with information on available training that meets the requirements
of this policy at least once every year.

4095.5 Ethics training may consist of either a training course or a set of self-study materials with tests, and may be taken
at home, in person or online. \

4095.6 Any director of the ROLLING HILLS COMMUNITY SERVICES DISTRICT that serves on the board of another
agency is only required to take the fraining once every two years. "
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