
California Association of Resource Conservation Districts

Employee Handbook

03/20/2026



ABOUT THIS HANDBOOK/DISCLAIMER

We prepared this handbook to help employees find the answers to many questions that they may have

regarding their employment with CARCD. Please take the necessary time to read it.

We do not expect this handbook to answer all questions. Supervisors and Human Resources also serve

as a major source of information.

Neither this handbook nor any other verbal or written communication by a management representative

is, nor should it be considered to be, an agreement, contract of employment, express or implied, or a

promise of treatment in any particular manner in any given situation, nor does it confer any contractual

rights whatsoever. CARCD adheres to the policy of employment at will, which permits the Company or the

employee to end the employment relationship at any time, for any reason, with or without cause or

notice.

No Company representative other than the President may modify at-will status and/or provide any

special arrangement concerning terms or conditions of employment in an individual case or generally

and any such modification must be in a signed writing.

Many matters covered by this handbook, such as benefit plan descriptions, are also described in

separate Company documents. These Company documents are always controlling over any statement

made in this handbook or by any member of management.

This handbook states only general Company guidelines. The Company may, at any time, in its sole

discretion, modify or vary from anything stated in this handbook, with or without notice, except for the

rights of the parties to end employment at will, which may only be modified by an express written

agreement signed by the employee and the President.

This handbook supersedes all prior handbooks.
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SECTION 1 - GOVERNING PRINCIPLES OF EMPLOYMENT

1.1 CALIFORNIA: EQUAL EMPLOYMENT OPPORTUNITY

CARCD is an Equal Opportunity Employer that does not discriminate on the basis of actual or perceived

race, color, religious creed, national origin, ancestry, citizenship status, age, sex or gender (including

pregnancy, childbirth, and related medical conditions), gender identity or expression (including

transgender status), sexual orientation, marital status, military service and veteran status, physical or

mental disability, protected medical condition as defined by applicable state or local law (such as

cancer), reproductive health decision making, genetic information, , or any other characteristic protected

by applicable federal, state, or local laws and ordinances. CARCD's management team is dedicated to

this policy with respect to recruitment, hiring, placement, promotion, transfer, training, compensation,

benefits, employee activities, access to facilities and programs, and general treatment during

employment.

The Company will endeavor to make a reasonable accommodation of an otherwise qualified applicant or

employee related to an individual's: physical or mental disability; sincerely held religious beliefs and

practices; needs as a victim of domestic violence, sex offenses, or stalking; needs related to pregnancy,

childbirth, or related medical conditions; and/or any other reason required by applicable law, unless

doing so would impose an undue hardship upon the Company's business operations. Any applicant or

employee who needs an accommodation to perform the essential functions of the job should contact the

employee's supervisor to request such an accommodation. The individual should specify what

accommodation is needed to perform the job and submit supporting documentation explaining the

basis for the requested accommodation, to the extent permitted and in accordance with applicable law.

The Company will review and analyze the request, including engaging in an interactive process with the

employee or applicant, to identify if such an accommodation can be made. The Company will evaluate

requested accommodations, and as appropriate identify other possible accommodations, if any. The

individual will be notified of the Company's decision within a reasonable period. The Company treats all

medical information submitted as part of the accommodation process in a confidential manner.

Any employees with questions or concerns about equal employment opportunities in the workplace are

encouraged to bring these issues to the attention of the employee's supervisor. The Company will not

allow any form of retaliation against individuals who raise issues of equal employment opportunity. If

employees feel they have been subjected to any such retaliation, they should contact the employee's

supervisor. To ensure our workplace is free of artificial barriers, violation of this policy including any

improper retaliatory conduct will lead to discipline, up to and including discharge. All employees must

cooperate with all investigations conducted pursuant to this policy.
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1.2 INTRODUCTION

On behalf of CARCD, let me extend a warm and sincere welcome to employees commencing with us.

For employees who have been with us, thanks for your past and continued service.

I extend my personal best wishes for success and happiness here at CARCD. We understand that it is our

employees who provide the services that our customers rely upon, and who will enable us to create new

opportunities in the years to come.

CARCD and Insperity are in a co-employment work relationship. This means that CARCD handles the day-

to-day operations related to its core business.  Insperity handles the administrative responsibilities,

such as payroll processing and benefits, and supports the company with human resource issues. You

should have already signed an Employment Agreement outlining your employment relationship with

Insperity. Contact your supervisor or an Insperity payroll or human resource specialist if you have any

questions.

1.3 REASONABLE ACCOMMODATIONS & INTERACTIVE DIALOGUE

CARCD is committed to complying with applicable federal, state, and local laws governing reasonable

accommodations of individuals, including, but not limited to, the Americans with Disabilities Act (ADA)

and the Pregnant Workers Fairness Act (PWFA). To that end, CARCD will endeavor to make a reasonable

accommodation to applicants and employees who have requested an accommodation without regard to

any protected classifications, or for whom CARCD has notice may require such an accommodation,

related to an individual's:

Disability, meaning any physical, medical, mental, or psychological impairment, or a history or

record of such impairment;

Sincerely held religious beliefs and practices;

Needs as a victim of domestic violence, sex offenses, or stalking;

Needs related to pregnancy, childbirth, or related medical conditions; and/or

Any other reason required by applicable law, unless the accommodation would impose an

undue hardship on the operation of our business.

Reasonable accommodations can take many forms. For example, reasonable accommodations for

pregnancy, childbirth, or related medical conditions include but are not limited to things such as the

ability to carry or keep water near and drink, as needed; allowing the employee additional restroom

breaks; allowing the employee whose work requires standing to sit and whose work requires sitting to

stand; allowing the employee breaks, as needed, to eat and drink; accommodations related to lactation;

time off to recover from childbirth; modification of equipment; appropriate seating; temporary transfer

to a different position that the employee is able to perform; restructuring job duties; light duty; or a
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modified work schedule. CARCD will work with the employee to determine what accommodation is

appropriate for the employee, given the employee's unique circumstances, that does not impose an

undue hardship on CARCD.

Any employee who would like to request an accommodation based on any of the reasons set forth above

should contact the employee's supervisor. Accommodation requests can be made in writing using a form

which can be obtained from the employee's supervisor. If the employee who has requested an

accommodation has not received an initial response within five (5) business days, they should contact

the employee's supervisor.

Unless otherwise required by law, CARCD may request that the employee provide supporting

documentation. Cooperating with CARCD by returning requested information in a timely fashion is

required.

After receiving a request for an accommodation or learning indirectly that the employee may require

such an accommodation, CARCD will engage in an interactive dialogue with the employee.

Even if the employee has not formally requested an accommodation, CARCD may initiate an interactive

dialogue under certain circumstances, such as when CARCD has knowledge that employee's

performance at work has been negatively affected and a reasonable basis to believe that the issue is

related to any of the protected classifications set forth above, in compliance with applicable law. In the

event CARCD initiates an interactive dialogue, it should not be construed as CARCD's belief the employee

requires an accommodation, but will serve as an invitation for the employee to share with CARCD any

information the employee desires to share, or to request an accommodation.

The interactive dialogue may take place in person, by telephone, or by electronic means. As part of the

interactive dialogue, CARCD will communicate openly and in good faith with the employee in a timely

manner in order to determine whether and how CARCD may be able to provide a reasonable

accommodation. To the extent necessary and appropriate based on the request, CARCD will attempt to

explore the existence and feasibility of alternative accommodations as well as alternative positions for

the employee. CARCD is not required to provide the specific accommodation sought by the employee,

provided the alternatives are reasonable and either meet the specific needs of the employee or

specifically address the employee's limitations. As part of the interactive dialogue, CARCD reserves the

right to request supporting documentation to the maximum extent permitted by applicable law.

CARCD will endeavor to keep confidential all communications regarding requests for reasonable

accommodations and all circumstances surrounding the employee's underlying reason for needing an

accommodation.

CARCD will not allow any form of retaliation against employees who have requested an accommodation,

for whom CARCD has notice may require such an accommodation, or who otherwise engage in the

interactive dialogue process.

Employees with questions regarding this policy should contact the employee's supervisor.
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1.4 DRUG-FREE AND ALCOHOL-FREE WORKPLACE

To help ensure a safe, healthy, and productive work environment for our employees and others, to

protect Company property, and to ensure efficient operations, CARCD has adopted a policy of

maintaining a workplace free of drugs and alcohol. This policy applies to all employees and other

individuals who perform work for the Company.

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, purchase, sale, or

distribution of controlled substances (including medical marijuana), drug paraphernalia, or alcohol by

an individual anywhere on Company premises, while on Company business (whether or not on Company

premises) or while representing the Company, is strictly prohibited. Employees and other individuals

who work for the Company also are prohibited from reporting to work or working while they are using or

under the influence of alcohol or any controlled substances, which may impact the employee's ability to

perform their job or otherwise pose safety concerns, except when the use is pursuant to a licensed

medical practitioner's instructions and the licensed medical practitioner authorized the employee or

individual to report to work. However, this exception does not extend any right to report to work under

the influence of lawful recreational or medical marijuana or to use such as a defense to a positive drug

test, to the extent the employee is subject to any drug testing requirement, except as permitted by and

in accordance with applicable law.

Violation of this policy will result in disciplinary action, up to and including discharge.

The Company maintains a policy of non-discrimination and will endeavor to make reasonable

accommodations to assist individuals recovering from substance and alcohol dependencies and those

who have a medical history which reflects treatment for substance abuse conditions. However,

employees may not request an accommodation to avoid discipline for a policy violation. The Company

encourages employees to seek assistance before their substance abuse or alcohol misuse renders them

unable to perform the essential functions of their jobs or jeopardizes the health and safety of any

Company employee, including themselves.

As a condition of continued employment, all employees must comply with this policy.  An employee who

engages in an activity prohibited by this policy shall be subject to disciplinary action, up to and

including immediate termination of employment. Contact the Employee Assistance Program (EAP) for

information about the availability of treatment programs such as assistance provided by Insperity ’s

health care plan coverage or drug and alcohol abuse rehabilitation and education programs. This policy

is not intended to replace or otherwise alter applicable U.S. Department of Transportation obligations or

any other federal, state or local agency drug testing regulations related to a particular industry.

1.5 WORKPLACE VIOLENCE
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CARCD is strongly committed to providing a safe workplace. The purpose of this policy is to minimize the

risk of personal injury to employees and damage to Company and personal property.

CARCD does not expect employees to become experts in psychology or to physically subdue a

threatening or violent individual. Indeed, CARCD specifically discourages employees from engaging in

any physical confrontation with a violent or potentially violent individual. However, CARCD does expect

and encourage employees to exercise reasonable judgment in identifying potentially dangerous

situations.

Experts in the mental health profession state that prior to engaging in acts of violence, troubled

individuals often exhibit one or more of the following behaviors or signs: over-resentment, anger and

hostility; extreme agitation; making ominous threats such as bad things will happen to a particular

person, or a catastrophic event will occur; sudden and significant decline in work performance;

irresponsible, irrational, intimidating, aggressive or otherwise inappropriate behavior; reacting to

questions with an antagonistic or overtly negative attitude; discussing weapons and their use, and/or

brandishing weapons in the workplace; overreacting or reacting harshly to changes in Company policies

and procedures; personality conflicts with co-workers; obsession or preoccupation with a co-worker or

supervisor; attempts to sabotage the work or equipment of a co-worker; blaming others for mistakes and

circumstances; or demonstrating a propensity to behave and react irrationally.

Prohibited Conduct

Threats, threatening language or any other acts of aggression or violence made toward or by any

Company employee WILL NOT BE TOLERATED. For purposes of this policy, a threat includes any verbal or

physical harassment or abuse, any attempt at intimidating or instilling fear in others, menacing

gestures, flashing of weapons, stalking or any other hostile, aggressive, injurious or destructive action

undertaken for the purpose of domination or intimidation. To the extent permitted by law, employees

and visitors are prohibited from carrying weapons onto Company premises.

Procedures for Reporting a Threat

All potentially dangerous situations, including threats by co-workers, should be reported immediately to

any member of management with whom the employee feels comfortable. Reports of threats may be

maintained confidential to the extent maintaining confidentiality does not impede CARCD's ability to

investigate and respond to the complaints. All threats will be promptly investigated. All employees must

cooperate with all investigations. No employee will be subjected to retaliation, intimidation or

disciplinary action as a result of reporting a threat in good faith under this policy.

If the Company determines, after an appropriate good faith investigation, that someone has violated this

policy, the Company will take swift and appropriate corrective action.

If the employee is the recipient of a threat made by an outside party, that employee should follow the

steps detailed in this section. It is important for the Company to be aware of any potential danger in its

offices. Indeed, the Company wants to take effective measures to protect everyone from the threat of a

violent act by employees or by anyone else.
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1.6 MESSAGE FROM THE EXECUTIVE DIRECTOR

It is our pleasure to welcome you as a member of the staff of the California Association of Resource

Conservation Districts. You are an integral part of a dynamic nonprofit organization.

CARCD is a 501(c)(3) organization. Our mission is to support RCDs in their incredibly important work of

doing grassroots conservation.

CARCD believes in the power of local conservation recognizing that there is nothing more powerful to

make change than working neighbor to neighbor. We also recognize that to do that work well, much

support is needed including political connection, funding, connection and technical tools. CARCD

strives to supply strong support to RCDs in meeting their missions.

As an employee of CARCD, you are a community relations representative both on and off the job. We

ask that you learn about our organization and the RCDs so that you can speak confidently about CARCD

and the RCDs in all your associations.

We designed this manual to help you understand what your benefits are, and what policies guide your

day-to-day activities here at CARCD.

We think working with CARCD is a special opportunity. We hope that you will find your employment a

matter of both pride and satisfaction, and that it will be mutually productive and enjoyable.

Sincerely,

Cam Tredennick

1.7 ROLE OF THE CARCD BOARD OF DIRECTORS

Role of the CARCD Board of Directors

The Board of Directors represents CARCD's interests, conviction, leadership, and functions as the final

administrative authority and as the policy making body for the CARCD. The Board hires an Executive

Director who is responsible for the implementation and administration of Board policy and CARCD

projects. The Executive Director hires staff that is responsible to carry out tasks assigned by the

Executive Director.

The Board has the sole authority and responsibility to amend the Employee Handbook. Incumbent in

that responsibility is the requirement that the Executive Director be notified of proposed changes and

given opportunity for input prior to the adoption of any amendments. No amendments will be effective

prior to the date of enactment by the Board. As the manager of the staff, it is intended that any

revisions or edits be part of a collaborative process between the Board and Executive Director. Similarly,

it is intended that revisions will include a collaborative process between the Executive Director and

staff.
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The Board retains exclusive authority to make final decisions regarding the Employee Handbook and

acts as a grievance review committee available to review personnel actions with regard to layoff or

termination.

The Board sets policies governing hiring, promotion, transfer, discharge or layoff of employees. The

Executive Director shall be responsible for implementing Board policies with respect to hiring,

promotion, transfer, discharge or layoff of employees and all such other matters of personnel

administration. The Executive Director has direct authority for hiring, promotion, transfer, or discharge

of employees.

1.8 ANTI-HARASSMENT - CA

CARCD and Insperity are committed to a work environment in which all individuals are treated with

respect and dignity and are free from all forms of harassment and discrimination. Any form of

harassment, even when not unlawful or directed at a protected category, is prohibited and will not be

tolerated. All employees, including supervisors, co-workers, vendors, contractors, customers or other

third parties, are expected to adhere to this policy.

Reported or suspected occurrences of harassment or discrimination will be promptly and thoroughly

investigated. Following an investigation, CARCD and Insperity will promptly take any necessary and

appropriate disciplinary action.

CARCD and Insperity will not permit or condone any acts of retaliation against anyone who files or

cooperates in the investigation of harassment or discrimination complaints.

1. The term “harassment” includes harassment based on any category protected by federal, state

or local law, which may include, but is not limited to, unwelcome slurs, jokes, or verbal, graphic

or physical conduct relating to an individual's race (including hair texture and hairstyles), color,

religious creed, sex, national origin, ancestry, citizenship status, pregnancy, childbirth, physical

disability, mental and/or intellectual disability, age, military status, veteran status (including

protected veterans), marital status, registered domestic partner or civil union status, familial

status, gender (including sex stereotyping and gender identity or expression), medical condition

(including, but not limited to, cancer related or HIV/AIDS related), genetic information, or sexual

orientation.

2. Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, or other

verbal or physical conduct of a sexual nature where:

a. Submission to such conduct is an explicit or implicit term or condition of employment;

b. Employment decisions are based on an employee's submission to or rejection of such

conduct; or

c. Such conduct unreasonably interferes with an individual's work performance or creates

an intimidating, hostile or offensive working environment.

Complaint Procedure
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CARCD and Insperity provide you with a convenient and reliable method for reporting incidents of

alleged harassment, including sexual harassment, and discrimination. Any employee who feels harassed

or discriminated against is encouraged to immediately inform the alleged offender that the behavior is

unwelcome. In many instances, the person is unaware their conduct is offensive and this action alone

may often resolve the problem. If the informal discussion with the alleged offender is unsuccessful in

remedying the problem, or if you do not feel comfortable with such an approach, you should

immediately report the conduct to your immediate supervisor, manager or company owner and the

Insperity Anti-Harassment Hotline number at 844-677-3030. We cannot resolve a harassment or

discrimination problem, unless we know about it. Therefore, it is your responsibility to bring those kinds

of problems to our attention so we can take the necessary steps to correct any problems. The report

should include all facts available to you regarding the alleged harassment, sexual harassment, or

discrimination.

When you call the Insperity Anti-Harassment Hotline, please be sure to leave your name, Insperity

employee identification number or the last four digits of your social security number, and the name of

the client company for which you work. If you wish to make an anonymous complaint, you may do so.

However, the scope of our investigation may be limited based on the information you provide.

Confidentiality

All reports of alleged harassment, sexual harassment, or discrimination will be treated seriously.

Confidentiality will be maintained to the extent possible. However, to conduct a thorough investigation,

certain information may need to be disclosed to other individuals, including the alleged offender.

Consequently, absolute confidentiality cannot be promised and cannot be guaranteed.

Investigative Procedure

Once a complaint of alleged harassment, sexual harassment, or discrimination is received, we will begin

a prompt and thorough investigation. The investigation may include interviews with all involved

employees, including the alleged harasser, and any employees who are aware of facts or incidents

alleged to have occurred.

Following an investigation, CARCD and Insperity will promptly take any necessary and appropriate

disciplinary action. Disciplinary action will be taken if the investigation reveals that an employee has

acted in a manner that is not in alignment with the goals of this policy. CARCD and Insperity may

address any workplace issue discovered during an investigation. This may include some or all of the

following steps:

1. Restore any lost terms, conditions, or benefits of employment to the complaining employee.

2. Discipline the alleged harasser. This discipline may include written disciplinary warnings,

transfer, demotion, suspension and/or termination of employment.

If the alleged harassment, sexual harassment, or discrimination is from a vendor, contractor, customer or

other third party, CARCD and Insperity will take appropriate action to stop the conduct.
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If you have made a complaint but feel that the action taken in response has not remedied the situation,

you should make an additional complaint following the complaint procedure outlined in this policy.

Duties of Employees and Supervisors

All employees of the company, both management and non-management, are responsible for assuring

that a workplace free of harassment, sexual harassment, and discrimination is maintained. Any

employee may file a complaint regarding incidents experienced personally or incidents observed in the

workplace. The company strives to maintain a pleasant work environment where all employees are able

to effectively perform their work without interference of any type and requests the assistance of all

employees in this effort.

All managers and supervisors are responsible for doing all they can to prevent and discourage

harassment, sexual harassment, and discrimination from occurring. If a complaint of harassment, sexual

harassment or discrimination is raised, the individual to whom the complaint is made (i.e., supervisor,

manager, company owner) should act promptly to notify the Insperity Anti-Harassment hotline number

so an investigation may promptly proceed. The company and Insperity may discipline any managers or

supervisors who fail to follow this policy, which discipline, may include termination.

The Civil Rights Department and/or the U.S. Equal Employment Opportunity Commission may also

investigate and process complaints of harassment and discrimination. Employees may file a complaint

with these agencies by contacting either:

Civil Rights Department (CRD) at 800-884-1684 or https://calcivilrights.ca.gov/contactus/.

Equal Employment Opportunity Commission (EEOC) at 800-669-4000 or

https://www.eeoc.gov/contact-eeoc/.

https://www.eeoc.gov/contact-eeoc/
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SECTION 2 - OPERATIONAL POLICIES

2.1 ORIENTATION PERIOD

The first three months of employees' employment is an introductory period. This is an opportunity for

CARCD to evaluate the employee's performance. It also is an opportunity for employees to decide

whether they are happy being employed by the Company. The Company may extend the introductory

period if it desires. Completion of the introductory period does not alter the employee's at-will status.

2.2 CALIFORNIA: SAFE HARBOR POLICY FOR EXEMPT EMPLOYEES

It is Company policy and practice to accurately compensate employees and to do so in compliance with

all applicable state and federal laws. To ensure employees are paid properly and no improper

deductions are made, employees must review their pay stubs promptly to identify and to report all

errors.

If the employee believes a mistake has occurred or if the employee has any questions, the employee

should use the reporting procedure outlined below.

Exempt salaried employees receive a salary which is intended to compensate for all hours worked for the

Company. This salary will be established at the time of hire or when the employee becomes classified as

an exempt employee. While it may be subject to review and modification from time-to-time, such as

during salary review times, the salary will be a predetermined amount that will not be subject to

deductions for variations in the quantity or quality of the work performed.

Under state law, salary is subject to certain deductions. For example, the employee's salary can be

reduced for the following reasons:

full-day absences for personal reasons;

full-day absences for sickness or disability, if the available paid sick leave has been exhausted;

intermittent absences, including partial-day absences, covered by the federal Family and

Medical Leave Act, if other available paid leave has been exhausted;

to offset amounts received as payment for jury and witness fees or military pay;

during the first or last week of employment in the event the employee works less than a full

week; and

any work week in which the employee performs no work for the Company.
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Salary also may be reduced for certain types of deductions, such as the employee portion of health,

dental or life insurance premiums; state, federal or local taxes, social security; or, voluntary contributions

to a 401(k) or pension plan.

In any workweek in which the employee performed any work, the employee's salary will not be reduced

for any of the following reasons:

partial-day absences for personal reasons, sickness or disability;

absence on a holiday when the facility is closed or because the facility is otherwise closed on a

scheduled workday;

absences for jury duty, attendance as a witness or military leave in any week in which the

employee has performed any work; and

any other deductions prohibited by state or federal law.

If employees believe they have been subject to any improper deductions, they should immediately

report the matter to their supervisor. If the supervisor is unavailable or if employees believe it would be

inappropriate to contact that person (or if they have not received a prompt and fully acceptable reply),

they should immediately contact Insperity Payroll Specialist or any other supervisor in the Company with

whom the employee feels comfortable. If employees are unsure of whom to contact if they have not

received a satisfactory response within five (5) business days after reporting the incident, they should

immediately contact the Company President.

Every report will be fully investigated and corrective action will be taken where appropriate, up to and

including termination for any employee who violates this policy. In addition, the Company will not allow

any form of retaliation against individuals who report alleged violations of this policy or who cooperate

in the investigation of such reports. Retaliation is unacceptable, and any form of retaliation in violation

of this policy will result in disciplinary action, up to and including termination.

2.3 CALIFORNIA: WORKING HOURS AND SCHEDULE

Employees will be assigned a work schedule and will be expected to begin and end work according to

the schedule. To accommodate the needs of the business, at some point CARCD may need to change

individual work schedules on either a short-term or long-term basis.

Rest Breaks

Non-exempt employees who work three-and-one-half (3.5) or more hours per day are authorized and

permitted one (1) 10-minute rest break for every four (4) hours or major fraction thereof worked. For

purposes of this policy, "major fraction" means any time greater than two (2) hours. For example, if

employees work more than six (6) hours, but no more than 10 hours in a workday, they are authorized

and permitted to take two (2) 10-minute rest breaks: one (1) during the first half of a shift and a second

rest break during the second half of the shift. If employees work more than 10 hours but no more than

14 hours in a day, they are authorized and permitted to take three (3) 10-minute rest breaks, and so on.
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Rest breaks should be taken as close to the middle of each work period of four (4) hours or major fraction

thereof as is practical. Employees do not need to obtain their supervisor's approval or notify their

supervisor when taking a rest break. Employees are encouraged to take their rest breaks; they are not

expected to and should not work during their rest breaks. Non-exempt employees are paid for all rest

break periods and do not need to clock out when taking a rest break.

Rest breaks may not be combined with another rest break or with the meal period. In addition, rest

breaks may not be taken at the beginning or end of the work day to arrive late or leave early. Each rest

break must be a separate break, meeting the requirements described above. If any work is performed

during a rest break, or if the rest break is interrupted for any work-related reason, the employee is

entitled to another uninterrupted paid rest break.

CARCD also provides cool down rest and recovery periods as needed to prevent heat illness as required

by law for employees who perform work: (1) outdoors when temperatures are 80 degrees or higher or (2)

indoors where temperatures are 82 degrees or higher.

Meal Periods

Employees who work more than five (5) hours in a workday are provided an unpaid, off-duty meal period

of at least 30 minutes. Employees are responsible for scheduling their own meal periods, but they

should confirm them with their supervisor. Meal periods must begin no later than the end of the fifth

hour of work. For example, the employee who begins working at 8:00 a.m. must begin the meal period

no later than 12:59 p.m. When scheduling a meal period, employees should try to anticipate workflow

and deadlines.

Employees who work more than 10 hours in a day are entitled to a second unpaid, off-duty 30-minute

meal period. Employees entitled to a second meal period should schedule their second meal period so it

begins no later than before the end of their tenth hour of work, meaning the meal period should begin

after working no more than nine (9) hours, 59 minutes.

During meal periods, employees are relieved of all duty and should not work during this time. When

taking a meal period, employees should completely stop working for at least 30 minutes. Employees are

prohibited from working "off the clock" during their meal period.

Those employees who use a time clock must clock out for their meal periods. These employees are

expected to clock back in and promptly return to work at the end of any meal period. Those employees

who record their time manually must accurately record their meal periods by recording the beginning

and end of each work period. Unless otherwise directed by a supervisor in writing, employees do not

need to obtain a supervisor's approval or notify a supervisor when taking a meal period. Employees are

to immediately notify their supervisor if they believe that they are prevented by the nature of their work

from taking a timely and/or complete meal period.

Meal Period Waiver
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If no more than six (6) hours of work will complete the day's work, employees may voluntarily waive the

meal period in writing. Employees should see their supervisor to obtain this waiver form. If the employee

works no more than twelve (12) hours, the employee can waive the second meal period, but only if the

first meal period was received and not waived in any manner. Any waiver of the second meal period

must be in writing and submitted before the second meal period. Employees should see their supervisor

to obtain this waiver form. Employees who work more than 12 hours may not waive, and should take,

their second unpaid, off-duty, and uninterrupted 30-minute meal period.

No Working During Rest Breaks and Meal Periods

Employees are completely relieved of all work duties and responsibilities during their rest breaks and

meal periods. All rest breaks and meal periods must be taken outside the work area, such as in a break

room. Employees may leave the premises during rest breaks and meal periods. Employees should not

visit or socialize with employees who are working while they are taking a rest break or meal period.

Employees, including those in a sensitive position like security or information technology, are not

expected to remain “on call” or available to respond to messages, monitor radios, telephones, email, or

other devices during meal periods and rest breaks.

Employees are required to immediately notify their supervisor if they believe they are being pressured

or coerced by any manager, supervisor or other employee to not take any portion of a provided rest

break or meal period.

2.4 CALIFORNIA: OVERTIME

When CARCD experiences periods of extremely high activity, additional work may be required.

Supervisors are responsible for monitoring business activity and requesting overtime work if it is

necessary. Effort will be made to provide employees with adequate advance notice in such situations.

Non-exempt employees generally will be paid overtime at the rate of time and one-half (1.5) times their

regular rate of pay for all hours worked in excess of eight (8) hours in one (1) day or 40 hours in one (1)

week, or for the first eight (8) hours on the seventh (7th) consecutive day in the same workweek.

Non-exempt employees generally will be paid double-time for hours worked in excess of 12 in any

workday or in excess of eight (8) on the seventh (7th) day of the workweek.

Employees may work overtime only with management authorization.

For purposes of calculating overtime for non-exempt employees, the workweek begins at 12 a.m. on

Saturday and ends 168 hours later at 12 a.m. on the following Saturday.
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2.5 EMPLOYEE CLASSIFICATIONS

For purposes of this handbook, all CARCD employees fall within one of the classifications below.

Full-Time Employees - Employees who regularly work at least 30 hours per week who were not hired on

a short-term basis.

Part-Time Employees - Employees who regularly work fewer than 30 hours per week who were not hired

on a short-term basis.

Short-Term Employees - Employees who were hired for a specific short-term project, or on a short-term

freelance, per diem or temporary basis. 

In addition to the above classifications, employees are categorized as either "exempt" or "non-exempt"

for purposes of federal and state wage and hour laws. Employees classified as exempt do not receive

overtime pay; they generally receive the same weekly salary regardless of hours worked. Such salary may

be paid less frequently than weekly. The employee will be informed of these classifications upon hire

and informed of any subsequent changes to the classifications.

2.6 YOUR EMPLOYMENT RECORDS

In order to obtain their position, employees have provided personal information, such as address and

telephone number. This information is contained in their personnel file.

Unreported changes of address, marital status, etc. can affect withholding tax and benefit coverage.

Further, an "out of date" emergency contact or an inability to reach employees in a crisis could cause a

severe health or safety risk or other significant problem.

To ensure that your personnel file is up-to-date at all times, update your file through Insperity Premier

at http://portal.insperity.com with any changes in your name, telephone number, home address,

withholding instructions, number of dependents, beneficiary designations, or the individuals to notify in

case of an emergency. Assistance may also be provided through the Insperity Contact Center at 866-715-

3552, 7AM-7PM CT Monday-Friday.

Employees should also provide updates of any specialized training or skills they acquire, as well as any

changes to any required visas to the employee's supervisor.

2.7 ARTIFICIAL INTELLIGENCE

The Company recognizes that the use of artificial intelligence (AI) tools can potentially assist employees

with the performance of job duties. However, there are many risks. To ensure the protection of
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confidential information and the integrity of our operations, as set forth below, all employees who wish

to use AI tools must receive management approval and, if granted, comply with the below best practices.

Evaluation of AI tools. Employees must evaluate the utility and security of any AI tool before using it.

This includes reviewing the tool's security features, terms of service, and privacy policy. Employees also

should review the reputation of the tool developer and any third-party services used by the tool. But

most importantly, employees must receive management approval prior to using any AI tool after

explaining the manner in which it will be used and the benefits to the business.

Protection of confidential data. In using any AI tool, employees must not upload or share any

confidential, proprietary, or protected data without prior written approval from the immediate manager.

This includes data related to customers, employees, or partners. Similarly, employees must ensure any

AI tool does not utilize confidential or copyrighted information of a third party.

Access control. Employees must not give access to any AI tools approved for business use to anyone

outside the Company without prior approval from the immediate manager and implementation of

processes as required to meet security compliance requirements. This includes sharing login credentials

or other sensitive information with third parties.

Compliance with security policies. Employees must apply the same security best practices we use for all

CARCD and customer data. This includes using strong passwords, keeping software up-to-date, and

following the Company ’s data retention and disposal policies.

2.8 TIMEKEEPING PROCEDURES

Employees must record their actual time worked for payroll and benefit purposes. Non-exempt

employees must record the time work begins and ends, as well as the beginning and ending time of any

departure from work for any non-work-related reason, on forms as prescribed by management.

Altering, falsifying or tampering with time records is prohibited and subjects the employee to discipline,

up to and including discharge.

Exempt employees are required to record their daily work attendance and report full days of absence

from work for reasons such as leaves of absence, sick leave or personal business.

Non-exempt employees may not start work until their scheduled starting time.

It is the employee's responsibility to sign time records to certify the accuracy of all time recorded. Any

errors in the time record should be reported immediately to a supervisor, who will attempt to correct

legitimate errors.

2.9 YOUR PAYCHECK

Employees will be paid bi-weekly for all the time worked during the past pay period.
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Payroll stubs itemize deductions made from gross earnings. By law, CARCD is required to make

deductions for Social Security, federal income tax and any other appropriate taxes. These required

deductions also may include any court-ordered garnishments. Payroll stubs also will differentiate

between regular pay received and overtime pay received.

If there is an error in any employee's pay, the employee should bring the matter to the attention of

Employee's Supervisor and Insperity Payroll Specialist immediately so the Company can resolve the

matter quickly and amicably.

Paychecks will be given only to the employee, unless the employee requests that they be mailed or

authorizes in writing that another person may accept the check.

2.10 JOB POSTINGS

CARCD is dedicated to assisting employees in managing their careers and reaching their professional

goals through promotion and transfer opportunities.

It is the intention of CARCD to fill job vacancies with the best possible fit for the job, giving special

consideration to any present employees who express an interest in and are qualified for the position. Job

openings and promotions will therefore generally be posted so that all interested employees may apply. All

offers of employment are contingent upon verification of the candidate’s right to work in the United States,

as required by the Immigration Reform and Control Act of 1996.

This policy outlines the online job posting program which is in place for all employees. To be eligible to

apply for an open position, the employee must meet the following requirements:

Be a current, regular, full-time or part-time employee;

Have been in current position for at least six (6) months;

Maintain a performance rating of satisfactory or above;

Not be on conduct/performance-related probation or warning;

Meet the job qualifications listed on the job posting; and

Provide their current manager with notice prior to applying for the position.

If employees find a position of interest on the job posting website and they meet the eligibility

requirements, an online job posting application must be completed in order to be considered for the

position. Not all positions are guaranteed to be posted. The Company reserves the right to seek

applicants solely from outside sources or to post positions internally and externally simultaneously.

For more specific information about the program, please contact the Human Resources Department.

2.11 POSITION DESCRIPTIONS



Page 22

Each employee of CARCD should have a written position description in their employee file. The position

description, which initially reflects the job posting, will define the primary areas of responsibility,

provide examples of specific duties, and specify the level of education, experience, and knowledge

required for the position, as well as the skills and abilities considered important for successful

performance. All staff are expected to fulfill the essential functions and requirements of their position,

with or without a reasonable accommodation.

Position descriptions are not set-in stone and will change, in whole or in part, over time. You are

expected to discuss any significant changes in your functions and responsibilities with your supervisor,

who together with the Executive Director, has the authority to formalize changes in the position

description and title.

2.12 PERFORMANCE FEEDBACK, REVIEWS AND GOAL SETTING

Feedback is deemed an important part of CARCD’s culture. Our staff value having regular check-ins and

discussions with their supervisors to clarify their roles and responsibilities and to obtain feedback on

what they need to succeed and grow professionally. These check-ins are done in a manner that

provides complete feedback, openness and honesty and are often very straightforward. Staff also

appreciate having an opportunity to reflect upon and discuss their accomplishments, contributions and

challenges with their supervisor, and to have their efforts, progress and achievements acknowledged.

Staff also benefit from receiving feedback from team members and others they may have worked with

throughout the year to gain different perspectives.

CARCD strives to meet those needs while also recognizing the fast-paced environment in which we

work does not always allow for as much reflection as we would like. We seek to balance workflow with

feedback in order to grow while also meeting current objectives. While feedback discussions will

usually occur monthly throughout the year, we ask that one in-depth and reflective exchange take place

each year and that it be documented using the guidelines and templates found in Appendix A.

CARCD takes a collaborative approach to the performance review process, with the goal of making it

meaningful and manageable. The employee and supervisor will take a collaborative approach to

troubleshooting, setting goals and creating plans to meet those goals.

Staff are responsible for choosing up to 3 significant accomplishments and 1-2 challenges they wish to

highlight and discuss with their supervisors as part of their self-evaluation. They are also asked to

provide feedback for the supervisor and the organization that will contribute to ongoing engagement

and motivation.

At any point throughout the year, staff may directly request feedback from others they have worked

with, or ask their supervisors to solicit feedback on their behalf. Ideally, feedback from others will be

solicited soon after a major effort or specific accomplishment, as it will be easier for others to

remember any specifics and will be more useful going forward. During periods of heavy workflow, the

feedback may take time.
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Supervisors are responsible for identifying and providing feedback on the critical skills, competencies,

traits, and/or values that are necessary for success in the position and in the organization. Supervisors

also provide support to help staff develop and meet their professional development goals. These more

in-depth check-ins are an opportunity to track progress and identify opportunities for continued

professional growth.

This “review” discussion is intended to be an open, two-way exchange that informs the written

documentation each will prepare separately. It is also an opportunity to discuss the working

relationship between you and your supervisor, clarifying what is working well, acknowledging any

challenges, and identifying solutions.

If for any reason, you have a disagreement with your supervisor ’s review of your performance that

could not be resolved in the review discussion, you can bring this to the attention of the Executive

Director, who will attempt to mediate and resolve the disagreement.

It should be noted that a good performance review does not guarantee a pay raise, nor is it a promise

of continued employment. CARCD provides pay raises based on our pay schedule. Occasionally,

employees will be recognized and promoted to higher responsibility which is compensated by higher

pay.

Generally, salaries are reviewed in November/December and any adjustments become effective on

January 1st. Salary increases are based on our salary schedule because CARCD is committed to applying

a fair and equitable process in making such decisions.

Individual goals are developed and submitted separately. They are typically written in January or within

the first 3-6 months of hire. They are based upon both the grants or projects the employee is hired to

work on and the most current CARCD Strategic Plan. These goals should also include one’s professional

development goal/s. The employee’s direct supervisor or the Executive Director will review the goals,

including any revisions made throughout the year. While the goals will inform the performance review

process in many cases and may be referenced in highlighting significant accomplishments or

challenges, the goals should not be “listed “in the documented performance review. During regular

check-ins with your direct supervisor, you are encouraged to discuss progress on your goals as well as

the possibility of not meeting them.

2.13 TRAVEL REIMBURSEMENT POLICY

The purpose of this policy is to furnish rules and procedures for the staff in incurring expenses for

the purpose of furthering the interests of CARCD and for claiming reimbursement for such expenses.

All travel must be coded and authorized. Any travel other than routine mileage must be authorized in

advance. The Executive Director will approve staff travel. The President will approve travel requests for

the Executive Director, Board and committee members.
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An Expense Voucher will be completed and signed by the employee requesting a reimbursement.

When an employee is reimbursed for actual expenses, receipts will be attached to the travel voucher.

In lieu of an expense voucher, staff may also log travel expenses and receipts in their Expensify account

or use their Expensify Card to pay for approved travel as they go.

The rate of reimbursement for automobile travel will keep current with the IRS mileage allowance rate.

No receipts are necessary for gasoline usage, but an employee must state the destination and number

of miles driven on a daily basis on the Expense Voucher or log them in Expensify. If the travel is more

than 150-200 miles round trip, staff shall look into the cost difference of mileage on a personal vehicle

vs. renting a car and choose the more economical option.

Mileage to and from residence will not be reimbursed by CARCD. Mileage reimbursement will be paid

only if actual miles traveled exceed round trip mileage from home to CARCD office. Exceptions to this

policy are at the discretion of the Executive Director or Board of Directors. No mileage reimbursement

will be issued to employees unless proof of current auto insurance and driver ’s license is on file with

the Office Manager.

2.14 TELECOMMUTING OPTIONS AND GUIDELINES

CARCD recognizes that some employees, based upon their positions and assignments, will benefit from

being able to work from home. It is CARCD’s intention to provide flexibility that best serves the work and

the employee.

Employees are expected to agree to an ongoing telecommuting arrangement. The criteria and

guidelines for setting this up are contained in Appendix B. Please review this with your supervisor and

consult with the Executive Director if you wish to implement such an arrangement.

2.15 INTERNAL COMMUNICATIONS

CARCD uses email and staff meetings to communicate important information to staff members on a

regular basis. Each employee is responsible for attending meetings or checking in with their

supervisor or Office Manager when they are unable to attend, and reading emails on a timely basis.

2.16 CONFIDENTIALITY OF VOICEMAIL AND ELECTRONIC MAIL

CARCD provides an email system and other technology systems to assist employees in conducting

CARCD’s business. All information, data and messages created, received, sent or stored in these

systems are, at all times, the property of CARCD. The foregoing systems are to be used primarily for

business related purposes. We recognize that taking care of some personal business during work
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hours is unavoidable; this should be minimal, not disruptive to the office environment and in

compliance with policies. All existing Company policies apply to Employee conduct on the Internet and

use of all technology systems, including, but not limited to, CARCD policies regarding intellectual

property, misuse of CARCD property,

discrimination, harassment, sexual harassment, information and data security and confidentiality.

CARCD does not allow these systems to be used in creating, receiving, sending or storing data that may

reasonably be considered to be offensive, defamatory, obscene or harassing. Such data includes but is

not limited to sexual images and comments, racial and gender-based slurs or anything that would

reasonably be expected to offend someone based on their disability, age, religion, marital status, sexual

orientation, political beliefs, national origin or culture or any other factor protected by law. Any such use

would violate this policy and may violate CARCD’s policy against harassment. In particular, the display of

any kind of sexually explicit image or document on any CARCD system is a violation of CARCD’s policy on

sexual harassment. Employees who are aware of the misuse of these systems by other employees shall

report the misuse to a manager immediately.

CARCD reserves the right to access and disclose the contents of employee voice mail and email

messages.

CARCD does not and will not monitor voicemail and email messages as a routine matter. We may inspect

the contents of voice mail and email messages or information stored on computers in the course of an

investigation into improper or unlawful behavior or as necessary to locate substantive information that

is not readily available by some other means. We may disclose a voice mail or email message or

information stored on a computer to law enforcement officials if the organization has reason to believe

that it may have been the victim of a crime or is legally obligated to do so.

Electronic “snooping” by any employee is a violation of CARCD policy and grounds for disciplinary action

up to and including dismissal. We do not take the inspection of voice mail, email and computer records

lightly, and any request for access to such information must be approved in advance by the Executive

Director.

Personal Cell Phone Use for CARCD Business

Personal cellular telephones may have to be used by employees during hours of work for essential

personal calls or for an occasional personal business call. Essential personal calls are defined as calls

of minimal duration and frequency that are urgent in nature and cannot be made at another time or

from a different telephone. Examples of essential personal calls are calls to arrange for care of a child

or other family emergency, for a medical emergency, to alert a family member of an unexpected delay

due to a change in work schedule, or to arrange for transportation or service in the event of car

trouble, etc.

To the extent possible, personal cellular telephone usage should be confined to rest and lunch breaks

and in locations such that the conversation is not disrupting to other employees or CARCD business.
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Cameras or phones/computers with cameras shall not be used in situations where any individual may

have an expectation of privacy. This includes but is not limited to restrooms or offices where employees

or the public may not wish to be photographed.

2.17 EMPLOYER PROPERTY

All CARCD property must be maintained according to CARCD rules and regulations. CARCD reserves

the right to inspect all CARCD property to insure compliance with its rules and regulations, without

notice to the employee and/or in the employee’s absence.

Prior authorization must be obtained before any CARCD property may be removed from the premises.

An employee’s personal property including, but not limited to, lockers, packages, purses and

backpacks may be inspected upon reasonable suspicion of unauthorized possession of CARCD

property or for other legitimate business reasons.

2.18 FEES AND HONORARIA

When staff members consult, lecture, counsel or advise outside individuals or organizations on

behalf of CARCD, all fees, donations or cash honoraria must be paid to CARCD.

2.19 OPEN DOOR POLICY

All employees have the opportunity to express ideas and opinions to management. The Company

believes that open communication is essential to a successful work environment, as well as to the the

Company's success. All employees may express ideas and opinions directly to Company management.

Employees who would like to bring an idea or suggestion to the the Company's attention, or just simply

wishes to discuss an issue not covered by a separate reporting procedure, are always welcome to send

an email or make a call to Human Resources.
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SECTION 3 - BENEFITS

3.1 CALIFORNIA: VOTING LEAVE

In the event employees do not have sufficient time outside of working hours to vote in a statewide

election, employees may take off sufficient working time to vote. This time should be taken at the

beginning or end of the regular work schedule, whichever allows the most free time for voting and the

least time off from work. Employees will be allowed a maximum of two (2) hours of voting leave on

Election Day without loss of pay. Where possible, supervisors should be notified of the need for leave at

least two (2) working days prior to the Election Day.

3.2 CALIFORNIA: LACTATION BREAKS

CARCD supports the legal right and necessity of employees who choose to express milk in the workplace.

This policy establishes guidelines for promoting a breastfeeding-friendly work environment and

supporting lactating employees for as long as they desire to express breast milk.

The Company will provide a reasonable amount of break time for employees who wish to express breast

milk for their infant child each time the employee has a need to express milk, in accordance with

applicable local, state, and federal law. If possible, the break time must run concurrently with rest and

meal periods already provided. If break time cannot run concurrently with rest and meal periods, it will

be unpaid, to the extent permitted by applicable law.

The Company will provide breastfeeding employees with space, in close proximity to their work area,

that is shielded from view and free from intrusion from co-workers and the public. The room or location

may include the place where the employee normally works if it otherwise meets the requirements of the

lactation space. Restrooms are prohibited from being used for lactation purposes.

Employees who need a lactation accommodation should submit a request for possible accommodation to

the Employee's Supervisor. Upon receiving an accommodation request, the Company will respond to the

employee within five (5) business days. The Company and the employee shall engage in an interactive

process to determine the appropriate accommodations.

The Company may not be able to provide an accommodation if doing so would impose an undue

hardship by causing significant difficulty or expense when considered in relation to the size, financial

resources, nature, or structure of the business. If the Company is unable to provide an accommodation

because doing so would impose an undue hardship, the Company will provide the employee with a

written response that identifies the basis for denying the request for accommodation.
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California law expressly prohibits discrimination or retaliation against lactating employees for exercising

their rights granted by the ordinance. This includes those who request time to express breast milk at

work and/or who lodge a complaint related to the right to lactation accommodations.

Employees have the right to file a complaint with the Labor Commissioner for any violation of the rights

underlying this policy.

Employees can consult your supervisor or Insperity Contact Center with questions regarding this policy.

3.3 CALIFORNIA: PRIVATE EMPLOYER WITNESS LEAVE

Employees who are subpoenaed or otherwise required by law to appear in court as witnesses in any

judicial proceeding will not face discharge, discrimination, or retaliation for taking time off to comply

with these obligations.

Employees may use vacation, personal leave, paid sick leave, or other paid time off to cover any period of

absence under this policy.

Employees must notify their supervisor as soon as possible upon receiving a subpoena or court order

and provide reasonable advance notice of their intention to take time off, unless providing such notice is

not feasible. When an unscheduled absence occurs, the Company will not take any adverse action

against employees if, within a reasonable time after the absence, they provide supporting certification

upon the Company's request.

This policy does not create a right for employees to take unpaid leave that exceeds the unpaid leave time

that is allowed under, or is in addition to, the unpaid leave time permitted by the 12 weeks provided

under the federal Family and Medical Leave Act.

3.4 CALIFORNIA: WORKERS' COMPENSATION

On-the-job injuries are covered by CARCD's Workers' Compensation Insurance Policy, which is provided

at no cost to employees. If injured on the job, no matter how slightly, employees should report the

incident immediately to their supervisor. Failure to follow Company procedures may affect one's ability to

receive Workers' Compensation benefits.

Any leave of absence due to a workplace injury runs concurrently with all other Company leaves of

absence. Reinstatement from leave is guaranteed only if required by law. Employees who need to miss

work due to a workplace injury must also request a formal leave of absence. See the Leave of Absence

sections of this handbook for more information.

Questions regarding workers' compensation insurance coverage should be directed to your supervisor

or the Insperity Workers’ Compensation Department at 866-250-9661.
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3.5 CALIFORNIA: PAID FAMILY LEAVE BENEFITS

Employees may be eligible to receive benefits through the California Paid Family Leave (PFL) program,

which is administered by the Employment Development Department (EDD), when they take leave to:

Care for a child, spouse, parent, grandparent, grandchild, sibling, parent-in-law, or registered

domestic partner with a serious health condition;

Bond with a minor child within the first year of the child's birth or placement in connection with

foster care or adoption; or

Participate in a qualifying exigency related to the covered active duty or call to covered active

duty of the employee's spouse, domestic partner, child, or parent in the Armed Forces of the

United States.

These benefits are financed solely through employee contributions to the PFL program. That program is

solely responsible for determining if the employee is eligible for such benefits.

If employees need to take time off work for any of the reasons set forth above, they must advise CARCD,

and they will be given information about the EDD's PFL program and how to apply for benefits.

Employees also may contact their local EDD Office for further information. Employees should maintain

regular contact with the Company during the time off work so the Company may monitor the employee's

return-to-work status. In addition, the employee should contact the Company when ready to return to

work so the Company may determine what positions, if any, are open.

Employees taking time off work for any of the reasons set forth above are not guaranteed job

reinstatement unless they qualify for such reinstatement under federal or state family and medical leave

laws.

Any time off for Paid Family Leave purposes will run concurrently with other leaves of absence, such as

Family and Medical Leave/California Family Rights Act Leave, if applicable. Please see the "Family and

Medical Leave/California Family Rights Act" policies in this handbook for eligibility requirements, if

applicable.

3.6 BENEFITS OVERVIEW

In addition to good working conditions and competitive pay, it is CARCD's policy to provide a combination

of supplemental benefits to all eligible employees. In keeping with this goal, each benefit program has

been carefully devised. These benefits can include time-off benefits, such as vacations and holidays, and

insurance and other plan benefits. 

Employees may access benefit information through Insperity Premier at: https://portal.insperity.com.  If

employees have any questions regarding the benefits provided by Insperity, they should contact the

Insperity Contact Center at 1-866-715-3552, 7:00 a.m. – 7:00 p.m. CT, Monday through Friday.

https://portal.insperity.com/
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While the intention is to maintain the benefits provided to employees, they can be modified, amended or

terminated at any time and for any reason.

3.7 JURY DUTY

CARCD realizes that it is the obligation of all U.S. citizens to serve on a jury when summoned to do so. All

employees will be allowed 2 weeks of paid time off to perform such civic service as required by law.

Employees are expected, however, to provide proper notice of a request to perform jury duty and

verification of their service.

Employees also are expected to keep management informed of the expected length of jury duty service

and to report to work for the major portion of the day if excused by the court. If the required absence

presents a serious conflict for management, employees may be asked to try to postpone jury duty.

Employees on jury duty leave will be paid for their jury duty service in accordance with state law;

however, exempt employees will be paid their full salary for any week in which time is missed due to jury

duty if work is performed for the Company during such week.

3.8 EMPLOYEE ASSISTANCE PROGRAM

We care about our employees’ health and well-being and recognize that employees may be faced with

personal challenges. The Employee Assistance Program (EAP) provides confidential support, counseling,

as well as customized resources and referrals to help employees and their immediate families with work-

life services, health information lines, and legal and financial services referrals. All contact between an

employee and the EAP is confidential and designed to safeguard the participant’s privacy rights. The

EAP’s telephone number is 1-866-402-0003.

The Company reserves the right to amend, suspend, or terminate any of the benefits plans it sponsors at

any time.

3.9 INSPERITY ONLINE SERVICES

Visit Insperity online to access training, secure personal information and work tools. Go to

http://portal.insperity.com and click CREATE ACCOUNT. Follow the steps below to log in and begin using

Insperity PremierTM:

Step 1:  Enter your last name and date of birth         

Step 2:  Enter one of the following to identify yourself:

Your Social Security Number
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Your Individual Taxpayer Identification

Your Insperity ID (this can be found on your paystub)

Step 3: Enter a username and password of your choice. Then follow the remaining prompts to create the

account.

Your personal information is accessible only to you through multiple layers of security and industry-

standard data encryption. Since payroll information and other sensitive data are accessible through your

account, it is important you do not share your username and password with others.

Contact Insperity ’s Contact Center toll free at 866-715-3552, Monday through Friday from 7:00 a.m. to

7:00 p.m., CST for questions about Insperity PremierTM and your Insperity benefits.

Employment Verifications

See Insperity ’s Request an Employment Verification section for more details.

3.10 FLOATING HOLIDAYS

Floating Holidays are provided by California Association of Resource Conservation Districts in addition to

Vacation and Sick.

All full-time regular employees will be awarded two (2) 8-hour floating holidays upon hire and renewed

annually on January 1st.  All part-time regular employees will be awarded two (2) 4-hour floating holidays

upon hire and renewed annually on January 1st. This time may be used on the 90th day of employment

and in full day increments. For new employees, floating holidays will be prorated based on the number

of months remaining in the year.

Employees are requested to provide advance notice of two weeks before using floating holidays.

Employees will carry over unused floating holiday time from year to year. However, there is a maximum

balance (“cap”) of 24 hours for full-time employees and 12 hours for part-time employees. Once an

employee’s balance reaches this amount, no additional floating holiday time will be provided. When the

employee uses floating holiday time and drops below the cap amount, they will be provided additional

floating holiday time at the start of the next calendar year.

Unused floating holiday time will be paid out in the event of separation from employment.

While floating holidays are paid through Insperity, floating holidays is solely a California Association of

Resource Conservation Districts policy.

3.11 PAID SICK LEAVE

Eligibility

https://portal.insperity.com/pcms/request_an_employment_verification
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Pursuant to the California Healthy Workplaces, Healthy Families Act of 2014, California Association of

Resource Conservation Districts provides paid sick leave to all employees who work in California for 30 or

more days within a year. For employees who work in California who are eligible for sick time under

another policy and/or any other applicable sick time/leave law or ordinance, this policy applies solely to

the extent it provides greater benefits/rights on any specific issue or issues than any other policy and/or

any other applicable sick time/leave law or ordinance.

Accrual

Employees begin accruing paid sick leave at the start of employment. Paid sick leave will accumulate at

the rate of 0.0385 hours for each 1 hour worked, per bi-weekly pay cycle. Employees who are exempt

from overtime pursuant to the executive, administrative, and professional exemptions under California

law are assumed to work 40 hours in each workweek unless their normal workweek is less than 40 hours,

in which case paid sick leave accrues based upon that normal workweek. For purposes of this policy, the

year is the consecutive 12-month period beginning on the employee’s anniversary date.

Usage

Employees can use accrued paid sick leave beginning on the 90th day of employment. Employees

classified as exempt may take sick leave in 2-hour increments. Nonexempt employees should record

their sick time in exact time increments to the quarter hour, e.g., 1.5 hours, 6 hours, 2.75 hours.

Paid sick leave may be used for the following reasons: 

1. For diagnosis, care, or treatment of an existing health condition of or preventive care for, the

employee or the employee's family member;

2. To serve on an inquest jury or trial jury;

3. To appear in court to comply with a subpoena or other court order as a witness in any

judicial proceeding;

4. To attend judicial proceedings related to certain felonies or other covered crimes that the

employee or the employee’s family member was a victim of, including, but not limited to, any

delinquency proceeding, a post-arrest release decision, plea, sentencing, postconviction release

decision, or any proceeding where a right of that person is an issue;

5. For any employee who is a victim or whose family member is a victim of a qualifying act of

violence: 

a. To obtain or attempt to obtain any relief for the family member, including but not limited

to, a temporary restraining order, restraining order, or other injunctive relief, to help

ensure the health, safety, or welfare of the family member of the victim; 

b. To seek, obtain, or assist a family member to seek or obtain medical attention for or to

recover from injuries caused by a qualifying act of violence; 

c. To seek, obtain, or assist a family member to seek or obtain services from a domestic

violence shelter, program, rape crisis center, or victim services organization or agency as
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a result of a qualifying act of violence; 

d. To seek, obtain, or assist a family member to seek or obtain psychological counseling or

mental health services related to an experience of a qualifying act of violence; 

e. To participate in safety planning or take other actions to increase safety from future

qualifying acts of violence; 

f. To relocate or engage in the process of securing a new residence due to the qualifying

act of violence, including but not limited to, securing temporary or permanent housing

or enrolling children in a new school or childcare; 

g. To provide care to a family member who is recovering from injuries caused by a

qualifying act of violence; 

h. To seek, obtain, or assist a family member to seek or obtain civil or criminal legal

services in relation to the qualifying act of violence; 

i. To prepare for, participate in, or attend any civil, administrative, or criminal legal

proceeding related to the qualifying act of violence; or 

j. To seek, obtain, or provide childcare or care to a care-dependent adult if the childcare or

care is necessary to ensure the safety of the child or dependent adult as a result of the

qualifying act of violence; or 

6. Any other reason required by applicable law. 

For purposes of this policy, family member means a child (including biological, adopted, or foster child,

stepchild, legal ward, or a child to whom the employee stands in loco parentis, all regardless of age or

dependency status); spouse; registered domestic partner; parent (including biological, adoptive, or

foster parent, stepparent, or legal guardian of the employee or the employee's spouse or registered

domestic partner or a person who stood in loco parentis when the employee was a minor child);

grandparent; grandchild; sibling; or a designated person. Employees are limited to selecting one

(1) designated person per 12-month period for paid sick days. 

For purposes of this policy, "qualifying act of violence" means any of the following, regardless of whether

anyone is arrested for, prosecuted for, or convicted of committing any crime: 

Domestic violence;

Sexual assault;

Stalking; or

An act, conduct, or pattern of conduct that includes any of the following: 

An individual causes bodily injury or death to another individual; 

An individual exhibits, draws, brandishes, or uses a firearm or other dangerous weapon

with respect to another individual; or 
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An individual uses, or makes a reasonably perceived or actual threat to use, force

against another individual to cause physical injury or death. 

Unless the employee advises employee's supervisor otherwise, the Company will assume employees

want to use available paid sick leave for absences for reasons set forth above and employees will be paid

for such absences to the extent they have paid sick leave available. 

Employees will be notified of their available paid sick leave on each itemized wage statement. 

Notice and Documentation

Notice to employee's supervisor may be given orally or in writing. If the need for paid sick leave is

foreseeable, the employee must provide reasonable advance notification. If the need for paid sick leave

is unforeseeable, the employee must provide notice of the need for the leave as soon as practicable. 

Payment

Eligible employees will receive payment for paid sick leave at the same wage as the employee normally

earns during regular work hours, unless otherwise required by applicable law, by the next regular

payroll period after the leave was taken. Use of paid sick leave is not considered hours worked for

purposes of calculating overtime.

Carryover and Payout

Accrued paid sick leave carries over from year to year.

Accrued but unused paid sick leave under this policy will not be paid at separation. Unused sick hours

will be reinstated if re-employed by California Association of Resource Conservation Districts within one

year of separation. While sick time is paid through Insperity, sick time is solely a California Association of

Resource Conservation Districts policy.

Enforcement and Retaliation

Retaliation or discrimination against any employee who requests paid sick days or uses paid sick days or

both is prohibited and employees may file a complaint with the Labor Commissioner against an

employer who retaliates or discriminates against any employee.

If employees have any questions regarding this policy, they should contact the Head of Human

Resources.

Override all individual handbooks with these changes
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3.12 VACATION

Vacation is provided by California Association of Resource Conservation Districts for employees to be

away from work for rest and relaxation or other personal requirements. All regular employees will begin

to accrue vacation upon hire and are eligible to use the time on the 90th day of employment.

Vacation accrues based on hours worked. Employees will not accrue vacation while on any type of leave,

unless otherwise required by law.

In an anniversary year, employees will accrue vacation according to the following schedule:

Accrual level changes happen at the beginning of the pay period that contains the anniversary date.

In the event that available vacation is not used by the end of the year, you may carry unused time

forward to the next year. However, there is a maximum balance (“cap”). If the total amount of unused

vacation reaches this "cap," further vacation accrual will stop. When you use vacation and bring the

balance below the “cap,” accrual will begin again.

If an employee wishes to submit a request for time off and does not have adequate time in their PTO

balance, the employee may be permitted to have a negative PTO balance up to 16 hours. These requests

will be reviewed on a case-by-case basis.

So that the Company may schedule work and plan for business requirements, you should give as much

notice as possible in scheduling vacation time. If there are conflicting dates, preference generally will be

given to the employee who has the most seniority. However, a more junior employee who already has an

approved vacation date will not be bumped by a more senior employee. Employees classified as exempt

may take vacation in 4-hour or 8-hour increments. Nonexempt employees should record their absences

in exact time increments to the quarter hour, (e.g., 1.5 hours, 6 hours, 2.75 hours). Pay for vacation days

Accrual Level Changes

Accrual Rate

per Hour

Worked

Maximum

Annual

Accrual

Maximum

Balance

Cap

Date of hire through end of 4th year

(0 – 47 months) 0.0385 hours 80 hours 240 hours

Start of 5th year and continuing

thereafter (48+ months) 0.0577 hours 120 hours 240 hours
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will be paid on the regular pay cycle. Vacation is not considered hours worked when calculating overtime

hours.

If an employee leaves California Association of Resource Conservation Districts, accrued but unused

vacation will be paid computed at the hourly or salary rate of pay in effect upon separation. While

vacation is paid through Insperity, vacation is solely a California Association of Resource Conservation

Districts policy.

3.13 EDUCATION AND PROFESSIONAL DEVELOPMENT

Within fiscal restraints, CARCD assists employees in increasing the effectiveness of their performance in

their present positions and encourages employees to obtain skills, knowledge, and abilities which may

improve their opportunities for career advancement.

CARCD views on-the-job training as the most effective means of professional development and

encourages employees to discuss opportunities for “stretch assignments” toward this end. Additionally,

coaching and mentoring may come from internal resources other than one’s direct supervisor. CARCD

also supports attendance of work-related courses, seminars, conferences, lectures, meetings, and

workshops. In addition, employees may be asked to attend conferences and training forums as

participants or presenters.
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SECTION 4 - LEAVES OF ABSENCE

4.1 CALIFORNIA: PERSONAL LEAVE

If employees are ineligible for any other Company leave of absence, CARCD, under certain

circumstances, may grant a personal leave of absence without pay. A written request for a personal

leave should be presented to management at least two (2) weeks before the anticipated start of the

leave. If the leave is requested for medical reasons and employees are not eligible for FMLA and CFRA,

medical certification also must be submitted. The request will be considered on the basis of staffing

requirements and the reasons for the requested leave, as well as performance and attendance records. 

A personal leave may be extended if, prior to the end of leave, employees submit a written request for

an extension to management and the request is granted. During the leave, employees will not earn

vacation, personal days or sick days. We will continue health insurance coverage during the leave if

employees submit their share of the monthly premium payments to the Company in a timely manner,

subject to the terms of the plan documents.

When the employees anticipate returning to work, they should notify management of the expected

return date. This notification should be made at least one week before the end of the leave.

Upon completion of the personal leave of absence, the Company will attempt to return employees to

their original job or a similar position, subject to prevailing business considerations. Reinstatement,

however, is not guaranteed.

Failure to advise management of availability to return to work, failure to return to work when notified or

a continued absence from work beyond the time approved by the Company will be considered a

voluntary resignation of employment.

Personal leave runs concurrently with any Company-provided Short-Term Disability Leave of Absence.

4.2 CALIFORNIA: BONE MARROW DONATION LEAVE

The employee who has been employed for at least 90 days may request a leave of absence for up to five

(5) business days in any one-year period to undergo a medical procedure to donate bone marrow.

Employees must provide a certification from their physician regarding the purpose and length of each

leave requested. The employee must use any accrued vacation time, sick leave or paid time off for this

leave, but the use of vacation accrual, sick leave or paid time off does not extend the term of this leave. If

accrued vacation, sick leave or paid time off is not available, the time off for such procedure shall be

paid, but the paid time off shall not exceed five (5) days. Bone marrow donation leave will not be
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designated as FMLA or CFRA leave time. Employees will receive health benefits for the duration of their

Bone Marrow Donation Leave and upon returning from such leave will have a right to return to the same

or equivalent positions they held before such leave.

4.3 CALIFORNIA: ORGAN DONATION LEAVE

Employees who have been employed for at least 90 days may request a paid leave of absence for up to

30 business days in any one-year period to undergo a medical procedure to donate an organ. Employees

can request an additional 30 days of unpaid leave in any one-year period for this same purpose.

Employees must provide a certification from their physician regarding the purpose and length of each

leave requested. The one-year period is measured from the start of the leave.

For an initial request for organ donation leave, the employee must use up to two weeks of accrued

vacation, sick leave or paid time off for this leave, but the use of vacation accrual, sick leave or paid time

off does not extend the term of the leave. If accrued vacation, sick leave or paid time off is not available,

the time off for such procedure shall be paid however the paid time off shall not exceed 30 days. Organ

donation leave will not be designated as FMLA or CFRA leave time. Employees will receive health benefits

for the duration of their organ donation leave and upon returning from such leave will have a right to

return to the same or equivalent positions they held before such leave. Absences due to organ donation

leave do not count as a break in service for the purpose of the employee’s right to salary adjustments,

sick leave, vacation and paid time off or seniority.

4.4 CALIFORNIA: FAMILY RIGHTS LEAVE

Employees may be entitled to a leave of absence under the California Family Rights Act (CFRA). This

policy is intended to provide employees with information concerning CFRA entitlements and obligations

they may have during such leaves. If employees have any questions concerning CFRA leave, they should

contact the Head of Human Resources.

I. Eligibility

The CFRA provides eligible employees with a right to leave, health insurance benefits, and, with some

limited exceptions, job restoration. To be an "eligible employee," the employee must:

Have been employed by CARCD for at least 12 months (which need not be consecutive); and

Have worked for at least 1,250 hours during the 12-month period immediately preceding the

commencement of the leave.

*Special hours of service eligibility requirements apply to airline flight crew employees.

II. Entitlements for CFRA Leave

A. Basic CFRA Leave Entitlement
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The CFRA provides eligible employees up to 12 workweeks of unpaid leave for certain family and medical

reasons during a 12-month period. The 12-month period is determined by the calendar year. Leave may

be taken for any one (1), or for a combination, of the following reasons:

Bonding and/or caring for a newborn child;

For placement with the employee of a child for adoption or foster care and to care for the newly

placed child;

To care for the employee's spouse, registered domestic partner, child, parent, grandparent,

grandchild, sibling, or designated person with a serious health condition;

For the employee's own serious health condition (excluding pregnancy-related disability) that

makes the employee unable to perform one or more of the essential functions of their job;

and/or

Because of any qualifying exigency arising out of the fact that the employee's spouse,

registered domestic partner, son, daughter, or parent is a military member on covered active

duty status (or has been notified of an impending call or order to covered active duty status) in

the Reserve component of the Armed Forces for deployment to a foreign country in support of a

contingency operation or Regular Armed Forces for deployment to a foreign country.

Leave to care for one's child after birth or placement for adoption or foster care must be taken within

one (1) year of the child's birth or placement.

Under the CFRA, a serious health condition is an illness, injury, impairment, or physical or mental

condition that involves either inpatient care in a hospital, hospice, or residential health care facility, any

subsequent treatment in connection with such inpatient care or any period of incapacity; or continuing

treatment by a health care provider, including but not limited to treatment for substance abuse. The

CFRA defines "inpatient care" broadly and includes a stay in a hospital, hospice, or residential health

care facility, any subsequent treatment in connection with inpatient care or any period of incapacity. A

person will be considered an "inpatient" when formally admitted to a health care facility with the

expectation that they will remain at least overnight and occupy a bed, even if ultimately discharged or

transferred to another facility and do not actually remain overnight. The CFRA defines "incapacity" as the

inability to work, attend school, or perform other regular daily activities due to a serious health

condition, its treatment or the recovery that it requires.

Under the CFRA, subject to certain conditions, the continuing treatment requirement may be met by a

period of incapacity of more than three (3) consecutive calendar days combined with at least two (2) visits

to a health care provider or one (1) visit and a regimen of continuing treatment or incapacity due to a

chronic condition. Other conditions may meet the definition of continuing treatment.

Qualifying exigencies may include attending certain military events, arranging for alternative childcare,

addressing certain financial and legal arrangements, attending certain counseling sessions, caring for

the parents of the military member on covered active duty, and attending post-deployment reintegration

briefings.
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For purposes of CFRA leave, "child" means a biological, adopted, or foster child, a stepchild, a legal ward,

a child of a domestic partner, or a person to whom the employee stands in loco parentis. "Grandchild"

means a child of the employee's child. "Grandparent" means a parent of the employee's parent. "Parent"

means a biological, foster, or adoptive parent, parent-in-law, a stepparent, a legal guardian, or other

person who stood in loco parentis to the employee when the employee was a child. "Designated person"

means any individual related by blood or whose association with the employee is the equivalent of a

family relationship. The designated person may be identified by the employee at the time the employee

requests the leave but an employee is limited to one designated person per 12-month period for family

care and medical leave.

A leave of absence in connection with a workers' compensation injury/illness or for which the employee

receives disability or State of California Paid Family Leave benefits generally will be considered a leave

for serious health conditions and will run concurrently with CFRA leave.

B. Intermittent Leave and Reduced Leave Schedules

CFRA leave usually will be taken for a period of consecutive days, weeks, or months. However, employees

also are entitled to take CFRA leave intermittently or on a reduced leave schedule when medically

necessary due to a serious health condition of the employee or covered family member. Intermittent or

reduced work schedule leave may be taken for absences where the employee or family member is

incapacitated or unable to perform the essential functions of the position because of a chronic serious

health condition, even if they do not receive treatment by a health care provider. Intermittent or reduced

work schedule leave also may be taken for any qualifying exigency.

Employees also are eligible for intermittent leave for bonding with a child following birth or placement.

Intermittent leave for bonding purposes generally must be taken in two- (2-) week increments, but the

Company permits two (2) occasions where the leave may be for less than two (2) weeks.

C. Health Insurance Benefits

During CFRA leave, eligible employees are entitled to receive group health plan coverage on the same

terms and conditions as if they had continued work.

D. No Work While on Leave

The taking of another job while on FMLA/CFRA leave or any other authorized leave of absence is

prohibited except as authorized by the Company and/or if permitted by applicable law.

E. Restoration of Employment and Benefits

At the end of CFRA leave, employees generally have a right to return to the same or comparable position

they held before the CFRA leave. Use of CFRA leave will not result in the loss of any employment benefit

that accrued prior to the start of an eligible employee's CFRA leave.

F. Notice of Eligibility for, and Designation of, CFRA Leave
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Employees requesting CFRA leave are entitled to receive written notice from the Company telling them

whether they are eligible for CFRA leave and, if not eligible, the reasons why they are not eligible. When

eligible for CFRA leave, employees are entitled to receive written notice of: 1) their rights and

responsibilities in connection with such leave; 2) the Company's designation of leave as CFRA-qualifying

or non-qualifying, if not CFRA-qualifying, the reasons why; and 3) the amount of leave, if known, that will

be counted against the employee's leave entitlement.

The Company will respond to a leave request within five (5) business days. Once given, approval shall be

deemed retroactive to the date of the first day of the leave. The Company may designate CFRA leave

retroactively with appropriate notice provided that doing so does not cause harm or injury to the

employee. In other cases, the Company and employee can mutually agree that leave is retroactively

designated as CFRA leave.

III. Employee Obligations for CFRA Leaves

A. Provide Notice of the Need for Leave

Employees who take CFRA leave must timely notify the Company of their need for CFRA leave. The

following describes the content and timing of such notices.

1. Content of Notice

To trigger CFRA leave protections, employees must inform the Head of Human Resources of the need for

CFRA-qualifying leave and the anticipated timing and duration of the leave, if known. This may be

accomplished by either requesting CFRA leave specifically or explaining the reasons for leave so as to

allow the Company to determine that the leave is CFRA-qualifying. For example, employees might explain

that:

A medical condition renders them unable to perform the functions of their job;

They are pregnant;

They or a covered family member have been hospitalized overnight;

They or a covered family member are under the continuing care of a health care provider;

The leave is due to a qualifying exigency caused by a military member being on covered active

duty or called to covered active duty status; or

If the leave is for a family member, that the condition renders the family member unable to

perform daily activities.

Calling in sick, without providing the reasons for the needed leave, will not be considered sufficient

notice for CFRA leave under this policy. Employees must respond to the Company's lawful questions to

determine if absences are potentially CFRA-qualifying.

If employees fail to explain the reasons for CFRA leave, the leave may be denied. When employees seek

leave due to CFRA-qualifying reasons for which the Company has previously provided CFRA protected

leave, they must specifically reference the qualifying reason for the leave or the need for CFRA leave.
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2. Timing of Notice

Employees must provide 30 days' advance notice of the need to take CFRA leave when the need is

foreseeable. When 30 days' notice is not possible, or the approximate timing of the need for leave is not

foreseeable, employees must notify the Company of the need for leave as soon as practicable under the

circumstances. Employees who fail to give 30 days' notice for foreseeable leave without a reasonable

excuse for the delay, or otherwise fail to satisfy CFRA notice obligations, may have CFRA leave delayed or

denied.

B. Cooperating in the Scheduling of Leave

When planning medical treatment for themselves or their family members or requesting to take leave on

an intermittent or reduced schedule work basis, employees must consult with the Company and make a

reasonable effort to schedule treatment to minimize disruption of Company operations. Employees must

consult with the Company prior to the scheduling of treatment in order to work out a treatment schedule

that best suits the needs of both the Company and the employees, subject to the approval of the

applicable health care provider. To the extent permitted by applicable law, when employees take

intermittent or reduced work schedule leave for foreseeable planned medical treatment for the

employee or a family member, including a period of recovery from a serious health condition, the

Company may temporarily transfer employees to alternative positions with equivalent pay and benefits

for which they are qualified and which better accommodate recurring periods of leave.

C. Submit Initial Medical Certifications Supporting Need for Leave (Unrelated to Requests for Military

Family Leave)

Depending on the nature of CFRA leave sought, employees may be required to submit medical

certifications supporting their need for CFRA-qualifying leave. As described below, there generally are

three (3) types of CFRA medical certifications: an initial certification, a recertification, and a return-to-

work/fitness-for-duty certification.

It is the employee's responsibility to provide the Company with timely, complete, and sufficient medical

certifications. Whenever the Company requests employees to provide CFRA medical certifications,

employees must provide the requested certifications within 15 calendar days after the request, unless it

is not practicable to do so despite diligent, good faith efforts. The Company will inform employees if

submitted medical certifications are incomplete or insufficient and provide employees at least seven (7)

calendar days to address deficiencies. The Company will delay or deny CFRA leave to those who fail to

address deficiencies or otherwise fail to submit requested medical certifications in a timely manner.

The Company (through individuals other than the employee's direct supervisor) may contact the

employee's health care provider to authenticate a medical certification.

Whenever the Company deems it appropriate to do so, it may waive its right to receive timely, complete,

and/or sufficient CFRA medical certifications.

1. Initial Medical Certifications
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Employees requesting leave because of their own, or a covered family member's, serious health

condition must supply medical certification supporting the need for such leave from their health care

provider or, if applicable, the health care provider of their covered family member. If employees provide

at least 30 days' notice of medical leave, they should submit the medical certification before leave

begins.

If the Company has reason to doubt the validity of an initial medical certification regarding the

employee's own serious health condition, it may require the employee to obtain a second opinion at the

Company's expense. If the opinions of the initial and second health care providers differ, the Company

may, at its expense, require employees to obtain a third, final, and binding certification from a health

care provider designated or approved jointly by the Company and the employee. The Company will

reimburse employees for any reasonable out-of-pocket travel expenses incurred to obtain second or

third medical opinions.

2. Medical Recertifications

Depending on the circumstances and duration of CFRA leave, the Company may require employees to

provide recertification of medical conditions giving rise to the need for leave. The Company will notify

employees if recertification is required and will give them at least 15 calendar days to provide medical

recertification. Recertification will be requested only when the original certification has expired and

additional leave is requested.

3. Return-to-Work Release

Unless notified that providing such certifications is not necessary, employees returning to work from

CFRA leaves that were taken because of their own serious health conditions must provide a release to

return to work from their healthcare provider stating they are able to resume work. Employees taking

intermittent leave may be required to provide a return-to-work release for such absences up to once

every 30 days if reasonable safety concerns exist regarding their ability to perform their duties. The

Company may delay and/or deny job restoration until employees provide return-to-work releases.

D. Submit Certifications Supporting Need for Military Family Leave

Upon request, the first time employees seek leave due to qualifying exigencies arising out of the covered

active duty or call to covered active duty status of a military member, the Company may require them to

provide: 1) a copy of the military member's active duty orders or other documentation issued by the

military indicating the military member is on covered active duty or call to active duty status and the

dates of the military member's covered active duty service; and 2) a certification from the employee

setting forth information concerning the nature of the qualifying exigency for which leave is requested.

Employees shall provide a copy of new active-duty orders or other documentation issued by the military

for leaves arising out of qualifying exigencies arising out of a different covered active duty or call to

covered active-duty status of the same or a different military member.

E. Reporting Changes to Anticipated Return Date
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If the employee's anticipated return to work date changes and it becomes necessary for them to take

more or less leave than originally anticipated, they must provide the Company with reasonable notice

(i.e., within two (2) business days) of the changed circumstances and new return to work date. If

employees give the Company unequivocal notice of their intent not to return to work, they will be

considered to have voluntarily resigned and the Company's obligation to maintain health benefits

(subject to COBRA requirements) and to restore their positions will cease.

F. Substitute Paid Leave for Unpaid CFRA Leave

Employees are required to substitute accrued paid time while taking an unpaid CFRA leave as follows:

If employees request CFRA leave because of their own serious health condition (excluding

absences for which they are receiving workers' compensation or short-term disability benefits),

they must first substitute any accrued paid vacation, sick, or other paid time off for unpaid

family/medical leave.

If employees request CFRA leave to care for a covered family member with a serious health

condition, they must first substitute any accrued paid vacation or other paid time off for unpaid

family/medical leave. Once vacation or paid time off is exhausted, upon their written request,

they can substitute paid sick leave for unpaid CFRA leave to care for a covered family member

with a serious health condition.

If employees request CFRA leave to bond with a newborn or newly placed child, they must first

substitute any accrued paid vacation or other time off for unpaid family/medical leave.

For purposes of this substitution requirement, leave is not unpaid during any time for which employees

receive compensation from the State of California under its State Disability Insurance or Paid Family

Leave programs or when receiving compensation from worker's compensation. Employees will not be

required to use accrued paid leave hours during any time off under this policy for which they are

receiving compensation under these programs. However, where applicable and permitted by law,

employees will be required to use paid leave accruals during any waiting periods applicable to these

programs and upon written request, the Company will allow employees to use accrued paid time off to

supplement any paid workers' compensation, disability or Paid Family Leave benefits.

The substitution of paid time off for unpaid family/medical leave time does not extend the length of any

CFRA leave and the paid time off runs concurrently with any CFRA entitlement.

G. Pay Employees' Share of Health Insurance Premiums

As noted above, during CFRA leave, employees are entitled to continued group health plan coverage

under the same conditions as if they had continued to work. If paid leave is substituted for unpaid

family/medical leave, the Company will deduct employees' shares of the health plan premium as a

regular payroll deduction. If CFRA leave is unpaid, employees must pay their portion of the premium

through a method determined by the Company upon leave. The Company's obligation to maintain health

care coverage ceases if the employee's premium payment is more than 30 days late. If the premium
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payment is more than 15 days late, the Company will send a letter notifying the employee that coverage

will be dropped on a specified date unless the co-payment is received before that date.

If employees do not return to work for at least 30 calendar days after the end of the leave period (unless

they cannot return to work because of a serious health condition or other circumstances beyond their

control) they will be required to reimburse the Company for the cost of the premiums the Company paid

for maintaining coverage during their unpaid CFRA leave.

IV. Coordination of CFRA Leave with Other Leave Policies

The CFRA does not affect any federal, state, or local law prohibiting discrimination, or supersede any

federal, state, or local law which provides greater family or medical leave rights. For additional

information concerning leave entitlements and obligations that might arise when CFRA leave is either

not available or exhausted, please consult the Company's other leave policies in this handbook or

contact the Head of Human Resources.

V. Questions and/or Complaints About CFRA Leave

If employees have questions regarding this policy, they should contact the Head of Human Resources.

The Company is committed to complying with the CFRA and will interpret and apply this policy in a

manner consistent with the CFRA.

4.5 CALIFORNIA: BEREAVEMENT LEAVE

Employees who have been employed for at least 30 days may take bereavement leave of up to five (5)

days upon the death of a family member. For the purposes of this policy, a family member includes a

spouse or a child, parent, sibling, grandparent, grandchild, domestic partner, , or parent-in-law.

Bereavement leave need not be consecutive but must be completed within three (3) months of the family

member's death.

Bereavement leave will be paid at the employee's base rate of pay at the time of absence for the number

of hours the employee otherwise would have worked that day. Bereavement leave is not counted as

hours worked for purposes of calculating overtime.

If requested by the Company, employees must provide documentation of the death of the family

member within 30 days of the first day's leave. Documentation includes, but is not limited to, a death

certificate, a published obituary, or written verification of death, burial, or memorial services from a

mortuary, funeral home, burial society, crematorium, religious institution, or governmental agency.

The Company will maintain the confidentiality of any employee requesting leave under this policy

including documentation provided to the Company related to a request for leave. Employees wishing to

utilize bereavement leave should contact your supervisor or Insperity Contact Center. Employees will not

be subject to adverse action for exercising rights or attempting to exercise rights under this policy,
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opposing practices that they believe to be in violation of this policy, or supporting the exercise of rights

of another under this policy.

4.6 CALIFORNIA: REPRODUCTIVE LOSS LEAVE

Employees who have been employed for at least 30 days will be provided with up to five (5) days of

reproductive loss leave following a reproductive loss event. Employees who experience more than one (1)

reproductive loss event within a 12-month period are limited to 20 days of reproductive loss leave in a

12-month period. For purposes of this policy, a reproductive loss event means the day or, for a multiple-

day event, the final day of a failed adoption, failed surrogacy, miscarriage, stillbirth, or an unsuccessful

assisted reproduction via artificial insemination or an embryo transfer.

Leave may only be taken on regularly scheduled workdays. Leave does not need to be taken on

consecutive days. Leave must be completed within three (3) months of the reproductive loss event,

except that if the employee is on some other leave from work prior to or immediately following a

reproductive loss event, the reproductive loss leave is available for use during the three (3) months

following the end date of the other leave.

Reproductive loss leave is unpaid, except to the extent the employee is eligible for paid leave for these

purposes under other the Company policies. The employee may elect to use accrued (vacation, personal

days, or sick leave) to receive pay during any unpaid leave taken under this policy. Leave provided

pursuant to this policy will run concurrently with any other applicable leave of absence for covered

reasons, to the maximum extent permitted by applicable law. The substitution of paid time for unpaid

leave time does not extend the length of leave and the paid time will run concurrently with the

employee’s reproductive loss leave entitlement.

Employees must inform their supervisor prior to commencing reproductive loss leave. The Company will

maintain the confidentiality of any employee requesting leave under this policy including information

provided to the Company related to a request for leave.

4.7 CALIFORNIA: TIME OFF FOR CRIME VICTIMS

Employees who have been victims of serious or violent felonies, as specified under California law, or

felonies relating to theft or embezzlement may take time off work to attend judicial proceedings related

to the crime. Employees may also take time off if an immediate family member has been a victim of such

crimes and the employee needs to attend judicial proceedings related to the crime. "Immediate family

member" is defined as a person to whom the employee is legally married under the laws of any state,

domestic partner, child, child of a registered domestic partner, stepchild, or person to whom employee

stood in loco parentis when the person was a minor, sibling, stepsibling, half-sibling, parent, stepparent,

foster parent, or legal guardian.
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Employees must give their supervisor a copy of the court notice given to the victim of each scheduled

proceeding before taking time off, unless advance notice to CARCD of the need for time off is not

feasible. When advance notice is not feasible, the employee must provide the Company with

documentation evidencing the judicial proceeding, within a reasonable time after the absence. The

documentation may be from the court or government agency setting the hearing, the district attorney or

prosecuting attorney's office or the victim/witness office that is advocating on behalf of the victim.

Employees may elect to use accrued paid vacation time, paid sick leave time, or other paid time off for

the absence. If the employee does not elect to use paid time off, the absence will be unpaid. However,

exempt employees will be paid their full salary for any workweek interrupted by the need for time off

under this policy.

4.8 CALIFORNIA: PREGNANCY DISABILITY LEAVE

If employees are disabled by pregnancy, childbirth or related medical conditions, they are eligible to

take a pregnancy disability leave (PDL). If affected by pregnancy or a related medical condition,

employees also are eligible to transfer to a less strenuous or hazardous position or to less strenuous or

hazardous duties, if such a transfer is medically advisable and can be reasonably accommodated.

Employees disabled by qualifying conditions may also be entitled to other reasonable accommodations

where doing so is medically necessary. In addition, if it is medically advisable for employees to take

intermittent leave or work a reduced schedule, the Company may require them to transfer temporarily to

an alternative position with equivalent pay and benefits that can better accommodate recurring periods

of leave.

The PDL is for any period(s) of actual disability caused by pregnancy, childbirth or related medical

condition up to four (4) months per pregnancy. For purposes of this policy, "four months" means time off

for the number of days the employee would normally work within the four (4) calendar months (one-third

of a year or 17 1/3 weeks), following the commencement date of taking a pregnancy disability leave. For a

full-time employee who works 40 hours per week, "four months" means 693 hours of leave entitlement,

based on 40 hours per week times 17 1/3 weeks. Employees working a part-time schedule will have their

PDL calculated on a pro-rata basis.

The PDL does not need to be taken in one continuous period of time, but can be taken on an intermittent

basis pursuant to the law.

Time off needed for prenatal or postnatal care, severe morning sickness, gestational diabetes,

pregnancy-induced hypertension, preeclampsia, doctor-ordered bed rest, postpartum depression, loss

or end of pregnancy, and recovery from childbirth or loss or end of pregnancy are all covered by PDL.

To receive reasonable accommodation, obtain a transfer or take a PDL, employees must provide

sufficient notice so the Company can make appropriate plans. Thirty days' advance notice is required if

the need for the reasonable accommodation, transfer or PDL is foreseeable, otherwise as soon as

practicable if the need is an emergency or unforeseeable.
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Employees are required to obtain a certification from their health care provider of the need for

pregnancy disability leave or the medical advisability of an accommodation or for a transfer. The

certification is sufficient if it contains: (1) a description of the requested reasonable accommodation or

transfer; (2) a statement describing the medical advisability of the reasonable accommodation or

transfer because of pregnancy; and (3) the date on which the need for reasonable accommodation or

transfer became or will become medically advisable and the estimated duration of the reasonable

accommodation or transfer.

A medical certification indicating disability necessitating a leave is sufficient if it contains: (1) a

statement that the employee needs to take pregnancy disability leave because of disability due to

pregnancy, childbirth or a related medical condition; (2) the date on which the employee became

disabled because of pregnancy; and (3) the estimated duration of the leave.

Upon request, the employee will be provided with a medical certification form that the employee can

take to the doctor.

As a condition of returning from pregnancy disability leave or transfer, the Company requires the

employee to obtain a release from a health care provider stating ability to resume the original job duties

with or without reasonable accommodation.

PDL is unpaid. At the employee's option, the employee can use any accrued vacation time or other

accrued paid time off as part of the PDL before taking the remainder of leave on an unpaid basis. CARCD

requires, however, that the employee use any available sick time during the PDL. The substitution of any

paid leave will not extend the duration of the PDL. Employees who participate in the Company's group

health insurance plan will continue to participate in the plan while on PDL under the same terms and

conditions as if they were working. Benefit continuation under PDL is distinct from benefit continuation

for employees who also take birth bonding leave under the California Family Rights Act. Employees

should make arrangements for payment of their share of the insurance premiums.

CARCD encourages employees to contact the California Employment Development Department regarding

eligibility for state disability insurance for the unpaid portion of the leave.

If employees do not return to work on the originally scheduled return date, nor request in advance an

extension of the agreed upon leave with appropriate medical documentation, they may be deemed to

have voluntarily terminated their employment with the Company. Failure to notify the Company of their

ability to return to work when it occurs or continued absence from work because the leave must extend

beyond the maximum time allowed, may be deemed a voluntary termination of employment with the

Company, unless employees are entitled to Family and Medical Leave or entitled to further leave

pursuant to applicable law.

Upon return from a covered PDL, the employee, in most instances, will be reinstated to the same

position.

Taking a PDL may affect some benefits and the employee's seniority date. The employee may request

more information regarding eligibility for PDL and the impact of the leave on seniority and benefits.
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Any request for leave after the disability has ended will be treated as a request for family care leave

under the California Family Rights Act (CFRA) and the federal Family and Medical Leave Act (FMLA), if the

employee is eligible for that type of leave. PDL runs concurrently with FMLA (but not CFRA). Employees

should refer to the FMLA policy. Employees who are not eligible for leave under the CFRA or FMLA will

have a request for additional leave treated as a request for disability accommodation.

4.9 CALIFORNIA: TIME OFF FOR VOLUNTEER FIREFIGHTERS, RESERVE PEACE OFFICERS, AND

EMERGENCY RESCUE PERSONNEL

Employees are permitted unpaid time off from work to perform emergency duty as a volunteer

firefighter, reserve peace officer, or emergency rescue personnel.

If the employees request time off under the policy, they must notify their direct supervisor immediately

after the need for the leave becomes known.

4.10 MILITARY LEAVE

If employees are called into active military service or enlist in the uniformed services, they will be

eligible to receive an unpaid military leave of absence. To be eligible for military leave, employees must

provide management with advance notice of service obligations unless they are prevented from

providing such notice by military necessity or it is otherwise impossible or unreasonable to provide such

notice. Provided the absence does not exceed applicable statutory limitations, employees will retain

reemployment rights and accrue seniority and benefits in accordance with applicable federal and state

laws. Employees should ask management for further information about eligibility for Military Leave.

If employees are required to attend yearly Reserves or National Guard duty, they can apply for an unpaid

temporary military leave of absence not to exceed the number of days allowed by law (including travel).

They should give management as much advance notice of their need for military leave as possible so

that CARCD can maintain proper coverage while employees are away.

4.11 PAID PARENTAL LEAVE

CARCD is not subject to FMLA or CFRA leave requirements, but voluntarily provides parental leave to

employees who have completed at least one year of service prior to the start of the leave period. The

leave includes a supplemental paid benefit that combines with California’s Paid Family Leave benefit

and may pay up to 100% of the employee’s weekly wages during an 8-week leave period. Primary or

secondary caregivers may be eligible to apply for this leave. When parental leave is used following a

pregnancy disability leave, it is the employee’s responsibility to notify CARCD’s accounting

department when applying for the separate Paid Family Leave (PFL) benefit in order to coordinate the
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integration of CARCD’s parental leave benefit. In the event an employee voluntarily resigns from their

position, prior to completing 6 full and continuous months of employment once returned from their

leave of absence, they will be required to pay back the amount of salary continuation they received

during their leave.

The EDD (Employment Development Department) provides the forms needed to apply, and these

may be obtained online: http://www.edd.ca.gov/

4.12 CIVIL AIR PATROL LEAVE - CA

CARCD provides up to 10 days per calendar year of unpaid leave time to eligible employees to serve as a

member of the Civil Air Patrol on the request of the state or its political subdivisions. To be eligible, you

must have completed 90 days of employment. You may choose to take accrued paid time off for the

leave. You must give as much advance notice as possible and provide certification from the Civil Air

Patrol authority in advance, unless you are called for emergency service.
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SECTION 5 - GENERAL STANDARDS OF CONDUCT

5.1 WORKPLACE CONDUCT

CARCD endeavors to maintain a positive work environment. Each employee plays a role in fostering this

environment. Accordingly, we all must abide by certain rules of conduct, based on honesty, common

sense, and fair play.

Because everyone may not have the same idea about proper workplace conduct, it is helpful to adopt

and enforce rules all can follow. Unacceptable conduct may subject the offender to disciplinary action,

up to and including discharge, in the Company's sole discretion. The following are examples of some,

but not all, conduct which can be considered unacceptable:

1. Obtaining employment on the basis of false or misleading information.

2. Stealing, removing, or defacing CARCD property or a co-worker's property, and/or disclosure of

confidential information.

3. Completing another employee's time records.

4. Violation of safety rules and policies.

5. Violation of CARCD's Drug and Alcohol-Free Workplace Policy.

6. Fighting, threatening, or disrupting the work of others or other violations of CARCD's Workplace

Violence Policy.

7. Failure to follow lawful instructions of a supervisor.

8. Failure to perform assigned job duties.

9. Violation of the Punctuality and Attendance Policy, including but not limited to irregular

attendance, habitual lateness, or unexcused absences.

10. Gambling on Company property.

11. Willful or careless destruction or damage to Company assets or to the equipment or possessions

of another employee.

12. Wasting work materials.

13. Performing work of a personal nature during working time.

14. Violation of the Solicitation and Distribution Policy.

15. Violation of CARCD's Harassment or Equal Employment Opportunity Policies.

16. Violation of the Communication and Computer Systems Policy.

17. Unsatisfactory job performance.

18. Any other violation of CARCD policy.

Where appropriate, supervisors will follow a process of progressive employee discipline. Before or

during application of any discipline, employees may be given an opportunity to relate their version of



Page 52

the incident or problem and provide an explanation. Examples of progressive employee discipline

include:

Verbal Counseling - A conversation with an employee explaining that the employee’s conduct or

poor performance is unacceptable, and repeated or continued unacceptable conduct or

performance will result in more severe disciplinary action. A record of the notice of the verbal

counseling may be made and retained in the employee's personnel file.

Written Counseling - A written document or memo that describes the unacceptable conduct or

performance of the employee and specifies needed changes or improvements. A copy of the

written counseling generally will be retained in the employee's personnel file.

Termination - If an employee fails to follow acceptable conduct or performance standards, the

Company may terminate the employee’s employment.

Depending on the specific circumstances, the Company may suspend or terminate an employee without

prior discipline, or without following a particular order of discipline.

Obviously, not every type of misconduct can be listed. Note that all employees are employed at-will, and

CARCD reserves the right to impose whatever discipline it chooses, or none at all, in a particular

instance. The Company will deal with each situation individually and nothing in this handbook should be

construed as a promise of specific treatment in a given situation. However, CARCD will endeavor to utilize

progressive discipline but reserves the right in its sole discretion to terminate the employee at any time

for any reason.

The observance of these rules will help to ensure that our workplace remains a safe and desirable place

to work.

5.2 PUNCTUALITY AND ATTENDANCE

Employees are hired to perform important functions at CARCD. As with any group effort, operating

effectively takes cooperation and commitment from everyone. Therefore, attendance and punctuality are

very important. Unnecessary absences and lateness are expensive and disruptive and place an unfair

burden on fellow employees and supervisors. The Company expects excellent attendance from all

employees. Excessive absenteeism or tardiness will result in disciplinary action up to and including

discharge.

The Company does recognize, however, that there are times when absences and tardiness cannot be

avoided. In such cases, employees are expected to notify supervisors as early as possible, but no later

than the start of the workday. Asking another employee, friend, or relative to give this notice is improper

and constitutes grounds for disciplinary action. Employees should call, stating the nature of the absence

and its expected duration, every day of absenteeism.

Unreported absences of three (3) consecutive workdays generally will be considered a voluntary

resignation of employment with the Company.
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5.3 USE OF COMMUNICATIONS AND COMPUTER SYSTEMS

CARCD's communication and computer systems are intended primarily for business purposes; however

limited personal usage is permitted if it does not hinder performance of job duties or violate any other

Company policy. This includes the voice mail, e-mail and Internet systems. Users have no legitimate

expectation of privacy in regard to their use of the CARCD systems.

CARCD may access the voice mail and e-mail systems and obtain the communications within the

systems, including past voice mail and e-mail messages, without notice to users of the system, in the

ordinary course of business when the Company deems it appropriate to do so. The reasons for which the

Company may obtain such access include, but are not limited to: maintaining the system; preventing or

investigating allegations of system abuse or misuse; assuring compliance with software copyright laws;

complying with legal and regulatory requests for information; and ensuring that Company operations

continue appropriately during the employee's absence.

Further, CARCD may review Internet usage to ensure that such use with Company property, or

communications sent via the Internet with Company property, are appropriate. The reasons for which

the Company may review employees' use of the Internet with Company property include, but are not

limited to: maintaining the system; preventing or investigating allegations of system abuse or misuse;

assuring compliance with software copyright laws; complying with legal and regulatory requests for

information; and ensuring that Company operations continue appropriately during the employee's

absence.

The Company may store electronic communications for a period of time after the communication is

created. From time to time, copies of communications may be deleted.

The Company's policies prohibiting harassment, in their entirety, apply to the use of Company's

communication and computer systems. No one may use any communication or computer system in a

manner that may be construed by others as harassing or offensive based on race, national origin, sex,

sexual orientation, age, disability, religious beliefs or any other characteristic protected by federal, state

or local law.

Further, since the Company's communication and computer systems are intended for business use, all

employees, upon request, must inform management of any private access codes or passwords.

CARCD intends to prevent computer viruses and unauthorized use of copyrighted materials belonging to

entities other than the Company. You should obtain prior approval before downloading any software.

Users are not permitted to copy, transfer, rename, add or delete information or programs belonging to

other users unless given express permission to do so by the owner. Failure to observe copyright or

license agreements may result in disciplinary action from the Company, up to and including immediate

termination or legal action by the copyright owner.

No employee may access, or attempt to obtain access to, another employee's computer systems without

appropriate authorization.
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Violators of this policy may be subject to disciplinary action, up to and including discharge.

5.4 CONFIDENTIAL COMPANY INFORMATION

During the course of work, employees may become aware of confidential information about CARCD's

business, including but not limited to information regarding Company finances, pricing, products, and

new product development, software, and computer programs, marketing strategies, suppliers, and

customers and potential customers. Employees also may become aware of similar confidential

information belonging to the Company's clients. It is extremely important that all such information

remain confidential, and particularly not be disclosed to CARCD's competitors. Any employee who

improperly copies, removes (whether physically or electronically), uses, or discloses confidential

information to anyone outside of the Company may be subject to disciplinary action up to and including

termination. Employees may be required to sign an agreement reiterating these obligations.

5.5 CONFLICT OF INTEREST AND BUSINESS ETHICS

It is CARCD's policy that all employees avoid any conflict between their personal interests and those of

the Company. The purpose of this policy is to ensure that the Company's honesty and integrity, and

therefore its reputation, are not compromised. The fundamental principle guiding this policy is that no

employee should have, or appear to have, personal interests or relationships that actually or potentially

conflict with the best interests of the Company.

It is not possible to give an exhaustive list of situations that might involve violations of this policy.

However, the situations that would constitute a conflict in most cases include but are not limited to:

1. Holding an interest in or accepting free or discounted goods from any organization that does, or

is seeking to do, business with the Company, by any employee who is in a position to directly or

indirectly influence either the Company's decision to do business, or the terms upon which

business would be done with such organization;

2. Holding any interest in an organization that competes with the Company;

3. Being employed by (including as a consultant) or serving on the board of any organization which

does, or is seeking to do, business with the Company or which competes with the Company;

and/or

4. Profiting personally, e.g., through commissions, loans, expense reimbursements, or other

payments, from any organization seeking to do business with the Company.

A conflict of interest would also exist when a member of the employee's immediate family is involved in

situations such as those above.

This policy is not intended to prohibit the acceptance of modest courtesies, openly given and accepted

as part of the usual business amenities, for example, occasional business-related meals or promotional
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items of nominal or minor value.

It is the employee's responsibility to report any actual or potential conflict that may exist between the

employee (and the employee's immediate family) and the Company.

5.6 USE OF FACILITIES, EQUIPMENT AND PROPERTY, INCLUDING INTELLECTUAL PROPERTY

Equipment essential in accomplishing job duties is often expensive and may be difficult to replace.

When using property, employees are expected to exercise care, perform required maintenance, and

follow all operating instructions, safety standards and guidelines.

Employees should notify their supervisor if any equipment, machines, or tools appear to be damaged,

defective or in need of repair. Prompt reporting of loss, damages, defects and the need for repairs could

prevent deterioration of equipment and possible injury to employees or others. Supervisors can answer

any questions about the employees' responsibility for maintenance and care of equipment used on the

job.

Employees also are prohibited from any unauthorized use of the Company's intellectual property, such

as audio and video tapes, print materials and software.

Improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in

discipline, up to and including discharge.

Further, the Company is not responsible for any damage to employees' personal belongings unless the

employee's supervisor provided advance approval for the employee to bring the personal property to

work.

5.7 HEALTH AND SAFETY

The health and safety of employees and others on Company property are of critical concern to CARCD.

The Company intends to comply with all health and safety laws applicable to our business. To this end,

the Company must rely upon employees to ensure that work areas are kept safe and free of hazardous

conditions. Employees are required to be conscientious about workplace safety, including proper

operating methods, and recognize dangerous conditions or hazards. Any unsafe conditions or potential

hazards should be reported to management immediately, even if the problem appears to be corrected.

Any suspicion of a concealed danger present on the Company's premises, or in a product, facility, piece

of equipment, process, or business practice for which the Company is responsible should be brought to

the attention of management immediately.

Periodically, the Company may issue rules and guidelines governing workplace safety and health. The

Company may also issue rules and guidelines regarding the handling and disposal of hazardous

substances and waste. All employees should familiarize themselves with these rules and guidelines as

strict compliance will be expected.
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Any workplace injury, accident, or illness must be reported to the employee's supervisor as soon as

possible, regardless of the severity of the injury or accident.

5.8 PUBLICITY/STATEMENTS TO THE MEDIA

All media inquiries seeking the Company's official position as to any issue of the Company must be

referred to Executive Director, or his/her designee. Only Executive Director, or his/her designee is

authorized to make or approve public statements on behalf of the Company. No employees, unless

specifically designated by Executive Director, or his/her designee, are authorized to make those

statements on behalf of the Company. Any employee wishing to write and/or publish an article, paper, or

other publication on behalf of the Company must first obtain approval from Executive Director, or his/her

designee.

5.9 IF YOU MUST LEAVE US

Should any employees decide to leave the Company, we ask that they provide a supervisor with at least 2

weeks advance notice of departure. Thoughtfulness will be appreciated. All Company property including,

but not limited to, keys, security cards, parking passes, laptop computers, fax machines, uniforms, etc.,

must be returned at separation. Employees also must return all the Company's confidential information

upon separation. To the extent permitted by law, employees will be required to repay the Company

(through payroll deduction, if lawful) for any lost or damaged Company property.

5.10 WEAPONS

CARCD strives to provide a safe and secure workplace for employees, clients, customers and visitors. The

company has zero tolerance for, and forbids the possession of any type of weapon, firearm, explosive

and/or ammunition while on company property or conducting company business. For purposes of this

policy, company property includes, but is not limited to, all company facilities, company-provided

vehicles and equipment that are either leased or owned by the company or a company client. 

Possession of firearms or other weapons may be cause for discipline, including, but not limited to,

immediate termination of employment. In enforcing this policy, CARCD reserves the right to request

inspections of any employee and their personal effects while on company property, to the extent

allowable under applicable law. Any employee who refuses to allow an inspection will be subject to the

same disciplinary action as having been found in possession of firearms or other weapons.

In the event an employee lawfully possesses a firearm, the employee can store the firearm in the

employee’s personal vehicle while on company-provided parking areas; however, the firearm must be

stored in the employee’s locked vehicle, or locked to the vehicle, and hidden from plain view.



Page 57

Employees share the responsibility of identifying violators of this policy. If you either witness or suspect

another individual of violating this policy you should immediately report this information to their onsite

supervisor.

5.11 CUSTOMER RELATIONS

CARCD is a membership organization and serves its members districts. This means that we need to

work with our members, partners and others from a customer service perspective.

Employees are expected to be polite, courteous, prompt, and attentive. Never regard questions or

concerns as an interruption or an annoyance. All employees must make every effort to achieve

complete, accurate, and timely communications - responding promptly and courteously to all proper

requests for information and to all complaints.

Never place a telephone caller on hold for an extended period. Direct incoming calls to the appropriate

person and make sure the call is received. Through your conduct, show your desire to assist the

customer in obtaining the help he or she needs. If you are unable to help a person requesting

assistance, find someone who can.

All correspondence and documents must be neatly prepared and error-free. Attention to accuracy and

detail in all paperwork demonstrates your commitment to those with whom we interact and to fulfilling

your job description.

CARCD values diplomacy. Employees should never argue with a customer. If a problem develops, ask

your supervisor to assist in a resolution. When an employee encounters an uncomfortable situation, a

supervisor or the Executive Director should be called immediately for assistance.

5.12 ATTIRE AND PERSONAL HYGIENE

It is expected that employees will maintain a clean and neat appearance and will project a professional

and businesslike image in dealing with other employees, clients, volunteers and the general public.

CARCD reserves the right to define appropriate standards of appearance for the workplace. Questions

regarding acceptable attire can be raised with one’s direct supervisor or with the Executive Director.

This policy is not intended to discriminate against or treat individuals differently on the basis of

hairstyles, hair textures, and/or other traits historically associated with race. Consult your supervisor if

you have any questions about appropriate business attire.

5.13 WHISTLEBLOWER



Page 58

A whistleblower as defined by this policy is an employee of CARCD who reports an activity to designated

officials that the employee considers to be illegal or dishonest business activity. A whistleblower is not

responsible for investigating the activity or for determining fault or corrective measures; appropriate

management officials are charged with these responsibilities.

Examples of illegal or dishonest activities include but are not limited to, violations of federal, state or

local laws; billing for services not performed or for goods not delivered; and other fraudulent financial

reporting.

If you have knowledge of, or a concern of illegal or dishonest fraudulent activity, contact your supervisor

or the HR Director. Whistleblower protections are provided in two important areas - confidentiality and

protection from retaliation against an employee who makes such a report. To the extent possible, the

confidentiality of the whistleblower will be maintained. However, the whistleblower ’s identity may have to

be disclosed to conduct a thorough investigation, to comply with the law and to provide accused

individuals their legal rights of defense. Additionally, CARCD does not condone retaliation of any kind. A

whistleblower who believes he/she has been retaliated against must contact the HR Director

immediately. The right of a whistleblower for protection against retaliation does not include immunity

for any personal wrongdoing that is alleged and investigated.

Pursuant to   the Defend Trade Secrets Act, an individual shall not be held criminally or civilly liable

under any federal or state trade secret law for the disclosure of a trade secret that: (A) is made (i) in

confidence to a federal, state, or local government official, either directly or indirectly, or to an attorney;

and (ii) solely for the purpose of reporting or investigating a suspected violation of law; or (B) is made in

a complaint or other document   that is filed   in a lawsuit or other proceeding, if such filing is made

under seal.   An individual who files a lawsuit for retaliation by an employer for reporting a suspected

violation of law may disclose the employer's trade secret to the attorney of the individual and use the

trade secret information in the court proceeding if the individual files any document containing the

trade secret under seal; and does not disclose the trade secret, except pursuant to court order.

All reports of illegal and dishonest activities will be promptly submitted to the Board of Directors, who is

responsible for investigating and coordinating any corrective action needed.

If you have questions regarding this policy, contact the Executive Director.
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SECTION 6 - UNCATEGORIZED

6.1 REFERENCES & EMPLOYMENT VERIFICATIONS

CARCD will respond to reference requests through their Human Resources Department or

through Insperity as outlined under the Request and Employment Verification section for more details. 

Verbal Verifications

The Company or Insperity ’s Contact Center will provide general information concerning the employee

such as date of hire, date of discharge, and positions held. For verification of active status only, visit

verification.insperity.com. Contact 866-715-3552, Option 2, to obtain dates of employment and last

position held.

Written Verifications

Requests for reference information must be in writing, and responses will be in writing. Written

verifications are processed online through our secure verification environment with Vault Verify. Visit

www.vaultverify.com and use Company Code 23041, Insperity or Client Name.

https://portal.insperity.com/pcms/request_an_employment_verification
https://verification.insperity.com/
http://www.vaultverify.com/
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SECTION 7 - ACKNOWLEDGMENTS

7.1 HANDBOOK ACKNOWLEDGEMENT

I acknowledge receipt of CARCD’s Employee Handbook ("Handbook"). I understand this handbook

contains information regarding the Company ’s rules and benefits which affect me as an employee.

I understand the Handbook is not a written employment contract for any specific term. My employment

with Insperity is at-will. My employment with the Company is at-will unless an authorized employment

agreement with CARCD provides otherwise.

I  further understand that only Company authorized and designated Leadership personnel has any

authority to change my at-will status or enter into any agreement guaranteeing employment with the

Company for any specific period of time. I also understand that if any agreement is made, it will not be

authorized and enforceable unless it is in writing and signed by both parties.

I also understand that an agreement made by designated Company Leadership personnel of CARCD  is

not binding on Insperity unless it is agreed to in writing by either the president or senior vice president

of Insperity.

I understand, if requested by CARCD, I must repay the Company any vacation/PTO used but not accrued

at the time my employment ends, and I hereby authorize the Company to deduct such amounts from my

final paycheck to the extent permitted by law. I also agree that if requested, I will complete a new

deduction authorization form to facilitate such deductions.

I understand that if I have any questions about the interpretation or application of any policies

contained in the Handbook, I should direct these questions to the onsite supervisor.

I further understand the Company reserves the right to modify the policies and benefits in the

Handbook at any time without notice.

My signature below acknowledges that I have received the Handbook and understand it is my

responsibility to read and comply with all policies contained in this Handbook, including state specific

addendums (if any), and any revisions made to it.

Employee Signature: ________________________________________

Date: ______________________________________________________                                     

Print Name: ________________________________________________
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 Insperity Employee ID Number:_________________________________

Please sign and return one acknowledgment to your supervisor and retain the other for your records.

A copy of this signed acknowledgment should be sent to Insperity.
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