Apple Valley Foothill County Water District

POLICY HANDBOOK

POLICY TITLE: Employee Status
POLICY NUMBER: 2080

2080.1

2080.2

2080.3

2080.4

A "Regular" employee is one who has been hired to fill a regular position in any job classification and has
completed his/her probationary period.

A"Probationary” employee is one who has been hired to fill a regular position in any job classification and
has less than 12 continuous months of service with the District. Upon completion of 12 months of
continuous service with the District in said classification, and upon the Board of Director’s decision to retain
said employee, said employee shall be granted regular employee status.

2080.2.1 A probationary-employee will receive not less than the minimum rate for the job and will be
eligible for sick leave pay, holiday pay, vacation pay, insurance coverage or items of a similar
nature, as he/she becomes eligible.. A probationary employee will not be eligible for a leave of
absence.

A "Temporary" employee is one who is hired to work within any job classification. The duration of the work
assignment of a temporary employee may range from one day to a maximum of 12 months of continuous
service.

2080.3.1 Employees hired to replace a regular employee who is on a leave of absence shall be hired as
temporary employees unless said leave of absence is in excess of 180 days.

2080.3.2 A temporary employee will receive not less than the minimum rate for the job, but will not be
eligible for sick leave pay, holiday pay, vacation pay, insurance coverage or items of a similar
nature, nor will he/she accrue seniority or leave of absence rights.

2080.3.3 Ifatemporary employee is reclassified to probationary or regular status, he/she will be credited
with all continuous service in determining eligibility for such benefits that may accrue to him/her
in his/her new status.

A "Part-time" employee is one who is hired to work within any job classification, but who works less than 9
hours a week. The part-time employee works whenever the District's workload increases to a level that
regular employees cannot accommodate it. He/she also works standby as discussed in Policy #2010,
"Hours of Work and Overtime."

APPROVED ROLL CALL VOTE: Suzi Smith, Scott Drake

ABSTAIN: Harold Nobles

ABSENT: None:



POLICY TITLE:  Employee Status
POLICY NUMBER: 3116

3116.1 A "Regular Full-Time" employee is one who has been hired to fill a regular position in any job
classification. Regular full-time employees are regularly scheduled to work at least twenty (20) hours per
week, are not temporary employees, and who have successfully completed the probationary period.

3116.2 A "Probationary" employee is one who has been hired to fill a regular position in any job
classification and has less than six (6) continuous months of service with the District. Upon completion of
six (6) months of continuous service with the District in said classification, and upon the approval of the
Board of Directors fo retain.said employee, said employee shall be granted regular employee status.

a) A probationary employee will receive not less than the minimum rate for the job and will be eligible
forésick leave pay, holiday pay or items of a similar nature, as he or she becomes eligible. A
probationary employeeWwill not be eligible for a leave of absence.

b) The General Manager, in conjunction with the Board of Directors, may elect to extend the
probationary period forany employee up to an additional three (3) months.

3116.3 A "Temporary" employee is one who is hired to work within any job classification, but whose
position is not regular in nature. A temporary employee shall not work more than two-hundred forty (240)
hours in a fiscal year.

a) Employees hired to replace‘aregular employee who is on a leave of absence shall be hired as
temporary employees unless said leave of absenceris,in excess of ninety (90) days.

b) A temporary employee will receive not less than the minimum rate for the job, but will not be
eligible for sick leave pay, holiday pay, yacation. pay, insurance coverage or items of a similar
nature, nor will he or she accrue seniority or leave of absence.rights. A temporary employee may
take time off without pay with the approval of.the General'Manager and shall be permitted to take
time off for District-recognized holidays without pay.

c) If a temporary employee is reclassified to probationary or regular status, he or she will be credited
with all continuous service in determining eligibility for:such benefits that may accrue to him or her
in his or her new status.

3116.4 A "Part-Time" employee is one who is hired to work withinsany job classification but whose
position is not regular in nature and generally less than twenty (20) hours perweek.

3116.5 An “Exempt” employee is an employee who is exempt from the minimum wage and overtime
requirements of the Federal Fair Labor and Standard Act (“ELSA"). To be considered “exempt’, an
employee must work in a bona fide executive, administrative, or professional capacity and be paid on a
salary basis as required by the FLSA. These positions shall be so designated in the classification plan.



3116.6 A “Non-Exempt” employee is an employee who is not a bona fide executive, administrative, or
professional employee as defined by the FLSA. At the option of the District, non-exempt employees will
receive either overtime pay or compensatory time off for work performed in excess of forty (40) hours per
week in compliance with the FLSA.
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