
AGENDA 
IRVINE RANCH WATER DISTRICT 

FINANCE AND PERSONNEL COMMITTEE MEETING 
JANUARY 5, 2021 

 
Due to COVID-19, this meeting will be conducted as a teleconference pursuant to the provisions of 
the Governor’s Executive Orders N-25-20 and N-29-20, which suspend certain requirements of the 

Ralph M. Brown Act.  Members of the public may not attend this meeting in person. 
 

Participation by Committee Members will be from remote locations.  Public access and   
participation will only be available telephonically/electronically.     
 
To virtually attend the meeting and to be able to view any presentations or additional materials 
provided at the meeting, please join online via Webex using the link and information below: 
 
Via Web:  https://irwd.webex.com/irwd/j.php?MTID=m9cb31bf4adcf031be2267e7fb477ec60 
Meeting Number: 146 117 9950 
Password: GRkMGryW322 
 
After joining the meeting, in order to ensure all persons can participate and observe the meeting, 
please select the “Call in” option and use a telephone to access the audio for the meeting shown.   
 
Please enter the attendee identification number, which will be provided when you connect to 
Webex, followed by #. 
 
As courtesy to the other participants, please mute your phone when you are not speaking. 
 

 
CALL TO ORDER 11:30 a.m., Committee Room, Second Floor, District Office 
   15600 Sand Canyon Avenue, Irvine, California 
 
ATTENDANCE Chair: Peer Swan   Member: Steve LaMar   
 
ALSO PRESENT Paul Cook    Cheryl Clary    
 Wendy Chambers   Kevin Burton    
 Paul Weghorst    Rob Jacobson    
 Tom Malone    Allen Shinbashi    
 Christopher Smithson   Eileen Lin    
 Jennifer Davis        
          
  

PUBLIC COMMENT NOTICE 
 

If you wish to address the Committee on any item, please submit a request to speak via the 
“chat” feature available when joining the meeting virtually.  Remarks are limited to three 
minutes per speaker on each subject.  You may also submit a public comment in advance of the 
meeting by emailing comments@irwd.com before 8:00 a.m. on Tuesday, January 5, 2021. 

 
ALL VOTES SHALL BE TAKEN BY A ROLL CALL VOTE. 

 
 

https://irwd.webex.com/irwd/j.php?MTID=m9cb31bf4adcf031be2267e7fb477ec60
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COMMUNICATIONS 
 
1. Notes:  Clary 
2. Public Comments 
3. Determine the need to discuss and/or take action on item(s) introduced, which came to 

the attention of the District subsequent to the agenda being posted. 
4. Determine which items may be approved without discussion. 
 

INFORMATION 
 
5. EMPLOYEE POPULATION AND TURNOVER STATUS REPORT – 

SRADER / RONEY 
 
 Recommendation:  Receive and file. 
 
6. PERFORMANCE RECOGNITION PROGRAM – SRADER / RONEY 
 
 Recommendation:  Receive and file. 
 
7. MONTHLY INVESTMENT AND DEBT REVIEW – DAVIS / JACOBSON / 

CLARY 
 
 Recommendation: Receive and file. 
 

ACTION 
 
8. COST OF SERVICE AND RATE DESIGN UPDATE – PARDEE / SMITHSON / 

CLARY 
 
 Recommendation: That the Committee provide input on the updated analysis of 

IRWD’s Cost of Service Rate Design and options related to current District 
policies. 

 
9. REVISED PERSONNEL POLICIES AND PROCEDURES: PERSONNEL 

POLICY NO. 44 AND NO. 46 – COMPTON / COOK 
 

Recommendation:  That the Board adopt a resolution by title superseding 
Resolution No. 2019-7 and establishing revised Personnel Policies and 
Procedures. 
 

10. INTEREST RATE SWAPS – LIBOR INDEX TRANSITION - JACOBSON / 
CLARY 
 

 Recommendation:  That the Board approve adherence to the International Swap 
and Derivatives Association 2020 LIBOR Fallback Protocol for IRWD’s $60 
million notional fixed payer interest rate swaps and authorize the Treasurer to take 
steps to adhere to the ISDA Protocol prior to January 25, 2021. 
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OTHER BUSINESS 
 
11. Directors’ Comments 
 
12. Adjournment 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
******************************************************************************************************** 
Availability of agenda materials:  Agenda exhibits and other writings that are disclosable public records distributed to all or a 
majority of the members of the above-named Committee in connection with a matter subject to discussion or consideration at an 
open meeting of the Committee are available for public inspection in the District’s office, 15600 Sand Canyon Avenue, Irvine, 
California (“District Office”).  If such writings are distributed to members of the Committee less than 72 hours prior to the 
meeting, they will be available from the District Secretary of the District Office at the same time as they are distributed to 
Committee Members, except that if such writings are distributed one hour prior to, or during, the meeting, they will be available 
electronically via the Webex meeting noted.  Upon request, the District will provide for written agenda materials in appropriate 
alternative formats, and reasonable disability-related modification or accommodation to enable individuals with disabilities to 
participate in and provide comments at public meetings. Please submit a request, including your name, phone number and/or 
email address, and a description of the modification, accommodation, or alternative format requested at least two days before the 
meeting.  Requests should be emailed to comments@irwd.com. Requests made by mail must be received at least two days before 
the meeting. Requests will be granted whenever possible and resolved in favor of accessibility. 



 
Note:  This page is intentionally left blank. 
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January 5, 2021 
Prepared by:  L. Srader 
Submitted by: J. Roney 
Approved by: Paul A. Cook 

FINANCE AND PERSONNEL COMMITTEE 

EMPLOYEE POPULATION AND TURNOVER STATUS REPORT 

SUMMARY: 

Staff has prepared various population and turnover reports for Committee review. 

FISCAL IMPACTS:  

None. 

ENVIRONMENTAL COMPLIANCE: 

Not applicable. 

RECOMMENDATION: 

Receive and file. 

LIST OF EXHIBITS: 

Exhibit “A” – Employee Population/Turnover Status Report 
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EXHIBIT A
IRVINE RANCH WATER DISTRICT

EMPLOYEE POPULATION STATUS REPORT
November 2020

@11/01/20 Current Month Activity @10/30/20 FY 20/21 Avg FYTD Avg FYTD Avg FYTD Internal Turnover External Turnover
Positions New Terms Promo Trnsfr Lateral Trnsfr Positions Positions Budgeted Filled Budget Temp Emp Total Filled Current 2020 Current 2020

Dept Filled Hires Vol Invol In Out In Out Filled Unfilled Positions Positions FTE Positions Period YTD Period YTD

100 16.0 16.0 0 16.0 15.4 1.0 16.4 0.00% 0.00% 0.00% 6.71%

200 91.0 91.0 1 92.0 90.0 2.3 92.3 0.00% 0.00% 0.00% 1.13%

300 44.0 44.0 0 44.0 43.2 0.0 43.2 0.00% 0.00% 0.00% 2.35%

400 69.0 69.0 4 73.0 69.6 3.3 72.9 0.00% 1.44% 0.00% 4.31%

500 51.0 51.0 9 60.0 51.8 1.2 53.0 0.00% 1.95% 0.00% 5.84%

600 31.0 31.0 0 31.0 29.0 5.5 34.5 0.00% 0.00% 0.00% 7.05%

700 34.0 34.0 1 35.0 33.6 3.9 37.5 0.00% 2.98% 0.00% 2.98%

800 56.0 1 57.0 4 61.0 54.8 0.9 55.7 0.00% 0.00% 0.00% 5.47%

Totals 391 1 0 0 0 0 0 0 392.0 19 412.0 387.4 18.0 405.4 0.00% 0.53% 0.00% 3.43%

11/19 382 1 1 0 0 0 0 0 382 22 404.0 372.3 23.9 396.2 0.00% 0.00% 0.26% 5.04%

100-GM, HR, Safety; 200-Fin., Cust. Serv., IS, Purch.; 300-Eng.: 400-Water Ops; 500-Recycling; 600-WQ&RC; 700-Water Res., Recyc. Water and Public Affairs; 800-Adm. & Maintenance Ops
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IRVINE RANCH WATER DISTRICT
TURNOVER LONGEVITY RATIO

November 2020

YTD Turnover Longevity Ratio

Dept. Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec YTD < 1 Year 1Yr<.3Yrs. 3 Yrs.<5Yrs. 5 Yrs.<10 Yrs. 10 Yrs.+

100 1 1 1

200 1 1 1

300 1 1 1

400 1 1 2 2

500 1 1 1 3 1 2

600 1 1 2 2

700 1 1 1

800 1 2 3 3

2020 Total 2 0 2 2 3 1 2 0 1 1 0 0 14 3 2 1 0 8

2019 Data 2 4 1 1 2 1 3 1 0 4 2 4 25

Percentage of Total Turnover 21.43% 14.29% 7.14% 0.00% 57.14%

2020 Average YTD Length of Service at Termination 15.76 Years

2019 Average YTD Length of Service at Termination 9.21 Years

2018 Average YTD Length of Service at Termination 13.85 Years

2017 Average YTD Length of Service at Termination 14.35 Years

2016 Average YTD Length of Service at Termination 12.43 Years
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IRVINE RANCH WATER DISTRICT

NEW HIRES

Hire Dept Employee Name Position Comments
11/09/20 800 Marcell Bernal Asset Maintenance Coordinator

Termination
Date Dept Employee Name Position Reason Comments

Effective Departing
Date Dept Employee Name Position Reason

Effective Departing
Date Dept Employee Name Departing Position New Dept

11/23/20 700 Jo Ann Corey Environmental Compliance Specialist 700 Environmental Compliance Analyst
11/28/20 200 Phillip Hornung Network Administrator 200 Senior Network Administrator

Effective Departing
Date Dept Employee Name Departing Position New Dept

Effective Departing
Date Dept Employee Name Departing Position New Dept

PROMOTIONS

New Position

TRANSFERS

New Position

CROSS TRAINING

New Position

EMPLOYEE POPULATION STATUS REPORT
November 2020

TERMINATIONS

RETIREMENTS

Comments
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IRVINE RANCH WATER DISTRICT
EMPLOYEE POPULATION STATUS REPORT

November 2020

Dept Salary Grade
200 Network Administrator U32.N Recruiting
400 Field Services Manager U18.E
400 Metering Systems Technician I 16.N 1/1/2021
400 Water Maintenance Technician II 22.N Recruiting
400 Metering Systems Technician II 22.N Recruiting
500 Process Specialist 32.N
500 Collection Systems Technician I 15.N
500 Wetlands Specialist 24.N Recruiting
500 Collection Systems CCTV Technician 21.N
500 Operations Supervisor S35.N
500 Collection Systems Supervisor S32.N
500 Operator II 27.N Recruiting
500 Operator III 29.N Recruiting
500 Operator II 27.N Recruiting
700 Recycled Water Specialist 24.N Recruiting
800 Reliability Engineer U20.E Recruiting
800 Senior Electrical Technician 30.N
800 Electrical Technician 28.N
805 Director of Field Operations U27.E

UNFILLED POSITIONS
Position Comments
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Type of Pay Date Leave Anticipated Current
Leave Status Began Return Date Length

FMLA/CFRA WC 7/27/2020 4 months
FMLA/CFRA SDI 9/21/2020 2 months

FMLA/CFRA/PFL SDI 9/4/2020 11/2/2020 3 months
FFCRA/FMLA LVBNK 9/8/2020 3 months
FMLA/CFRA SDI 9/8/2020 11/30/2020 3 months

WC/FMLA/CFRA SDI 10/23/2020 1 week
FMLA/CFRA SDI 11/19/2020 1/17/2021 2 weeks

FMLA/CFRA/INTER SDI 11/5/2020 1 month
FMLA/CFRA SDI 11/2/2020 1 month

Original Date Leave
Leave Status Began Return Date Length Return Date Comments

FMLA/CFRA SDI 10/7/2019 2/10/2020 4 months 02/03/20 Returned
FMLA/CFRA SDI 7/9/2019 12/1/2019 7 months 12/01/19 Returned
FMLA/CFRA SDI 9/2/2019 2/17/2020 5 months 02/03/20 Returned
FMLA/CFRA SDI 12/10/2019 2/6/2020 2 months 02/10/20 Returned
FMLA/CFRA SDI 12/2/2019 2/3/2020 2 months 02/03/20 Returned
FMLA/CFRA SDI 1/27/2020 3/9/2020 1 month 03/09/20 Returned
FMLA/CFRA SDI 9/23/2019 3/2/2020 5 months 03/09/20 Returned
FMLA/CFRA SDI 1/23/2020 3/9/2020 2 months 03/09/20 Returned

WC/FMLA/CFRA SDI 2/3/2020 4/13/2020 1 month 04/13/20 Returned
FFCRA/FMLA SDI 6/26/2020 8/5/2020 1 month 8/5/2020 Returned
FFCRA/FMLA SDI 6/21/2020 7/6/2020 3 weeks 7/6/2020 Returned
FFCRA/FMLA SDI 6/22/2020 7/6/2020 3 weeks 7/6/2020 Returned
FMLA/CFRA SDI 6/20/2020 7/6/2020 3 weeks 7/6/2020 Returned
FMLA/CFRA SDI 6/2/2020 7/6/2020 1 month 7/6/2020 Returned
FMLA/CFRA SDI 6/1/2020 7/13/2020 1.5 months 7/13/2020 Returned
FMLA/CFRA SDI 5/7/2020 7/27/2020 3 months 7/27/2020 Returned
FMLA/CFRA SDI 7/2/2020 7/28/2020 1 month 7/28/2020 Returned
FMLA/CFRA SDI 7/29/2020 8/31/2020 1 month 8/31/2020 Returned
FMLA/CFRA SDI 7/21/2020 9/2/2020 2 weeks 09/02/20 Returned
FMLA/CFRA SDI 8/4/2020 9/8/2020 1 month 09/08/20 Returned
FMLA/CFRA SDI 9/22/2020 10/15/2020 1 month 10/15/20 Returned

FFCRA/FMLA SDI 9/8/2020 10/12/2020 2 months 10/12/20 Returned
FFCRA/FMLA LVBNK 9/8/2020 10/8/2020 1 month 10/08/20 Returned

Comments

IRVINE RANCH WATER DISTRICT
EMPLOYEE POPULATION STATUS REPORT

November 2020

LEAVE OF ABSENCE
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Length of

Month Employment Vol Invol Comments

January 14 years, 6 months X Other employment - Metropolitan WD

1 year, 4 months X Other employment 

February

March 10 months X No reason given

3 years, 2 months X Other employment - Mesa Water

April 32 years, 2 months X Retired

24 years, 1 month X Retired

May 28 years X Retired

26 years, 9 months X Other employment - Metropolitan WD

26 years, 1 month X Other employment - Las Vegas WD

June 1 month X Other employment - returned to old job

July 25 years, 11 months X Retired

29 years, 10 months X Retired

August

September 4 months X Other employment - started own business

October 2 years, 7 months X Other employment 

November 

December

IRVINE RANCH WATER DISTRICT
EMPLOYEE POPULATION STATUS REPORT

Termination
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SUMMARY 
AGENCY & DISTRICT TEMPORARY EMPLOYEES

Current FYTD Ave PERS Est Expected Actual Projected Actual
Month Hours Worked Enroll- Agency Hourly Hours per Est Cost Duration Worked Cost Cost 

FTE FTE ment Dept Rate Month Per Month (Months) (Months) FY' YTD FY 'YTD
0.36 0.44 Yes 130 47.75 84 4,011.00            9 5 20,055.00         18,049.50         
0.66 0.17 No X 140 40.43 168 6,792.24            2 2 13,584.48         6,054.39          
1.02 0.61 100
0.00 0.00 Yes 200 56.55 84 4,750.20            12 5 23,751.00         113.10             
0.63 0.13 No X 200 37.73 168 6,338.64            6 1 6,338.64          4,150.30          
0.89 0.91 Yes 200 22.37 168 3,758.16            12 5 18,790.80         17,549.27         
1.53 1.03 200
0.91 0.96 Yes 300 37.70 168 6,333.60            6 5 31,668.00         31,366.40         
0.02 0.35 Yes 300 72.97 84 6,129.48            6 5 30,647.40         22,219.37         
0.03 0.06 Yes 300 85.30 84 7,165.20            6 5 35,826.00         4,328.98          
0.21 0.52 EXC 300 18.00 84 1,512.00            12 5 7,560.00          8,082.00          
0.21 0.23 EXC 300 17.00 84 1,428.00            9 3 4,284.00          3,425.50          
0.92 0.98 EXC 300 37.70 84 3,166.80            6 5 15,834.00         31,856.50         
2.31 3.10 300
0.98 0.97 No X 400 33.67           168 5,656.56            6 5 28,282.80         28,282.80         
0.92 0.86 No X 400 33.91           168 5,696.88            6 5 28,484.40         25,686.83         
1.00 0.99 No X 400 30.53           168 5,129.04            6 5 25,645.20         27,267.11         
2.90 2.82 400
0.69 0.67 Yes 500 29.23 168 4,910.64            12 4 19,642.56         16,953.40         
0.76 0.48 Yes 500 29.23 168 4,910.64            4 3 14,731.92         12,203.53         
1.46 1.15 500
0.92 1.00 No X 600 52.00 168 8,736.00            11 5 43,680.00         45,136.00         
0.92 1.00 No X 600 52.00 168 8,736.00            6 5 43,680.00         45,396.00         
0.98 1.00 No X 600 43.84 168 7,365.12            12 5 36,825.60         38,250.18         
0.98 0.96 No X 600 43.84 168 7,365.12            6 5 36,825.60         36,474.88         
1.00 0.56 No X 600 52.00 168 8,736.00            5 4 34,944.00         
0.53 0.50 EXC 600 16.00 84 1,344.00            6 5 6,720.00          6,884.80          
5.34 5.01 600
0.92 0.99 No X 700 30.92           168 5,194.56            6 5 25,972.80         26,405.68         
0.87 0.93 No X 700 43.53           168 7,313.04            6 5 36,565.20         35,194.01         
0.92 0.98 Yes X 700 30.92           168 5,194.56            6 5 25,972.80         26,127.40         
0.92 0.97 Yes 700 30.92 168 5,194.56            6 5 25,972.80         26,096.48         
3.64 3.87 700 .
0.77 0.86 No X 800 56.70           168 9,525.60            6 5 47,628.00         42,468.30         
0.77 0.86 800

18.97 18.45
 

ACTIVE

IRVINE RANCH WATER DISTRICT
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SUMMARY 
AGENCY & DISTRICT TEMPORARY EMPLOYEES

IRVINE RANCH WATER DISTRICT

Current Avg FYTD Active Est Expected Actual Projected Actual
Month Temp Emp PERS Agency Hourly Hours per Est Cost Duration Worked Cost Cost 
FTE FTE Y/N * Dept Rate Month Per Month (Months) (Months) FYTD FYTD
0.25 0.39 No X 140 37.15 168 6,241.20            6 3 18,723.60         12,468.65         

0.25 0.39 100
0.25 0.45 Yes 200 22.37 168 3,758.16            12 3 11,274.48         8,746.67          
0.56 0.85 Yes 200 23.92 168 4,018.56            2 4 16,074.24         14,017.12         

0.81 1.30 200

0.00 0.00 300
0.17 0.46 No X 400 30.53           168 5,129.04            5 3 15,387.12         9,769.60          

0.17 0.46 400

0.00 0.00 500
0.64 0.52 Yes 600 32.76 168 5,503.68            2 3 16,511.04         14,840.28         

0.64 0.52 600

0.00 0.00 700

0.00 0.00 800
1.87 2.66 767,883.48           645,865.00           

EXC = Exclude from PERS enrollment                                                                
Yes= Temporary employee  enrolled in PERS Membership
No=Temporary Agency employee
*Data reported 30 days in arrears

TERMINATED
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12/19 1/20 2/20 3/20 4/20 5/20 6/20 7/20 8/20 9/20 10/20 11/20
District 20.53 23.45 24.16 23.38 20.49 18.94 19.97 18.44 19.98 22.50 19.34 18.43
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District Totals as of November 30, 2020
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January 5, 2021 
Prepared by:  A. Hall 
Submitted by: L. Srader 
Approved by: Paul A. Cook 

FINANCE AND PERSONNEL COMMITTEE 

PERFORMANCE RECOGNITION PROGRAM QUARTERLY UPDATE 

SUMMARY:  

IRWD’s Performance Recognition Program recognizes employees who exhibit outstanding 
performance which depicts initiative, creativity and/or enthusiasm above and beyond the 
performance requirements of their positions.  Below is an update of activities within the program 
through the second quarter of Fiscal Year 2020-21. 

BACKGROUND: 

During the second quarter of FY 2020-21, there were 11 Performance Recognition Award 
nominations totaling $1,220.00 and involving 25 IRWD employees.  As described in Exhibit 
“A”, the awards include employees from multiple departments. 

As of December 31, 2020, the fiscal year overall Performance Recognition Awards totaled 
$4,920. 

FISCAL IMPACTS: 

The District’s annual budget for FY 2020-21 is $170,000 for the Performance Recognition 
Program, of which $4,920.00 was distributed for performance recognition. 

RECOMMENDATION:  

Receive and file. 

LISTS OF EXHIBITS: 

Exhibit “A” – Quarterly Update for the Second Quarter of FY 2020-21 
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January 5, 2021 
Prepared by:  J. Davis 
Submitted by: R. Jacobson / C. Clary 
Approved by: Paul A. Cook 

FINANCE AND PERSONNEL COMMITTEE 

MONTHLY INVESTMENT AND DEBT REVIEW 

SUMMARY: 

The following items are submitted for the Committee’s review and consideration: 

• The Investment Portfolio Summary Report as of December 28, 2020, as outlined in
Exhibit “A”;

• The U.S. Treasury Yield Curve as of December 28, 2020, as shown in Exhibit “B”;

• The Summary of Fixed and Variable Debt as of December 28, 2020, as outlined in
Exhibit “C”; and

• The Summary of Variable Rate Debt Rates as of December 28, 2020, as outlined in
Exhibit “D”.

BACKGROUND: 

Investment Portfolio: 

Due to the timing of the Committee meeting, the rate of return for December 2020 is not 
complete at this time.  Preliminary calculations indicate a rate of return for the fixed income 
investment portfolio of 0.96%, which is a 0.06% decrease from November’s rate of 1.02%.  The 
decrease is due to a greater average balance in the fixed income portfolio at lower interest rates 
and a decrease in the Local Agency Investment Fund’s (LAIF) rate from 0.58% to 0.54%.  
Including real estate investments, the weighted average rate of return for IRWD’s investment 
portfolio for December 2020 was 3.06%, which was a 0.08% decrease from November’s rate of 
3.14%. 

Debt Portfolio: 

As of December 28, 2020, IRWD’s weighted average all-in variable rate was 0.37%, which was 
a 0.01% decrease from November’s rate of 0.38%.  Including the District’s weighted average 
fixed rate bond issues of 3.69% and the negative cash accruals from fixed payer interest rate 
swaps, which hedge a portion of the District’s variable rate debt, the total average debt rate was 
2.91%, a 0.01% decrease from November’s rate of 2.92%. 

FISCAL IMPACTS: 

Fiscal impacts are outlined above and included in the exhibits provided. 
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ENVIRONMENTAL COMPLIANCE: 

This item is not a project as defined in the California Environmental Quality Act Code of 
Regulations, Title 14, Chapter 3, Section 15378. 

RECOMMENDATION: 

Receive and file. 

LIST OF EXHIBITS: 

Exhibit “A” – Investment Portfolio Summary as of December 28, 2020 
Exhibit “B” – Yield Curve as of December 28, 2020 
Exhibit “C” – Summary of Fixed and Variable Debt as of December 28, 2020 
Exhibit “D” – Summary of Variable Rate Debt Rates as of December 28, 2020 



Irvine Ranch Water District
Investment Portfolio Summary

December 2020

Type PAR Book Value Market Value
Agency Note 178,000,000 178,548,391 179,536,280
US Treasury 125,000,000 125,620,826 126,680,700
LAIF 75,000,000 75,000,000 75,308,590
Agency Discount Note 40,000,000 39,975,490 39,942,600
Grand Total 418,000,000 419,144,706 421,468,170

Issuer Column1 PAR % Portfolio
US Treasury 125,000,000 29.90%
Fed Home Loan Bank 95,000,000 22.73%
Fed Farm Credit Bank 80,000,000 19.14%
State of California Tsy. 75,000,000 17.94%
Fed Home Loan Mortgage Corp 25,000,000 5.98%
Fed Natl Mortgage Assoc 18,000,000 4.31%
Grand Total 418,000,000 100.00%

Top Issuers
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Page 1 of 2

Call Initial Maturity INVESTMENT INSTITUTION / PAR  COUPON ORIGINAL CARRY VALUE MARKET VALUE(1) UNREALIZED(2)

SETTLMT Schedule Call Date Rating TYPE ISSUER Amount DISCOUNT YIELD COST 12/28/2020 GAIN/(LOSS)

07/24/20 12/29/20 LAIF State of California Tsy. $75,000,000 0.540% $75,000,000.00 $75,000,000.00 75,308,590.05 308,590.05

11/09/18 NA NA 12/31/20 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.375% 2.958% 4,939,843.75 5,000,000.00 5,009,150.00 9,150.00
03/31/20 NA NA 01/19/21 NR FHLB - Discount Note Fed Home Loan Bank 5,000,000        0.200% 0.204% 4,991,833.33 4,997,777.78 4,999,450.00 1,672.22
10/12/18 NA NA 01/31/21 Aaa/NR/AAA Treasury - Note US Treasury 10,000,000      1.375% 2.890% 9,664,843.76 9,988,058.57 10,020,500.00 32,441.43
12/14/18 NA NA 02/16/21 Aaa/AA+/AAA FHLMC - Note Fed Home Loan Mortgage Corp 5,000,000        2.375% 2.806% 4,954,750.00 4,996,357.23 5,023,800.00 27,442.77
08/13/20 NA NA 02/25/21 Aaa/NR/AAA Treasury - Bill US Treasury 10,000,000      0.110% 0.112% 9,994,011.11 9,998,319.44 9,997,900.00 (419.44)
12/14/18 NA NA 02/28/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.000% 2.755% 4,919,515.95 4,992,420.34 5,022,750.00 30,329.66
02/12/19 NA NA 03/12/21 Aaa/AA+/NR FHLB - Note Fed Home Loan Bank 10,000,000      2.500% 2.516% 9,996,500.00 9,999,677.21 10,067,000.00 67,322.79
02/25/19 NA NA 03/12/21 Aaa/AA+/NR FHLB - Note Fed Home Loan Bank 5,000,000        2.375% 2.549% 4,982,700.00 4,998,376.68 5,032,000.00 33,623.32
06/17/19 NA NA 03/17/21 Aaa/AA+/NR FFCB - Note Fed Farm Credit Bank 5,000,000        1.950% 1.938% 5,001,050.00 5,000,123.24 5,027,100.00 26,976.76
02/28/20 NA NA 04/13/21 Aaa/AA+/AAA FNMA - Note Fed Natl Mortgage Assoc 3,000,000        2.500% 1.185% 3,043,950.00 3,021,010.24 3,026,280.00 5,269.76
11/24/20 NA NA 04/27/21 NR FHLB - Discount Note Fed Home Loan Bank 5,000,000        0.075% 0.076% 4,998,395.83 4,998,791.66 4,998,150.00 (641.66)
11/25/20 NA NA 04/27/21 NR FHLB - Discount Note Fed Home Loan Bank 5,000,000        0.075% 0.076% 4,998,406.25 4,998,791.67 4,998,150.00 (641.67)
06/14/19 NA NA 04/30/21 Aaa/AA+/AAA FNMA - Note Fed Natl Mortgage Assoc 5,000,000        1.750% 1.913% 4,985,000.00 4,997,397.96 5,034,150.00 36,752.04
12/05/19 NA NA 04/30/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.250% 1.650% 5,041,406.25 5,009,623.72 5,044,900.00 35,276.28
09/13/19 NA NA 05/15/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.625% 1.757% 5,071,093.75 5,015,617.32 5,058,200.00 42,582.68
11/18/20 NA NA 05/27/21 NR FHLB - Discount Note Fed Home Loan Bank 5,000,000        0.080% 0.081% 4,997,888.89 4,998,377.78 4,997,800.00 (577.78)
03/02/20 NA NA 05/31/21 Aaa/NR/AAA Treasury - Note US Treasury 10,000,000      2.125% 1.186% 10,115,711.10 10,061,288.74 10,101,600.00 40,311.26
06/11/20 NA NA 06/09/21 NR FHLB - Discount Note Fed Home Loan Bank 5,000,000        0.190% 0.193% 4,990,420.85 4,995,804.17 4,997,650.00 1,845.83
09/18/19 NA NA 06/11/21 Aaa/AA+/NR FHLB - Note Fed Home Loan Bank 5,000,000        2.250% 1.786% 5,039,300.00 5,010,011.55 5,055,550.00 45,538.45
01/16/20 NA NA 06/30/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        1.125% 1.594% 4,966,406.25 4,988,612.29 5,030,100.00 41,487.71
07/26/19 NA NA 07/19/21 Aaa/AA+/AAA FFCB - Note Fed Farm Credit Bank 5,000,000        1.875% 1.927% 4,995,000.00 4,998,625.69 5,056,600.00 57,974.31
08/13/20 NA NA 08/12/21 NR FFCB - Discount Note Fed Farm Credit Bank 10,000,000      0.140% 0.142% 9,985,844.44 9,991,327.78 9,956,400.00 (34,927.78)
08/13/20 NA NA 08/13/21 Aaa/NR/NR FHLB - Note Fed Home Loan Bank 10,000,000      0.125% 0.133% 9,999,220.00 9,999,521.32 9,992,900.00 (6,621.32)
08/01/19 NA NA 08/31/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        1.125% 1.816% 4,929,687.50 4,977,640.44 5,038,300.00 60,659.56
09/17/20 NA NA 09/17/21 NA FHLB - Note Fed Home Loan Bank 5,000,000        0.125% 0.132% 4,999,660.00 4,999,758.74 4,998,700.00 (1,058.74)
08/13/20 NA NA 09/30/21 Aaa/AA+/NR Treasury - Note US Treasury 10,000,000      1.125% 0.133% 10,112,109.38 10,073,834.75 10,085,200.00 11,365.25
09/30/20 NA NA 09/30/21 NA FHLB - Note Fed Home Loan Bank 10,000,000      0.125% 0.122% 10,000,336.80 10,000,250.99 10,000,200.00 (50.99)
08/13/20 NA NA 10/07/21 Aaa/AA+/AAA FNMA - Note Fed Natl Mortgage Assoc 10,000,000      1.375% 0.143% 10,141,500.00 10,093,996.43 10,107,300.00 13,303.57
10/11/19 NA NA 10/15/21 Aaa/AA+/NR Treasury - Note US Treasury 5,000,000        2.875% 1.540% 5,131,640.63 5,051,402.53 5,120,700.00 69,297.47
10/22/19 NA NA 10/15/21 Aaa/AA+/AAA FFCB - Note Fed Farm Credit Bank 5,000,000        1.400% 1.642% 4,976,500.00 4,990,684.39 5,056,250.00 65,565.61
10/29/20 NA NA 10/19/21 Aaa/NR/NR FHLB - Note Fed Home Loan Bank 10,000,000      0.125% 0.127% 9,999,800.00 9,999,836.06 9,999,700.00 (136.06)
10/27/20 NA NA 10/26/21 NR FFCB - Discount Note Fed Farm Credit Bank 5,000,000        0.130% 0.132% 4,993,427.78 4,994,619.45 4,995,000.00 380.55
11/05/19 NA NA 11/15/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.875% 1.610% 5,125,585.94 5,053,895.18 5,131,650.00 77,754.82
11/08/19 NA NA 11/30/21 Aaa/AA+/NR Treasury - Note US Treasury 5,000,000        1.750% 1.680% 5,007,031.25 5,003,109.44 5,082,050.00 78,940.56
09/28/20 NA NA 12/03/21 Aaa/AA+/AAA FFCB - Note Fed Farm Credit Bank 5,000,000        0.150% 0.120% 5,001,765.00 5,001,375.96 4,999,700.00 (1,675.96)
10/30/20 NA NA 12/15/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.625% 0.127% 5,140,429.69 5,118,903.97 5,129,500.00 10,596.03
04/23/20 NA NA 12/20/21 Aaa/AA+/NR FHLB - Note Fed Home Loan Bank 10,000,000      1.625% 0.309% 10,217,480.00 10,140,680.13 10,156,700.00 16,019.87
11/25/19 NA NA 12/31/21 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.000% 1.619% 5,039,062.50 5,018,538.14 5,101,750.00 83,211.86
11/25/19 NA NA 01/13/22 Aaa/NA/NR FHLMC - Note Fed Home Loan Mortgage Corp 5,000,000        2.375% 1.635% 5,077,250.00 5,037,337.50 5,125,900.00 88,562.50
08/14/20 NA NA 01/13/22 Aaa/AA+/AAA FHLMC - Note Fed Home Loan Mortgage Corp 5,000,000        2.375% 0.147% 5,157,297.23 5,114,702.24 5,125,900.00 11,197.76
03/08/19 NA NA 01/15/22 Aaa/AA+/NR Treasury - Note US Treasury 5,000,000        2.500% 2.460% 5,005,468.75 5,001,985.30 5,133,200.00 131,214.70
10/21/20 Continuous after 04/21/21 01/21/22 Aaa/AA+/NR FFCB - Note Fed Farm Credit Bank 5,000,000        0.150% 0.150% 5,000,000.00 5,000,000.00 4,998,750.00 (1,250.00)
12/19/19 NA NA 01/31/22 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        1.875% 1.641% 5,024,218.75 5,012,359.70 5,102,350.00 89,990.30
03/21/19 NA NA 02/03/22 Aaa/AA+/AAA FFCB - Note Fed Farm Credit Bank 5,000,000        2.030% 2.361% 4,954,350.00 4,982,696.48 5,109,250.00 126,553.52
11/13/20 Continuous after 05/04/21 02/04/22 Aaa/AA+/AAA FFCB - Note Fed Farm Credit Bank 5,000,000        0.140% 0.150% 4,999,390.00 4,999,456.72 5,000,100.00 643.28
12/19/19 NA NA 02/15/22 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        2.500% 1.652% 5,089,453.13 5,046,483.88 5,144,150.00 97,666.12
11/13/20 NA NA 02/28/22 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        1.875% 0.139% 5,112,304.69 5,100,645.94 5,108,800.00 8,154.06
11/19/20 NA NA 02/28/22 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        1.750% 0.126% 5,103,710.94 5,094,141.05 5,101,950.00 7,808.95
03/08/19 NA NA 03/11/22 Aaa/AA+/NR FHLB - Note Fed Home Loan Bank 5,000,000        2.500% 2.549% 5,002,750.00 5,001,085.99 5,149,800.00 148,714.01
12/23/20 NA NA 03/22/22 Aaa/AA+/AAA FFCB - Note Fed Farm Credit Bank 10,000,000      0.090% 0.090% 10,000,000.00 10,000,000.00 10,000,000.00
12/19/19 NA NA 03/31/22 Aaa/NR/AAA Treasury - Note US Treasury 5,000,000        1.875% 1.645% 5,025,585.94 5,013,944.80 5,116,000.00 102,055.20

INVESTMENT SUMMARY REPORT

12/28/20

IRVINE RANCH WATER DISTRICT
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Page 2 of 2

Call Initial Maturity INVESTMENT INSTITUTION / PAR  COUPON ORIGINAL CARRY VALUE MARKET VALUE(1) UNREALIZED(2)

SETTLMT Schedule Call Date Rating TYPE ISSUER Amount DISCOUNT YIELD COST 12/28/2020 GAIN/(LOSS)

INVESTMENT SUMMARY REPORT

12/28/20

IRVINE RANCH WATER DISTRICT

02/21/20 NA NA 04/14/22 Aaa/AA+/AAA FFCB - Note Fed Farm Credit Bank 5,000,000        1.400% 1.414% 4,998,500.00 4,998,969.35 5,083,550.00 84,580.65
04/23/20 NA NA 04/21/22 Aaa/AA+/NR FFCB - Note Fed Farm Credit Bank 10,000,000      1.580% 0.320% 10,250,200.00 10,165,998.08 10,193,900.00 27,901.92
05/28/20 One Time 05/26/21 05/26/22 Aaa/NR/AAA FHLMC - Note Fed Home Loan Mortgage Corp 5,000,000        0.270% 0.270% 5,000,000.00 5,000,000.00 5,000,800.00 800.00
01/15/20 NA NA 07/15/22 Aaa/AA+/NR FFCB - Note Fed Farm Credit Bank 5,000,000        1.600% 1.594% 5,000,750.00 5,000,460.53 5,113,550.00 113,089.47
05/28/20 One Time 05/26/21 08/26/22 Aaa/NR/AAA FHLMC - Note Fed Home Loan Mortgage Corp 5,000,000        0.300% 0.300% 5,000,000.00 5,000,000.00 5,000,850.00 850.00

TOTAL INVESTMENTS $418,000,000 $419,290,337.41 $419,144,706.48 $421,468,170.05 $2,323,463.57

Petty Cash 3,400.00
 Ck Balance Bank of America 1,136,349.00

$420,430,086.41

(1) LAIF market value is as of the most recent quarter-end as reported by LAIF. Outstanding Variable Rate Debt $251,100,000
Security market values are determined using Bank of New York ("Trading Prices"), Bloomberg Net Outstanding Variable Rate Debt (Less $60 million fixed-payer swaps) $191,100,000
and/or broker dealer pricing. Investment Balance: $420,430,086
(2) Gain (loss) calculated against carry value using the trading value provided by Bank of New York/or Brokers Investment to Variable Rate Debt Ratio: 220%
(3) Real estate rate of return is based on most recent quarter end return Portfolio - Average Number of Days To Maturity 220

Investment Real Estate(3) Weighted Avg.  
Portfolio Portfolio Return

December 0.96% 7.80% 3.06%
This Investment Summary Report is in conformity with the 2020 Investment Policy November 1.02% 7.80% 3.14%
and provides sufficient liquidity to meet the next six months estimated expenditures. Change -0.06% -0.08%
*S - Step up
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DATE TOTAL % LAIF Agency Notes Agency Discount 
Notes

Municipal Bonds US Treasury

12/20 $80,000,000 19.14% $75,000,000 5,000,000        
01/21 15,000,000 3.59% 5,000,000           10,000,000      
02/21 20,000,000 4.78% 5,000,000               15,000,000      
03/21 20,000,000 4.78% 20,000,000             
04/21 23,000,000 5.50% 8,000,000               10,000,000         5,000,000        
05/21 20,000,000 4.78% 5,000,000           15,000,000      
06/21 15,000,000 3.59% 5,000,000               5,000,000           5,000,000        
07/21 5,000,000 1.20% 5,000,000               
08/21 25,000,000 5.98% 10,000,000             10,000,000         5,000,000        
09/21 25,000,000 5.98% 15,000,000             10,000,000      
10/21 35,000,000 8.37% 25,000,000             5,000,000           5,000,000        
11/21 10,000,000 2.39% -                              10,000,000      

SUB-TOTAL $293,000,000 70.10% $75,000,000 $93,000,000 40,000,000         $85,000,000

13 Months - 3 YEARS
12/01/2021 - 2/28/2022 75,000,000          17.94% 40,000,000             35,000,000      
03/01/2022 - 5/31/2022 40,000,000          9.57% 35,000,000             5,000,000        
06/01/2022 - 08/31/2022 10,000,000          2.39% 10,000,000             
09/01/2022 + -                           

-                           
-                           
-                           
-                           
-                           

TOTALS $418,000,000 100.00% $75,000,000 $178,000,000 $40,000,000 $125,000,000

% OF PORTFOLIO 17.94% 42.59% 9.57% 29.90%

IRVINE RANCH WATER DISTRICT
SUMMARY OF MATURITIES

12/28/20
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ANNUALIZED
RATE OF RETURN

ACQUISITION PROPERTY OWNERSHIP ORIGINAL MARKET VALUE QUARTER ENDED
DATE  TYPE INTEREST COST 6/30/2020 9/30/2020

 
Sycamore Canyon Dec-92 Apartments Fee Simple 43,550,810$       152,340,625$          19.73%

Wood Canyon Villas Jun-91 Apartments Limited Partner 6,000,000$         30,432,947$            8.52%

ITC (230 Commerce) Jul-03 Office Building Fee Simple 5,739,845$         11,964,600$            8.09%

Waterworks Business Pk. Nov-08 Research & Dev. Fee Simple 8,630,577$         9,363,600$              6.40%

Sand Canyon Professional Center - Medical Office Jul-12 Medical Office Fee Simple 8,648,594$         11,444,400$            9.36%

Sand Canyon Professional Center - General Office Sep-20 Office Building Fee Simple 25,985,968$       28,770,000$            0.00%

Total - Income Properties 98,555,794$       215,546,172$          11.09%

OTHER REAL ESTATE
DESCRIPTION

Serrano Summit - Promissory Note Sep-17 NA NA 85,352,804$       85,352,804$            4.00%
Payment received - 8/12/20

Total - Income Producing Real Estate Investments 183,908,598$     300,898,976$          7.80%

Irvine Ranch Water District
Summary of Real Estate - Income Producing Investments

9/30/2020
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MATURITIES/SALES/CALLS PURCHASES

DATE SECURITY TYPE PAR YIELD
Settlement 

Date Maturity Date SECURITY TYPE PAR
YIELD TO 

MATURITY
12/28/2020 FNMA - Note $5,000,000 2.02% 12/23/2020 3/22/2022 FFCB - Note $10,000,000 0.09%

IRVINE RANCH WATER DISTRICT INVESTMENT SUMMARY REPORT
INVESTMENT ACTIVITY 

Dec-20
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Tenor US Treasury Active 
Curve 12/28/2020

US Treasury Active 
Curve 12/1/2020 Change

1 Mo 0.09 0.07 2.0
2 Mo 0.1 0.07 3.0
3 Mo 0.11 0.09 2.0
6 Mo 0.11 0.1 1.0
1 Yr 0.11 0.12 -1.0
2 Yr 0.13 0.17 -4.0
3 Yr 0.17 0.22 -5.0
5 Yr 0.38 0.42 -4.0
7 Yr 0.65 0.68 -3.0
10 Yr 0.94 0.92 2.0
20 Yr 1.46 1.46 0.0
30 Yr 1.67 1.66 1.0
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Irvine Ranch Water District
Summary of Fixed and Variable Rate Debt

December 2020

Series Column1 Issue Date Maturity Date
Remaining 
Principal Percent

Letter of 
Credit/Support  Rmkt Agent Mode Reset

Series 1993 05/19/93 04/01/33 $26,600,000 4.12% US Bank BAML Variable Daily
Series 2008-A Refunding 04/24/08 07/01/35 $45,000,000 6.96% Sumitomo BAML Variable Weekly
Series 2011-A-1 Refunding 04/15/11 10/01/37 $44,700,000 6.92% IRWD Goldman Variable Weekly
Series 2011-A-2 Refunding 04/15/11 10/01/37 $29,800,000 4.61% IRWD Goldman Variable Weekly
Series 2009 - A 06/04/09 10/01/41 $52,500,000 8.12% US Bank US Bank Variable Daily
Series 2009 - B  06/04/09 10/01/41 $52,500,000 8.12% B of A Goldman Variable Daily
2016 COPS 09/01/16 03/01/46 $116,745,000 18.07% N/A N/A Fixed Fixed
2010 Build America Taxable Bond 12/16/10 05/01/40 $175,000,000 27.08% N/A N/A Fixed Fixed
Series 2016 10/12/16 02/01/46 $103,400,000 16.00% N/A N/A Fixed Fixed
Total $646,245,000 100.00%

Outstanding Par by Series

B of A 
52,500,000

21%

Sumitomo
45,000,000

18%
US Bank

79,100,000
31%

IRWD
74,500,000

30%

Letters of Credit / Support
Daily

131,600,000
20%

Weekly
119,500,000

19%

Fixed
395,145,000

61%

Current Debt Rate Reset

Fixed
395,145,000

61%

Variable
161,600,000

25%

Synthetic Fixed
89,500,000

14%

Current Debt Mix By Type

F:\INVEST\DEBT\Analysis, Notices, and Misc\vrdsum.xlsx
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ITN

Daily

Weekly

VARIABLE RATE ISSUES Issue Date
Maturity 

Date
Principal 

Payment Date
Payment 

Date
Original Par 

Amount
Remaining 
Principal

Letter of 
Credit     

Reimbursment 
Agreement Date

L/C Exp. 
Date MOODYS S&P FITCH

LOC Stated 
Amount LOC Fee

Annual LOC 
Cost

Rmkt 
Agent Reset Rmkt Fees

Annual 
Cost Trustee

SERIES 1993 05/19/93 04/01/33 Apr 1 5th Bus. Day $38,300,000 $26,600,000 US BANK 05/07/15 12/15/21 Aa3/VMIG1 AA-/A-1+ N/R $26,958,553 0.3300% $88,963 BAML DAILY 0.10% $26,600 BANK OF NY

SERIES 2008-A Refunding 04/24/08 07/01/35 Jul 1 5th Bus. Day $60,215,000 $45,000,000 SUMITOMO 04/01/11 07/21/21 A1/P-1 A/A-1 A/F1 $45,665,753 0.3150% $143,847 BAML WED 0.07% $31,500 BANK OF NY

SERIES 2011-A-1 Refunding 04/15/11 10/01/37 Oct 1 1st Bus. Day $60,545,000 $44,700,000 N/A N/A N/A Aa1/VMIG1 A-1+ AAA/F1+ N/A N/A N/A Goldman WED 0.13% $55,875 BANK OF NY

SERIES 2011-A-2 Refunding 04/15/11 10/01/37 Oct 1 1st Bus. Day $40,370,000 $29,800,000 N/A N/A N/A Aa1/VMIG1 A-1+ AAA/F1+ N/A N/A N/A Goldman WED 0.13% $37,250 BANK OF NY

SERIES 2009 - A 06/04/09 10/01/41 Oct 1 1st Bus. Day $75,000,000 $52,500,000 US BANK 04/01/11 12/15/21 Aa2/VMIG 1 AA-/A-1+ AA/F1+ $53,086,849 0.3300% $175,187 US Bank DAILY 0.07% $36,750 US BANK

SERIES 2009 - B  06/04/09 10/01/41 Oct 1 1st Bus. Day $75,000,000 $52,500,000 B of A 04/01/11 05/16/22 Aa2/VMIG 1 A/A-1 A1/F1+ $53,086,849 0.3000% $159,261 Goldman DAILY 0.10% $52,500 US BANK

$349,430,000 $251,100,000 SUB-TOTAL VARIABLE RATE DEBT $178,798,005 0.3173% $567,258 0.10% $240,475
(Wt. Avg) (Wt. Avg)

FIXED RATE ISSUES
2010 GO Build America 
Taxable Bonds 12/16/10 05/01/40 May (2025) May/Nov $175,000,000 $175,000,000 N/A N/A N/A Aa1 AAA NR N/A N/A N/A N/A N/A N/A N/A US BANK

2016 COPS 09/01/16 03/01/46 Mar (2021) Mar/Sept $116,745,000 $116,745,000 N/A N/A N/A NR AAA AAA N/A N/A N/A N/A N/A N/A N/A US BANK

SERIES 2016 10/12/16 02/01/46 Feb (2022) Feb/Aug $103,400,000 $103,400,000 N/A N/A N/A NR AAA AAA N/A N/A N/A N/A N/A N/A N/A BANK OF NY

$395,145,000 $395,145,000 SUB-TOTAL FIXED RATE DEBT

$744,575,000 $646,245,000 TOTAL- FIXED & VARIABLE RATE DEBT

Goldman 127,000,000    51% GO: 529,500,000 82%
BAML 71,600,000      29% COPS: 116,745,000 18%

US Bank 52,500,000      21% Total 646,245,000   
251,100,000    

Daily Issues 131,600,000 20%
SUMITOMO 45,000,000      Weekly Issues 45,000,000 7%

BANK OF AMERICA 52,500,000      ITN Issues 74,500,000 12%
US BANK 79,100,000      Sub-Total 251,100,000   

176,600,000    
Fixed Rate Issues $395,145,000 61%
Sub-Total - Fixed 395,145,000

TOTAL DEBT
FIXED & VAR. 646,245,000   100%

Remarketing Agents GO VS COP's

LOC Banks Breakdown Between Variable & Fixed Rate Mode

IRVINE RANCH WATER DISTRICT

SUMMARY OF FIXED & VARIABLE RATE DEBT

December-20

GENERAL BOND INFORMATION LETTER OF CREDIT INFORMATION TRUSTEE  INFORMATION

vrdsum.xlsx
12/28/2020
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IRVINE RANCH WATER DISTRICT 
SUMMARY OF DEBT RATES

Dec-20

Rmkt Agent GOLDMAN GOLDMAN GOLDMAN US BANK
Mode DAILY WEEKLY WEEKLY DAILY WEEKLY DAILY

Bond Issue 2009 - B  2011 A-1 2011 A-2 1993 2008-A 2009-A
Par Amount 52,500,000 44,700,000 29,800,000 26,600,000 45,000,000 52,500,000

Bank BOFA (SIFMA -6) (SIFMA -6) US BANK Sumitomo US BANK
Reset Wednesday Wednesday Wednesday

12/1/2020 0.03% 0.05% 0.05% 0.03% 0.12% 0.05%
12/2/2020 0.02% 0.05% 0.05% 0.02% 0.12% 0.03%
12/3/2020 0.02% 0.04% 0.04% 0.01% 0.10% 0.03%
12/4/2020 0.01% 0.04% 0.04% 0.01% 0.10% 0.02%
12/5/2020 0.01% 0.04% 0.04% 0.01% 0.10% 0.02%
12/6/2020 0.01% 0.04% 0.04% 0.01% 0.10% 0.02%
12/7/2020 0.01% 0.04% 0.04% 0.01% 0.10% 0.02%
12/8/2020 0.01% 0.04% 0.04% 0.01% 0.10% 0.01%
12/9/2020 0.01% 0.04% 0.04% 0.01% 0.10% 0.01%
12/10/2020 0.01% 0.03% 0.03% 0.01% 0.10% 0.01%
12/11/2020 0.01% 0.03% 0.03% 0.01% 0.10% 0.01%
12/12/2020 0.01% 0.03% 0.03% 0.01% 0.10% 0.01%
12/13/2020 0.01% 0.03% 0.03% 0.01% 0.10% 0.01%
12/14/2020 0.01% 0.03% 0.03% 0.01% 0.10% 0.01%
12/15/2020 0.01% 0.03% 0.03% 0.01% 0.10% 0.01%
12/16/2020 0.01% 0.03% 0.03% 0.01% 0.10% 0.02%
12/17/2020 0.01% 0.03% 0.03% 0.02% 0.09% 0.03%
12/18/2020 0.02% 0.03% 0.03% 0.05% 0.09% 0.05%
12/19/2020 0.02% 0.03% 0.03% 0.05% 0.09% 0.05%
12/20/2020 0.02% 0.03% 0.03% 0.05% 0.09% 0.05%
12/21/2020 0.03% 0.03% 0.03% 0.04% 0.09% 0.05%
12/22/2020 0.03% 0.03% 0.03% 0.04% 0.09% 0.06%
12/23/2020 0.05% 0.03% 0.03% 0.09% 0.09% 0.07%
12/24/2020 0.07% 0.03% 0.03% 0.09% 0.09% 0.08%
12/25/2020 0.07% 0.03% 0.03% 0.09% 0.09% 0.08%
12/26/2020 0.07% 0.03% 0.03% 0.09% 0.09% 0.08%
12/27/2020 0.07% 0.03% 0.03% 0.09% 0.09% 0.08%
12/28/2020 0.07% 0.03% 0.03% 0.09% 0.09% 0.07%

Avg Interest Rates 0.03% 0.03% 0.03% 0.04% 0.10% 0.04%
Rmkt Fee 0.10% 0.13% 0.13% 0.10% 0.07% 0.07%
LOC Fee 0.30% 0.33% 0.32% 0.33%

All-In Rate 0.43% 0.16% 0.16% 0.47% 0.48% 0.44%
Par Amount 29,800,000 52,500,000

Percent of Par Weighted All-In Base Rate

Interest Rate Mode
Total Variable Rate 

Debt  Outstanding Average Rate Average

Daily 52.41% 131,600,000 0.44% 0.04%
Weekly 47.59% 119,500,000 0.28% 0.06%

100.00% 251,100,000$  0.37% 0.05%
Fixed

COPS 2016 29.54% 116,745,000 2.90%
BABS 2010 44.29% 175,000,000 4.44% (1)

SERIES 2016 26.17% 103,400,000 3.32%
100.00% 395,145,000$  3.69%

All-In Debt Rate Including $60 Million Notional Amount of Swaps 2.91%
(1) Rate adjusted up from 4.35% as a result of sequestration reducing BAB's subsidy by 5.7%

MERRILL LYNCH

97,200,000 71,600,000

Exhibit "D"
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FINANCE AND PERSONNEL COMMITTEE 

COST OF SERVICE AND RATE DESIGN UPDATE 

SUMMARY: 

At the December 2020 Finance and Personnel Committee meeting, IRWD’s consultant Raftelis 
Financial Consultants, Inc. presented a review and analysis of IRWD’s Cost of Service Rate 
Design.  While still following cost-of-service principles, several cost of service-related policy 
options were presented in addition to options for adjusting the cost allocation methodology in 
future budget cycles.  The Committee requested that staff provide additional information on the 
options presented.  This additional information will be provided at the Committee meeting. 

BACKGROUND: 

As part of the rate-setting process for Fiscal Years (FY) 2021-22 and 2022-23, staff engaged 
Raftelis to perform a Cost of Service and Rate Design Study prior to the rate-setting process for 
IRWD’s next two-year budget cycle.  The purpose of the external review is to meet legal 
requirements, to provide the District with an affirmation that existing processes comply with 
cost-of-service and proportionality principles, and to create an opportunity to consider policies 
that effect rate design and cost allocations.  The rate study is intended to provide a basis for 
rate-setting over the next five years. 

In October, Raftelis presented preliminary findings and policy alternatives for the Committee’s 
consideration.  In December, Raftelis presented updated findings, alternatives, and 
recommendations separated into policy decisions and recommended enhancements to existing 
cost allocation methodology for future budget cycles.  The Committee directed staff to provide: 

• Additional information on the over-allocation fund balance history;

• Sewer rate assumptions used to develop the presented rates; and

• Alternatives for private fireline rates which include an allocation for replacement capital.

At the Committee meeting, staff will provide the additional information as shown in a 
PowerPoint presentation, provided as Exhibit “A”.  Based on feedback from the Committee, staff 
will direct Raftelis to develop a final Cost of Service and Rate Design Study, which will be 
presented to the Finance and Personnel Committee and the Board in February. 

FISCAL IMPACTS: 

Impacts to future operating budgets will be determined based on Committee and Board input. 
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ENVIRONMENTAL COMPLIANCE: 

This item is not a project as defined in the California Environmental Quality Act Code of 
Regulations, Title 14, Chapter 3, Section 15378. 

RECOMMENDATION: 

That the Committee provide input on the updated analysis of IRWD’s Cost of Service Rate 
Design and options related to current District policies. 

LIST OF EXHIBITS: 

Exhibit “A” – Draft Cost of Service PowerPoint Presentation 



2020 Cost of Service and Rate Design Study 
Recommendations Follow-up

Finance and Personnel Committee

January 5, 2021

Agenda

Follow-up from December F&P Cost of Service Review:
– Over-allocation Fund

– Possible Modifications to Current Cost Allocation Methodology
 Sewer Service Charges

 Private Fireline Service Charges

Next Steps

2

1

2

Exhibit "A"
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Over-allocation Fund

• Conservation outreach spending continues to decrease
– Reallocate certain recycled costs to potable over-allocation tiers

(tiers 3 & 4) to offset reduced conservation spending

• Raftelis recommended policy change
– Consider transfer of selected costs (recycled water energy

transmission costs of  $1.7 million) from recycled water rates to tiers
3 & 4 of the potable water rates

4

Over-allocation Spending (December F&P)

Over-allocation Fund Update

3

4



Over-allocation Fund Update
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NTS

Conservation

Fund Balance

5

Possible Modifications to 
Current Cost Allocation Methodology 
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Possible Modifications to Current Cost Allocation 
Methodology 

1. Sewer Service Charges
• Committee requested further review of the proposed rates

2. Private Fireline Service Charges
• Committee requested further review and the addition of a

capital allocation component

• The updated fireline rates includes:
o Max day & max hour peaking costs; and

o Capital allocation based on capacity

7

Sewer Service Charges (December F&P)

8

Sewer Fixed Charge
FY 2020-21 Rates 

(Noticed)
(A)

FY 2020-21 
Proposed Rates

(B)

Difference ($)
(C = B-A)

Block 1 (<5 ccf) $19.75 $18.35 -$1.40

Block 2 (>5 & <10 ccf) $23.70 $23.15 -$0.55

Block 3 (>10 ccf) $26.35 $26.75 $0.40

Non-Residential Commodity 
Charge (Usage > 10 ccf) $2.81 $2.50 -$0.31

Sewer Service Charges

7

8



Sewer Service Charges

9

Rate Impacts Alternative 1 Alternative 2 
(Recommended) Alternative 3

Sewer Fixed Charge FY 2020-21 
Rates (Noticed)

Commodity 
includes 

variable costs

Commodity 
includes variable 
and fixed costs

Commodity 
includes variable, 

fixed & capital 
costs

Block 1 (<5 ccf 117K accnts ) $19.75 $21.30 $19.45 $17.45

Block 2 (>5 & <10 ccf 38K accnts) $23.70 $25.86 $24.00 $22.00

Block 3 (>10 ccf 27K accnts) $26.35 $29.46 $27.60 $25.60

Non-Residential Commodity 
Charge (>10 ccf) $2.81 $1.20 $2.50 $3.95

Sewer Service Charges

10

Rate Impacts
Alternative 2 (Recommended)

Sewer Fixed Charge

FY 2020-21 
Rates 

(Noticed)
(A)

FY 2020-21 
Proposed Rates

(B)

Difference 
($)

(C = B-A)

Total 
Revenue

Block 1(<5 ccf) $19.75 $19.45 -$0.30 $27.44M

Block 2 (>5 & <10 ccf) $23.70 $24.00 $0.30 $10.72M

Block 3 (>10 ccf) $26.35 $27.60 $1.25 $8.85M

Non-Residential Commodity 
Charge (Usage > 10 ccf) $2.81 $2.50 -$0.31 $7.75M

Total Revenue $54.76M

9

10



Private Firelines (December F&P)

11

Private 
Fireline 

Size

FY 2020-21 Rates 
(Noticed)

FY 2020-21 
Proposed Rates

Difference 
($)

1” $13.60 $10.78 -$2.82

2” $27.20 $11.08 -$16.12

3” $40.80 $11.74 -$29.06

4” $54.40 $12.90 -$41.50

6” $81.60 $17.04 -$64.56

8” $108.80 $24.18 -$84.62

10” $136.00 $34.92 -$101.08

12” $163.20 $49.80 -$113.40

Private Fireline Service Charges

Private Fireline Service Charges

12

Fireline 
Inches

Number 
of Lines

Meter 
Services

Capital 
(Enhance & 
Replace)

Peaking 
Costs

Proposed 
Rate

Current 
Rate Change

1" 43 7.83$    0.73$      0.05$    8.60$        13.60$   (5.00)$      
2" 1,046 7.83    1.74     0.30    9.85   27.20   (17.35)    
4" 996 7.83    14.47   1.81    24.10   54.40   (30.30)    

6"* 3,079 7.83    28.93   5.24    42.00   52.60   (10.60)    
8" 1,039 7.83    67.98   11.17    87.00   108.80   (21.80)    
10" 127 7.83    101.24   20.08    129.15    136.00   (6.85)   
12" 6 7.83    127.27   32.42    167.50    163.20   4.30  

Rate Impacts

*Melded rate for fire hydrants and 6-inch firelines.

Revenue Impact = $1.1 million decrease

11

12



• Commodity charges for a typical residential customer are based on 12 ccf (IRWD average). 
Noticed Rates: Low Volume $1.54 Base  $2.12

Impact to a Typical Residential Customer:
• Sewer rates
• Private firelines

Proposed Rates – FY 2020-21

13

Noticed 
Rates 

Proposed 
Rates

FY 2020‐21 FY 2020‐21
Water

Service Charge   $10.40  $10.65  $0.25 

Commodity Charge * 22.54 22.54 0.00 

Total Water Charge $32.94  $33.19  $0.25 

Sewer

Service Charge  $23.70  $24.00  $0.30 

Total Typical Residential 
Monthly Bill

$56.64  $57.19  $0.55  1.0%

Rate 
Change

% 
Change

Next Steps

13
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Next Steps

• Integrate feedback from Finance and
Personnel Committee (F&P)

• Finalize updated cost of service model

• Present draft Cost of Service report to F&P

• Presentation to the full Board

15

Questions

15

16
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FINANCE AND PERSONNEL COMMITTEE 

REVISED PERSONNEL POLICIES AND PROCEDURES: 
PERSONNEL POLICY NO. 44 AND NO. 46 

SUMMARY: 

The District has adopted Personnel Policies and Procedures to consistently address 
personnel-related issues at IRWD.  Revisions to these policies are necessary from time to time to 
stay current with state and federal law, to maintain best practices in policy and procedure 
administration, and to accurately reflect processes adopted for the efficient and effective conduct 
of District business relative to personnel and other related matters.  Proposed revisions include 
new personnel policies related to the use of computers systems and accounts, and public records 
on personal computers and accounts which are proposed to supersede existing and outdated 
policies related to electronic mail and use of the internet.  Staff recommends the Board adopt a 
resolution superseding Resolution No. 2019-7 and establishing revised Personnel Policies and 
Procedures. 

BACKGROUND: 

The District has adopted Personnel Policies and Procedures to consistently address 
personnel-related issues at IRWD.  In order to keep these policies current, staff regularly reviews 
the policies and recommends updates and revisions when appropriate. 

Staff recently undertook an evaluation of IRWD Personnel Policies and Procedures related to the 
use of the District’s computer systems, email, and public records to ensure compliance with 
current employment and labor laws and regulations.  As a result of the review, it was determined 
that Policy No. 44 – Electronic Mail and Policy No. 46 – Access and Use of the Internet should 
be updated to reflect the District’s current use of computer systems, electronic messaging 
platforms, and other technology. 

Additionally, the review revealed that IRWD’s Personnel Policies and Procedures currently do 
not address the use of personal computers and accounts for District business.  The existing 
policies should be updated to address the use of personal computers and accounts, and to address 
Public Records Act requests related to public records on personal computer systems and 
accounts. 

To update IRWD’s Personnel Policies and Procedures to reflect current technology uses and 
caselaw related to public records, staff recommends that: 

• Policy No. 44 – Electronic Mail be superseded with proposed Policy No. 44 – Use of
Computer Systems and Accounts, which is provided as Exhibit “A”, and

• Policy No. 46 – Access and Use of the Internet be superseded by proposed Policy
No.  46-Obligations Related to Public Records, which is provided as Exhibit “B”.
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To adopt the proposed Policy No. 44 and No. 46, staff recommends the Board adopt the 
resolution provided in Exhibit “C” superseding Resolution 2019-7 and establishing revised 
policies. 

FISCAL IMPACTS: 

None. 

ENVIRONMENTAL COMPLIANCE:  

Not applicable. 

RECOMMENDATION: 

That the Board adopt the following resolution by title: 

RESOLUTION NO. 2021 - 

RESOLUTION OF THE BOARD OF DIRECTORS OF  
IRVINE RANCH WATER DISTRICT,  

SUPERSEDING RESOLUTION NO. 2019-7 AND 
ESTABLISHING REVISED PERSONNEL POLICIES AND PROCEDURES 

LIST OF EXHIBITS: 

Exhibit “A” – Proposed Policy No. 44 (Use of Computer Systems and Accounts) 
Exhibit “B” – Proposed Policy No. 46 (Obligations Related to Public Records) 
Exhibit “C” – Proposed Resolution Rescinding Resolution No. 2019-7 and Establishing Revised 

Personnel Policies and Procedures 



EXHIBIT “A” 
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IRVINE RANCH WATER DISTRICT 

PERSONNEL POLICIES AND PROCEDURES 

POLICY NO. 44 – USE OF COMPUTER SYSTEMS AND ACCOUNTS 
DRAFT 

1. Purpose of Policy

The District recognizes the need to manage the use of its Computer Systems and
Accounts to maintain a secure workplace, preserve cybersecurity and to create a work
environment in which productivity is enhanced.

The purpose of this policy is to ensure that the District’s Computer Systems, including
internet access and usage, and District Accounts are properly used to perform tasks
directly related to IRWD job duties.

2. Scope of Policy

This policy applies to all users of District Computer Systems or District Accounts.  This
policy also addresses the use of Personal Computer Systems and Personal Accounts for
District business.

3. Definitions

A. “Authorized User” means any employee, board member or other person authorized to
use a District Computer System or Account.  To be considered an Authorized User,
an individual must be granted permission by the District to use the account, system or
device they are using, must read and agree to comply with the terms of this policy,
and agree to comply with other applicable IRWD personnel policies and all
applicable state and federal laws.

Any employee, Board Member, or contractor who has been given an IRWD computer
login, provided an IRWD email address, or has been provided with a wireless device
by the District, including an iPad, shall be considered an Authorized User for the
purposes of this policy.

The District may revoke or modify its authorization at any time; however, upon
separation from the District, an employee’s, Board Member’s, contractor’s or other
user’s authorization shall be deemed automatically revoked.

B. “District Accounts” means any account owned, licensed to, opened by or held by the
District, and any account linked to a District email address, through which an
electronic communication or Public Record could be sent.  This includes District
email accounts, social media accounts such as Twitter, Facebook, and Instagram
connected to a District email address, cloud-based messaging systems (e.g. Microsoft
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications
and voice messaging systems connected to a District email address or District cloud-
storage accounts.
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C. “District Computer System(s)” means any computer, tablet, cell phone or any other
similar electronic device owned, leased, or licensed to the District.  All hardware, and
District-owned or licensed software, applications, and programs associated with such
devices are part of the District Computer System.

D. “Personal Accounts” means any account owned, licensed to, opened by, used by or
held by an Authorized User in their personal capacity and not linked to a District
email address.   This includes personal email accounts, social media accounts such as
Twitter, Facebook, and Instagram, cloud-based messaging systems (e.g. Microsoft
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications
and voice messaging systems or personal cloud-storage accounts connected to a
personal email address.

E. “Personal Computer System(s)” means any computer, tablet, cell phone or any other
similar electronic device owned, leased, or licensed to an Authorized User or a
member of their household, as opposed to the District, in their personal or individual
capacity. All hardware, and personally owned or licensed software, applications, and
programs associated with such devices are part of the Personal Computer System.  A
personal cell, which an employee uses for work and receives a District cell
reimbursement for, is considered a personal computer.

F. “Public Record” means any Record containing information related to the conduct of
the public’s business that is prepared, owned, used, or in the possession of the District
regardless of physical form or characteristic.  It does not include Records that are
strictly personal and do not relate to the conduct of public business, as these are not
Public Records.

G. “Record” means all tangible (hard-copy) and electronically-prepared, electronically-
stored or electronically-transmitted writings or recordings, including
communications, handwritten notes, typed documents, emails, voicemails, text
messages, spreadsheets, drawings, photographs, data sets, calendar and schedule
entries, PDF documents, forms, notes and collections of texts or other data created or
assembled by a user, presentations, diagrams, images, CAD files, databases and other
electronic information.

4. Authorized Use of the District Accounts, Systems and Devices

A. Authorized Use

Authorized Users are only authorized to use the District Computer Systems and
Accounts that their supervisor or Informational Services permits them to use.

District Computer Systems and Accounts are the property of the District and are
designed to facilitate District business.  Authorized Users are given access to these
accounts, systems and devices to conduct business on behalf of the District and to
perform tasks directly related to their job duties.
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B. Unauthorized Use

The District takes measures to safeguard its Computer Systems and Accounts from
misuse, corruption and illegal uses, and to protect the District from any possible
liability due to unauthorized use.  Uses that are illegal or inconsistent with the
authorization granted to the user by the District are unauthorized.  Such unauthorized
uses include misuse, as defined in Section 6, and personal use inconsistent with the
narrow personal use permitted by subsection (C) below.

Authorized Users found to have engaged in an unauthorized or improper use of a
District Computer System or Account may have their use authorization revoked or
modified.  Employees found to have engaged in unauthorized or improper use will be
subject to disciplinary action, up to and including termination.

Any users engaged in unauthorized, illegal or improper use may also be subject to
civil or criminal liability.  Any suspected criminal use or activity will be reported to
the appropriate law enforcement agencies.

C. Limited Personal Use

Limited personal use of a District Computer System or Account is permitted if it is
appropriate, has a minimal impact on the District, including a minimal impact on the
District’s network bandwidth and other District resources, and does not take place
during work time.  For example, an employee using a District iPad at home to read
the news, or an employee’s limited use of the Internet on a District computer for
personal purposes during their lunch or before or after work hours are permissible if
those uses comply with the terms of this policy and the District’s other personnel
policies.

5. Limitation on User Privacy and Confidentiality

The District reserves the right to monitor, access and disclose the use of District
Computer Systems and Accounts at any time for any reason without notice to the user.

Users of District Computer Systems and Accounts should have no expectation of
privacy with respect to their use of these accounts, systems and devices.  Any
communication, data, metadata or other information, including personal communications,
data or information, that is transmitted through, stored on or created by these systems or
accounts may be accessed, held, used, retained or disclosed at the sole discretion of the
District and may be a Public Record requiring protection/retention in accordance with
state and federal law and the District’s Retention Policy.

Users are put on notice that any communication, Record, message or image accessed
through or created, transmitted or stored on a District Computer System or
Account may be publicly disclosed.

Security features (e.g. passwords, codes or deletion features) will not prevent the District
from accessing a user’s communications, Records, messages, or images which are
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transmitted through, viewed on, stored in or created by a District Computer System or 
Account. 

Additionally, the District may maintain records of the names, dates and times of users 
accessing services on District Computer Systems or Accounts, including use of and 
access to services on the Internet.  Users should assume no privacy or confidentiality 
exists when using District Computer Systems or Accounts. 

6. Misuse of District Accounts, Systems, and Devices

It is a violation of District policy for Authorized Users, including system administrators,
to use District Computer Systems or Accounts for the purpose of satisfying idle curiosity
about the affairs of others with no legitimate business purpose for obtaining access to the
files or communications of others.  Employees found to have engaged in such “snooping”
or found to have misused the District’s accounts, systems or devices will be disciplined
appropriately, up to and including termination.

Additional misuses of District Computer Systems and Accounts include, but are not
limited to, the following:

A. Use in any manner that violates any law, regulation, or ordinance, including for uses
that violate copyrights laws, or government security laws or regulations.

B. Use in any manner that violates any policy or procedure of the District, including
unauthorized personal use.

C. Use that is disruptive, unprofessional, offensive, harmful to morale or inappropriate
for the workplace.  The creation, display, storage and the use, viewing, or
transmission of sexually explicit images, messages or cartoons; ethnic slurs, racial or
religious epithets; or anything that may be construed as harassment, creating a hostile
work environment, or disparagement of others is strictly prohibited.

D. Use for any deliberate action in an attempt to gain unauthorized access to remote
systems, or to damage or disrupt a computing system, alters its normal performance,
or causes it to malfunction, regardless of system location or time duration.

E. Receipt and “opening” of misaddressed communications when the user knows that
the communication was misaddressed.

F. Forwarding Records or communications without a legitimate business purpose,
including intentionally sending chain letters and spam.

G. Uses related to “moonlighting” or job searches.

H. Revealing proprietary or confidential information, including official District
information or intellectual property, without authorization.

I. Uses related to political campaign-related activities.
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J. Conducting or soliciting illegal activities.

K. Uses that delete, destroy or dismantle any Public Record required to be retained
pursuant to the District Records Retention Policy.

7. Authorized Users’ Obligation to Preserve, Identify, and Produce Electronic Records

The District is committed to transparency and compliance with state and federal law.
This includes compliance with the California Public Records Act (“PRA”), record
retention laws, and its obligations to preserve and turn over Public Records and other
Records related to certain legal matters.

A. Electronic Records on District Computer Systems and Accounts

All Authorized Users are required to comply with all laws and legal requirements
related to the preservation, identification and production of electronic Records
created, transmitted or stored on District Computer Systems and Accounts.  In
addition, all Authorized Users are required to comply with the District’s Records
Retention Policy and any District-issued Litigation Hold Notices for Public Records
located on District Computer Systems and Accounts.

All Authorized Users must identify and turn over electronic Public Records on
District Computer Systems and Accounts in a timely manner when requested to do
by the District.

B. Electronic Records on Personal Systems and Accounts

Pursuant to City of San Jose, et al. v. The Superior Court of Santa Clara County,
communications and other Records about official District business may be Public
Records and may be subject to public disclosure regardless of the type of account,
computer, or device used in its preparation, storage or transmission.

This means that electronic Records on a Personal Computer System or Personal
Account may be Public Records if they relate in some way to the conduct of public
business.  This includes Public Records that are created, stored or transmitted on
Personal Accounts, including personal emails, text messages, messages sent via
messaging applications, pictures and social media posts.

Electronic Records and communications that are strictly personal and do not relate to
the conduct of public records are not Public Records and are not subject to this policy.

If an Authorized User has created, transmitted or stored a Public Record on a
Personal Computer System or Account, they are required to comply with all laws
and legal requirements related to the preservation, identification and production
of Public Records.  In addition, all Authorized Users are required to comply with the
District’s Records Retention Policy and any District-issued Litigation Hold Notices
for any Public Records located on a Personal Computer System or Account.
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All Authorized Users must identify and turn over electronic Public Records on 
Personal Computer Systems and Accounts in a timely manner when requested to do 
so by the District. 

8. Requirement to Transfer Electronic Public Records on Personal Computer Systems
and Accounts to District Computer Systems and Accounts

A. Obligation to Transfer Electronic Public Records

Since Public Records on Personal Computer System and Accounts may be subject to
production by the District under the PRA and other laws, Authorized Users, who
know or have reason to know that a possible Public Record is located on a Personal
Computer System or Account, or other non-District Computer System, are required to
transfer the Public Record to the appropriate District Computer System or Account as
soon as it is identified to be a possible Public Record.

After the possible Public Record is transferred, the Authorized User shall delete the
original copy of the Public Record from their Personal Computer System and
Personal Account.

For example, if an Authorized User takes a picture or records a video of an IRWD
facility or equipment on their personal cellphone for District purposes, they should
immediately transfer it to a District Computer System or Account, and then delete it
from their phone.  This could be done by emailing the picture to their IRWD email
account.

Another example is if an Authorized User uses their home computer to create a Word
document for work.  They should save it to the District’s network folders or email to
their IRWD email address, and then delete the file from their home computer.

Transferring a possible Public Record located on a Personal Computer System,
Personal Account, or other non-District Computer System to the appropriate District
Computer System or District Account will allow for it to be preserved and retained,
as appropriate, by the District, and to be destroyed consistent with the District’s
Records Retention Policy.

B. Exceptions to the Obligation to Transfer

An Authorized User is not required to comply with the transfer requirements of this
section for Records that, pursuant to the District’s Records Retention Policy, are:

1. Records not required to be retained, and the Authorized User deletes the Record
from their Personal Computer Systems and Accounts or the used non-District
Computer System.

2. Records for which the retention period has expired, in which case the Record may
be destroyed pursuant to the District’s policy, provided the Authorized User
deletes the Public Record from their Personal Computer Systems and Accounts,
or the used non-District Computer System.



POLICY NO. 44 – USE OF COMPUTER SYSTEMS AND ACCOUNTS DRAFT 

A-7

9. Restrictions on the Use of Personal Computer Systems and Accounts for District
Business

A. Use of Personal Computer Systems for Public Business

Authorized Users are only permitted to use a Personal Computer System or other
non-District Computer System for the District’s business if they comply with the
transfer and deletion requirements of Section 8 and the prohibition on the use of
Personal Accounts below.

If a Personal Computer System or other non-District Computer System is used for
District business, the Authorized User should give strong preference to remotely
accessing the District Computer Systems and Accounts they are authorized to access
when creating, saving and transmitting Public Records related to the District’s
business.  Public Records created, transmitted and stored through remote access to a
District Computer System or District Account will be considered stored on the
District Computer System or Account used, and not on the Personal Computer
System or the other non-District Computer System used to remotely access the
District system or account.

B. Use of Personal Accounts for Public Business is Prohibited

In the ordinary course of business, Authorized Users are prohibited from using
Personal Accounts to discuss District matters, conduct District business or perform
work for the District.  If an Authorized User mistakenly uses a Personal Account for
public business, they should copy or forward the message to their District Account
and must comply with the transfer and deletion requirements of Section 8.

C. Exceptions to the Prohibition on the Use of Personal Accounts for Public Business

An Authorized User may only use a Personal Account in the following situations:

1. In extraordinary circumstances, an Authorized User may use a Personal Account
to conduct District business if they comply with the transfer and deletion
requirements of Section 8.  Extraordinary circumstances include unusual
situations when the Authorized User must use a Personal Account to address
urgent District business that, if left unanswered, could seriously impact the
District.

2. An Authorized User may use a Personal Account to respond to a communication
sent by a third party to a Personal Account if the Authorized User complies with
the transfer and deletion requirements of Section 8 for both the original
communication and the response, and directs the third party to use a District
Account for all future communications related to the District’s business.

3. An Authorized User may copy a Personal Account on calendar invitations if the
Public Record is sent using a District Account (e.g., copying a Personal Account
on an Outlook calendar invite).
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4. An Authorized User, who is designated to manage the District’s Facebook
Account, may use their Personal Facebook Account to access the District
Facebook Account for the sole purpose of managing the District’s Facebook
Account.  The Authorized User must not use their Personal Facebook Account for
District business beyond using their account as a “key” to access the District’s
Facebook Account.

Public Records created, transmitted, stored or posted on the District’s Facebook
Account will be considered stored on the District’s Facebook Account, and not on
the Personal Facebook Account that an Authorized User used to simply access the
District’s account.

If an Authorized User uses their Personal Facebook Account to access the District
Facebook Account, they may be required to search their Personal Facebook
Account for Public Records pursuant to Section 10 and IRWD Personnel Policy
No. 46.

10. Public Records Searches of Personal Computer Systems and Personal Accounts

Authorized Users may be required to search any Personal Computer System or Account
on which a Public Record may be located.  Authorized Users are put on notice that
their Personal Computer Systems and Accounts may be required to be searched for
Public Records if they are used for District business.

To ensure that the District meets its legal obligation to make government records
available to the public while respecting an Authorized User’s right to privacy, and
minimizing the personal liability of Authorized Users, Authorized Users should follow
the protocols for the “Transfer of Electronic Public Records to District Computer
Systems and Accounts” outlined above in Section 8.  Additionally, Authorized Users may
be asked to search their accounts, systems and devices pursuant to the procedure outlined
in IRWD Personnel Policy No. 46.

11. District’s Exclusive Authority

The District reserves the right to change this policy at any time with such prior notice, if
any, as may be reasonable under the circumstances.

12. Administration of Policy

The Director of Information Services and the Director of Human Resources will be
responsible for administration and enforcement of this policy.

Adopted by IRWD Board of Directors on:  X X, XXX 
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IRVINE RANCH WATER DISTRICT 

PERSONNEL POLICIES AND PROCEDURES 

POLICY NO. 46 –OBLIGATIONS RELATED TO PUBLIC RECORDS 
DRAFT 

The District is committed to transparency and compliance with state and federal law.  This 
includes compliance with the California Public Records Act ("PRA”), record retention laws, 
and its obligations to preserve and turn over Records related to certain legal matters.  

Pursuant to City of San Jose, et al. v. The Superior Court of Santa Clara County, Records about 
official District business are Public Records and may be subject to public disclosure regardless of 
the type of account, computer, or device used in its preparation, transmission or storage.  This 
means that Records, including images and photographs, on a Personal Computer System may be 
Public Records if they relate in some substantive way to the conduct of public business.  This 
includes Records created, stored or transmitted on Personal Accounts, including personal emails, 
text messages, and social media posts. 

1. Purpose of Policy

The purpose of this policy is to ensure that the District’s legal obligation to identify,
retain and produce Records is met while minimizing the personal liability of IRWD
Personnel and respecting IRWD Personnel’s right to privacy on their Personal Computer
Systems and Accounts.

2. Scope of Policy

This policy applies to all IRWD Personnel.  To accomplish the purposes of this policy,
this policy addresses IRWD Personnel’s obligations when the District receives a Record
production request.

It also addresses IRWD Personnel’s obligations when a Record production request either
explicitly seeks, or can reasonably be interpreted to seek, Public Records on a Personal
Computer System or Account.

This policy should be read in connection with the District’s Record Retention Policy.

3. Definitions

A. “IRWD Personnel” means any Board Member, officer or employee of the District.

B. “District Accounts” means any account owned, licensed to, opened by or held by the
District, and any account linked to a District email address, through which an
electronic communication or Public Record could be sent.  This includes District
email accounts, social media accounts such as Twitter, Facebook, and Instagram
connected to a District email address, cloud-based messaging systems (e.g. Microsoft
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications
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and voice messaging systems connected to a District email address or District cloud-
storage accounts. 

C. “District Computer System(s)” means any computer, tablet, cell phone or any other
similar electronic device owned, leased, or licensed to the District.  All hardware, and
District-owned or licensed software, applications, and programs associated with such
devices are part of the District Computer System.

D. “Personal Accounts” means any account owned, licensed to, opened by, used by or
held by IRWD Personnel in their personal capacity and not linked to a District email
address.  This includes personal email accounts, social media accounts such as
Twitter, Facebook, and Instagram, cloud-based messaging systems (e.g. Microsoft
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications
and voice messaging systems or personal cloud-storage accounts connected to a
personal email address.

E. “Personal Computer System(s)” means any computer, tablet, cell phone or any other
similar electronic device owned, leased, or licensed to an IRWD Personnel or a
member of their household, as opposed to the District, in their personal or individual
capacity. All hardware, and personally owned or licensed software, applications, and
programs associated with such devices are part of the Personal Computer System.  A
personal cell, which an employee uses for work and receives a District cell
reimbursement for, is considered a personal computer.

F. “Public Record” means any Record containing information related to the conduct of
the public’s business that is prepared, owned, used, or in the possession of the District
regardless of physical form or characteristic.  It does not include Records that are
strictly personal and do not relate to the conduct of public business, as these are not
Public Records.

G. “Record” means all tangible (hard-copy) and electronically-prepared, electronically-
stored or electronically-transmitted writings or recordings, including
communications, handwritten notes, typed documents, emails, voicemails, text
messages, spreadsheets, drawings, photographs, data sets, calendar and schedule
entries, PDF documents, forms, notes and collections of texts or other data created or
assembled by a user, presentations, diagrams, images, CAD files, databases and other
electronic information.

4. IRWD Personnel’s Obligation to Preserve, Identify, and Produce Records

IRWD Personnel are required to comply with all laws and legal requirements related
to the preservation, identification and production of Public Records including those
created, transmitted or stored on District and/or Personal Computer Systems or
Accounts.

In addition, IRWD Personnel are required to comply with the District’s Records
Retention Policy and any District-issued Litigation Hold Notices for Records regardless
of where the Records are located.  IRWD Personnel should not retain any Record not
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required to be retained by either the District’s Records Retention Policy or a Litigation 
Hold. 

5. Personnel Policy No. 44 Requirements for Public Records on Personal Computer
Systems and Accounts

Pursuant to Personnel Policy No. 44, IRWD Personnel have an obligation to
preserve, identify and produce Public Records created, transmitted or stored on a
Personal Computer System or a Personal Account.

A. Personnel Policy No. 44 Limits the Use of Personal Computer System for Public
Business

IRWD Personnel are only permitted to use a Personal Computer System or other non-
District Computer System, for public business if they comply with the transfer and
deletion requirements of Section 8 of Policy No. 44.

B. Personnel Policy No. 44 Prohibits the Use of Personal Accounts for Public Business

In the ordinary course of business, IRWD Personnel are prohibited from using
Personal Accounts to discuss District matters, conduct District business or perform
work for the District.  If IRWD Personnel mistakenly use a Personal Account for
public business, they should copy or forward the message to their District Account
and must comply with the transfer and deletion requirements of Section 8 of
Personnel Policy No. 44.

6. Obligation to Identify and Produce Public Records

A. District Will Notify IRWD Personnel When to Identify and Produce Records

Upon receipt of a PRA request or other request for the production of Records, the
District will communicate the request and any additional instructions to the IRWD
Personnel believed to have possession of responsive Records.

When a Record production request either explicitly seeks, or can reasonably be
interpreted to seek, Public Records on a Personal Computer System or Account,
IRWD Personnel believed to have possession of responsive Records will be notified
of the need to search any Personal Computer Systems or Accounts used to create,
transmit or store a Public Record in order to identify and produce any relevant Public
Records.

B. Required Action by IRWD Personnel Upon Notification of Any Production Request

When requested to search for, identify and produce Records, IRWD Personnel must
conduct a thorough and reasonable search for responsive Public Records following
any instructions provided for the search and identification of responsive Public
Records.
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IRWD Personnel are required to search for and identify responsive Public 
Records in a timely manner, and must produce any responsive Public Records, 
consistent with the instructions provided to them, within the timeframes provided 
by the District. 

At the direction of the District’s General Counsel or Deputy General Counsel, all 
responsive Records will be reviewed and redacted, as appropriate.  Public Records, or 
portions of Public Records, that are confidential or exempt from disclosure will not be 
made public.   

It is illegal to destroy any Public Record responsive to a Record production request.  
If a responsive Public Record exists and is in IRWD Personnel’s control, it must be 
produced regardless of the Record type or content, and regardless of whether it should 
have been destroyed pursuant to the District Records Retention Policy.  Once notified 
of a Record production request, IRWD Personnel must not destroy any requested 
Record until it has been produced to the District consistent with the instructions 
provided. 

C. Specific Actions Required Upon Notification of a Production Request Related to
Personal Computer Systems and Accounts

When notified by the District of the need to search for, identify and produce Public
Records on Personal Computer Systems and Accounts, IRWD Personnel, who have
been trained to distinguish between Records that contain public business and Records
that do not contain public business, should promptly follow the instructions provided
to them related to the production request in order to identify and produce any
potentially responsive Public Records.  IRWD Personnel who have not yet received
training or require additional assistance should seek assistance from the District’s
District Secretary or Deputy General Counsel prior to searching their Personal
Computer Systems and Accounts for Public Records.

IRWD Personnel are responsible for conducting a timely and reasonable search on
their own systems and accounts, and must identify and produce any responsive
Public Records, consistent with the instructions provided to them, within the
timeframes provided by the District.

The District will not require IRWD Personnel to search any Personal Computer
Systems or Personal Accounts not used to create, transmit or store Records related to
the District or its business.

7. Training

Training pursuant to this policy is only required when responding to a Record production
request that either explicitly seeks, or can reasonably be interpreted to seek, Public
Records on a Personal Computer System or Account.  IRWD Personnel responding to
this type of Record production request are required to complete training on the steps
necessary to conduct a reasonable search for Public Records, and how to distinguish
between Records that contain public business and Records that do not contain public
business.
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8. Requirement to Transfer Public Records When Relationship with the District
Terminates

IRWD Personnel whose relationship with the District is ending or ends shall identify,
disclose and transfer any Public Records on Personal Computer Systems or Accounts to
the District, if those Records have not already been transferred to the District pursuant to
Personnel Policy No. 44.  This identification, disclosure and transfer should ideally take
place prior to the personnel’s last day with the District.  After the Record has been
transferred to the District, IRWD Personnel shall ensure it is deleted from the Personal
Computer System(s) or Account(s).

If a Record production request seeks records from IRWD Personnel who have left the
District and have not searched for any non-transferred Public Records on Personal
Computer Systems or Accounts, the District will undertake reasonable efforts to contact
that individual and request that they search and produce any Public Records they may
have.

9. Affidavits and Declarations

The District may require IRWD Personnel to complete an affidavit or declaration related
to the search, identification and production of Records. In the event an affidavit or
declaration is requested, IRWD Personnel should work with District Counsel to complete
an adequate affidavit or declaration.

The affidavit or declaration should be signed under penalty of perjury.

10. Failure to Comply with a District Search Requests

Failure to comply with this policy may result in disciplinary action, up to and including
termination of employment.

Failure to comply with this policy may also result in civil or criminal liability for IRWD
Personnel.  The penalties for failing to search for, identify and produce Public
Records can be severe, including court ordered sanctions or potential criminal
liability for obstruction of justice.

Additionally, failure to comply with a request related to Public Records on Personal
Computer Systems and Accounts may result in a court ordering a third-party search of
those accounts, systems, and devices, and may result in IRWD Personnel being
personally named as a respondent in a PRA lawsuit or a court order compelling the
personnel to produce the Public Records.

11. District’s Exclusive Authority

The District reserves the right to change this policy at any time with such prior notice, if
any, as may be reasonable under the circumstances.
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12. Administration of Policy

The Deputy General Counsel, District Secretary and the Director of Human Resources
will be responsible for administration and enforcement of this policy.

Adopted by IRWD Board of Directors on:  X X, XXX 
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EXHIBIT “C” 

RESOLUTION NO. 2021 - 

RESOLUTION OF THE BOARD OF DIRECTORS OF  
IRVINE RANCH WATER DISTRICT,  

SUPERSEDING RESOLUTION NO. 2019-7 AND 
ESTABLISHING REVISED PERSONNEL POLICIES AND PROCEDURES 

 The Irvine Ranch Water District (IRWD) is a California Water District formed pursuant to 
Division 13 of the Water Code of the State of California; and 

 Section 34900 of said Code provides that the Board of Directors shall employ and appoint 
such agents, officers and employees as may be required and prescribe their duties and fix their 
salaries; and 

 By adoption of Resolution No. 2019-7-5 dated February 11, 2019, the Board established 
revised Personnel Policies and Procedures; and 

 The Board of Directors of Irvine Ranch Water District deem it advisable and in the best 
interest of said District to revise Personnel Policies and Procedures periodically to ensure 
compliance with current employment and labor laws and regulations.   

  The Board of Directors of Irvine Ranch Water District hereby resolve, determine and order 
as follows: 

Section 1.  That Resolution No. 2019-7 be and hereby is superseded. 

  Section 2.  That the Personnel Policies and Procedures for Irvine Ranch Water District be, 
and hereby are, approved and adopted as more specifically set forth in Attachment I of this 
Resolution, attached hereto and by this reference made a part hereof. 

ADOPTED, SIGNED AND APPROVED this 11th day of January, 2021. 

_______________________________________________ 
President, IRVINE RANCH WATER DISTRICT  
and of the Board of Directors thereof 

________________________________________________ 
District Secretary, IRVINE RANCH WATER DISTRICT  
and of the Board of Directors thereof 

APPROVED AS TO FORM: 
HANSON BRIDGET LLP 

By:  ____________________ 
       District Counsel 
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IRVINE RANCH WATER DISTRICT 

 
PERSONNEL POLICIES AND PROCEDURES  

 
POLICY NO. 3 - ORGANIZATION AND STRUCTURE 

 
1. Locations 
 
 The District's Headquarters Building is located at 15600 Sand Canyon in the City of 

Irvine. Staff from the General Manager’s Office, Customer Service, Human Resources, 
Public Affairs, Finance, Information Services, Engineering and Construction, and Water 
Resources and Planning departments are housed in this location. 

 
 The Michelson Operations Center is located at 3512 Michelson Drive in the City of 

Irvine. Purchasing, Information Services, Engineering, Water Operations, Wastewater 
Operations, and Water Quality personnel are based at this location. 

 
2. Organization Hierarchy 

 
 The District is an independent Special District governed by a five-member, publicly 

elected Board of Directors. These five elected officials are responsible for the District's 
policies and decision making. The on-going operations of the District are supervised by 
the General Manager and his staff. As chief operating officer, the General Manager is 
responsible to the Board for the operation and management of the District. 

 
 The General Manager is responsible for organizing the functions and activities of the 

District into such order as to facilitate a smoothly working, efficient and effective team.  
From time to time, the General Manager shall submit to the Board, an organizational 
chart reflecting the current organization, for their review. 

 
3. Human Resources Department 

 
 The Irvine Ranch Water District's Human Resources Department is responsible for 

planning, coordinating, implementing and administering a District-wide personnel 
program. Under the direction of the Director of Human Resources, this department is also 
responsible for the developmental programs to ensure that Human Resources meet 
District goals and objectives. 

 
 The Human Resources Department has been established to provide employees with 

information and necessary assistance to understand the District's personnel policies and to 
promote a best resource for employees to obtain current information on work rules, 
benefits, personnel policies, payroll data, personnel records, health insurance, job 
opportunities, and benefit conversion privileges on termination of employment.   

 
 Representatives of the Human Resources Department are eager to help employees with 

any problems or concerns. 
 
 
 
 
 
Adopted by IRWD Board of Directors on: March 9, 2009 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 
POLICY NO. 5 - JOB DESCRIPTIONS 

 

 
1. The District believes that employees should know the purpose, scope and description of 

the functions and activities of the position to which they are assigned. Therefore, each job 
or position must be authorized in the department and District budget, and a job 
description prepared. 

 
2. The Human Resources Department will generally take steps to ensure that there is a 

current job description for each position and job within the organization. Department 
Heads are responsible for providing the Human Resources Department with input on a 
timely basis to attempt to maintain accurate job descriptions. 

 
3. All approved job descriptions are officially maintained by the Human Resources 

Department. A current list of job descriptions is available to all employees at s:\Human 
Resources\Job Descriptions. 

 
4. District personnel must understand that the District operates in a changing and dynamic 

business environment which may result in changes in job duties not encompassed by the 
current job description on file in the Human Resources directory. All employees are 
expected to perform the duties assigned to them by their immediate supervisor or any 
manager or director above their supervisor. 

 
 
 
 
 

 
 

Adopted by IRWD Board of Directors on: November 12, 2001 
____________________________________________________________ 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 
POLICY NO. 10 - PERFORMANCE REVIEW AND 

CAREER DEVELOPMENT PLANNING 

 

 

1. General Policy 

 
 Performance evaluations and career development planning are an important part of the 

District's personnel policies. They provide an objective way to gauge each employee's on-
the-job effectiveness as well as their career interests and development. The evaluation 
process should communicate expected standards of performance and inform employees of 
their standing relative to such standards. It is also used to discuss work standards, areas 
where improvement is needed, potential career development, and possible opportunities. 

 
 In order to perform efficiently and effectively, an employee generally will receive a 

certain amount of positive feedback from management regarding his/her activities, as 
well as a certain amount of constructive criticism or counseling. While they may take the 
form of a verbal pat on the back or calling attention to a minor incorrect procedure, each 
is very important to continued employee growth. Management is encouraged to be 
cognizant of the psychology of human behavior and learning, as well as the psychology of 
leadership and supervision. 

 
2. Procedure 
 
 Although the evaluation and management of an employee's performance is an ongoing 

process, employees should understand and appreciate the purpose of the formal reports; 
they are not the occasion for an automatic pay raise. They are designed primarily to 
achieve the purposes stated above. The fact that outstanding performance is the best path 
to additional reward should not be confused with the primary purpose of the report, which 
is to evaluate and inform. 

 
 A. The Human Resources Department is responsible for notifying Department Heads 

of due dates for upcoming performance evaluations. Members of the General 
Manager's staff, with the assistance of their staff members, are responsible for the 
timely preparation and presentation of their employees' performance reviews and 
potential career opportunities. 

 
 B. A Probationary Employee Review will ordinarily be completed by the employee’s 

direct supervisor and discussed with the employee after completion of 4 months of 
employment and again after 8 months of employment. An annual performance 
evaluation will ordinarily be conducted upon an employee's completion of one 
year of employment for the first year anniversary. Thereafter, performance 
evaluations ordinarily will be completed approximately every 6 months. 
Employees receiving a rating of “3” (Meets Requirements) or better on their first 
annual review will have satisfied the initial 12 month probationary period 
requirements and will be taken off probation. Employees receiving less than a “3” 
rating (a “3-” or lower) on their first annual review will be subject to disciplinary 
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action including, but not limited to, extension of probation, demotion, suspension 
or termination. In addition, whenever an employee is promoted or transferred to a 
different position, there will again be a probationary review after the first 3 
months in that position. Due to the requirements of business, the performance 
evaluations may be advanced or postponed. 

 
 C. Performance reviews and career development discussions can be held and 

documented at any time, in addition to the regularly scheduled reviews. 
 
 D. The annual written evaluation will indicate the employee's performance with 

regard to Communication Skills/Style, Work Style/People Skills, Customer 
Service, Teamwork, and Overall Performance. Managers and Supervisors will 
also be evaluated in the area of Managing/Leading Others. Performance goals, 
objectives, and career development plans for the upcoming review period will also 
be set for each employee during the annual review process. All written evaluations 
will be reviewed by the Director of Human Resources prior to discussing the 
evaluation with the employee. A private meeting should occur between 
supervisor/manager and employee at which time the supervisor/manager orally 
explains and discusses the written evaluation with the employee. Upon the 
recommendation of any member of the Management Staff, and with the General 
Manager's approval, any employee may be considered for a special performance 
review at any time. 

 
 E. All original written reviews will remain in the employee’s personnel folder in the 

Human Resources Department, however, a copy will be given to the employee 
during the oral review. 

 

3. Confidentiality 
 
 No member of the management staff or other supervisor is permitted to discuss the report, 

classification change or salary rate change with an employee until it has been approved by 
the Director of Human Resources or General Manager of the District. 

 
 
 
 
 
 
 
Adopted by IRWD Board of Directors on: January 11, 2010 

 



11-1 

 

IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 

POLICY NO. 11 - HEALTH VISION DENTAL ACCIDENT AND LIFE INSURANCE 
1. General Policy 

 It is the policy of the District to provide employees with a group health insurance program 
to enhance their job satisfaction. 

2. Eligibility 

Full-time regular employees are eligible for all group health insurance benefits. Some 
part-time regular and temporary employees may be eligible for medical benefits (See 
Policy No. 7 - Temporary Employees). 

3. Benefits Available 

Full-time regular employees are eligible for hospital, surgical, medical, and major 
medical insurance, dental, vision, and life insurance. Additionally, short term and long 
term disability benefits are provided. 

4. Benefit Cost 

 A. Hospital, surgical, medical and major medical benefit cost is borne in part by the 
employee. The employee's contribution towards these benefits shall be established 
from time to time by the Board of Directors and will be deducted from the 
employee's paycheck. 

 B. Dental insurance coverage is provided by the District at no cost to employees. 

 C. Life insurance coverage is provided by the District at minimal cost to employees.  
Employees will have income imputed based on the appropriate IRS Tax Table or 
schedule for life insurance amounts in excess of $50,000 according to current 
federal and state tax schedules. 

 D. Short Term Disability insurance coverage is fully paid for by employees of the 
District through an employee payroll tax. (see Policy No. 14 - Short Term 
Disability). 

 E. Long Term Disability insurance coverage is provided by the District at no cost to 
employees. (see Policy No. 13 - Long Term Disability) 

5. Additional Benefits Available 

Full-time regular employees are also eligible for additional insurance coverage offered by 
various vendors. This insurance is optional and is completely paid for by employees 
desiring such coverage through an employee payroll deduction. 
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6. Effective Date of Coverage 

 All District provided benefits, including those specified in this policy, become effective 
for all eligible employees on the first day of the month following their hire date. 

7. Administrative Responsibility 

The Human Resources Department will administer all District benefit programs, and will 
furnish additional information to employees regarding available insurance programs. 

 
 
 
 
 
 
Adopted by IRWD Board of Directors on: July 11, 2011 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 
POLICY NO. 17 - BEREAVEMENT 

 
 
1. General Policy 

 

In the event of a death in the immediate family of a regular full-time employee, or critical 
illness of an immediate family member where death appears to be imminent, bereavement 
leave will be granted for three (3) work days per calendar year if traveling within five 
hundred (500) miles from the District for services, or five (5) work days per calendar year 
if traveling over five hundred (500) miles from the District. 
 
If additional hours are required, the employee may elect to take these hours without pay 
or have the hours deducted from his or her accrued sick leave and/or vacation hours. 
Additional bereavement leave may be granted at the discretion of the Director of Human 
Resources. 
 

2. Immediate Family Definition 

 
“Immediate Family” is defined as any relation by blood, marriage, or adoption, who is a 
member of the employee's household, residing under the same roof, and any parent, 
parent-in-law, spouse (or ex-spouse, if children are involved), child, brother, sister, 
grandparent, grandparent-in-law, or grandchild of the employee, regardless of residence. 

 
3. Procedure 

 
Employees should notify their supervisors when a death occurs in their immediate family.  
Time cards should reflect the bereavement code for days of bereavement leave used.  
Supervisors should also notify the Human Resources Department of the death. 

 
 
 
 
 
 
 
 
 
 
 
 
Adopted by IRWD Board of Directors on: December 15, 2003 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 

POLICY NO. 23 - EDUCATION AND TRAINING 
 
1. General Policy 

The District encourages employees to seek further education and training in an effort to 
increase their competency and efficiency in their work, and to increase personal 
development. Knowledge in other work areas not directly related to an employee's job 
may also allow for organizational cross training. 

2. Purpose of Policy 

The purpose of this policy and procedure is to establish the guidelines and criteria for 
reimbursement for educational expenses and incentive pay for obtaining college and 
university degrees and other approved professional certificates after being hired by the 
District. 

The District firmly believes that this policy will improve its ability to attract and retain 
outstanding employees, supervisors and managers. 

3. Eligibility 

All regular full-time employees of the District who have been employed by the District 
for six (6) consecutive months are eligible for education and training reimbursement.  
Incentive pay for obtaining college and university degrees and approved professional 
certificates is also available to these employees. Educational reimbursement and incentive 
pay for the General Manager requires approval of the Board of Directors. 

Requests for tuition reimbursement for classes taken above the Bachelor’s degree level 
require special approval by the General Manager. Such requests will be subject to a more 
extensive process, including a costs/benefits analysis to determine the value to the 
District of the proposed courses or degree program.   

Only education and training completed on an employee’s personal time is eligible for 
reimbursement and incentive pay under this policy. Certifications and/or degrees 
completed by attending classes or training during paid working hours are not eligible for 
reimbursement and/or incentive pay under this policy. 

4. Responsibility 

The Human Resources Department is responsible for administering this policy and 
ensuring compliance. 

5. Education & Training Expenses 

A. Education and Training Reimbursement 

Employees are eligible for reimbursement for the expenses related to classes taken 
in pursuit of a university or college degree program, an Occupational Program 
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Certificate, or for professional or personal growth provided the following criteria 
are met:  

1) Classes must be taken at a college, university, or learning institution 
accredited by a commission approved by the Council on Higher Education 
Accreditation and/or the U.S. Department of Education or approved by the 
District. 

2) Eligible employees must complete an Application for Educational 
Assistance Form (available in the Human Resources Department) at the 
time of enrollment in the classes. On this form, the employee will outline 
the curriculum and projected costs that will be involved. The application 
must be approved by the employee’s Department Director, the Director of 
Human Resources and the General Manager. The original application will 
be kept in the employee's personnel file. 

3) An employee is required to achieve an average grade point sufficient to 
enable completion of the curriculum in which he/she may be enrolled. 
Once an employee has completed the course with a passing grade of "C" or 
better, "Pass" or the equivalent, the District will reimburse up to seventy-
five percent (75%) of the tuition and textbook costs. If an employee is 
eligible for Veteran's benefits, and such benefits are less than 75% of the 
total cost of tuition, books, and registration fees, the District will pay the 
difference required to bring the total reimbursement to 75%. Maximum 
reimbursement for tuition and registration costs will be based on state 
college fees and approved by the General Manager on an annual basis. 

4) Supplies required for particular courses may be considered for 
reimbursement; however, parking fees are not reimbursable 

5) Original grades and receipts must be submitted to the Human Resources 
Department. Upon verification that the courses and expenses were 
previously approved, Human Resources will submit a check request for 
reimbursement of eligible expenses, less applicable taxes, to the employee. 
If the employee has exceeded the IRS-approved non-taxable education 
reimbursement amount, the amount of the reimbursement and the tax 
deducted will be included on the W-2 form issued to the employee. 

B. Contact Hours and Continuing Education Units for Certificate of 

Competence Renewals  

1) Employees holding job-required Certificates of Competence are required 
to complete the contacts hours in order to renew their certifications. The 
following rules establish District and employee responsibility for obtaining 
job-required contact hours: 

a. Employees are responsible for ensuring that all required contact hours 
are completed in a timely manner.  

b. Because no more than 25% of required contact hour credit can be 
obtained from attendance at District meetings such as safety tailgates, 
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employees must obtain contact hour Continuing Education Units 
(CEUs) for job-required certification renewals by attending seminars 
or other means approved by the employee’s supervisor or manager.  

c. The District will pay for 100% of the cost of pre-approved seminars 
for the purpose of obtained contact hour CEUs needed for job-required 
Certificate of Competence renewals. These seminars should be 
scheduled during an employee’s normally scheduled working hours.  

d. Under no circumstances will the District compensate an employee for 
any penalties for late renewal or pay overtime for an employee to 
attend a seminar outside of the normally scheduled working hours. 

2) Employees holding non-job-required Certificates of Competence which 
they desire to keep active are also required to complete the contacts hours 
in order to renew their certifications. The following rules establish District 
and employee responsibility for obtaining non-job-required contact hours: 

a. Employees must complete an Application for Educational 
Reimbursement Form (available in the Human Resources Department) 
requesting District approval of seminars to be taken and detailing the 
number of CEUs required for renewal of the non-job-required 
Certificate of Competence.  

i. This form must be submitted to the Director of Human 
Resources for review and approval prior to the first seminar 
being attended.  

ii. The Director of Human Resources may discuss the potential 
value to the District of the Certificate of Competence with the 
employee, the employee’s supervisor or manager, and/or other 
department supervisors or managers to determine if the request 
will be approved. 

iii. If the request for Educational Assistance is denied, the 
employee may pursue contact hour CEUs outside of District 
working hours and will not be reimbursed for any of the 
expenses related to obtaining CEUs or the renewal of the non-
job-required Certificate of Competence. 

iv. If the request for Educational Assistance is approved, then the 
points listed in B.1) a-d above apply. 

6. Incentive Program 

A. University and College Degrees 

District employees obtaining a college degree through an accredited program shall 
receive an incentive payment, less applicable taxes, in the amount set forth below, 
provided the degree exceeds the minimum job requirements of the employee’s 
position. The degree must be job related, and/or provide a direct benefit to the 
District. 
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  Degree   Net Award 

  AA*         $ 1,000 
  BA/BS       $ 1,000 
  Masters **    $ 1,000 
  Others                  $ 1,000 
*     Sixty college level units from an accredited institution shall be equivalent to 

an Associates (AA) degree. 

*      The District shall not compensate an employee a total of more than $1,000 
for obtaining an Associates (AA) Degree and an Occupational Program 
Certificate if the college units for which the employee already received an 
Occupational Program Certificate incentive are used to obtain an Associates 
(AA) degree, unless the employee completes at least 30 additional units in 
obtaining the AA degree. If the employee completes at least 30 additional 
units, he/she will be eligible for the full AA incentive payment.  

**   Approved by General Manager 

Employees are responsible for submitting proof of Degree to the Human 
Resources Department. The Director of Human Resources will review the Degree 
to ensure compliance with this policy. If the Degree does comply with this policy, 
an Educational Incentive Program Request for Incentive Disbursement form will 
be completed and routed for signatures by the appropriate parties, including the 
General Manager. The incentive check will be forwarded to the appropriate 
Department Director to be presented to the employee to recognize his/her 
accomplishment. 

The cash incentive payment, less applicable taxes, will be made payable to the 
employee. The amount of the award and the tax deducted will be included on the 
W-2 form issued to the employee. 

B. Job-Related or Required Certificates of Competence 

District employees shall receive an incentive cash payment in the amount of $750 
for obtaining each Certificate of Competence listed below, provided the certificate 
meets the following criteria: 

1) Certificate of Competence exceeds the minimum job requirements 
established for the employee’s position. Under no circumstances shall an 
employee receive an incentive for obtaining a Grade I or entry level 
Certificate other than the Engineering in Training or Water Distribution 
Operator I Certificates, unless approved by the Director of Human 
Resources and the General Manager. 

2) Certificate of Competence is job-related or required or provides employee 
with valuable skills or knowledge for current or potential positions 
employee may hold within the District. All requests for certification 
incentives must be approved by the Director of Human Resources, as well 
as the employee’s supervisor, manager, or department director. Employees 
who plan on pursuing a Certificate of Competence that is not directly 
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related to their current position should verify with the Director of Human 
Resources whether the certification will qualify for an incentive prior to 
beginning the certification process.  

3) Certificate of Competence is issued by the certifying agency or 
organization listed below. 

Certificates of Competence Covered Under This Policy Include: 

 Collection System Maintenance issued by CWEA 
 Industrial Waste Inspection issued by CWEA 
 Laboratory Technology or Laboratory Analyst issued by CWEA or AWWA 
 Mechanical Technology issued by CWEA 
 Electrical/Instrumentation Technology issued by CWEA 
 Wastewater Treatment Plant Operator issued by SWRCB 
 Water Treatment Plant Operator issued CA DPH  
 Water Distribution Operator issued by CA DPH 
 Engineer in Training issued by the State of California  
 Registered Professional Engineer issued by the State of California 
 Certified Public Accountant (CPA) issued by the State of California 
 Certified Purchasing Manager issued by National Assn. of Purchasing 

Management 
 Accredited Purchasing Professional issued by National Assn. of 

Purchasing Management 
 Certified Payroll Professional issued by American Payroll Assn. 
 Fundamental Payroll Certification issued by American Payroll Assn. 
 Concrete Field Test Technician by American Concrete Institute 
 Concrete Construction Special Inspector by American Concrete 

Institute 
 Other Certificates of Competence approved by the General Manager  

The District shall compensate the employee for the initial fee for Certification and 
renewal but will not compensate the employee for any penalties for renewal or 
provide an incentive payment to employees required to pass an examination for 
Certification renewal. 

Any employee who is permitted to and successfully passes a higher grade 
certification test by skipping a lower grade will be compensated for the grade(s) 
skipped, as well as the grade achieved. 

Employees requesting incentive payment for any Certificate of Competence that 
has an expiration date and requires contact hours and/or CEU’s for renewal must 
commit to keeping the certification active in order to receive the incentive 
payment. Employees are responsible for submitting proof of Certification of 
Competence and Request for Incentive/Commitment to Renew Form to the 
Human Resources department. The Director of Human Resources will review the 
Certification to ensure compliance with this policy. If the Certification does 
comply with this policy, an Educational Incentive Program Request for Incentive 
Disbursement form will be completed and routed for signatures to the appropriate 
parties, including the General Manager. The incentive check will be forwarded to 
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the appropriate Department Director to be presented to the employee to recognize 
his/her accomplishment. 

The cash incentive payment, less applicable taxes, will be made payable to the 
employee. The amount of the award and the tax deducted will be included on the 
W-2 form issued to the employee. 

C.  Occupational Program Certificates  

District employees shall receive an incentive cash payment in the amount of $750 
for each of the Occupational Program Certificates listed below which meets the 
following criteria: 

1) Occupational Program Certificate is job-related or provides employee with 
valuable skills or knowledge for current or potential positions employee 
may hold within the District. All requests for Occupational Certification 
incentives must be approved by the Director of Human Resources, as well 
as the employee’s supervisor, manager, or department director. Employees 
who plan on pursuing an Occupational Program Certificate that is not 
directly related to their current position should verify with the Director of 
Human Resources whether the certification will qualify for an incentive 
prior to beginning the certification process. 

2) Occupational Program Certification must be offered through an accredited 
college or university. 

3) Occupational Program Certificate requires the completion of at least 15 
units of college class work. Under no circumstances will the District 
provide an incentive payment for an Occupational Program Certificate 
which includes credit from classes for which the employee has already 
received an incentive payment unless the employee was required to take at 
least 15 additional units to receive the subsequent certification. 

Occupational Program Certificates Covered Under This Policy 

Include: 

 Accounting 
 Architecture 
 Auto Mechanics/Technology 
 Finance 
 Business Management 
 Human Resources Management 
 Chemical Technology 
 Computer and Information Science 
 Construction Technology 
 Building Construction 
 Construction Inspection 
 Construction Management 
 Drafting Technology 
 Electrical or Electronic Technology 
 Engineering 
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 Heavy Equipment Maintenance and Repair 
 Chemistry 
 Ornamental Horticulture 
 Surveying Technology 
 Welding Technology 
 Business Applications & Technology 
 Management 
 Public Works 
 Project Management 
 Business Analyst 
 Contract Management 
 Environmental Management 
 Occupational Safety & Health 
 Facilities Management 
 Water Distribution 
 Water Treatment 
 Wastewater Sanitation 
 Water Utility Supervisor 
 Other Occupational Program Certificates approved by the General 

Manager  
Employees are responsible for submitting proof of having received an 
Occupational Program Certification to the Human Resources department. The 
Director of Human Resources will review the Certification to ensure compliance 
with this policy. If the Certification does comply with this policy, an Educational 
Incentive Program Request for Incentive Disbursement form will be completed 
and routed for signatures by the appropriate parties, including the General 
Manager. The incentive check will be forwarded to the appropriate Department 
Director to be presented to the employee to recognize his/her accomplishment. 

The District shall not compensate an employee a total of more than $1,000 for 
obtaining an Associates (AA) Degree and an Occupational Program Certificate if 
the college units for which the employee already received an Occupational 
Program Certificate incentive are used to obtain the Associates (AA) degree, 
unless the employee completes at least 30 additional units in obtaining the AA 
degree. If the employee completes at least 30 additional units, he/she will be 
eligible for the full AA incentive payment.  

The cash incentive payment, less applicable taxes, will be made payable to the 
employee. The amount of the award and the tax deducted will be included on the 
W-2 form issued to the employee. 

7. Special Conditions 

A. Registered Professional Engineers shall not be eligible for certification incentive 
for water treatment. 

B. Incentive Compensation shall be paid only to individuals where Certificates 
and/or Degrees exceed job level requirements (see position job description).  
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C. No more than two incentive payments shall be made for certificates and/or 
degrees earned in any one fiscal year. 

D. College or University Degrees and Occupational Program Certifications must be 
obtained through an accredited program from an accredited educational 
institution, successfully completed (passed) on the basis of school standards. 

E. In no case shall an employee receive an incentive payment for obtaining an 
Associate or Bachelors Degree unless the employee completes at least 24 college 
level semester units toward the degree while being employed at the District, 
unless approved in advance by the General Manager. 

F. In no case shall an employee receive an incentive payment for obtaining more 
than one Associate, Bachelors or Masters Degree unless the employee completes 
an additional 24 college level semester units toward the additional degree while 
being employed at the District. 

G. In no case shall an employee receive an incentive payment for obtaining an 
Occupational Program Certificate unless the employee completes at least 15 
college level semester units toward the certificate while being employed at the 
District, unless approved in advance by the General Manager. 

H. The employee must be an employee of the District at the time that compensation 
is to be made. 

I. All Degrees, Occupational Program Certificates, and Certificates of Competence 
not covered in section 2 must receive prior approval from the General Manager. 

 
 
 
 
 
 
 
Adopted by IRWD Board of Directors on: July 11, 2011 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 

                      POLICY NO. 24 - EMPLOYEE RELOCATION ASSISTANCE 

 
 

1. General Policy 

 
The District has established this employee relocation assistance policy in an effort to 
compensate employees for specific expenses associated with relocation incurred as a 
benefit or convenience of the District, or as a condition of employment. 
 

2. Purpose of Policy 

 
The purpose of this policy is to define the allowable relocation expenses of employees 
whose move has been requested by the employee and approved by the General Manger of 
the District. 
 
This policy will also establish the responsibility and procedure for reimbursement of 
relocation expenses. 
 

3. Eligibility 

 
The following criteria will outline employees who are eligible for reimbursement under 
this relocation assistance policy: 
 

 A. Administrative employees who have community relation responsibilities, and are 
required to advise the Board of Directors and its Committees from time to time 
are eligible for reimbursement under this policy. These administrative employees 
are defined as those hired into positions in Salary Grade 21 and above, with the 
exception of the position of Senior Engineer. 
 

 B. Employees other than those referenced in 3.A. above, may also be eligible for 
relocation assistance, as designated by the General Manager. This may be required 
to assure adequate, timely response in emergency situations effecting District 
responsibilities. 
 

4. Specific Policy 

 
The District may reimburse employees for specific expenses incurred in relocating 

their residence to the vicinity of Irvine, subject to the conditions of this policy and 
procedure. Eligible expenses include: 

 
  Locating a Residence 
  Final Move of Household Goods 
  Property and Lease Settlements 
  Resettlement Expenses 
  Acquisition of Former Residence 
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  Financial Assistance for New Residence 
 
The General Manager may limit approval to only portions of these categories when it 
serves the District's interests.  
 
A. Conditions 

 
All of the following conditions must be met to be eligible for relocation at District 
expense: 
 

  1) An employment agreement between the employee and the District must be 
executed for a period of at least two years. If resignation of employment 
occurs earlier, reimbursement of relocation expenses will be made to the 
District by the employee. 
 

  2) The distance between the District headquarters and the employee's former 
residence must exceed forty (40) miles. 
 

  3) Employees defined in Paragraph 3.A. must locate their new residence 
within eight (8) miles of the city limits of Irvine. Employees defined in 
Paragraph 3.B. must locate their new residence within seven (7) road miles 
of the Michelson Operations Center and Reclamation Plant. The distance 
limitations in this subsection are intended to serve the need of the District 
for designated employees to live close to their work stations. 
 

4) District funds must be available for this purpose. 
 

B. Allowable Expenses 

 
1) Locating a Residence 

 
a) Travel To and From New Area 

 
Where the distance from the former residence to the District 
headquarters exceeds one hundred (100) miles, the District may 
authorize the reimbursement for one round trip by the employee 
and the spouse to the new location for the purpose of locating a 
residence. Prior approval of the Director of Human Resources must 
be obtained if other than a spouse is proposed to be authorized to 
be reimbursed for travel. If air transportation is used, coach rates 
may be reimbursed. Automobile travel may be reimbursed at the 
rate established by resolution of the Board of Directors for mileage 
reimbursement, but may not exceed the equivalent air fare for 
authorized travelers. 
 

b) Transportation Meals and Lodging During 

 Location of Residence 
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   If authorized to travel for locating a residence, the District   
  may pay expenses for local transportation, meals and   
  lodging in the new area for a period not to exceed five (5)   
  days for the purpose of locating a residence. Maximum   
  allowable expense per day for two persons is $125.00. 

 
2) Final Move 

 
a) Household Goods 

 
Costs incurred for packing, unpacking and shipping of all personal 
household effects from the former residence to the new residence 
may be reimbursed with the exception of large home workshops, 
unusual household furnishings, or laboratory equipment. 
Reimbursement will be limited to household goods and personal 
items of the employee's immediate family, which normally would 
consist of spouse and dependent children. Prior approval of the 
Director of Human Resources should be obtained for any 
additional dependents proposed to be included in the move. 

 
b) Storage 

 
Storage costs may be reimbursed for a period of thirty (30) days. 
 

c) Insurance 

 
Insurance costs may be reimbursed for personal household effects 
to a maximum valuation of $30,000. 
 

d) Recreational Vehicles Additional Automobile 

 Etc. 

 
Items such as aircraft, boats, trailers, more than one automobile, 
and other unusual items are not authorized for movement at the 
District's expense. 
 

e) Employee Travel 

 

The District may pay travel costs for the final move from the 
former residence to the new residence for the employee, spouse, 
and dependent children. Travel costs include transportation, food 
and lodging where the distance from the former residence exceeds 
two hundred (200) miles, for a reasonable number of travel days. 
 
Transportation costs will be based on travel by automobile 
reimbursed at a mileage rate of thirty-two (32%) percent of the 
mileage reimbursement rate established by resolution of the Board 
of Directors. Food and lodging costs, if incurred, will be limited to 
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$75.00 per day for the driver and $30.00 per day each for the 
spouse and eligible dependents. The General Manager is 
authorized to approve variances to the expense reimbursement in 
Paragraph 4.B.2)e) within the intent of the section to accommodate 
special circumstances. 
 

3) Property and Lease Settlement 

 
Reimbursement may be made at the District’s sole discretion, for 
reasonable costs attendant to the sale of the employee's former residence at 
the time of relocation as follows: 
 
a) Revenue Stamps 
b) Mortgage Prepayment Penalty 
c) Real Estate Transfer Taxes and Recording Fees 
d) Escrow Fees 

 
4) Resettlement Expenses 

 
In recognition of costs incidental to moving, the following costs may be 
made at the District’s sole discretion reimbursed after moving into the new 
residence, if substantiated by paid invoices. 
 

   a) Plumbing or electrical work to reconnect washer, dryer, stove 
and/or refrigerator, not to exceed one hundred ($100) dollars. 
 

   b) Alterations to carpeting and draperies not to exceed three hundred 
($300) dollars. 
 

   c) Telephone installation charges, excluding deposit, for one line, two 
station basic service. 
 

C. Acquisition of Former Residence 

 
At the District’s sole discretion, the District may offer to purchase the relocating 
employee's former residence, for the appraised value, provided the residence has 
been listed for sale with a licensed real estate broker for a period of not less than 
ninety (90) days. The appraised value will be established by an independent firm 
selected and retained by the District. If the employee does not concur with the 
appraisal, he/she may obtain the services of another appraisal firm at the 
employee's own expense. In this type of  situation, the District's purchase price for 
the former residence will be the average amount of the two appraisals, but not to 
exceed five (5%) percent more than the District’s initial appraisal. 
 
If the employee is unable to sell the former residence at the conclusion of the 
ninety (90) day period, the District may relieve the employee of further financial 
involvement by executing an agreement to purchase the former residence with 
completion of sale to occur when a buyer is located for the property. Following 
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execution of the agreement, the District will pay mortgage, interest, pro-rated real 
estate taxes, utilities and insurance costs. The employee may continue to use the 
residence for thirty (30) days following execution of the agreement. 
 
 1) Sale of Former Residence 

 
 Sale will be completed when a purchaser is located. 
 
 The District will pay the employee the amount of his/her equity, 

reduced by any advances made under provisions under Paragraph 
4.D. of this policy, within three (3) days following the close of the 
sale escrow. The amount of the equity will be established as the 
difference between ninety-four (94%) percent of the appraised 
value and any outstanding debt as of the date of the agreement to 
purchase is executed as outlined in Paragraph 4.C. above. The six 
(6%) percent reduction of the appraised value represents the 
standard sales commission. 

 
 The District will pay seller fees and absorb any decrease or 

increase in value at the time of the final sale. 
 

  D. New Housing Assistance (Purchase) 

 
Prior to payment of equity as provided in Paragraph 4.C.1) above, the 
District will advance portions of the equity to the employee, if requested, 
to reimburse the cost of rental or lease payments on a temporary residence 
in the vicinity of Irvine; and will advance to the employee, if requested, 
the balance of the equity at the time of the purchase of a new residence. 
 
The District may assist the employee in the purchase of the new residence 
by becoming a co-owner of the new residence. Suitable documentation 
will be arranged to protect the District's interest. 
 
The District's portion of the purchase price will be limited to ten (10%) 
percent of the purchase price or fifty (50%) percent of the employee's 
annual salary, whichever is the lesser amount.  

 

1) Sale of the New Residence 

 
Upon termination of employment with the District, under the co-
owner option, the District co-owns the percentage of the new 
residence that the District's investment bears to the total purchase 
price of the residence. Suitable documentation will be arranged to 
provide that upon termination of employment for whatever cause, 
the employee has ninety (90) days to purchase the District's share, 
or sell the residence. 
 

2) Sale of the Co-Owned Residence 
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    a) Upon the sale of the co-owned residence, the District will 

receive its share of the net sale price, in direct proportion to 
the percentage it owns or the District's initial investment 
increased by ten (10%) percent per year, compounded 
annually, whichever is greater. 

 
    b) In the event the terminated employee desires to keep the 

residence, it would be appraised and the terminated 
employee would pay to the District its share as defined in 
4.D.2)a) above. The date of value will be thirty (30) days 
following termination and the payment to the District will 
be due ninety (90) days following termination. 

 
    c) The employee may choose as an alternative to co-

ownership, to receive a loan from the District. 
 

    d) The District loan may not exceed ten (10%) percent of the 
purchase price, or fifty (50%) percent of the employee's 
annual salary, whichever is the lesser amount. 
 

    e) The interest rate shall be established as an average of the 
District's return on investment during the period of the loan 
plus two (2%) percent per year. 
 

    f) Principal and interest payments on the loan will be deferred 
until termination of employment. 
 

    g) Ninety (90) days following termination of employment, the 
loan and accrued interest, compounded annually, will be 
due and payable. 
 

    h) At any time during employment, the employee may arrange 
a schedule for purchase of the District's portion of the 
ownership or arrange a repayment schedule for the loan. 
Such purchase or repayment schedule will be submitted to 
the Board of Directors for approval. 

 
    i) Action taken by the District pursuant to the provisions of 

Paragraph 4.D. of this policy is subject to approval of the 
Finance and Personnel Committee of the Board of 
Directors, prior to approval of the Board of Directors. 

 
5. Reimbursement Procedure 

 
A. Approval Process 
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The employee must obtain written approval to incur relocation costs from the 
Director of Human Resources and the General Manager before incurring such 
costs. 

 
Upon receiving notice of approval for relocation, the employee will contact the 
Director of Human Resources to secure instructions for moving household goods 
and personal effects. The Director of Human Resources will approve the carrier, 
review all bills submitted on carrier charges, and submit them to the General 
Manager for approval. The Finance Department will audit for approval and 
process the request for payment. 

 
B. Documentation 

 
The relocating employee must document all allowable relocation expenses 
incurred and submit them along with receipts for reimbursement. This includes 
locating a residence costs. These expenses must be approved by the immediate 
supervisor, the Director of Human Resources, and the General Manager before 
submission to the Finance Department for final approval and payment. 
 

6. Compliance with Policy 

 
The Director of Human Resources is responsible for administration of this policy and 
procedure. The General Manager of the District will assure compliance with this policy 
and procedure. 

 
 
 
 
 
Adopted by IRWD Board of Directors on: May 26, 1990 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 

          POLICY NO. 25 - STAFF REORGANIZATION AND/OR REDUCTION 
 
 

1. Purpose of Policy 

 
The purpose of this policy is to provide for the orderly change of status of employees 
should it become necessary for reasons of reorganization or economy. 
 

2. Staff Reduction 

 
A. Definition 

 
The term "Staff Reduction", when the action taken is attributable to lack of work 
and/or funds or other reorganization, is defined to include: reassignment in the 
same job series to an equivalent or lower position; reassignment to another job 
classification where qualified; or layoffs from the District. 
 

B. Order of Staff Reduction 

 

1) Temporary and/or Probationary Employees 

 
Staff reduction will apply first to all temporary and/or probationary 
employees provided they do not have skills deemed necessary by the 
District for the efficient operation of the system within the job 
classification and/or department affected. 
 

2) Employees Within Same Job Classification 

 
Staff reduction within the same job classification will be based on the 
District's determination of job performance/qualifications based on the 
most recent performance review rating. Subsequent documentation 
pertaining to job preference/qualifications, work record, disciplinary and 
attendance record and ability to perform the work remaining will also be 
taken into consideration. Where employees have been given identical 
ratings, a more detailed evaluation of the review may be made to 
determine the more highly qualified individuals. 
 

3) Employees Outside of Same Job Classification 

 

   An employee who is displaced from his or her classification pursuant to 
2.B.2) above, may request assignment to a lower level position in the job 
series or to a different job series in a job previously held by the employee. 
The employee may also be considered for vacancies anywhere in the 
District for which the employee is qualified to perform the work required.  
However, the District is not obligated to reassign the displaced employee 
or to displace any other employee to accommodate such a request. 
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The employee's performance review at the higher level position will be 
considered when applying for the lower level position(s) with the criteria 
set forth in 2.B.1) and 2) determining who will be retained and who will be 
displaced. 
 

4) Employees Not Retained Inside or Outside of 

Their Same Job Classification 

 
If an employee is not retained or awarded a position under 2.B.3) above, 
the employee will be laid-off from District employment with re-
employment rights listed in paragraph 2.C.2) below. 
 

C. Displaced Employees 

 
1) Salary 

 
The salary for a displaced employee in a new position shall be the 
employee's current salary or the top of the range of the new position, 
whichever is less. 
 

2) Reinstatement Priority 

 
A displaced employee, while employed by the District, has reinstatement 
priority for one (1) year to the position previously held, or any 
intermediate position for which the employee is qualified. The order of 
priority shall be as described in Paragraph 2.B.2) above. 

 
An employee severed from District employment under 2.B.4) above shall 
be placed on a re-employment list for the employee's job series for a 
period of one (1) year. Re-employment will be subject to the factors set 
forth in 2.B.2) and 2.C.1) above when filling a vacancy under this policy.  
A re-employed employee shall have vacation status based upon the 
employee's original hire date. 

 
3) Voluntary Resignation of Employee Scheduled 

to be Displaced 

 
An employee who is scheduled to be displaced under the conditions of this 
policy, and who voluntarily resigns employment  prior to, or at the time of 
displacement, will receive two (2) weeks severance pay, and accumulated 
pro-rated sick leave at fifty (50%) percent regardless of length of service. 
This employee will also be placed on the re-employment list for a period 
of one (1) year. 
 
However, an employee who is reassigned, and then voluntarily terminates, 
will not be eligible for these benefits, and will receive benefits according 
to established District policy.  
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D. Termination Due to Staff Reduction 

 
An employee who is severed from District employment under this policy will 
receive two (2) weeks severance pay, accumulated pro-rated vacation at full rate, 
and accumulated pro-rated sick leave at fifty (50%) percent, regardless of length 
of service.  
 

E. Employees on Leave of Absence at Time of Staff 

Reduction 

 
An employee on authorized leave of absence at the time of a staff reduction will 
be evaluated as though at work according to the above criteria in this policy. If 
reassigned or severed from District employment, the employee on leave of 
absence will have the same rights as any other employee affected by the staff 
reduction, to either hold a position or to obtain severance benefits. 
 

F. Temporary and Probationary Employee Terminated Due 

to Reduction in Staff 

 
Temporary and probationary employees are not eligible for benefits outlined in 
2.C.3) or 2.D. above. 
 

3. Responsibility and Compliance 

 
The Director of Human Resources is responsible for establishment and compliance of this 
Staff Reduction Policy. 
 
All staff reductions are subject to approval by the General Manager and the Board of 
Directors of the District. 
 

 
 
 
 
 
 

Adopted by IRWD Board of Directors on: November 12, 2001 
____________________________________________________________ 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 

POLICY NO. 28 - HONESTY AND INTEGRITY POLICY 

 

1. General Policy 

 
The District is committed to providing a work environment where theft, fraud and 
dishonesty are prohibited and integrity, honesty and mutual respect are celebrated. 
Consistent with this commitment, the District prohibits District employees from engaging 
or encouraging any acts or behaviors which are or may be considered dishonest, 
improper, or unlawful. Additionally, the District requires that employees who become 
aware of employees or individuals who have a relationship with the District that engage 
in acts or behaviors which are or may be considered dishonest, improper, or unlawful 
promptly report them to the Director of Human Resources or the General Manager.  
 

2. Purpose of Policy 

 
The purpose of this policy is to establish District expectations relative to employee 
behavior and prohibit them from engaging in activities which are or may be considered 
dishonest, improper, or lawful. Additionally, this policy is intended to remind employees 
of the District’s long-standing principle that all employees should enjoy a work 
environment in which all people and their property are to be treated with respect and 
dignity.  
 

3. Procedure 

 
Any employee who knows of a violation of this policy or has reasonable suspicion that 
the policy has been violated shall report it immediately to one of the following people: 
 
 Your Supervisor; 
 Your Department Manager; 
 Your Department Director; 
 The Director of Human Resources; or 
 The General Manager of the District 
 
In the event that the individual wishes to remain anonymous, a "Speak Up" form may be 
used.  
 
A. First Point of Contact 

 
The Director of Human Resources or General Manager will act as the first point 
of contact for suspected or known violations of this policy. In the event that it is 
reasonably believed that a violation of this policy has placed the safety of an 
employee or anyone else in immediate danger, a supervisor or manager should be 
notified as quickly as practicable. 
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B. Investigation

Following notification, should the Director of Human Resources reasonably
believe that a policy violation has occurred, the Director may initiate an
investigation. That investigation may include resources or individuals external to
the organization. Regardless, all employees are required to cooperate with any
District initiated investigation. The failure to do so may result in disciplinary
action, up to and including termination.

C. Appropriate Action

Upon completion of the investigation, the Director of Human Resources and other
decision-makers as designated by the District will determine what action, if any, is
to be taken. Disciplinary or corrective action resulting from an investigation will
follow the guidelines as established by the Human Resources Department.

4. Implementation

The District will take disciplinary action up to and including termination, for a violation
of this policy. Specifically:

1) District employees shall not engage in any dishonest, improper, or lawful
behavior while on duty, on-call, or on stand-by or while on District
premises, property, or in District vehicles. Similarly, employees shall not
engage in any behavior that is perceived to be dishonest, improper, or
unlawful while on duty, on-call, or on stand-by or while on District
premises, property, or in District vehicles.

2) District employees that become aware of violations of this policy or have
reasonable suspicion that it has been violated are to immediately report it
to the Director of Human Resources or the General Manager.

5. Employee Responsibility

Any employee, supervisor, or manager who becomes aware of conduct or suspects
conduct which violates this policy shall immediately advise the Human Resources
Department or the General Manager.

6. Administrative Responsibility

The Director of Human Resources is responsible for ensuring compliance with this
policy.

Adopted by IRWD Board of Directors on: May 14, 2007 
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IRVINE RANCH WATER DISTRICT 

 

PERSONNEL POLICIES AND PROCEDURES  

 

POLICY NO. 32 - SERVICE AWARD PROGRAM 

 

 

1. General Policy 

 

The District has established an award program to recognize an employee's service to the 
District 

 

2. Service Recognition Awards 
 

Employees of the District will be awarded service pins at intervals of five years of 
service. Additionally, service award certificates are presented to employees at the same 
service pin award ceremony. In addition, a gift not to exceed $250 in value will be 
presented to each employee achieving the milestone of 25 years of service and each 5 
years milestone thereafter. 
 
 

4. Administrative Responsibility 

 
The Human Resources Department will be responsible for administering the Service 
Recognition Award Program. 
 

 
 
 
 
 
Adopted by IRWD Board of Directors on: July 11, 2011 
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IRVINE RANCH WATER DISTRICT 

PERSONNEL POLICIES AND PROCEDURES  

POLICY NO. 33 - INJURY AND ILLNESS PREVENTION PROGRAM 

1. General Policy

The District, in addition to complying with all provisions of the Cal-OSHA section 3203
of the California Occupational Safety and Health Act, will do all within its resources to
provide a safe and healthful work environment for every employee.

2. Purpose of the Policy

The purpose of the Injury and Illness Prevention Program is to:

A. State District policy on the issue of Injury and Illness Prevention.

B. Assign responsibility for the implementation and continuation of the Program.

C. Establish Safety Committees.

D. Establish procedures for reporting workplace hazards and accidents.

E. Set guidelines and procedures for non-compliance with the Injury and Illness
Prevention Program.

3. District Responsibility

The District will not require any employee to work in an unsafe area or in an unsafe
manner. The necessary training, tools, and equipment will be provided by the District to
do a job safely. The District will establish rules and regulations and the necessary medical
testing to ensure compliance with safety regulations. The District will discipline any
employee who has been found in violation of District safe work practices or Cal-OSHA
regulations. (See Policy No. 6 - Hiring and Termination).

4. Safety & Security Office Responsibility

The Safety & Security Manager is responsible for implementation of this program and for
promoting a safe and healthful work environment for all employees. In accordance with
SWP-12, the Safety & Security Office is responsible for investigating and documenting
occupational incidents (occupational incidents include personal injuries and illnesses,
property damage, vehicle accidents and near misses), maintaining records of corrective
actions taken and providing and documenting safety and health training. Detailed records
will be maintained as required by regulations and will include names, dates, and actions
taken. Documentation regarding disciplinary action will be maintained by Human
Resources.
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5. Managers and Supervisors Responsibility 
 

Safe working conditions and a safe work environment are the responsibility of every 
employee; however, final responsibility for an accident free and hazard free environment 
rests with the managers and supervisors of the District. Each manager and supervisor has 
the responsibility to promote accident prevention through continuous surveys of work 
areas, setting a good example, educating, training and retraining employees regarding 
safety rules and regulations and safe work habits. This will be achieved by recognizing 
employees who follow safe and healthful work practices and by properly disciplining 
employees working in an unsafe manner. Each manager and supervisor is responsible for 
insuring that inspections are conducted and corrective actions are implemented. Safety is 
a very important aspect of every Manager's and Supervisor's job.   
 

6. Employee Responsibility 
 

All employees of the District shall be required, as a condition of their employment, to 
follow all Injury and Illness Prevention practices that are established for the protection of 
themselves, their fellow employees and the public. This includes, but is not limited to 
wearing of protective equipment and operating only that machinery or power equipment 
that he/she has been authorized to operate. Any employee who willfully violates safe and 
healthful work practices is subject to disciplinary action up to and including immediate 
termination (See Policy No. 6 - Hiring and Termination). 
 
It is the responsibility of every employee to report unsafe working conditions or an 
employee working in an unsafe manner to his/her supervisor immediately for corrective 
action. An employee who chooses not to report unsafe working conditions or employees 
may be considered in violation of the Injury and Illness Prevention Policy of the District. 
 

7. Communications 
 

The District has established a system for communication between management and 
employees on occupational safety and health matters, including meetings, training 
programs, postings, written procedures, a system of anonymous notification and safety 
committees. Several of these include: 
 
A. Reporting Unsafe Conditions 
 

Employees are required to report unsafe or unhealthful conditions to their 
supervisor.  Such reporting will be made without fear of reprisal. Supervisory 
personnel will investigate and take necessary actions to remedy the situation in a 
timely manner. These actions, regardless of the level of severity, will be reported 
to the Safety & Security Office as soon as possible. (See Safe Work Practice 
(SWP) - 12 Accident, Injury, Illness and Near-Miss Investigation Procedure).  

 
B. Employee Safety “Hotline” 
 

The Employee Health and Safety Telephone Notification Hotline (“Hotline”) 
provides a confidential mechanism for employees to report concerns regarding 
possible unsafe conditions or practices. This method of reporting unsafe 
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conditions is confidential and provides anonymity for callers (See SWP-7 - 
Employee Health and Safety Telephone Notification “Hotline” Procedure). 

 
C. Accident/Incident Notification 
 

Incidents that involve employee accidents, incidents or near misses shall be 
reported to the appropriate supervisor. Reports will then be forwarded to the 
Safety & Security Office prior to leaving work at the end of the shift. (See SWP -
12- Accident, Injury, Illness and Near-Miss Investigation Procedure).  

 
D. General Safety Committee 
 

The General Safety Committee provides assistance in monitoring and reviewing 
incidents. The committee also assists the Safety & Security Office in the initial 
development of safety-related procedures as required. Minutes of the General 
Safety Committee are posted on the S-Drive. Members of the committee will 
include employees from all major departments and/or members of the Safety & 
Security Office. (See SWP-6 - Safety Committees Procedure). 

 
8.  Training and Information 
 
 The Safety & Security Office shall administer this Program, including: 
 
 A. Instructing employees, including supervisors, in safe work practices and   

 providing specific instruction as to hazards for particular positions; 
 
 B. Assisting supervisors in providing training and preparing job safety   

 analysis (JSA) for all employees. 
 
   1)  When employees are given new job assignments for which training  

  has not previously been received (See SWP-11- Employee Health   
  and Safety Orientation Procedure), 

 
  2) Whenever new hazardous substances, processes, procedures or   

  equipment are introduced into the workplace, and 
 
  3) Whenever the District is made aware of a new or previously   

  unrecognized hazard. 
           C. Initial and Refresher Training  
 

New employees will attend a New Hire Orientation which will provide initial 
instruction and training based on their job assignment. Supervisors are required to 
provide specific training for job tasks. Supervisors are required to train employees 
when a new substance is introduced or a new hazard is recognized within the 
employees work area or assignment. 

  
  Employees must attend annual and refresher training for certain job duties as 

described in applicable safety programs and procedures.  (See SWP – 10 
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Training). As appropriate, a written test will be administered to evaluate 
comprehension. 

 
 9.     Process Safety Management (PSM) 
 

A..       Each employee involved in PSM process must receive overview training of the 
PSM processes as well as training in operating procedures. The training must 
include an emphasis on specific safety and health hazards, procedures and 
applicable safe practices. Refresher training must be conducted at least every three 
years or more frequent if necessary. Ref. 8CCR 5189 (g). 

 
            
           B.         A Process Hazard Analysis (PHA) must be conducted of the PSM processes              
                        as well as California Accidental Release Programs (Cal/ARP) to identify, predict,  
                       evaluate and control hazards within the processes. The PHA must be conducted    
                       every five years. The PHA  must identify specific hazards  and controls such as  
                       administrative, engineering controls or other acceptable controls. The PHA must  
                       be conducted by a team with expertise in engineering, operations and safety   
                       pertinent to the specific process. 
  
10. Injury or Hazard Reporting 
 
 A. Vehicle Accidents 
 

Any employee involved in a vehicle accident while operating a District vehicle 
will report such accident by radio or telephone to the Facilities/Fleet Manager 
before leaving the scene of the accident. (See HR Policy 50 Vehicle and 
Equipment Usage and SWP-19 Use of District Vehicles) The IRWD Incident 
Report will be completed by the employee involved in the accident prior to 
leaving work at the end of the shift. The employee’s supervisor or manager will 
submit the completed Incident Report to the Safety & Security Office prior to the 
end of the shift. 

 
B. Reporting Injuries/Illnesses 
 

Any employee who sustains an illness or injury while performing his/her job at 
the District will report that illness or injury immediately to his/her direct 
supervisor. The Supervisor of the injured employee will complete the IRWD 
Incident Report on the day the illness or injury occurs before the employee leaves 
District facilities, except in cases of emergency. Any employee who is aware of 
any workplace hazard must immediately report the hazard to his/her supervisor, 
who is responsible for reporting the hazard to the Safety & Security Office. 

 
The IRWD Incident Report will be forwarded to the Safety & Security Office by 
the Supervisor before the end of the workday on the day of the accident. The 
Safety & Security Office will forward a copy of the IRWD Incident Report to the 
Human Resources department prior to leaving work at the end of the shift. 
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11.   Safety Inspections 
  

Supervisors are responsible for indentifying unsafe or unhealthful conditions in 
accordance with SWP-13 Physical Conditions Inspections. 

              
12. Correction of Unsafe or Unhealthful Conditions 

 
Supervisors are responsible for correcting safety and health hazards in a timely manner. If 
such corrective action is beyond the supervisor’s authority, then he/she must promptly 
notify management, or designee, with the authority to correct the hazard. 
 
When an imminent hazard exists that cannot be immediately abated without endangering 
employees and/or property, all personnel must be immediately evacuated from the area 
except for personnel necessary to correct the hazardous condition. No employees may 
enter such an area without appropriate protective equipment and training. The Safety & 
Security Office will be notified as soon as possible.  
 

13.  Injury/Illness and Hazard Investigation 
 

Occupational injury and illness, as well as hazards, will be investigated by the immediate 
supervisor and a representative from the Safety & Security Office. (See SWP 12 - 
Accident, Injury, Illness and Near-Miss Investigation Procedure). 
 

14. Safety Warnings/Discipline Policy 
 
Safety warnings and the disciplinary process guidelines are designed to give direction and 
guidelines to be followed when an employee is determined to have been working in an 
unsafe manner or has violated a safety regulation. This policy is designed to impress upon 
all employees the need to exercise utmost caution in preventing injuries to themselves or 
others and/or in causing property damage. (See s:\Human Resources\Procedures\ 
Disciplinary Process.doc) 

 
When an on-the-job accident/incident occurs, it shall be reviewed by the Safety & 
Security Office. If the Safety & Security Office determines that an unsafe act, failure to 
follow prescribed safety procedures, a safety violation, or gross negligence caused the 
accident, the employee involved shall be subject to disciplinary action.  (See Policy No. 6 
- Hiring and Termination and Policy No. 27 - Alcohol and Drug Policy). 

 
15. Administrative Responsibility 
 

The Safety Officer, the Director of Human Resources and the General Manager will be 
responsible for implementing and administering the Injury and Illness Prevention 
Program of the District. 

 
 
 
 
Adopted by IRWD Board of Directors on: February 10, 2014 
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IRVINE RANCH WATER DISTRICT 

PERSONNEL POLICIES AND PROCEDURES 

POLICY NO. 44 – USE OF COMPUTER SYSTEMS AND ACCOUNTS 

1. Purpose of Policy

The District recognizes the need to manage the use of its Computer Systems and
Accounts to maintain a secure workplace, preserve cybersecurity and to create a work
environment in which productivity is enhanced.

The purpose of this policy is to ensure that the District’s Computer Systems, including
internet access and usage, and District Accounts are properly used to perform tasks
directly related to IRWD job duties.

2. Scope of Policy

This policy applies to all users of District Computer Systems or District Accounts.  This
policy also addresses the use of Personal Computer Systems and Personal Accounts for
District business.

3. Definitions

A. “Authorized User” means any employee, board member or other person authorized to
use a District Computer System or Account.  To be considered an Authorized User,
an individual must be granted permission by the District to use the account, system or
device they are using, must read and agree to comply with the terms of this policy,
and agree to comply with other applicable IRWD personnel policies and all
applicable state and federal laws.

Any employee, Board Member, or contractor who has been given an IRWD computer
login, provided an IRWD email address, or has been provided with a wireless device
by the District, including an iPad, shall be considered an Authorized User for the
purposes of this policy.

The District may revoke or modify its authorization at any time; however, upon
separation from the District, an employee’s, Board Member’s, contractor’s or other
user’s authorization shall be deemed automatically revoked.

B. “District Accounts” means any account owned, licensed to, opened by or held by the
District, and any account linked to a District email address, through which an
electronic communication or Public Record could be sent.  This includes District
email accounts, social media accounts such as Twitter, Facebook, and Instagram
connected to a District email address, cloud-based messaging systems (e.g. Microsoft
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications
and voice messaging systems connected to a District email address or District cloud-
storage accounts.
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C. “District Computer System(s)” means any computer, tablet, cell phone or any other 
similar electronic device owned, leased, or licensed to the District.  All hardware, and 
District-owned or licensed software, applications, and programs associated with such 
devices are part of the District Computer System. 
 

D. “Personal Accounts” means any account owned, licensed to, opened by, used by or 
held by an Authorized User in their personal capacity and not linked to a District 
email address.   This includes personal email accounts, social media accounts such as 
Twitter, Facebook, and Instagram, cloud-based messaging systems (e.g. Microsoft 
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications 
and voice messaging systems or personal cloud-storage accounts connected to a 
personal email address. 

 
E. “Personal Computer System(s)” means any computer, tablet, cell phone or any other 

similar electronic device owned, leased, or licensed to an Authorized User or a 
member of their household, as opposed to the District, in their personal or individual 
capacity. All hardware, and personally owned or licensed software, applications, and 
programs associated with such devices are part of the Personal Computer System.  A 
personal cell, which an employee uses for work and receives a District cell 
reimbursement for, is considered a personal computer. 

 
F. “Public Record” means any Record containing information related to the conduct of 

the public’s business that is prepared, owned, used, or in the possession of the District 
regardless of physical form or characteristic.  It does not include Records that are 
strictly personal and do not relate to the conduct of public business, as these are not 
Public Records. 

 
G. “Record” means all tangible (hard-copy) and electronically-prepared, electronically-

stored or electronically-transmitted writings or recordings, including 
communications, handwritten notes, typed documents, emails, voicemails, text 
messages, spreadsheets, drawings, photographs, data sets, calendar and schedule 
entries, PDF documents, forms, notes and collections of texts or other data created or 
assembled by a user, presentations, diagrams, images, CAD files, databases and other 
electronic information. 

 
4. Authorized Use of the District Accounts, Systems and Devices 

 
A. Authorized Use 

 
Authorized Users are only authorized to use the District Computer Systems and 
Accounts that their supervisor or Informational Services permits them to use. 
 
District Computer Systems and Accounts are the property of the District and are 
designed to facilitate District business.  Authorized Users are given access to these 
accounts, systems and devices to conduct business on behalf of the District and to 
perform tasks directly related to their job duties. 
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B. Unauthorized Use 
 
The District takes measures to safeguard its Computer Systems and Accounts from 
misuse, corruption and illegal uses, and to protect the District from any possible 
liability due to unauthorized use.  Uses that are illegal or inconsistent with the 
authorization granted to the user by the District are unauthorized.  Such unauthorized 
uses include misuse, as defined in Section 6, and personal use inconsistent with the 
narrow personal use permitted by subsection (C) below. 
 
Authorized Users found to have engaged in an unauthorized or improper use of a 
District Computer System or Account may have their use authorization revoked or 
modified.  Employees found to have engaged in unauthorized or improper use will be 
subject to disciplinary action, up to and including termination.   
 
Any users engaged in unauthorized, illegal or improper use may also be subject to 
civil or criminal liability.  Any suspected criminal use or activity will be reported to 
the appropriate law enforcement agencies. 
 

C. Limited Personal Use 
 
Limited personal use of a District Computer System or Account is permitted if it is 
appropriate, has a minimal impact on the District, including a minimal impact on the 
District’s network bandwidth and other District resources, and does not take place 
during work time.  For example, an employee using a District iPad at home to read 
the news, or an employee’s limited use of the Internet on a District computer for 
personal purposes during their lunch or before or after work hours are permissible if 
those uses comply with the terms of this policy and the District’s other personnel 
policies. 

 
5. Limitation on User Privacy and Confidentiality 

 
The District reserves the right to monitor, access and disclose the use of District 
Computer Systems and Accounts at any time for any reason without notice to the user. 
 
Users of District Computer Systems and Accounts should have no expectation of 
privacy with respect to their use of these accounts, systems and devices.  Any 
communication, data, metadata or other information, including personal communications, 
data or information, that is transmitted through, stored on or created by these systems or 
accounts may be accessed, held, used, retained or disclosed at the sole discretion of the 
District and may be a Public Record requiring protection/retention in accordance with 
state and federal law and the District’s Retention Policy. 
 
Users are put on notice that any communication, Record, message or image accessed 
through or created, transmitted or stored on a District Computer System or 
Account may be publicly disclosed. 
 
Security features (e.g. passwords, codes or deletion features) will not prevent the District 
from accessing a user’s communications, Records, messages, or images which are 
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transmitted through, viewed on, stored in or created by a District Computer System or 
Account. 

Additionally, the District may maintain records of the names, dates and times of users 
accessing services on District Computer Systems or Accounts, including use of and 
access to services on the Internet.  Users should assume no privacy or confidentiality 
exists when using District Computer Systems or Accounts. 

6. Misuse of District Accounts, Systems, and Devices

It is a violation of District policy for Authorized Users, including system administrators,
to use District Computer Systems or Accounts for the purpose of satisfying idle curiosity
about the affairs of others with no legitimate business purpose for obtaining access to the
files or communications of others.  Employees found to have engaged in such “snooping”
or found to have misused the District’s accounts, systems or devices will be disciplined
appropriately, up to and including termination.

Additional misuses of District Computer Systems and Accounts include, but are not
limited to, the following:

A. Use in any manner that violates any law, regulation, or ordinance, including for uses
that violate copyrights laws, or government security laws or regulations.

B. Use in any manner that violates any policy or procedure of the District, including
unauthorized personal use.

C. Use that is disruptive, unprofessional, offensive, harmful to morale or inappropriate
for the workplace.  The creation, display, storage and the use, viewing, or
transmission of sexually explicit images, messages or cartoons; ethnic slurs, racial or
religious epithets; or anything that may be construed as harassment, creating a hostile
work environment, or disparagement of others is strictly prohibited.

D. Use for any deliberate action in an attempt to gain unauthorized access to remote
systems, or to damage or disrupt a computing system, alters its normal performance,
or causes it to malfunction, regardless of system location or time duration.

E. Receipt and “opening” of misaddressed communications when the user knows that
the communication was misaddressed.

F. Forwarding Records or communications without a legitimate business purpose,
including intentionally sending chain letters and spam.

G. Uses related to “moonlighting” or job searches.

H. Revealing proprietary or confidential information, including official District
information or intellectual property, without authorization.

I. Uses related to political campaign-related activities.
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J. Conducting or soliciting illegal activities.

K. Uses that delete, destroy or dismantle any Public Record required to be retained
pursuant to the District Records Retention Policy.

7. Authorized Users’ Obligation to Preserve, Identify, and Produce Electronic Records

The District is committed to transparency and compliance with state and federal law.
This includes compliance with the California Public Records Act (“PRA”), record
retention laws, and its obligations to preserve and turn over Public Records and other
Records related to certain legal matters.

A. Electronic Records on District Computer Systems and Accounts

All Authorized Users are required to comply with all laws and legal requirements
related to the preservation, identification and production of electronic Records
created, transmitted or stored on District Computer Systems and Accounts.  In
addition, all Authorized Users are required to comply with the District’s Records
Retention Policy and any District-issued Litigation Hold Notices for Public Records
located on District Computer Systems and Accounts.

All Authorized Users must identify and turn over electronic Public Records on
District Computer Systems and Accounts in a timely manner when requested to do
by the District.

B. Electronic Records on Personal Systems and Accounts

Pursuant to City of San Jose, et al. v. The Superior Court of Santa Clara County,
communications and other Records about official District business may be Public
Records and may be subject to public disclosure regardless of the type of account,
computer, or device used in its preparation, storage or transmission.

This means that electronic Records on a Personal Computer System or Personal
Account may be Public Records if they relate in some way to the conduct of public
business.  This includes Public Records that are created, stored or transmitted on
Personal Accounts, including personal emails, text messages, messages sent via
messaging applications, pictures and social media posts.

Electronic Records and communications that are strictly personal and do not relate to
the conduct of public records are not Public Records and are not subject to this policy.

If an Authorized User has created, transmitted or stored a Public Record on a
Personal Computer System or Account, they are required to comply with all laws
and legal requirements related to the preservation, identification and production
of Public Records.  In addition, all Authorized Users are required to comply with the
District’s Records Retention Policy and any District-issued Litigation Hold Notices
for any Public Records located on a Personal Computer System or Account.
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All Authorized Users must identify and turn over electronic Public Records on 
Personal Computer Systems and Accounts in a timely manner when requested to do 
so by the District. 

 
8. Requirement to Transfer Electronic Public Records on Personal Computer Systems 

and Accounts to District Computer Systems and Accounts 
 

A. Obligation to Transfer Electronic Public Records 
 
Since Public Records on Personal Computer System and Accounts may be subject to  
production by the District under the PRA and other laws, Authorized Users, who 
know or have reason to know that a possible Public Record is located on a Personal 
Computer System or Account, or other non-District Computer System, are required to 
transfer the Public Record to the appropriate District Computer System or Account as 
soon as it is identified to be a possible Public Record. 
 
After the possible Public Record is transferred, the Authorized User shall delete the 
original copy of the Public Record from their Personal Computer System and 
Personal Account. 
 
For example, if an Authorized User takes a picture or records a video of an IRWD 
facility or equipment on their personal cellphone for District purposes, they should 
immediately transfer it to a District Computer System or Account, and then delete it 
from their phone.  This could be done by emailing the picture to their IRWD email 
account. 
 
Another example is if an Authorized User uses their home computer to create a Word 
document for work.  They should save it to the District’s network folders or email to 
their IRWD email address, and then delete the file from their home computer. 
 
Transferring a possible Public Record located on a Personal Computer System, 
Personal Account, or other non-District Computer System to the appropriate District 
Computer System or District Account will allow for it to be preserved and retained, 
as appropriate, by the District, and to be destroyed consistent with the District’s 
Records Retention Policy. 
 

B. Exceptions to the Obligation to Transfer 
 
An Authorized User is not required to comply with the transfer requirements of this 
section for Records that, pursuant to the District’s Records Retention Policy, are: 
 
1. Records not required to be retained, and the Authorized User deletes the Record 

from their Personal Computer Systems and Accounts or the used non-District 
Computer System. 
 

2. Records for which the retention period has expired, in which case the Record may 
be destroyed pursuant to the District’s policy, provided the Authorized User 
deletes the Public Record from their Personal Computer Systems and Accounts, 
or the used non-District Computer System.  
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9. Restrictions on the Use of Personal Computer Systems and Accounts for District 
Business 
 
A. Use of Personal Computer Systems for Public Business 

 
Authorized Users are only permitted to use a Personal Computer System or other 
non-District Computer System for the District’s business if they comply with the 
transfer and deletion requirements of Section 8 and the prohibition on the use of 
Personal Accounts below. 
 
If a Personal Computer System or other non-District Computer System is used for 
District business, the Authorized User should give strong preference to remotely 
accessing the District Computer Systems and Accounts they are authorized to access 
when creating, saving and transmitting Public Records related to the District’s 
business.  Public Records created, transmitted and stored through remote access to a 
District Computer System or District Account will be considered stored on the 
District Computer System or Account used, and not on the Personal Computer 
System or the other non-District Computer System used to remotely access the 
District system or account. 
 

B. Use of Personal Accounts for Public Business is Prohibited 
 
In the ordinary course of business, Authorized Users are prohibited from using 
Personal Accounts to discuss District matters, conduct District business or perform   
work for the District.  If an Authorized User mistakenly uses a Personal Account for 
public business, they should copy or forward the message to their District Account 
and must comply with the transfer and deletion requirements of Section 8. 
 

C. Exceptions to the Prohibition on the Use of Personal Accounts for Public Business 
 
An Authorized User may only use a Personal Account in the following situations: 
 
1. In extraordinary circumstances, an Authorized User may use a Personal Account 

to conduct District business if they comply with the transfer and deletion 
requirements of Section 8.  Extraordinary circumstances include unusual 
situations when the Authorized User must use a Personal Account to address 
urgent District business that, if left unanswered, could seriously impact the 
District. 

 
2. An Authorized User may use a Personal Account to respond to a communication 

sent by a third party to a Personal Account if the Authorized User complies with 
the transfer and deletion requirements of Section 8 for both the original 
communication and the response, and directs the third party to use a District 
Account for all future communications related to the District’s business. 

 
3. An Authorized User may copy a Personal Account on calendar invitations if the 

Public Record is sent using a District Account (e.g., copying a Personal Account 
on an Outlook calendar invite). 

 



POLICY NO. 44 – USE OF COMPUTER SYSTEMS AND ACCOUNTS  
 

8 

4. An Authorized User, who is designated to manage the District’s Facebook 
Account, may use their Personal Facebook Account to access the District 
Facebook Account for the sole purpose of managing the District’s Facebook 
Account.  The Authorized User must not use their Personal Facebook Account for 
District business beyond using their account as a “key” to access the District’s 
Facebook Account. 

 
Public Records created, transmitted, stored or posted on the District’s Facebook 
Account will be considered stored on the District’s Facebook Account, and not on 
the Personal Facebook Account that an Authorized User used to simply access the 
District’s account. 

 
If an Authorized User uses their Personal Facebook Account to access the District 
Facebook Account, they may be required to search their Personal Facebook 
Account for Public Records pursuant to Section 10 and IRWD Personnel Policy 
No. 46. 

 
10. Public Records Searches of Personal Computer Systems and Personal Accounts 

 
Authorized Users may be required to search any Personal Computer System or Account 
on which a Public Record may be located.  Authorized Users are put on notice that 
their Personal Computer Systems and Accounts may be required to be searched for 
Public Records if they are used for District business. 
 
To ensure that the District meets its legal obligation to make government records 
available to the public while respecting an Authorized User’s right to privacy, and 
minimizing the personal liability of Authorized Users, Authorized Users should follow 
the protocols for the “Transfer of Electronic Public Records to District Computer 
Systems and Accounts” outlined above in Section 8.  Additionally, Authorized Users may 
be asked to search their accounts, systems and devices pursuant to the procedure outlined 
in IRWD Personnel Policy No. 46. 
 

11. District’s Exclusive Authority 
 

The District reserves the right to change this policy at any time with such prior notice, if 
any, as may be reasonable under the circumstances. 
 

12. Administration of Policy 
 
The Director of Information Services and the Director of Human Resources will be 
responsible for administration and enforcement of this policy. 

 
 
 
 
Adopted by IRWD Board of Directors on:  X X, XXX 
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IRVINE RANCH WATER DISTRICT 
 

PERSONNEL POLICIES AND PROCEDURES 
 

POLICY NO. 45 - CONFLICT OF INTEREST 
 
1. Purpose of Policy 
 
A. The purpose of this Conflict of Interest Policy (“Policy”) is to ensure that all District 

personnel (members of the Board of Directors and employees) comply with all applicable 
statutory and administrative requirements pertaining to conflicts of interest and their 
actions, duties and responsibilities on behalf of or in relation to the District.  These 
matters include, but are not limited to, “conflicts of interest,” “potential conflicts of 
interest,” “incompatible activities” and other activities, which might reflect unfavorably 
on the District or District personnel. 

B. District personnel shall conduct themselves in a manner so as not to give rise to 
improprieties or situations inconsistent with this Policy.  Procedures, policies and records 
will be established and maintained to verify that the Policy has been adhered to by all 
District personnel.   
 

C. District personnel must recognize that this Policy, and applicable laws and regulations are 
concerned with not only actual conflict or wrongdoing, but also with the potential or 
appearance of conflict.  District personnel shall not use the prestige or influence of their 
positions for personal gain or advantage. 
 

D. Unless otherwise expressly defined, the terms used in this Policy have the same meanings 
as in the California Political Reform Act (California Government Code Section 81000, et 
seq.) and the regulations issued by the Fair Political Practices Commission (“FPPC”) 
pursuant to the Political Reform Act. 

 
2. Employee Responsibility 

 
A. Compliance with Applicable Laws and Regulations.   District personnel shall comply 

with all applicable provisions of the Political Reform Act, FPPC Regulations issued 
under the Political Reform Act, Section 1090 et seq. of the California Government Code 
(prohibitions on self-interest in contracts), and all other laws and regulations pertaining to 
conflicts of interest, incompatible public offices or incompatible activities.  These 
include, but are not limited to, the following requirements for: 
 
(1) Reporting of required economic interests annually, and upon assuming office and 

leaving office, by personnel who are “Designated Persons” (as defined in the 
District’s Conflict of Interest Code, which can be obtained from the District 
Secretary) on FPPC Form 700; 
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(2) Compliance with prohibitions on the acceptance of gifts and honoraria, 
including the acceptance of gifts by Designated Persons above the dollar limit per 
source set by state law; 
 

(3) Disqualification from participation in District decisions in which the individual 
knows or has reason to know that he or she has a financial interest; 
 

(4) Completion of ethics training by employees holding positions designated by the 
General Manager to receive such training.  Unless the General Manager specifies 
other training requirements, intervals or employees/positions: 

 
(a) The training content will be consistent with Assembly Bill No. 

1234, California Government Code Section 53234 et seq.; 

(b) The training must be initially completed on or before one year after 
an employee is designated to receive the training (or for an 
employee who initially becomes designated to receive training 
either through hiring or change of position to a position that the 
General Manager has designated, on or before one year after 
assuming that position), and after the initial training, at least once 
every two years; and  

(c) The training must be completed by all personnel who are 
Designated Persons. 

NOTE:  The following requirements established by the District in this Policy are in 
addition to the requirements of state laws and regulations: 
 
B. Gifts to the District/Gifts to the District Personnel. Unless a gift qualifies as a gift to the 

District under this section, it will be treated as a gift to District personnel.  
 
(1) A gift of  tickets or passes (not including travel or lodging) may be considered a 

gift to the District and not to an individual member of the Board of Directors or 
employee only under the following circumstances:  
 

(a) The General Manager or his/her designee receives and distributes 
the tickets or passes to District personnel, spouses and immediate 
families; 
 

(b) The donor does not earmark the tickets or passes for any specific 
District personnel; 
 

(c) The General Manager retains a record of the terms under which the 
tickets or passes were accepted by the District, a record of the 
terms under which they were distributed, and a record to whom 
they were distributed; and 
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(d) The tickets or passes were distributed in accordance with the 
written policy adopted by the District setting forth the District 
purpose in distributing tickets and passes, and prohibiting the 
subsequent transfer except to the District personnel’s immediate 
family, or not more than one guest, for their personal use (see 
Appendix “A”).  

 
(2) A payment (other than tickets, passes or travel expenses,) including a monetary 

payment, loan, gift, and a payment for or provision of goods or services, may be 
considered a gift to the District and not to an individual member of the Board of 
Directors or employee only under the following circumstances, as allowed in the 
FPPC regulations:  

 
(a) The General Manager or his/her designee receives and controls the 

payment;  

(b) The payment is used only for official District business;  

(c) The General Manager determines which District personnel may 
use the payment; and  

(d) A record of all of the foregoing is filed and maintained with the 
District Secretary on the forms prescribed by the FPPC and, if 
required, the forms are posted by the District Secretary on the 
District’s website.   

(3) A payment to the District for travel, as long as it is not in excess of an applicable 
District reimbursement rate for travel, meals, lodging or other expenses, can be 
considered a payment made for the purpose of facilitating the District’s official 
business and not a gift to or income to District personnel, under the following 
circumstances, as allowed in the FPPC regulations:  

 
(a) The payment is made directly to the District or coordinated with 

the District to be paid to providers;  

(b) The General Manager or his designee determines which District 
personnel may use the payment;  

(c) The payment does not provide a personal benefit;  

(d) The travel does not exceed the duration necessary to accomplish 
the District purposes; and 

(e) A record of all of the foregoing is filed and maintained with the 
District Secretary on the forms prescribed by the FPPC and, if 
required, the forms are posted by the District Secretary on the 
District’s website.  
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The foregoing gift exception does not include any travel expenses for travel that 
the General Manager or his/her designee has not preapproved in writing prior to 
the date(s) of travel, and does not include any payment for travel expenses for an 
elected official or any official who manages public investments unless the travel 
is directly related to the official’s public duties, is for a purpose that would 
otherwise be paid for with the District’s funds, is authorized in the same manner 
as transportation, lodging, and food using the District’s own funds, and otherwise 
meets the requirements of this paragraph. 

  
(4) For a gift to be a gift to the District under the foregoing gift exceptions either the 

“Gift of Tickets or Passes to Irvine Ranch Water District” or “Gift to Irvine Ranch 
Water District (Other Than Tickets or Passes)” form must be submitted to the 
General Manager’s Office for approval and distribution.  These forms can be 
obtained from the District Secretary and are complete until approved by the 
General Manager or his/her designee. 
 

C. Entertaining.  District personnel who entertain vendors, contractors or consultants will do 
so at their own expense.  Reimbursement of other appropriate business expenses is 
subject to approval and will be limited by the District’s policy with respect to allowance 
of expenses. 

 
D. Outside Consulting, Business Activity or Employment 

 
(1) District personnel shall not engage in any employment, activity, or enterprise, 

which is inconsistent, incompatible, or in conflict with their duties at the District, 
or with the duties, functions, or responsibilities of the District.  District personnel 
shall not perform or engage in any business, enterprise, work, service, or 
consulting outside of their District employment where any part of their efforts will 
be subject to approval by any other officer, employee or board of the District, 
unless otherwise approved in the manner prescribed by this Policy. 
 

(2) Outside Consulting, Business Activity or Employment By Employees  
 

(a) All outside business, enterprise, consulting work or employment 
engaged in by employees must be pre-approved by the General 
Manager or, in the case of the General Manager, by the President 
of the Board of Directors. 

(b) Employees are prohibited from performing consulting work for or 
providing any other services or goods to any persons or firms 
doing business with the District.   

(c) An employee’s outside employment, activity, business or 
enterprise may be prohibited if it:  

(1) Involves the use, for private gain or advantage, of 
his or her District time, District facilities, District 
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equipment and supplies, or the badge, uniform, 
prestige, or influence of his or her District office or 
employment; or 

(2) Involves receipt or acceptance by the employee of 
any money or other consideration from anyone 
other than the District for the performance of an act 
which the employee, if not performing such act, 
would be required or expected to render in the 
regular course or hours of his or her District 
employment or as a part of his or her duties as a 
District employee; or  

(3) Involves the performance of an act in other than his 
or her capacity as a District employee which may 
later be subject directly or indirectly to the control, 
inspection, review, audit, or enforcement of any 
other District employee or the District; or  

(4) Involves efforts or time demands as would render 
performance of his or her duties as a District 
employee less efficient.  

(d) The General Manager (or the President, in the case of the General 
Manager) will notify the employee whether any outside 
employment, consulting work, activity, business or enterprise is 
approved or disapproved.  Appeal from such determination may be 
made to the Board of Directors. 

(3) Nothing in this Section shall relieve District personnel from the requirement to 
report, and other requirements applicable, to outside employment, consulting 
work, activity, business or enterprise under Section 2A of this Policy. 

 
3. Disciplinary Actions for Non-Compliance 

 
Non-compliance with this Policy will subject the employee to disciplinary actions 
commensurate with the violation, up to and including termination. 

 
4. Administration 

 
The District Secretary is responsible for administration of this Policy, under the direction 
of the Board of Directors, the General Manager and, if necessary, the Director of Human 
Resources. 

 
 
Adopted by IRWD Board of Directors on:   February 11, 2019 
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 APPENDIX “A” 
 

Policy for Distribution of Tickets or Passes in accordance with 
Fair Political Practices Commission (FPPC) 

Regulation 18944.1 of Title 2 of the California Code of Regulations 
 

1. Purpose of Policy 
 
To ensure that tickets provided to and distributed by the Irvine Ranch Water District 
(“IRWD”) are in furtherance of a governmental and/or public purpose as required under 
FPPC Regulation 18944.1 and this policy. 
 
To ensure that tickets distributed by IRWD under FPPC Regulation 18944.1 and this policy 
are disclosed on FPPC Form 802, which can be requested from the District Secretary, and 
forwarded to the FPPC for posting on its website as required by Regulation 18944.1. 
 

2. Application of Policy 
 

A. Types of Tickets 
 
This policy applies to tickets that provide admission to a facility, event, show, or 
performance for an entertainment, amusement, recreational, or similar purpose and are 
either: 
 
(1) Gratuitously provided to IRWD by an outside source: 
(2) Acquired by IRWD by purchase at fair market value; 
(3) Acquired by IRWD as consideration pursuant to the terms of a contract for the use of 

an IRWD venue; or 
(4) Acquired and distributed by IRWD in any other manner. 

 
B. Policy Applicable to Tickets Only 

 
This policy only applies to IRWD’s distribution of tickets to, or at the behest of, a District 
Official.  This policy does not apply to other items of value provided to the District or 
any District Official, regardless of whether received gratuitously or for which 
consideration is provided.  This includes food, beverage, or a gift provided to a District 
Official at an event that is not included in the fair market value of the ticket. 
 

3. Definitions 
 

Unless otherwise expressly provided herein, words and terms used in this policy have the 
same meaning as that ascribed to such words and terms in the California Political Reform 
Act of 1974 (Government Code Section 81000 et seq., as the same may from time to time be 
amended) and the FPPC Regulations (California Government Code Section 18110 et seq., as 
the same may from time to time be amended).  
 
A. “IRWD” or “District” means and includes the Irvine Ranch Water District and any other 

affiliated agency created or activated by the District, and any departments, boards, and 
commissions thereof. 

 
B. “District Official” means and refers to every member, officer, employee, or consultant of 

the Irvine Ranch Water District, as defined by Government Code Section 82048 and 
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FPPC Regulation 18701. Such terms include, without limitation, any District board or 
committee member or other appointed official or employee required to file an annual 
Statement of Economic Interest (FPPC Form 700). 
 

C. “Immediate family” means and refers to a spouse and/or dependent children. 
 

D. “Policy” means and refers to this Policy for Distribution of Tickets and/or Passes. 
 

E. “Ticket” means and refers to a “ticket or pass” for admission privilege to a facility, event, 
show, or performance for an entertainment, amusement, recreational, or similar purpose. 
 

4. General Provisions 
 

A. No Right to Tickets 
 
The use of tickets is a privilege extended by the District and not the right of any person to 
which the privilege may from time to time be extended. 
 

B. Limitation on Transfer of Tickets 
 
Tickets distributed to a District Official pursuant to this policy shall not be transferred to 
any other person except to members of such District Official’s immediate family, or no 
more than one guest, solely for their personal use. 
 

C. Prohibition Against Sale of or Receiving Reimbursement for Tickets 
 
No person who receives a ticket pursuant to this policy may sell or receive 
reimbursement for the value of the ticket. 
 

D. No Earmarking of Ticket Given to District 
 
No ticket gratuitously provided to the District by an outside source and distributed by the 
District to, or at the behest of, a District Official pursuant to this policy may be 
earmarked by the original source for provision to a particular District Official. The 
District will determine, in its sole discretion, who uses the ticket. 
 

5. Ticket Administrator 
 
A. The General Manager or his/her designee is the ticket administrator for purposes of 

implementing the provisions of this policy. 
 
B. The General Manager or his/her designee has the authority, in his or her discretion, to 

establish procedures for the purchase and/or distribution of tickets in accordance with this 
policy. All requests for tickets that fall within the scope of this policy must be made in 
accordance with the procedures established by the General Manager or his/her designee. 
 

C. The General Manager or his/her designee shall determine the face value of tickets 
distributed by the District for the purposes of sections 6.A., 6.B., and 8.D.(1) of this 
policy. 
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D. The General Manager or his/her designee, in his or her discretion, may revoke or suspend 
the ticket privileges of any person who violates any provision of this policy. 
 

6. Conditions Under Which Tickets May be Purchased and/or Distributed 
 

Subject to the provisions of this policy, complimentary tickets may be distributed to District 
Officials under the following conditions: 
 
A. The District Official reimburses the District for the face value of the ticket(s). 

 
1. Reimbursement must be made at the time the ticket(s) is/are distributed to the District 

Official. 
 

2. The General Manager or his/her designee may, in his or her discretion, determine 
which event tickets, if any, will be available under this section. 

 
B. The District Official treats the ticket(s) as income consistent with applicable federal and 

state income tax laws, and the District reports the distribution of the ticket(s) as income to 
the District Official in compliance with the reporting provisions of Section 8 below. 

 
C. The District Official uses, or behests, such ticket(s) for one or more of the following 

governmental and/or public purposes: 
 
(1) Facilitating the attendance of a District Official at an event where the job duties of 

the District Official require his or her attendance at the event. 
(2) Promotion of intergovernmental relations and/or cooperation and coordination of 

resources with other governmental agencies, including, but not limited to, 
attendance at an event with or by elected or appointed public officials from other 
jurisdictions, their staff members and their guests. 

(3) Promotion of District resources and/or facilities available to the public. 
(4) Promotion of District-run, sponsored, or supported community programs or events. 
(5) Promoting, supporting, and/or showing appreciation for programs or services 

rendered by charitable and non-profit organization benefiting District customers. 
(6) Promotion of business or economic activity, development, and/or redevelopment 

within the District’s service area. 
(7) Exchange programs with foreign officials and dignitaries. 
(8) Promotion of District recognition, visibility, and/or profile on a local, state, 

national, or international level. 
(9) Promotion of open government by District Official appearances, participation, 

and/or availability at business and/or community events. 
(10) Increasing public exposure to, and awareness of, the various educational venues and 

facilities available to the public through the District. 
(11) Attracting or rewarding volunteer service. 
(12) Encouraging or rewarding significant academic, athletic, or public service 

achievements by students, residents, or businesses within the District service area. 
(13) Attracting and retaining highly qualified employees in District service; recognizing 

or rewarding meritorious service by a District employee; and/or promoting 
enhanced District employee performance or morale. 

(14) Recognizing contributions made to the District by former District Board Members, 
District Employees, or other District Officials. 

 
7. Tickets Distributed at the Behest of a District Officials 
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A. Only the following District Officials have the authority to behest tickets: Elected or 

Appointed Board of Directors Members, the General Manager, and his/her designee. 
 

B. Tickets may be distributed at the behest of a District Official only for one or more public 
purposes set forth in section 6.C. 
 

8. Disclosure Requirements 
 

A. This policy shall be posted on the District website in a prominent manner. 
 

B. Tickets provided to District Officials as part of their official duties, or tickets provided so 
that the District Official may perform a ceremonial role or function on behalf of the 
District are not to be subject to this policy and are exempt from any disclosure 
requirements under section 8. A ceremonial role or function includes, but is not limited 
to, making a speech, participating in a panel or seminar, presenting an award or 
proclamation, or cutting a ribbon. 
 

C. Tickets distributed by the District for which the District receives reimbursement from the 
District Official as provided under Section 6.A. are not be subject to the disclosure 
provisions of Section 8.  
 

D. Tickets distributed by the District to any District Official either 1) which the District 
Official treats as income pursuant to Section 6.B. or 2) for one or more public purposes 
described in section 6.C., must be disclosed on Form 802 provided by the FPPC and 
forwarded to the FPPC for posting on its website. Such posting must include the 
following information: 
 
(1) The name of the recipient, except that if the recipient is an organization, the District 

may post the name, address, description of the organization, and number of tickets 
provided to the organization in lieu of posting the names of each recipient, or if 
tickets are distributed to a department or other unit of the District in accordance 
with this policy, the District may post the name of the department or other unit in 
lieu of posting the names of each recipient; 

(2) a description of the event; 
(3) the date of the event; 
(4) the face value of the ticket; 
(5) the number of tickets provided to each person; 
(6) if the ticket is distributed at the behest of a District Official, the name of the District 

Official who made such behest; and 
(7) a description of the public purpose(s) under which the distribution was made, or, 

alternatively, the District Official is treating the ticket as income. 
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IRVINE RANCH WATER DISTRICT 
 

PERSONNEL POLICIES AND PROCEDURES 
 

POLICY NO. 46 –OBLIGATIONS RELATED TO PUBLIC RECORDS 
 
The District is committed to transparency and compliance with state and federal law.  This 
includes compliance with the California Public Records Act ("PRA”), record retention laws, 
and its obligations to preserve and turn over Records related to certain legal matters.  
 
Pursuant to City of San Jose, et al. v. The Superior Court of Santa Clara County, Records about 
official District business are Public Records and may be subject to public disclosure regardless of 
the type of account, computer, or device used in its preparation, transmission or storage.  This 
means that Records, including images and photographs, on a Personal Computer System may be 
Public Records if they relate in some substantive way to the conduct of public business.  This 
includes Records created, stored or transmitted on Personal Accounts, including personal emails, 
text messages, and social media posts. 

 
1. Purpose of Policy 

 
The purpose of this policy is to ensure that the District’s legal obligation to identify, 
retain and produce Records is met while minimizing the personal liability of IRWD 
Personnel and respecting IRWD Personnel’s right to privacy on their Personal Computer 
Systems and Accounts. 
 

2. Scope of Policy 
 
This policy applies to all IRWD Personnel.  To accomplish the purposes of this policy, 
this policy addresses IRWD Personnel’s obligations when the District receives a Record 
production request. 
 
It also addresses IRWD Personnel’s obligations when a Record production request either 
explicitly seeks, or can reasonably be interpreted to seek, Public Records on a Personal 
Computer System or Account. 
 
This policy should be read in connection with the District’s Record Retention Policy. 

 
3. Definitions 

 
A. “IRWD Personnel” means any Board Member, officer or employee of the District. 

 
B. “District Accounts” means any account owned, licensed to, opened by or held by the 

District, and any account linked to a District email address, through which an 
electronic communication or Public Record could be sent.  This includes District 
email accounts, social media accounts such as Twitter, Facebook, and Instagram 
connected to a District email address, cloud-based messaging systems (e.g. Microsoft 
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications 
and voice messaging systems connected to a District email address or District cloud-
storage accounts. 
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C. “District Computer System(s)” means any computer, tablet, cell phone or any other 

similar electronic device owned, leased, or licensed to the District.  All hardware, and 
District-owned or licensed software, applications, and programs associated with such 
devices are part of the District Computer System.   
 

D. “Personal Accounts” means any account owned, licensed to, opened by, used by or 
held by IRWD Personnel in their personal capacity and not linked to a District email 
address.  This includes personal email accounts, social media accounts such as 
Twitter, Facebook, and Instagram, cloud-based messaging systems (e.g. Microsoft 
Teams), webinar/conference call platforms (e.g. WebEx), text messaging applications 
and voice messaging systems or personal cloud-storage accounts connected to a 
personal email address. 

 
E. “Personal Computer System(s)” means any computer, tablet, cell phone or any other 

similar electronic device owned, leased, or licensed to an IRWD Personnel or a 
member of their household, as opposed to the District, in their personal or individual 
capacity. All hardware, and personally owned or licensed software, applications, and 
programs associated with such devices are part of the Personal Computer System.  A 
personal cell, which an employee uses for work and receives a District cell 
reimbursement for, is considered a personal computer. 

 
F. “Public Record” means any Record containing information related to the conduct of 

the public’s business that is prepared, owned, used, or in the possession of the District 
regardless of physical form or characteristic.  It does not include Records that are 
strictly personal and do not relate to the conduct of public business, as these are not 
Public Records. 

 
G. “Record” means all tangible (hard-copy) and electronically-prepared, electronically-

stored or electronically-transmitted writings or recordings, including 
communications, handwritten notes, typed documents, emails, voicemails, text 
messages, spreadsheets, drawings, photographs, data sets, calendar and schedule 
entries, PDF documents, forms, notes and collections of texts or other data created or 
assembled by a user, presentations, diagrams, images, CAD files, databases and other 
electronic information. 
 

4. IRWD Personnel’s Obligation to Preserve, Identify, and Produce Records  
 
IRWD Personnel are required to comply with all laws and legal requirements related 
to the preservation, identification and production of Public Records including those 
created, transmitted or stored on District and/or Personal Computer Systems or 
Accounts. 
 
In addition, IRWD Personnel are required to comply with the District’s Records 
Retention Policy and any District-issued Litigation Hold Notices for Records regardless 
of where the Records are located.  IRWD Personnel should not retain any Record not 
required to be retained by either the District’s Records Retention Policy or a Litigation 
Hold. 
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5. Personnel Policy No. 44 Requirements for Public Records on Personal Computer 
Systems and Accounts 
 
Pursuant to Personnel Policy No. 44, IRWD Personnel have an obligation to 
preserve, identify and produce Public Records created, transmitted or stored on a 
Personal Computer System or a Personal Account.   
 
A. Personnel Policy No. 44 Limits the Use of Personal Computer System for Public 

Business 
 
IRWD Personnel are only permitted to use a Personal Computer System or other non-
District Computer System, for public business if they comply with the transfer and 
deletion requirements of Section 8 of Policy No. 44. 
 

B. Personnel Policy No. 44 Prohibits the Use of Personal Accounts for Public Business  
 
In the ordinary course of business, IRWD Personnel are prohibited from using 
Personal Accounts to discuss District matters, conduct District business or perform 
work for the District.  If IRWD Personnel mistakenly use a Personal Account for 
public business, they should copy or forward the message to their District Account 
and must comply with the transfer and deletion requirements of Section 8 of 
Personnel Policy No. 44.   
 

6. Obligation to Identify and Produce Public Records 
 
A. District Will Notify IRWD Personnel When to Identify and Produce Records 

 
Upon receipt of a PRA request or other request for the production of Records, the 
District will communicate the request and any additional instructions to the IRWD 
Personnel believed to have possession of responsive Records.   
 
When a Record production request either explicitly seeks, or can reasonably be 
interpreted to seek, Public Records on a Personal Computer System or Account, 
IRWD Personnel believed to have possession of responsive Records will be notified 
of the need to search any Personal Computer Systems or Accounts used to create, 
transmit or store a Public Record in order to identify and produce any relevant Public 
Records. 
 

B. Required Action by IRWD Personnel Upon Notification of Any Production Request 
 
When requested to search for, identify and produce Records, IRWD Personnel must 
conduct a thorough and reasonable search for responsive Public Records following 
any instructions provided for the search and identification of responsive Public 
Records.     

 
IRWD Personnel are required to search for and identify responsive Public 
Records in a timely manner, and must produce any responsive Public Records, 
consistent with the instructions provided to them, within the timeframes provided 
by the District. 
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At the direction of the District’s General Counsel or Deputy General Counsel, all 
responsive Records will be reviewed and redacted, as appropriate.  Public Records, or 
portions of Public Records, that are confidential or exempt from disclosure will not be 
made public.   
 
It is illegal to destroy any Public Record responsive to a Record production request.  
If a responsive Public Record exists and is in IRWD Personnel’s control, it must be 
produced regardless of the Record type or content, and regardless of whether it should 
have been destroyed pursuant to the District Records Retention Policy.  Once notified 
of a Record production request, IRWD Personnel must not destroy any requested 
Record until it has been produced to the District consistent with the instructions 
provided. 
 

C. Specific Actions Required Upon Notification of a Production Request Related to 
Personal Computer Systems and Accounts 
 
When notified by the District of the need to search for, identify and produce Public 
Records on Personal Computer Systems and Accounts, IRWD Personnel, who have 
been trained to distinguish between Records that contain public business and Records 
that do not contain public business, should promptly follow the instructions provided 
to them related to the production request in order to identify and produce any 
potentially responsive Public Records.  IRWD Personnel who have not yet received 
training or require additional assistance should seek assistance from the District’s 
District Secretary or Deputy General Counsel prior to searching their Personal 
Computer Systems and Accounts for Public Records.  
 
IRWD Personnel are responsible for conducting a timely and reasonable search on 
their own systems and accounts, and must identify and produce any responsive 
Public Records, consistent with the instructions provided to them, within the 
timeframes provided by the District. 
 
The District will not require IRWD Personnel to search any Personal Computer 
Systems or Personal Accounts not used to create, transmit or store Records related to 
the District or its business. 
 

7. Training  
 
Training pursuant to this policy is only required when responding to a Record production 
request that either explicitly seeks, or can reasonably be interpreted to seek, Public 
Records on a Personal Computer System or Account.  IRWD Personnel responding to 
this type of Record production request are required to complete training on the steps 
necessary to conduct a reasonable search for Public Records, and how to distinguish 
between Records that contain public business and Records that do not contain public 
business.  

8. Requirement to Transfer Public Records When Relationship with the District 
Terminates 
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IRWD Personnel whose relationship with the District is ending or ends shall identify, 
disclose and transfer any Public Records on Personal Computer Systems or Accounts to 
the District, if those Records have not already been transferred to the District pursuant to 
Personnel Policy No. 44.  This identification, disclosure and transfer should ideally take 
place prior to the personnel’s last day with the District.  After the Record has been 
transferred to the District, IRWD Personnel shall ensure it is deleted from the Personal 
Computer System(s) or Account(s). 
 
If a Record production request seeks records from IRWD Personnel who have left the 
District and have not searched for any non-transferred Public Records on Personal 
Computer Systems or Accounts, the District will undertake reasonable efforts to contact 
that individual and request that they search and produce any Public Records they may 
have. 

 
9. Affidavits and Declarations 

 
The District may require IRWD Personnel to complete an affidavit or declaration related 
to the search, identification and production of Records. In the event an affidavit or 
declaration is requested, IRWD Personnel should work with District Counsel to complete 
an adequate affidavit or declaration.   
 
The affidavit or declaration should be signed under penalty of perjury.  

 
10. Failure to Comply with a District Search Requests 

 
Failure to comply with this policy may result in disciplinary action, up to and including 
termination of employment. 
 
Failure to comply with this policy may also result in civil or criminal liability for IRWD 
Personnel.  The penalties for failing to search for, identify and produce Public 
Records can be severe, including court ordered sanctions or potential criminal 
liability for obstruction of justice.    
 
Additionally, failure to comply with a request related to Public Records on Personal 
Computer Systems and Accounts may result in a court ordering a third-party search of 
those accounts, systems, and devices, and may result in IRWD Personnel being 
personally named as a respondent in a PRA lawsuit or a court order compelling the 
personnel to produce the Public Records. 
 

11. District’s Exclusive Authority 
 
The District reserves the right to change this policy at any time with such prior notice, if 
any, as may be reasonable under the circumstances. 
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12. Administration of Policy 
 
The Deputy General Counsel, District Secretary and the Director of Human Resources 
will be responsible for administration and enforcement of this policy. 

 
 
 
 
 
 
Adopted by IRWD Board of Directors on:  X X, XXX 
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FINANCE AND PERSONNEL COMMITTEE 

INTEREST RATE SWAPS – LIBOR INDEX TRANSITION 

SUMMARY: 

IRWD has two LIBOR Index-based fixed payer interest rate swaps which hedge a portion of its 
variable rate debt portfolio.  The regulator for the LIBOR Index announced its intent to 
discontinue the LIBOR Index in late 2021, and the Secured Overnight Funding Rate Index 
(SOFR) has been named as the intended Fallback Rate replacing LIBOR when it is discontinued.  
An option is currently available which will facilitate the transition into the new SOFR rate.  
Based on an evaluation of alternatives available when the index is discontinued, staff 
recommends the Board approve adherence to the International Swaps and Derivatives 
Association’s LIBOR Fallback Protocol to facilitate the transition into the new Fallback Rate 
when LIBOR is discontinued. 

BACKGROUND: 

In 2004, the District entered into two fixed payer interest rate swap agreements to hedge a 
portion of its variable rate debt portfolio.  The swaps are indexed to the one-month London 
Interbank Offered Rate (LIBOR) Index which is regulated by the U.K. Financial Conduct 
Authority (FCA).  The swaps are each for a $30 million notional amount (total of $60 million) 
with Merrill Lynch and Citibank as the swap counterparties and both are scheduled to mature in 
March 2029.  Based on the swap agreements, the District pays a fixed rate of 5.687% and 
receives the one-month LIBOR rate (currently at 0.145% as of December 28, 2020). 

In 2017, the FCA announced that it will no longer require its participating banks to provide daily 
submissions of LIBOR rates after 2021, which will effectively discontinue the LIBOR index 
when that occurs. 

Based on the planned discontinuance of LIBOR, staff and IRWD’s swap advisor, PFM Financial 
Advisors, evaluated alternatives available to the District to replace the LIBOR Index.  The 
alternatives considered include adherence to the International Swaps and Derivatives 
Association’s (ISDA) Fallback Protocol transitioning to the Secured Overnight Funding Rate 
Index as the Fallback Rate, or amending the swap agreements with the counterparties to 
substitute an alternative index (e.g., SIFMA Index, Federal Funds rate). 

The SOFR Index is a secured, short-term (overnight) borrowing rate based on U.S. Treasury 
repurchase agreements.  In June 2017, the Federal Reserve identified SOFR as its preferred 
alternative rate to LIBOR.  To provide for a comparable one-month SOFR rate, a spread to the 
overnight SOFR rate will be determined on the date the FCA announces the discontinuation of 
LIBOR based on five years of historical data.  As of December 28, 2020, the one-month LIBOR 
was 0.145% and the one-month SOFR was 0.191%, or a difference of approximately 0.046%. 
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Interest Rate Swaps – Index Transition Alternatives: 

ISDA Fallback Rate and Protocol: 

In October 2020, ISDA announced the LIBOR Fallback Protocol (Protocol) to efficiently 
transition LIBOR-based interest rate swaps to the Fallback Rate when LIBOR is discontinued.  
Under the Protocol, existing LIBOR-based interest rate swaps will transition to the Fallback Rate 
when LIBOR is discontinued if both counterparties have adhered to the Protocol.  Based on 
discussions between staff and the District’s swap counterparties, Merrill Lynch (B of A) and 
Citibank, each have acknowledged its firm’s intent to adhere to the Protocol. 

Adherence to the Protocol is completed on the ISDA website.  Following adherence to the 
Protocol, all LIBOR-based swaps will continue to use the LIBOR rate until such time as the FCA 
has announced its discontinuance.  At that time, the swaps will transition to the Fallback Rate 
with no additional steps required.  For counterparties adhering to the Protocol deadline by 
January 25, 2021, there is no fee.  After January 25, 2020, a nominal fee will be charged and 
there is no guaranteed date for when the FCA may discontinue LIBOR.  Adherence to the 
Protocol could also be rescinded by IRWD prior to the discontinuance of LIBOR if it decided to 
do so. 

Benefits to adhering to the Protocol include avoiding LIBOR discontinuation risk, automatic 
transition to a known Fallback Rate and no change to the current swap fixed rate.  Also, based on 
proposed regulations by the Internal Revenue Service, transitioning from LIBOR to SOFR as the 
new benchmark rate will avoid potential amendment of the existing agreements and reissuance 
issues that would likely be required to be recognized on IRWD’s financial statements.  As of 
November 30, 2020, the market value of the District’s interest rate swaps was negative $24.8 
million.  An annual hedge effectiveness test would continue to be required as part of the 
District’s audit process with the SOFR Index. 

Transition to an Alternative Index: 

Staff and PFM also evaluated amending the current swap agreements to change the index to the 
Securities Industry and Financial Markets Association (SIFMA) tax-exempt municipal index.  
Based on analysis provided by PFM, the difference in expected cash flows between the estimated 
SIFMA-based swap rate and the one-month SOFR index was nominal.   

Amending the swap agreements to an alternative index would include transactional and legal 
costs estimated at between $75,000 and $100,000.  A significant consideration in amending the 
swap agreements would be the likely loss recognition from the reissuance that would be required 
to be reflected on IRWD’s financial statements. 

Based on the evaluation of the alternatives to the LIBOR rate transition, as well as input from 
PFM, bond counsel and the District’s counterparties, staff recommends the Board approve 
adherence to the ISDA Fallback Protocol prior to January 25, 2021. 
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FISCAL IMPACTS: 

Cannot be determined at this time. 

ENVIRONMENTAL COMPLIANCE: 

This item is not a project as defined in the California Environmental Quality Act Code of 
Regulations, Title 14, Chapter 3, Section 15378. 

RECOMMENDATION: 

That the Board approve adherence to the International Swap and Derivatives Association 2020 
LIBOR Fallback Protocol for IRWD’s $60 million notional fixed payer interest rate swaps and 
authorize the Treasurer to take steps to adhere to the ISDA Protocol prior to January 25, 2021. 

LIST OF EXHIBITS: 

None. 
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