SAN JUAN WATER DISTRICT
Board of Director’s Meeting Minutes
July 12, 2017 – 6:00 p.m.
BOARD OF DIRECTORS
Ken Miller
Bob Walters
Ted Costa
Dan Rich
Pam Tobin

President
Vice President (Absent)
Director
Director (Absent)
Director

SAN JUAN WATER DISTRICT MANAGEMENT AND STAFF
Paul Helliker
General Manager
Donna Silva
Director of Finance
Tony Barela
Operations Manager
Teri Grant
Board Secretary/Administrative Assistant
George Machado
Field Services Manager
OTHER ATTENDEES
Mitch Dion
Sandy Harris

Self
Self

AGENDA ITEMS
I.
Public Forum
II.
Consent Calendar
III.
Information Items
IV.
Directors’ Reports
V.
Committee Meetings
VI.
Upcoming Events
VII.
Adjourn
President Miller called the meeting to order at 6:03 pm.

I.

PUBLIC FORUM
There were no public comments.

II.

CONSENT CALENDAR
All items under the consent calendar are considered to be routine and are approved
by one motion. There will be no separate discussion of these items unless a member
of the Board, audience, or staff request a specific item removed after the motion to
approve the Consent Calendar.
1. Minutes of the Board of Directors Meeting, June 28, 2017 (W & R)
Recommendation: Approve draft minutes
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2. Payment of Bills and Claims (W & R)
Recommendation: Adopt Resolution No. 17-17
Director Tobin moved to approve Consent Calendar. Director Costa
seconded the motion and it carried with 3 Aye Votes. (Directors Rich and
Walters absent)

III.

INFORMATION ITEMS
1. GENERAL MANAGER’S REPORT
1.1

Miscellaneous District Issues and Correspondence
Mr. Helliker informed the Board that he and President Miller attended the
Fair Oaks Water District board meeting on July 10, 2017. The letter that
FOWD sent to the District was discussed and a copy of the letter will be
attached to the meeting minutes. Mr. Helliker will prepare a response to
the letter and request that FOWD prepare a draft of any changes to the
wholesale water supply agreement as requested in 2015.
Mr. Helliker reported that he and Director Tobin attended the committee
hearing on conservation legislation. He reviewed the conservation bills and
the actions taken by the committee. He explained that stakeholder
discussions will be held during the legislative recess in an effort to draft
legislation that is agreeable to everyone, otherwise the Senate and
Assembly have indicated that this may become a two year process.
Director Tobin mentioned that a comment letter will be sent in the next
couple of weeks which RWA and ACWA will take the lead on.
Mr. Helliker reported that there will be a Closed Session at the next Board
meeting to discuss the WaterFix EIR and Ryan Bezerra will attend that
meeting. Mr. Helliker informed the Board that work is still being done on
the water quality control plan and the modified flow standard. In addition,
he reported that the biological opinions were released last week and they
are being reviewed by Reclamation.
Mr. Helliker informed the Board that he will be adding an Operations
Manager’s Report as a standing agenda item to the Board agendas. Mr.
Tony Barela reported that he and Mr. Helliker met with Honeywell Energy
Services Group to discuss the evaluation of the District’s total energy
utilization. Mr. Barela explained that Honeywell’s energy program allows
sole sourcing for energy projects under Government Code Section 4217
when energy savings exceed project costs.
Mr. Barela informed the Board that Honeywell will evaluate the District’s
system at no cost to the District and will provide a list of projects that could
potentially fall under CA 4217. The list of potential projects would then be
brought forward to the Board for consideration. Mr. Helliker mentioned that
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Honeywell often places meter replacement and leak detection into the
program that could potentially benefit the District.
Mr. Barela reported that he and Greg Zlotnick are gathering information
regarding the Solar Facility and are meeting with SMUD and PG&E in order
to finalize the analysis that staff is completing at the request of Director
Costa.
Mr. Barela informed the Board that he discussed, with SMUD, the option
to place additional solar facilities to cover the energy usage for the Bacon
pump station. One option would be to purchase solar energy from SMUD
at approximately 50% less than current energy costs. Mr. Barela will
provide more details at a future meeting. Directors Costa and Tobin voiced
concern regarding not owning the solar asset. President Miller suggested
that staff look into floating solar on the Hinkle Reservoir.

2. DIRECTOR OF FINANCE’S REPORT
2.1

Miscellaneous District Issues and Correspondence
No report.

3. LEGAL COUNSEL’S REPORT
3.1. Legal Matters
Mr. Helliker informed the Board that he is having Legal Counsel look into
the State Water Resources Control Board possibly taking action to reduce
water rights of a couple water agencies, as mentioned by Director Costa.
Legal Counsel is checking on this and will report back to the Board.

IV.

DIRECTORS’ REPORTS
1.1

SGA
No report.

1.2

RWA
Director Tobin reported that RWA meets on July 13, 2017.

1.3

ACWA
1.3.1 Local/Federal Government/Region 4 - Pam Tobin
No report.
1.3.2 JPIA - Bob Walters
No report.
1.3.3 Energy Committee - Ted Costa
Director Costa reported that the Energy Committee is scheduled to
meet in the next couple of weeks.
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V.

1.4

CVP Water Users Association
No report.

1.5

Other Reports, Correspondence and Comments
There were no other items discussed.

COMMITTEE MEETINGS
1. Personnel Committee (6/20/17)
Mr. Helliker informed the Board that the committee meeting minutes will be
attached to the original board minutes and the items regarding staffing will be
discussed at a future Board meeting.
2. Finance Committee (7/11/17)
The committee meeting minutes will be attached to the original board minutes.

VI.

UPCOMING EVENTS
1. CSDA's Legislative Round-Up
August 31, 2017
Webinar

VII.

ADJOURN

The meeting was adjourned at 6:32 p.m.

ATTEST:

TERI GRANT, Board Secretary

________________________________
KENNETH MILLER, President
Board of Directors
San Juan Water District

AGENDA ITEM V-1
DRAFT

Personnel Committee Meeting
San Juan Water District
June 20, 2017
4:00 p.m.
Committee Members:

Dan Rich, Chair
Ted Costa, Director (Alternate)

District Staff:

Paul Helliker, General Manager
Donna Silva, Director of Finance
Tony Barela, Operations Manager
Teri Grant, Board Secretary/Administrative Assistant

Topics:

Recruitment of HR and Safety Positions (W & R)
Other Personnel Matters
Public Comment

1. Recruitment of HR and Safety Positions (W & R)
Mr. Paul Helliker reminded the committee that they reviewed the matter of staffing
needs at the April 18 and May 5 committee meetings, and the Board discussed the
matter at the May 24th Board meeting. He provided the committee with an updated
staff report and attachments. A copy of the document will be attached to the meeting
minutes.
Mr. Helliker informed the committee that attachment 7 is a compilation of data on
Safety and Regulatory Compliance Responsibilities of neighboring agencies. In
addition, he provided two additional handouts regarding regulatory compliance
programs and reporting requirements, which will be attached to the meeting minutes.
Mr. Helliker recommends that the HR position and the Safety and Compliance position
be full-time positions since part-time positions would not fill the need at the District or
attract the right candidates. He informed the committee that filling the two positions
in lieu of filling the Assistant General Manager’s position is cost neutral, and confirmed
that the impact to CalPERS would be similar to the AGM position. Ms. Silva informed
the committee that she performed an analysis and determined that the District could
actually pay 100% of the unfunded pension liability by the end of fiscal year 2017-18
and still be in line with the financial plans.
Director Costa commented that the audit report was inaccurate in that it listed
Sacramento Suburban Water District as having a full-time HR position. In addition,
he voiced concern regarding the education and skills qualifications on the draft job
description as well as an error on the document under Minimum Qualifications where
it lists knowledge of local, state and federal laws twice. Staff will correct the job
description and will confirm the details of SSWD’s HR position.
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Mr. Helliker commented that a concern that the Board had was succession planning
for the General Manager position. He stated that there are no guarantees that an
AGM would succeed to the GM position and he recommends that the District give the
current Finance Director and Operations Manager an opportunity to perform executive
level tasks. He also suggests that when it’s time for him to retire that the Board
consider hiring the new General Manager up to a year in advance in order to provide
a smooth transition. In addition, he pointed out that the District has been without an
AGM for over a month and there have not been any significant problems.
The committee discussed staff’s recommendation and did not come to a consensus
on a recommendation to the Board; therefore, they would like the Board to discuss
this matter at a future Board meeting.
2. Other Personnel Matters
There were no other items discussed.
3. Public Comment (W/R)
There was no public comment.
The meeting was adjourned at 4:46 p.m.

STAFF REPORT
To:

Personnel Committee

From:

Paul Helliker, General Manager

Date:

June 17, 2017

Subject:

Staff Positions

RECOMMENDED ACTION
Staff recommends that SJWD hire an HR specialist and a Safety/Regulatory Compliance
specialist.
BACKGROUND
The Personnel Committee and the Board of Directors have reviewed the job
responsibilities and staffing requirements for the human resources and safety/regulatory
compliance areas and considered the needs at the District for additional support for
these functions. The job descriptions for these two positions are attached (Attachments
1 and 2).
Both would be full-time positions, and have been recommended previously as part of
District staffing and human resources audits, the most recent of which was in 2016
(Attachment 3) and in 2005 (excerpts in Attachment 4). A more detailed discussion of
the purpose of and need for the safety/regulatory specialist position is included in
Attachment 5. This position was discussed with the Board in March 2012, in the context
of a presentation by Rick Hydrick about increasing regulatory compliance requirements.
At the time, he noted that these responsibilities had reached the level that a full-time
position with expertise in the arena was warranted to successfully carry them out.
The Personnel Committee considered potential hiring decisions on April 18 and May 5.
At the April 18 meeting, the Committee discussed the option of filling the Assistant
General Manager position after Keith Durkin retired on May 12. The Committee raised
various issues, which were then discussed further at the Committee meeting on May 5.
At the May 5 meeting, the HR and Safety positions were discussed in detail, and the
budgetary implications of filling those positions were discussed in the context of either
hiring a new Assistant General Manager or assigning the responsibilities of that position
to other members of the Executive Team and senior staff. Attachment 6 presents this
cost comparison. The Committee requested that the option of filling the HR and Safety
positions be forwarded to the Board for discussion and potential approval. The Board of
Directors discussed these options on May 24, and raised various issues to be
considered by the Personnel Committee, to which the topic was re-referred.
Staff has collected additional information about the manner in which neighboring
agencies conduct safety and regulatory compliance activities. That information is
included in Attachment 7. Most agencies have at least one full-time employee
dedicated to these issues, and with the complexity of SJWD’s operations - with a water

STAFF REPORT
Staff Positions
Paul Helliker

treatment plant, field operations, heavy-duty equipment fleet, stormwater management
and habitat mitigation programs, etc. – staffing needs are at least as significant.
At the Board meeting, the question was posed of whether or not these responsibilities
could be adequately addressed with a part-time employee in each. It is not likely that
we will be able to attract knowledgeable and qualified candidates with an offer of parttime employment and benefits. Furthermore, as the audits and responsibility
comparisons have shown, San Juan’s needs are for full-time staffing for both of these
categories of responsibility. Continuing to perform the job responsibilities associated
with human resources and safety/regulatory compliance activities by the Finance
Director and Operations Manager would prevent them from being able to fully perform
the executive management responsibilities in their job descriptions. This would be
particularly problematic for the District in the absence of an Assistant General Manager.

May 24, 2017
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ATTACHMENT 1
San Juan Water District
9935 Auburn-Folsom Road
Granite Bay, California 95746
(916) 791-0115
www.sjwd.org

Human Resources Coordinator
Position Description
Status:

FLSA Non-Exempt and Confidential in nature

Supervisor:

Director of Finance

Effective Date:
Supervision Received and Exercised:
Receives direction from the Director of Finance and may provide technical and functional
supervision to assigned technical personnel.
Primary Function
To perform a variety of responsible and professional analytical duties in support of the District’s
human resources activities including classification and compensation, recruitment and selection,
and benefit administration; and to provide advice to managers and staff on a wide variety of human
resources topic.
Essential Duties - Duties may include, but are not limited to, the following:
 Analyze, interpret, research and compile information for the revision and maintenance of the
District’s classification plan and allocation of positions; monitor and maintain allocation salary
schedule.
 Research and provide advice on organizational structure to improve the efficiency and
effectiveness of District operations.
 Design and implement recruitment activities to obtain qualified candidates, including the
creation of recruitment timelines, advertisement sources and selection process including
application review, supplemental questionnaire development, and test administration; receive,
research and respond to candidate questions and appeals.
 Interpret and explain policies, procedures, and regulations to District staff and the public;
respond to complaints and requests for information from employees, management, outside
agencies and the public.
 Administer a comprehensive benefit plan including health, dental and life insurance, long term
disability, and other benefits including protective leave; administer the District’s open enrollment
process.
 Assist with the development and maintenance of District policies and procedures; represent the
District to outside professional organizations; participate on cross functional teams.
 Develop, implement and administer a comprehensive training program, ensuring compliance
with state regulations.
 Complete internal and external compensation and benefit studies.
 Advise on grievance processing and dealing with disciplinary matters; interpret provisions of the
Personnel Manual with managers and employees; coordinate discipline process.
 Review completed payroll.
 Serve as administrator for employee database.
 Establish and maintain positive working relationships with co-workers, other District employees
and the public using principles of good customer service.
 Develop and implement an employee wellness program to promote a positive and engaged
workforce.
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 Perform incident investigations.
 Track District performance metrics.
 Manage Supervisory training requirements including ethics, harassment, accident investigation,
etc.
 Provide support to the Finance and Customer Service Departments.
 Perform related duties as assigned.
Minimum Qualifications
Knowledge of:
 General principles and practices of human resources administration and organization
management.
 Pertinent federal, state, and local laws, codes and regulations.
 Practices, methods and procedures utilized in recruitment and selection.
 Principles and practices of recruitment, selection, classification, salary and benefit
administration, EEO and employee relations within a public agency
 Advanced methods of statistical research and presentation.
 Principles and practices of project management.
 Principles and practices of supervision, training and performance evaluations.
 Pertinent local, State and Federal laws.
 Applicable safety precautions and procedures.
Ability to:
 Collect, compile, analyze and summarize written and statistical information and data.
 Prepare clear and concise technical and administrative reports.
 Analyze situations carefully and adopt effective courses of action.
 Independently perform professional analytical work in support of human resources programs.
 Identify, research and respond to questions from District departments, outside agencies and
the public.
 Prepare and present technical reports.
 Interpret and explain human resources programs and policies.
 Collect, compile and analyze data and develop logical conclusions and sound
recommendations.
 Respond appropriately to difficult and sensitive matters.
 On a continuous basis, know and understand all aspects of the job; intermittently analyze
work papers, reports and special projects; identify and interpret technical and numerical
information; observe and problem solve operational and technical policy and procedures.
 On a continuous basis, sit at desk for long periods of time; intermittently twist to reach
equipment surrounding desk; perform simple grasping and fine manipulation; use telephone,
and write or use a keyboard to communicate through written means.
 Research, analyze and make recommendations on accounting processes and procedures.
 Apply District, State and Federal policies, procedures, rules and regulations.
 Effectively operate computers and applicable software.
 Initiate and maintain effective safety practices.
 Communicate clearly and concisely, orally and in writing.
 Establish and maintain effective working relationships with those contacted in the course of
work.
Education and Experience:
Any combination of experience and training that would provide the required knowledge and
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:
Education:
Equivalent to a Bachelor’s Degree from an accredited college or university with major course
work in business administration, public administration, social science or closely related field.
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Experience:
Three years of increasingly responsible experience performing professional level
human resources duties within a public agency.

License or Certificate:
Possession of, or the ability to obtain and maintain, a California Driver’s License with a
satisfactory driving record. Individuals who do not meet this requirement due to a physical
disability will be considered on a case-by-case basis.
Physical Capabilities:
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job.
Reasonable
accommodations may be made to enable individuals with disabilities to perform functions.
Physical Requirements
Seeing Hearing
Standing/Walking
Climbing/Stooping/Kneeling
Lifting/Pulling/Pushing
Approximate Maximum Weight to Lift
Fingering/Grasping/Feeling
Describe Working Conditions

Rarely
(0-12%)

Occasionally
(12-33%)

20 Pounds
100 Percent Indoors

Frequently
(34-66%)

Regularly
(67-100%)

ATTACHMENT 2
San Juan Water District
9935 Auburn Folsom Road
Granite Bay, California 95746
(916) 791-0115
www.sjwd.org

SAFETY/REGULATORY
COMPLIANCE COORDINATOR
Position Description
Status:

FLSA Non-Exempt and Confidential in nature

Supervisor:

Operations Manager

Effective Date:
Supervision Received and Exercised:
Receives direction from the Operations Manager and may provide technical and functional supervision
to assigned technical personnel.
Primary Function
Develops, monitors, conducts, and administers the District's occupational health and safety and
environmental programs in compliance with federal, state, and local safety, health, and environmental
regulations, as well as industry standards; develops, implements and administers safety policies,
procedures and directives; conducts investigations and evaluates the effectiveness of safety programs,
implements new programs and procedures as needed; assists in the administration of the risk
management program; acts as the District's Safety Officer; and performs other duties as assigned.
Essential Duties - Duties may include, but are not limited to, the following:










Develops, coordinates, oversees, and participates in the day-to-day operations of District-wide
occupational health and safety programs designed to reduce risk, ensure workplace safety, and
prevent injury, occupational illness, and damage to property; performs a variety of professional level
duties involved in the development, organization, implementation, and coordination of a variety of
safety programs, including training, safety, and environmental compliance programs.
Reviews, develops, and updates District-wide health and safety related policies and procedures for
compliance with State and Federal rules and regulations; maintains functional District safety-related
manuals and documentation, including preparing and distributing appropriate communications.
Monitors legislative and regulatory changes at the Federal, State, and local levels, as well as trends
and innovations in the field of occupational health and safety; determines applicability of
administrative and regulatory requirements; advises assigned supervisor regarding the impact of
regulations on District operations; provides updates to District staff on pertinent issues; and acts as
liaison between regulatory agencies and District management as necessary.
Establishes, implements, and coordinates safety training objectives; plans, develops, schedules,
conducts, or arranges for regulatory and other health and safety related training; maintain records
and database; prepares and presents reports to District management as needed. Works with District
management to develop safety training plans for new employees.
Recommends new or revised policies and work procedures to improve safety standards and/or
comply with regulations; trains employees in work principles, practices, methods, policies,
procedures, and applicable Federal, State, and local laws, rules, and regulations.
Participates in budget preparation and administration for the safety program; prepares cost estimates
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for budget recommendations and submit justifications and assists in the administration of various
grants.
Plans, schedules, prioritizes, and assigns safety-related projects, studies, and programs in
consultation with assigned supervisor; communicates status of projects, studies, and programs to
appropriate personnel, working cooperatively to schedule same in accordance with established
priorities.
Conducts and monitors District facility and site inspections, job hazards analyses and other
evaluations to identify hazards and potential risks; conducts or assigns inspections and makes
recommendations to assigned supervisor and implements appropriate and approved corrective
actions for compliance with Federal, State, and local safety, health, and environmental regulations,
as well as industry standards. Conducts audits of corrective action to ensure compliance with
regulations and corrective actions.
Provides technical and functional direction to assigned staff, reviews and controls quality of work
safety and compliance.
Represents the District on safety committees and to outside regulatory agencies; coordinates safety
activities between departments and with outside agencies.
Maintains a library of reference materials on training records and coordinates the acquisition of
training materials, including manuals, technical resources, videos, recordings, and self-instruction
workbooks.
Develops, maintains and manages a variety of health and safety program elements, including but not
limited to, the District's Injury and Illness Prevention Program, Hearing Conservation Plan, ARC Flash
Safety Program and confined space entry program.
Monitors employee exposure to noise and air contaminants, develops and implements hearing and
respirator programs, including respirator fit testing, and enforces the use of safety equipment.
Ensures safety equipment is compliant and maintained according to industry and manufacturer
standards.
Conducts a variety of audits and specialized studies, analyzes results and presents findings to
management.
Performs related report preparation and record maintenance for Environmental Protection, Fire
Protection, Hazardous Waste Management, and Occupational Safety.
Coordinates necessary permitting for compliance with environmental and air quality regulations.
Develops and maintains District hazardous material business plans (HMBP) and petroleum storage
tank permitting in compliance with Environmental and local Fire Departments Regulations.
Coordinates the collection and disposal of hazardous waste in compliance with environmental
regulations.
Coordinates standards and performs inspections related to the District's Spill Prevention Control and
Countermeasure (SPCC) plan; reports non-compliance to assigned supervisor; updates the SPCC
plan, as needed.
Maintains and updates the District's Material Safety Data Sheet (MSDS) database.
Develops and administers contractor safety program, including reviewing contractor health and safety
work plans for District projects, serving as the District's subject matter expert, and working with
vendors and consultants for matters related to safety compliance, and providing contractors with
appropriate hazardous materials communication in compliance with applicable regulations.
Evaluates construction certificates for insurance and bonding to ensure adequate coverage for
District liability.
Manages and maintains the process, regulatory compliance, and safety programs related to chlorine
gas facilities, which includes, but is not limited to, Process Safety Management Program (PSM) and
Cal ARP Program 3 Prevention Program.
Conducts appropriate coordinated trainings with first responders and District personnel.
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Conducts thorough audits, investigations and analysis of accidents, incidents and injuries; develops
findings, prepares reports, and makes recommendations to assigned supervisor of corrective actions
and preventative measures; assesses incident statistics to determine requirements for new or
modified training.
Assists in the implementation of District health and safety goals, objectives, policies, procedures, and
work standards for the Division, including recommending improvements.
Coordinates necessary safety certification and license obtainment and renewal for District
employees.
Operates standard office equipment, including job-related computer hardware and software
applications, facsimile equipment and multi-line telephones; may operate other department-specific
equipment.
Builds and maintains positive working relationships with co-workers, other District employees, and
the public.
Drives a motor vehicle.
Performs other duties as assigned.

Minimum Qualifications
Knowledge of:
 Policies, regulations, specifications, and requirements governing industrial safety, environmental
compliance, and accident prevention for industrial and office environments.
 Principles and practices of assessments, inspections, and investigations as related to job
responsibilities.
 Principles and practices of employee training and instructional methods and techniques.
 Practices of water system operations, wastewater treatment plant operations, and general office
activities.
 Rules and regulations pertaining to the handling, storage, and disposal of hazardous and toxic
materials.
 Practices, methods, materials, and equipment used in air and noise exposure monitoring.
 Occupational hazards and standard safety procedures.
 Modern office practices, methods, and computer equipment.
 Applicable Federal and State laws; District, Department, and Division regulations, codes, policies,
and procedures.
 Recordkeeping principles and procedures.
 Principles and practices of program development, implementation, review, and evaluation.
 Computer applications related to the work, including word processing, spreadsheet and database
applications.
 English usage, grammar, spelling, vocabulary, and punctuation.
 Techniques for effectively representing the District in contacts with governmental agencies,
community groups, and various business, professional, educational, regulatory, and legislative
organizations.
 Techniques for providing a high level of customer service to public and District staff, in person and
over the telephone.
Ability to:
 Plan, schedule, assign, and oversee activities of an efficient and functional occupational health and
safety program.
 Communicate safety programs clearly and effectively to all levels of staff.
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Inspect the work of others and maintain established quality control standards.
Train others in work procedures.
Analyze data and information using established criteria in order to determine consequences and to
identify and select alternatives.
Oversee and participate in safety related projects, studies, and programs.
Meet the requirements to wear respiratory protection or other safety equipment.
Develop, modify, implement, and coordinate the provision of a variety of safety training pertinent to
water and wastewater operations, environmental compliance.
Investigate and analyze a variety of plant, field, and office operations in order to implement and
provide effective training and safety programs for a variety of staff covering a wide spectrum of
operations and areas.
Assemble data and prepare clear and concise reports, correspondence, policies, procedures, safety
logs, charts, and other written and automated materials.
Represent the District in matters related to safety, occupational health, and environmental compliance
programs as required including with governmental agencies, professional, regulatory, and legislative
organizations.
Interpret, apply, and explain complex laws, codes, regulations, and ordinances.
Make accurate arithmetic, financial, and statistical computations.
Make effective public presentations.
Understand written sentences and paragraphs in work-related documents.
Prepare and administer program and project budgets after approval.
Organize and prioritize a variety of projects and multiple tasks in an effective and timely manner;
organize own work, set priorities, and meet critical time deadlines.
Maintain attention to detail and accuracy while meeting critical deadlines.
Operate modern office equipment including computer equipment and specialized software
applications programs, including, but not limited to, Microsoft Office (Outlook, Word, Excel, etc.) and
Computer Maintenance Management System (CMMS).
Modify existing policies, strategies, and/or methods to meet unusual conditions.
Recognize unusual, inefficient, or dangerous operating conditions and take appropriate action when
unusual operating problems occur.
Use English effectively to communicate in person, over the telephone, and in writing.
Use tact, initiative, prudence, and independent judgment within general policy and legal guidelines.
Establish and maintain effective working relationships with those contacted in the course of the work.
Perform work in confined spaces, following required confined space entry procedures.
Education and Experience:
Any combination of experience and training that would provide the required knowledge and abilities
is qualifying. A typical way to obtain the required knowledge and abilities would be:
Education:
Equivalent to a Bachelor’s degree from an accredited college or university with major course work
in in industrial engineering, safety engineering, occupational health & safety, or closely related field
Experience:
Four (4) years of experience in the areas of workplace safety and employee training, including at
least two (2) years of which have involved administration of a comprehensive safety and accident
prevention program.
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License or Certificate:
 Possession of, or the ability to obtain and maintain, a California Driver’s License with a
satisfactory driving record. Individuals who do not meet this requirement due to a physical
disability will be considered on a case-by-case basis.
 Possession of a Cardiopulmonary Resuscitation and Emergency Cardiac Care Provider certificate
and First Aid certificate is required within one (1) year of employment.
 Certification as a Certified Safety Professional (CSP) and an Associate Risk Manager (ARM) is highly
desirable.
Physical Capabilities:
The physical demands described here are representative of those that must be met by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be made
to enable individuals with disabilities to perform functions.
Physical Requirements
Seeing
Hearing
Standing/Walking
Climbing/Stooping/Kneeling
Lifting/Pulling/Pushing
Approximate Maximum Weight to Lift
Fingering/Grasping/Feeling
Describe Working Conditions

Rarely
(0-12%)

Occasionally
(12-33%)

Frequently
(34-66%)

Regularly
(67-100%)






50 Pounds

80 Percent Indoors, 20 Percent Outdoors in Inclement Weather

ATTACHMENT 3

San Juan Water District
Human Resources Audit
Performed by

October 2016

Executive Summary
Bryce Consulting was retained by the San Juan Water District to conduct a comprehensive review of the
District’s human resources function, identify areas for improvement, and make a recommendation
regarding long-term staffing. Areas reviewed during the audit include:
 Legal and best practice compliance with respect to personnel file maintenance
 Application of personnel policies
 Human resources practices including selection, onboarding, off boarding, benefit administration
 Internal vs external support
In addition to the assessment, the consultant was also tasked with a variety of projects aimed at ensuring
the District is legally compliant as well creating streamlined processes. Recommendations for
improvement include:
 Revisions to recruitment and pre-employment process
 Revisions to onboarding and off boarding process including checklists and flow charts that
document process and stakeholder involvement
 Review and reformat of personnel policies as recommended by ACWA JPIA and District Counsel
Overall, the District lacks the staff and professional human resources expertise to:
 Perform recruitment and selection
 Ensure consistent and thorough onboarding and off boarding of staff
 Perform benefit administration
 Assist with staff development and training
 Ensure legal compliance, including personnel file maintenance
 Maintain the District’s classification and compensation plan

San Juan Water District – Human Resources Audit
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Methodology
Audit Scope
The scope of the audit was to assess the effectiveness of the District’s human resources program, identify
gaps or concerns with respect to legal compliance and best practices and to recommend a “go forward”
plan with respect to future staffing.

Audit Methodology
As stated, audit included a review of human resources practices and procedures as well as documentation.
The methodology included:
 Meeting with General Manager and Assistant General Manager to gain an understanding of the
desired scope of the audit
 Interviews with management staff to gain an understanding of the level of support provided to
management as well as gaps and needs
 Thorough review of personnel files to ensure legal compliance and best practices are being met
 Interviews with staff currently assigned human resources tasks to identify areas of concern,
confusion, and gaps
 Discussion with other water districts to gain an understanding of the level of human resources
support provided internally
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Background
The District currently blends in house resources and external resources for the performance of human
resources tasks. The District’s Accounting Technician is split between payroll and human resources. More
specifically, the position supports human resources with respect to the hiring process by commencing the
background check and pre-employment physical with outside parties and meeting with the newly hired
employee to have them complete the necessary paperwork on their first day of employment. The position
also administers the District’s leave programs (worker’s compensation, disability, FMLA), and responds to
questions from employees with respect to benefits. The General Manager, Assistant General Manager
and Director of Finance also support the human resources function as it relates to advising and assisting
managers. Lastly, the department managers receive and respond to a significant amount of questions
related to human resources posed by their staff.
The District utilizes Bryce Consulting for recruitment activities including the development of job
announcements, placement of ads, receipt and screening of applications, development of selection
materials, scheduling and facilitation of interviews, maintaining contact with candidates, making offer to
selected candidate and conducting reference checks.
The District has never had a full-time position dedicated to Human Resources. In 2004, the District
developed a Human Resources Master Plan. Through that process it was recommended that the District
consider contracting out human resources activities. At that time, the Finance Manager and Accounting
Technician were responsible for benefits and personnel related questions and the department managers
handled recruitments for their respective departments. During the 2004 review, it was mentioned that
the District was reaching a point where human resources matters might come to the forefront as the
District was being faced with turnover, disability leaves, and retirements and was reaching a staffing level
where the human resources activities may become more time intensive and complex. It was also
recommended that the District put more of an emphasis on human resources as well as safety since those
tend to be areas where organizations can face a significant financial liability if not administered correctly.
Additionally, in 2014, the District had a review of the personnel policies by ACWA JPIA where a number of
areas of improvement were identified.
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Findings
Through the assessment, the consultant identified a number of gaps as outlined below:

1. Selection
 The District lacks strategic human resources involvement with respect to identifying changes
needed to vacant positions prior to recruitment
 Hiring of temporary and seasonal staff as well as interns is left to the department managers
leading to a lack of consistency
 The pre-employment physical process is cumbersome and disorganized leading to candidate
frustration

2. Onboarding/Off boarding
 The onboarding and off boarding processes are not formalized and administered consistently and
managers have too great of a responsibility for the processes including:
o

Orientation to the District

o

Completion of required documents

o

Ordering of uniforms

o

Explanation of District policies, procedures and benefits

o

Initial employee set up (IT)

o

Exit interviews

o

Collection of District property

3. Benefit Administration
 Lack of exploration and education on District benefits
 No open enrollment fair to explain benefit options or changes in benefits
 Lack of knowledge related to protected leaves (worker’s compensation, disability, FMLA, return
to work)

4. Personnel Policies
 Lack of consistency with respect to the application of policies and procedures including:
o

Hiring of temporary and seasonal staff
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o

Application of overtime for treatment plan operators

o

Administration of flex day policy

o

Awarding of leave and benefits while on protected leave

 Lack of regular review, revision and updating of policies (laws change annually and there should
be a regular review of policies to ensure they are still consistent with law)

5. Staff Development/Training
 Tracking and scheduling of training is currently assigned to the Operations Manager which is not
a best use of this position’s time and the function is not getting the dedicated time required to
ensure mandatory training is occurring
 Managers are driving staff development by researching opportunities for staff as they relate to
career progression and succession planning with no strategic involvement from human resources
 Lack of staff time to build and maintain the District’s culture and sense of team environment

6. Legal Compliance
 No dedicated or trained professional to research, understand and implement changes in law
including:
o

Payroll law

o

ACA (once the District has 50 employees, it will need to implement ACA which is a complex
and cumbersome process). The District currently has 46 employees.

o

Annual changes to California and Federal labor law

o

Ensuring personnel files are maintained consistent with California law

7. Classification and Compensation
 Lack of staff time and expertise to
o

Review and update job description

o

Maintain the District’s salary schedule

o

Conduct compensation surveys

Recommendations
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As stated, in 2004, it was recommended that the District put more emphasis on human resources and that
the District explore contract services. The only aspect of human resources that the District has contracted
out for is recruitment and selection, other than specialized projects such as Succession Planning, leaving
a significant gap in the District’s overall human resources program. The way in which human resources
is being handled, whereby it is somewhat decentralized to department managers, leaves the District with
significant gaps. Furthermore, the overall lack of knowledge related to human resources administration
and law creates a significant legal exposure to the District. For instance, California has some of the most
complex and convoluted leave laws and it is important that they are administered by an individual with in
depth knowledge to ensure it is done properly as to not impact the employee’s protected leave as well as
set the District up for a legal challenge. While the District has not grown significantly since 2004, the fact
that the human resources program has not developed further internally is worrisome. The employees are
the District’s greatest asset and it is important to ensure that employee focused programs and activities
are handled appropriately.
It is recommended that the District create a full-time Human Resources Specialist position. The position
would be responsible for ensuring that human resources processes and procedures are consolidated and
implemented consistently. The audit has shown significant gaps in the program with respect to
knowledge and time dedicated to perform the required duties. Sacramento Suburban Water District has
approximately 65 employees and a full time Human Resources Specialist that is responsible for
maintaining District human resources policies, procedures and systems; administering benefits, worker’s
compensation and disability programs; maintaining the District’s classification plan; maintaining records
and tracking compliance; administering the selection process; performing orientation and exit interviews;
and working with management and staff on human resources related issues. Citrus Heights Water District
has approximately 32 employees and has a position that is split between human resources and support
to the Board of Directors; however, the bulk of the time is spent supporting the human resources function
including recruitment; benefit administration; tracking and scheduling of training; new employee
orientation and exit process; and maintenance of files. The Fair Oaks Water District has approximately 29
positions and has a Human Resources Administrator responsible for investigating challenges to human
resources issues such as working conditions, disciplinary action and employee and applicant grievances
and appeals; maintaining human resources records; coordinating new hire, leave and termination
processes; maintaining job descriptions; and administering benefits, worker’s compensation and COBRA.
Given that the number of staff is less at Fair Oaks Water District, the Human Resources Administrator also
has time to perform payroll and support the Board of Directors.
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With the addition of the Human Resources Specialist, it is recommended that the following be assigned
to the position:
 Recruitment, selection, and pre-employment processes as well as onboarding
 Benefit research and administration including open enrollment
 Leave management including return to work
 Training (tracking and scheduling)
 Policy interpretation and maintenance
 Termination and off boarding processes
 Classification and compensation plan maintenance
 Providing strategic guidance to managers with respect to vacancies, disciplinary action, and
professional development
 Coordinating and tracking the performance evaluation process
 Tracking and ensuring compliance with labor law (with support from outside Counsel, as
necessary)
 Maintenance of personnel files and related records
 Employee engagement
 ACA reporting (if the District reaches 50 employees)
 Support to Finance and Risk Management staff

In addition to the tasks noted above, the Director of Finance needs a position to review payroll and
maintain the employee database for internal control purposes which would be appropriate for the Human
Resources Specialist. Attachment A provides a draft job description. In terms of compensation, Bryce
collected compensation data from 8 local agencies including Citrus Heights Water District, Carmichael
Water District, City of Folsom, City of Roseville, El Dorado Irrigation District, Fair Oaks Water District,
Placer County Water Agency and Sacramento Suburban Water District. Based on the labor market mean
for this group of agencies, it is recommended that the maximum salary for the Human Resources Specialist
be set at $7,464.
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ATTACHMENT A
DRAFT JOB DESCRIPTION
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ATTACHMENT 4

ATTACHMENT 5
SAFETY/REGULATORY COMPLIANCE COORDINATOR
Needs Assessment
May 15, 2017
Overview:
Safety and Regulatory Compliance Programs have been assigned to various positions over the years. For
example, in 2005, when the District undertook the development of an HR Master Plan, the Engineering
Manager was responsible for safety as well as worker’s compensation accident insurance and claim
administration. The recommendations from the HR Master Plan was to move safety under the Finance
Manager; the change was subsequently made after approval of the Master Plan. Currently, Safety and
Regulatory Compliance Programs are managed and under the authority of the District’s Operations
Manager with operational assistance from the Field Services Manager and Water Treatment Plant
Superintendent. Given the scope of responsibility assigned to each of these positions, this is not
necessarily the best use of the positions and can create either a gap or duplication in effort by having
the function divided between multiple positions. In addition to ensuring the safety of District staff, Safety
and Regulatory Compliance Programs are required to remain in compliance with:
-

U.S. Department of Labor – Occupational Safety and Health Administration (OSHA)
California Division of Occupational Safety and Health (Cal-OSHA)
Placer County Health and Human Services – Environmental Health Division
State of California – California Environmental Protection Agency (EPA)
State Water Resources Control Board - Division of Drinking Water

The newly proposed Safety/Regulatory Compliance Coordinator (SRCC) would report directly to the
Operations Manager and work closely with the Field Services Manager and Water Treatment Plant
Superintendent for both the safety and regulatory aspects of the positon. By having one position
dedicated to the program, the District is more likely to cover all aspects of the program in a more
effective and efficient manner and in addition to having program elements assigned to an individual with
the expertise to develop, manage and implement regulatory changes. Additionally, by transferring these
efforts to the SRCC, the Operations Manager will be freed to accept workload that has been traditionally
completed by the Assistant General Manager. This revision to the District’s organization would ensure
dedicated staff to cover one of the District’s most costly exposures if not managed properly, while
creating salary savings by not filling the higher paid classification of Assistant General Manager.
Following are tasks to be transferred to the proposed SRCC if approved:
Safety Training and Compliance
1. Manage Training/Safety Program
a) Assign, track and record training
b) Track individual completions & certifications
c) Locate and implement contracts with outside training services
d) Develop training and compliance budget for safety program
e) Present safety matters to the Board of Directors
2. Develop & Maintain Safety/Training Compliance
a) Departmental Programs
Safety/Regulatory Compliance Coordinator
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b) Component Specific Trainings
c) Competent Person Training
3. Develop & Manage Safety Programs
a) Injury and Illness Prevention Program (IIPP)
b) Lockout/Tagout (LOTO)
c) Confined Space Entry & Rescue Program
d) Heat Illness and Prevention Plan
e) Fire Prevention Plan
f) Americans with Disability Act (ADA)
g) Health and Safety Committee
4. Safety Internal Coordination
a) Evaluate District operational procedures for compliance
b) Audit work activities
c) Assign responsibilities and recommend improvements
d) Perform investigations related to safety issues
e) Perform New Employee Safety Orientations
5. District Representative
a) Coordinate inspections and safety compliance with JPIA & Cal-OSHA representatives
b) Represent the District at regional safety meetings
c) Coordinate and develop agreements with outside agencies related to safety response.
Regulatory Compliance
1. Manage Regulatory Compliance Program
a) Develop, monitor and maintain Regulatory Compliance Programs
b) Locate and implement contracts with outside specialty compliance services
c) Annually review and update programs in compliance with State, Federal and local laws, rules and
regulations
2. Develop & Maintain Regulatory Compliance Programs
a) California Accidental Release Prevention (CalARP) Program
b) Risk Management Plan (RMP)
c) Process Safety Management Program (PSM)
d) County Environmental Reporting System (CERS)
e) EPA application and Electronic Verification (Hazardous Waste Manifests)
f) Hazardous Materials Business Plan (HMBP)
g) Spill Prevention Control and Countermeasures (SPCC) Plan
h) Material Safety Data Sheet (MSDS) Program
3. Compliance Internal Coordination
a) Confer with Department Managers related to department specific regulatory compliance
b) Evaluate District operations related to Regulatory Compliance
c) Assign responsibilities and recommend improvements
d) Perform investigations related to regulatory compliance issues
Safety/Regulatory Compliance Coordinator
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e) Perform periodic facility/Department audits
4. District Representative
a) Coordinate and represent the District during inspections and meetings with Federal, State and
Local representatives

Safety/Regulatory Compliance Coordinator
Needs Assessment
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ATTACHMENT 6
Scenario #1: Fill the AGM position - status quo

AGM - Current Pay
AGM - Proposed

Allocation
Whsl/Retail
70%-30%
70%-30%

Salary
(mid-range)
$ 198,681
$ 170,700

Benefits
$ 75,295
$ 71,300
Savings

Total
Compensation
$
273,976
$
242,000
$
(31,976)

Wholesale
Cost
$ 191,783
$ 169,400

Retail Cost
$ 82,193
$ 72,600

Total
Compensation
$
128,100
140,600
(10,000)
$
258,700
$
(15,276)
$
16,700

Wholesale
Cost
$ 64,050
70,300

Retail Cost
$ 64,050
70,300

$ 134,350

$ 134,350

Wholesale
$ 169,400
70,300

Retail
$ 72,600
70,300

$ 239,700
$ 70,300

$ 142,900
$ 70,300

Scenario #2: Eliminate AGM, add HR and Safety Positions

HR Coordinator
Safety Manager
Contract Savings
Total Cost

Allocation
Whsl/Retail
50%-50%
50%-50%

Salary
(mid-range)
$
83,200
94,000

Benefits
$ 44,900
46,600

$ 177,200
$ 91,500
Total cost increase/(decrease) from current
Total cost increase/(decrease) from proposed AGM

Scenario #3: Keep AGM, add HR position

AGM
HR Coordinator (1)
Contract Savings
Total Cost

Allocation
Whsl/Retail
70%-30%
50%-50%

Salary
(mid-range)
$ 170,700
94,000

Taxes &
Beneftis
$ 71,300
46,600

$ 264,700
$ 117,900
Total cost increase/(decrease) from current
Total cost increase/(decrease) from proposed AGM

Total
Compensation
$
242,000
140,600
(10,000)
$
372,600
$
98,624
$
130,600

1)

For this scenario the HR Coordinator salary has been increased to the Safety Manager leverl to reflect the increased
responsibility for the safety program

Assumptions:
Salaries pegged at mid-point of range
AGM range assumed to be between top of Finance Director range and current GM salary
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ATTACHMENT 7
Survey of Neighboring Agencies - Safety and Regulatory
Compliance Responsibilities

15-Jun-17

Survey Questions:

EID

City of Roseville Envtl. Utilities1

SSWD

South Tahoe Public Utility District

CHWD

Who (position title) is Responsible for managing, developing Safety-Security Officer
programs, and tracking Safety training and safety compliance
(Confined space, IIPP, etc.)?

Operations Manager

Human Resources Director who is also
considered to be the Safety Officer.

Safety Officer - Assignment within
another job position

Safety Officer (programs including training
requirements) Supervisors (track training
completion)

If there is a team of individuals dedicated to the safety
program, how many develop programs and track safety
program tasks?

Ops Mngr is Lead; Dept Heads develop
training programs and track safety
program tasks

HRD/Safety Officer oversees all
programs, dept managers and
supervisors implement.

Safety-Security Officer, with input from
operations management, develops the
annual program requirements then
supervisor implement

City of Folsom

Zone 7

Division supervisors

Safety Techs (x2)

Safety Committee—comprised of
representative(s) from each
Department. Meets once a month.

Safety officer develops and maintains
Division supervisors
programs following stakeholder review and
mgt approval. Supervisors track
implementation while Safety keeps records
of completed permits, inspections, etc.

Safety Techs (x2)

The Safety Techs also manage
regulatory (minus CEQA) for the
District.

2

Who (position title) is responsible for managing and tracking Drinking Water Operations Manager,
regulatory compliancy (EPA Verification, Lead Copper Rule, Drinking Water O&M supervisors, and
etc.)?
Permit Technician provides assistance

Production Superintendent, Environmental These two items are handled by the
Compliance Supervisor
applicable department manager.

Water Resources Supervisor

Compliance Supervisor, Lab/Industrial
Compliance Administrator

If there is a team of individuals dedicated to the regulatory
program, how many work specifically on the regulatory
compliance tasks?

Ops Mngr & Production Superintendent
HRD/Safety Officer oversees all OSHA
(Direction & Review), Environmental
compliance; department managers
Compliance Supervisor, Env Comp Tech & oversee other regulatory.
X-Conn Control Specialist (Full Time)

Water Resources Division: 3 staff
members on a regular basis.

12: 1 Compliance Supervisor, 1 Reg. Compl. WTP/WQ
Admnr., Lab Techs, 3 Chief Operators, 2
supervisors/Lead
Engineers, & Safety Officer
workers

Drinking Water Operations Manager,
Drinking Water O&M supervisors, and
Permit Technician provides administrative
assistance

WTP/WQ
supervisors/Lead
workers

Safety Techs (x2)

John Parente 6/15/17: EU just hired another
Compliance Supervisor, reporting to the
Water Quality Compliance Administrator, so
you can add 1 to the head count for each of
the last 2 questions on your survey for EU.

Is there anything else that would be helpful for discussion
related to safety and/or reg. compliance?

Additional Notes

Keeping abreast of the ever-changing
regulation for safety/compliance is a
daunting task. Our Environmental
Compliance Dept. does a great job with the
regulatory side. However, we have no one
specifically assigned to oversee safety
compliance which seems to be an ever
increasing need.

Met with Dana Strahan (EID) and discussed
their safety and compliance programs.
Safety is handled as listed above through
the Safety -Security Officer. Compliance is
managed by the Managers/supervisors.
There is a Permit Tech. that provides
assistance related to drafting programs and
disseminating materials.

Spoke to David Amand, Environmental
Compliance Supervisor. He oversees all
things related to regulatory compliance
(Not OSHA Compliance). He writes all
letters for review and approval, manages
regulatory programs (HMBP, SPCC, NPDES,
Etc.), works with DDW, represents the
District, on compliance issues and stays
current on the regs to remain in
compliance. David has one person that
works under him.

Due to the constantly changing Safety
field, and because HR Director is
assigned to HR, Risk Management and
Safety, in 2016 we hired a Safety
Consultant to review all programs,
update some policies and conduct a
“Needs Assessment” of additional
policies that may need revision. The
consultant has the expertise that no one
else at our District has. It’s been a good
solution.

JPIA is a good resource for assisting
you in managing your safety
program—typ. Free of charge for
input and training.

Water, Wastewater and Solid Waste only

Total Staff ~110 Persons
2 Water Treatment Plants
3 Risk Management Plans
10 HMBPs
The Safety Techs split up the load
to manage the programs. They
are the single point for Managers
to supply materials for reporting
and inspections.

David M. Gordon: It [Safety
Coordinator ] is a title within another
position. The person is not full time
safety. Maybe 20%.

1

Spoke with Sara, Safety Tech
(925) 454-0525
Stated that it's important to have
someone manage the program;
the paperwork and training
tracking is a huge task.

EU has approximately 200 FTEs
2 EU uses the term Safety Coordinator, but
to be consistent with the other utilities, they
function as an administrator, AKA the Safety
Officer
EU=Environmental Utilities (Water,
Wastewater, Solid Waste)

Safety/Regulatory Compliance Coordinator
Safety/Regulatory Compliance Programs
Safety/Regulatory Compliance Title

Report Type
(Safety, Regulatory Compliance, etc.)

Department Lead

Departments Involved
(Development Only)

Report Update Cycle

California Accidental Release Prevention (CalARP)
Program

Regulatory Compliance

Treatment

Treatment

Annual Inspection

County Environmental Reporting System (CERS) &
EPA Electronic Verification Review (Hazardous Waste
Manifests)

Regulatory Compliance

Treatment/Field Services

Field Services/Treatment

Annual Inspection

Hazardous Materials Business Plan (HMBP)

Regulatory Compliance

Operations

Field Services/Treatment

Annual

NPDES Compliance Reviews

Regulatory Compliance

Field Services

Field Services

Annual

Process Safety Management Program (PSM)

Regulatory Compliance

Treatment

Treatment

Annual

Risk Management Plan (RMP)

Regulatory Compliance

Treatment

Treatment

Annual

Spill Prevention Control and Countermeasures
(SPCC) Plan

Regulatory Compliance

Operations

Field Services/Treatment

Annual

AED/CPR/First Aid

Safety Program

Operations

All

Every 3‐Years

Americans with Disability Act (ADA)

Safety Program

Operations

Field Services/Treatment

Annual

ARC Flash Compliance Reviews

Safety Program

Treatment/Field Services

Field Services/Treatment

Annual

Confined Space Entry & Rescue Program

Safety Program

Operations

Field Services/Treatment

Annual

Ergonomics Program (Field & Office)

Safety Program

Operations

All

Every 2‐Years

Fire Prevention Plan

Safety Program

Operations

Field Services/Treatment

Annual

Safety/Regulatory Compliance Coordinator
Safety/Regulatory Compliance Programs
Safety/Regulatory Compliance Title

Report Type
(Safety, Regulatory Compliance, etc.)

Department Lead

Departments Involved
(Development Only)

Report Update Cycle

Health and Safety Committee

Safety Program

Operations

Field Services/Treatment

Bi‐Monthly

Hearing Conservation Program

Safety Program

Operations

Treatment/Field
Services/Conservation

Annual

Heat Illness and Prevention Plan

Safety Program

Operations

Field Services/Treatment

Annual

Injury and Illness Prevention Program (IIPP)

Safety Program

Operations

Field Services/Treatment

Annual

Job Hazard Analyses/Standard Operating Procedures
(JHA/SOP)

Safety Program

Treatment/Field Services

All

Annual

Lockout/Tagout (LOTO)

Safety Program

Operations

Field Services/Treatment

Annual

Material Safety Data Sheet (MSDS) Program

Safety Program

Operations

All

Annual

Respiratory Protection Plan (RRP), Medical & Fit
Testing

Safety Program

Treatment

Treatment

Annual

Safety/Regulatory Compliance Coordinator
Regulatory Compliance Reports
Report Title

Report Recipient

Report Type
(System, Supply, WQ, Cons., etc.)

Department Lead

Departments Involved

Report Cycle

American River Watershed Sanitary Survey

SWRCB‐DDW

Water quality report

Treatment

Treatment

Every 5 years

Cal. Environmental Reporting System (Cers)

California Environmental Protection
Agency's (CalEPA)

Environmental Compliance

Operations

Field Services/Treatment

Annual

Coliform Report

SWRCB‐DDW

Distribution System WQ

Field Services

Field Services

Monthly

Consumer Confidence Report

SWRCB‐DDW

Water quality report

Treatment

Treatment, CS

Annual

Disinfectant Residuals Compliance Report

SWRCB‐DDW

Distribution System WQ

Field Services

Field Services

Quarterly

Disinfection Byproduct (HAA5/TTHM) Report

SWRCB‐DDW

Distribution System WQ

Field Services

Field Services

Quarterly

Disinfection Precursors report

SWRCB‐DDW

Water quality report

Treatment

Treatment

Quarterly

Dist. WQ Lab Reports
(Bacti (PA), WQ Sample Reports)

SWRCB‐DDW

Distribution System WQ

Field Services

Field Services

Weekly

DRINC

SWRCB‐DDW

System

Operations

All

Annual

DRINC‐conservation

SWRCB

Monthly water use reduction

Customer Service

Customer Service/Treatment

Monthly

EPA Verification Questionnaire

Ca. Dept. of Toxic Substances
Control

Environmental Compliance

Operations

Field Services/Treatment

Annual

Filter Turbidity after Backwash

SWRCB‐DDW

Water quality report

Treatment

Treatment

Quarterly

Hinkle Monitoring

Division of Safety of Dams

System

Engineering

Engineering/Treatment

Annual

Lead Copper Rule Report

SWRCB‐DDW

Distribution System WQ

Field Services

Field Services

Every 3 Yrs

Monthly Turbidity Report

SWRCB‐DDW

Water quality report

Treatment

Treatment

Monthly

NPDES Reports

SWRCB

Discharge WQ

Field Services

Field Services

Annual

Safety/Regulatory Compliance Coordinator
Regulatory Compliance Reports
Report Title

Report Recipient

Report Type
(System, Supply, WQ, Cons., etc.)

Department Lead

Departments Involved

Report Cycle

Public Health Goal Report

SWRCB‐DDW

Water quality report

Field Services

Field Services

Every 3yrs

Quarterly Emergency Generator Report

Air Pollution Control District (APCD)

Air Quality

Treatment

Treatment

Annual
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Finance Committee Meeting Minutes
San Juan Water District
July 11, 2017
4:00 p.m.

Committee Members:

Ted Costa, Director (Chair)
Ken Miller, President

District Staff:

Paul Helliker, General Manager
Donna Silva, Director of Finance
Teri Grant, Board Secretary/Administrative Assistant

Topics:

1.

Review and Pay Bills (W & R)
Payroll Processing (W & R)
Other Finance Matters
Public Comment

Review and Pay Bills (W & R)
The committee reviewed the presented bills and claims. The reviewed bills and claims were
found to be in order. The committee reviewed and approved the General Manager’s
expenses for reimbursement. President Miller requested that the pending payables include
a brief description in future payment registers.
Staff update: the total amount of bills and claims provided for approval for June payables is
$2,120,466.59.
The Finance Committee recommends adoption of Resolution 17-17 via the Board Consent
Calendar

2.

Payroll Processing (W & R)
Ms. Donna Silva informed the Finance Committee that, at the request of Director Costa, she
will be evaluating the outsourcing of payroll. She commented that staff will still need to
enter and verify payroll; however, staff would be relieved of the quarterly reporting to the
IRS and EDD. She will report back to the committee once her review is complete.
For information only, no action requested.

3.

Other Finance Matters (W & R)
In response to Director Costa’s question, Ms. Silva explained that Tony Barela and Greg
Zlotnick are gathering information regarding the District’s Solar Facility. Mr. Helliker
explained that they met with PG&E and SMUD, and should be reporting back to the
committee in August. Director Costa suggested that Ms. Silva be involved in the
reconciliation of the power bills and credits. Director Costa would like to see how much the
Solar Facility has saved the District; how much energy has been produced; how much the
District would have spent without the Solar Facility; and how much has been paid back by
PG&E.
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President Miller informed the committee that he attended the Fair Oaks Water District Board
meeting along with Mr. Helliker. President Miller voiced concern regarding requests from
FOWD which could take a considerable amount of time for staff and/or Legal Counsel to
complete. Mr. Helliker will respond to the FOWD letter following the recommendations from
the committee.

4.

Public Comment
There were no public comments.

The meeting was adjourned at 4:52 p.m.

San Juan Water District
RESOLUTION 17-17
PAYMENT OF BILLS AND CLAIMS

WHEREAS, the Finance Committee of the Board of Directors has reviewed the
bills and claims in the amount of $2,120,466.59; and
WHEREAS, the Finance Committee of the Board of Directors has found the bills
and claims to be in order.
NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the San Juan
Water District as follows:
1. The bills and claims attached hereto totaling $2,120,466.59 are hereby approved.
2. That the depositary be and the same is hereby authorized to pay said bills and claims
in the total sum of $2,120,466.59 of the General Fund Account.
PASSED AND ADOPTED by the Board of Directors of the San Juan Water District on the
12th day of July 2017, by the following vote:
AYES:
NOES:
ABSENT:

DIRECTORS:
DIRECTORS:
DIRECTORS:

KENNETH MILLER
President, Board of Directors
San Juan Water District

TERI GRANT
Secretary, Board of Directors
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