POLICIES AND PROCEDURES OF
THE SAN LORENZO VALLEY WATER DISTRICT
(Adopted FEBRUARY 4, 2016)

REVISIONS
•

02/04/2016 - Policies and Procedures adopted by Resolution 27 (15-16)
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Article I.

GENERAL PROVISIONS

Section 1.01 General
(a) The manager shall institute measures to continually monitor the sources
and facilities of the District to assure the adequacy of such sources and
facilities to supply the customers of the District, both present and
prospective. Members of the District’s staff shall be encouraged and
directed to report to the manager any changes in the sources and facilities
which might affect in any way the capability of the District to supply its
customers, present and prospective. The Manager shall report to the
Board of Directors as required from time to time by the Board of Directors,
the status of the capability of the District’s sources and facilities to supply
the District’s customers and meet the demands upon the waterworks
system.
(b) The manager shall review all applications for water service connections to
determine whether such connections can be made to the District’s system
or any subsystem thereof without impairing the system’s or subsystem’s
capability of supplying water in accordance with good waterworks
management practices and shall report to the Board of Directors when, in
his opinion, the addition of service connections to the District’s system or
any sub system thereof will reduce the level and quality of service to the
near minimum of good waterworks management practices.
(c) The planning and designing of repairs, replacement and improvements of
District facilities shall be accomplished to provide for the orderly
development of the waterworks system. Wherever feasible, such planning
and designing shall provide for the orderly expansion of the District’s
waterworks system when it is foreseeable that such expansion is
reasonably probable.
(d) The manager shall communicate and consult with other public service
agencies so that the District might cooperate beneficially with other
agencies in water, sanitation, fire protection, resources management and
recreation matters.
Section 1.02 Water System
The District will operate and maintain a system plant, work and undertaking used
for and useful in obtaining, conserving and disposing of water for public and
private uses, including all parts of the enterprise, all appurtenances to it, and
lands, easements, rights in land, water rights, contract rights, franchises, and the
water supply, storage and distribution facilities and equipment.
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Section 1.03 Separability
If any section, subsection, sentence, clause, or phrase of this policy is for any
reason held to be unconstitutional or otherwise invalid, such decision shall not
affect the validity of the remaining portions of this policy.
Section 1.04 Records
Current records shall be securely maintained in the offices of the District. Only
designated employees shall have access to said records. The District shall
control access to District records and maintain the records in an accurate and
complete manner.
The District will establish and implement a record control system designed to
prevent the loss, misplacement or alteration of District Records. Any person
seeking to inspect public records shall comply with this record control system.
In compliance with the Public Record Request Act, any person, including a
member of the Board, a District employee, a consultant or agent of the District, or
a member of the public who desires to inspect District public records shall notify
the District Manager.
The charge for researching, producing and identifying District records shall be
the actual cost to the District. Said rates shall be made available to the
requesting party following receipt by the District of the request for said services.
The charge for photocopying any District document or record shall be fifteen
cents per standard or legal size page.
Section 1.05 Employer-Employee Relations.
Policies for the administration of employer-employee relations under the MeyersMilias-Brown Act entitled “Policies of the San Lorenzo Valley Water District for
the Administration of Employer-Employee Relations” are hereby adopted and
made a part of these policies.
Section 1.06 Policy Regarding Access to Personnel Files.
It is the policy of the District to maintain the confidentiality of employee personnel
files and records. Such files and records are not public records and access shall
be limited to legitimate administrative and judicial purposes as set forth in this
ordinance. Information contained in personnel files, which by law is of public
record, such as compensation, shall also be maintained as a public record which
the District shall maintain separately from the personnel files.
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(a) The District shall maintain all personnel files and records in a secured
location with restricted access.
(b) Upon request an employee shall be entitled to a copy of his or her
complete personnel file and records.
(c) No personnel files or records shall be removed from the District offices,
except as compelled by judicial or administrative process or by any other
specific provision of law.
(d) Copies of such files or records may be made and/or released only in
compliance with these Policies and Procedures.
(e) The District shall not use or disclose or permit its employees, agents,
members of the Board, or members of the public to have access to, or to
use or disclose information contained in an employee’s personnel file or
records except as follows:
(i) The information may be disclosed to third parties if the employee (or his/her
legal representative) signs a written, dated authorization for the District to
disclose such information. Such authorization may state limitations of the type
or use of information to be disclosed, and the names or functions of the
person(s) or entities authorized to obtain such information.
(ii) Such information which is relevant in a lawsuit, arbitration, grievance, or other
claim or challenge to which the District and the employee are parties may be
used or disclosed in connection with that proceeding.
(iii) Information which is relevant to the administration of the District, including the
administration and maintenance of employee benefit plans, health care plans,
disability plans, worker’s compensation, insurance plans, financial and/or
retirement plans, and other similar programs, may be used or disclosed for
such purpose by the designated District employee(s) responsible for
administering and maintaining such plan or program.
(iv) The designation of such employee(s) authorized to have access to personnel
files of non-classified employees for any stated purposes shall be by Board
resolution.
(v) A Personnel Action Form shall be used to document administrative actions
regarding employment status, compensation, benefits, and payroll deductions.
Said forms shall be distributed to the employees responsible for administering
such programs.
(vi) In an emergency situation, or when the employee is incompetent or
incapacitated, medical information may be disclosed to a health care
professional or facility to aid in the diagnosis or treatment of an employee.
(vii) Except as otherwise provided in these policies and procedures, access to the
personnel files of non-classified employees shall be limited to the members of
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the Board of Directors. Such access shall be limited to that part of the
information contained in personnel files which is relevant to job qualification,
performance, or evaluation. Access by the members of the Board to other
information contained in a non-classified employee’s file is permissible only
upon a prior finding by the Board, except in an emergency, that there is a
legitimate purpose for such disclosure. Such finding and subsequent authorized
access by the Board may limit the manner, type, or use of the access or the
disclosure.
(viii) Except as otherwise provided in these policies and procedures, access to the
personnel files of classified employees shall be limited to the manager and the
employee’s supervisor or supervisors.
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Article II. PUBLIC FIRE PROTECTION
Section 2.01 Use of Fire Hydrants.
Fire hydrants are for use by organized fire protection agencies. Other parties
desiring to use fire hydrants for any purpose must first obtain written permission
from the District prior to use and shall operate the hydrant in accordance with
instructions issued by the District.
Section 2.02 Penalties.
The Board may provide penalties for the unauthorized use of hydrants.
Unauthorized use of hydrants will be prosecuted according to law.
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Article III. SEWERAGE POLICIES.
Section 3.01 Facilities
(a) Infiltration Test. Infiltration is the quantity of water entering a sewer line
from the groundwater through such means as, but not limited to, defective
pipe, pipe joints, connections or manhole walls. The infiltration test will be
used if the static groundwater level is above the top of the constructed
pipe. No pipe section will be accepted if the infiltration rate exceeds 100
gallons per inch diameter of pipe per mile length of pipe per 24 hours.
(b) Leakage Test. Leakage is the quantity of water that has to be added to the
section of pipeline being tested to maintain the specified test head. With a
minimum of four feet of water head on the pipe line, the allowable leakage
will be computed by the formula E = 0.00002 * L * D * H where:
E=the allowable leakage in gallons per minute of pipe tested
L=the length of pipe tested in feet.
D=the internal diameter of the pipe in inches.
H=the difference in elevation in the water surface in the upper manhole and the
invert of the pipe at the lower manhole (feet).
(a) Manhole Testing. Each manhole is to be tested by either w1 or w2 above
depending upon the groundwater conditions at the site of the specific
manhole.
(i) Manhole Test—Infiltration. All laterals or mains running through the manhole
will be plugged with gasket caps or plugs securely fastened or blocked to
prohibit water from leaving the manhole. The amount of infiltration will be
measured over a seven-day period and if the amount accumulated does not
exceed 1.7 percent of the total volume of the structure, the test will be
considered approved.
(ii) Manhole Test—Leakage: The test will be the same as for infiltration except the
manhole will be filled to the maximum water surface level and measurements
made at the beginning and end of the seven-day test period. If the water loss
computed between the two water level readings does not exceed 0.7 percent of
the total volume of water in the structure, the test will be considered approved.

(b) Sewer laterals. All sewer laterals connected to existing sewer mains must
be compatible with the type of main line materials. Quality assurance will
be considered met when: (1) the District receives a submittal from the
contractor performing the work noting the type and class of pipe to be
used for the lateral and connection to the main, (2) District personnel is
present when attachment to the main is accomplished for visual inspection
of the connection and (3) when an as-build drawing is submitted by the
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contractor to the District showing the location of laterals connected to the
main and all invert elevations of the work performed.
(c) Obstruction Test. The obstruction test is to verify that the constructed main
or lateral is constantly sloping to the treatment facility and that no physical
damage has taken place during construction of the pipe line. The
obstruction test will be accomplished by either method below by District
personnel.
(i) Light Inspection. Examine the pipe internally by means of a light held at one
end and a mirror held at the other. Repeat test with light and mirror
interchanged. Repair or correction of any misalignments, protuberances,
defective portions or other defect will be required.
(ii) Ball Test. When light test is not feasible, a ball test can be conducted by
passing through the pipeline a round non-compressible ball which is one inch
less in diameter than the internal diameter of the pipeline. In the event the ball
is not able t pass through the pipeline, repair of defective pipe section will be
required.

(d) Quality assurance of the constructed lateral, main or manhole will be
considered approved when the above tests are performed and all tests
pass respective constraints and limits. Any deficiencies are to be
corrected within five working days after the respective test. If the test fails
after repairs are made the first time, the District Manager may, at his
discretion, require the complete replacement of the constructed lateral,
main or manhole.
All contractor test procedures and replacements will be carried out by the
contractor at his own expense.
(a) Determination of Components. The determination of estimation of
suspended solids or other components contained in sewage and liquid
waste discharges shall be by one of the following methods.
(i) Sampling and analysis by District personnel.
(ii) Estimates determined by a study of waste producing operations leading to the
discharge.
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Article IV. CONTRACTS AND PURCHASING
Section 4.01 Qualification of Bidders.
The District may, and on contracts for which the estimated cost exceeds $50,000
(Fifty Thousand Dollars) the District shall require that bidders establish that they
are qualified and responsible to provide the services, equipment, and/or
materials to perform the contract in a safe, efficient, reliable and timely manner.
In order to evaluate those qualifications and to determine which low bid offers
best response in quality, fitness and capacity to the District’s requirements, prior
to the award of the contract, the District shall require the low bidder or bidders to
provide certain information as follows: (a) answer to questions contained in a
standard form questionnaire and financial statement; (b) evidence of bonds and
liability and workers’ compensation insurance satisfactory to the District; (c)
Evidence of a safety record acceptable to the District; (d) Necessary or
appropriate licenses or certificates; and (e) an acceptable performance record
with the District or any other public agency.
(a) Questionnaire. The questionnaire shall include questions which will
provide information which will provide a basis for the District to evaluate
the bidder. Such information shall include, among other things, information
relating to the experience of the bidder in projects of a similar type as the
proposed project, and shall include references of previous employers. The
questionnaire shall be signed by the bidder or an authorized designee
under penalty of perjury.
(b) Financial Statement. The financial statement shall include information as
required by the District for the District’s use in determining the bidder’s
financial ability to perform the contract satisfactorily and shall be signed by
the bidder or an authorized designee under penalty of perjury.
(c) Safety Record. The District may disqualify a bidder on the basis that the
bidder’s safety record is unacceptable. In evaluating the safety record, the
District shall consider any violations of the CAL OSHA standards, the
issuance of CAL OSHA citations, and the severity or liability exposure
resulting from such citations.
(d) Performance Record with the District or Other Public Agencies. In
evaluating the qualifications of a bidder, the District shall consider the
bidders’ performance record with the District or other public agencies.
Such evaluation shall include, among other things, consideration of the
bidder’s overall performance, safety, quality, timeliness and compliance
with the contract. Such evaluation shall also consider any outstanding
claims or lawsuits involving the District and the bidder.
(e) Prequalification of Bidders. A prospective bidder shall have the option of
prequalifying as a bidder on a given project. To exercise this option, a
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bidder must complete and submit a package of the required qualification
information, statements and evidences as set forth herein no later than
fifteen days prior to the bid opening. The District Manager will issue a
preliminary finding as to whether the prospective bidder is qualified within
10 days after the completed qualification package is received.
(f) Appeal of Preliminary Findings. A bidder may appeal the District
Manager’s preliminary finding of disqualification to the Bard of Directors. A
disqualified bidder may submit a bid pending a determination by the Board
f that bidder’s qualifications. If that bidder is the low bidder the Board will
consider the bidder’s qualification and issue a finding prior to award of the
contract.
(g) Disqualification of Bidders. The Board may disqualify any bidder who fails
to submit the completed questionnaire, financial statement, licenses,
safety record, bonds, insurances, or other required information in a timely
manner. The Board may disqualify any bidder whose information as
required is not satisfactory and acceptable to the Board. A bidder may be
disqualified on the basis that the bidder, any officer of such bidder, or any
employee of such bidder who has a proprietary interest in such bidder,
has been disqualified or prevented from bidding on or completing a
federal, state, or local project because of a violation of law or a safety
regulation.
(h) Rejection of Bid. Upon disqualification of a bidder as set forth herein, the
Board may reject that bidder’s bid for the contract award.
(i) Questionnaires and Financial Statements Are Not Public Records. The
questionnaire and financial statements required herein are not public
records and are not open to public inspection.
Section 4.02 Sealed Bids
(a) Solicitation of Sealed Bids. Sealed bids shall be solicited by posting on the
District’s bulletin board, or by mailing to at least three or more prospective
bidders, bid forms listing materials and specifications or services desired.
The Board of Directors may also direct that additional solicitation or public
notice be provided.
(b) Contents of Bid Forms for Sealed Bids. In addition to stating the amount,
quality and specifications of materials or contractual services desired, bid
forms shall contain or be accompanied by written statements indicating
the latest date when sealed bids will be received; the date they will be
opened; the amount, if any, f good faith deposit or bid bond to accompany
the bid; whether or not a completion or delivery date bond will be required,
and an envelope clearly marked “Sealed Bid” in which the bid is to be
returned.
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(c) Submission of Sealed Bids. Sealed bids shall be submitted or mailed to
the Secretary of the District, sealed in the envelope furnished by the
District, accompanied with the amount of good faith deposit, if required,
and accompanied by a statement under oath that the bidder has not been
a party to any uniform or fixed price agreement.
(d) Opening and Tabulation of Bids. All sealed bids shall be opened on the
date set for opening and shall be tabulated and available for public
inspection during regular business hours for a period of 30 days after
opening.
(e) Failure to Enter into Contract. Any successful bidder who fails to furnish
an acceptable completion or delivery date bond as required or who fails to
enter into a written contract with the District for a period of 10 days after
notice of its approval by the District Counsel shall forfeit his good faith
deposit or become liable to the District on his bid bond, if any, and the
District may award the contract to the next lowest responsible bidder.
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