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ANZA ELECTRIC COOPERATIVE, INC.
BOARD POLICY NO. 406

EMPLOYMENT PRACTICES


I.	OBJECTIVE

A.	To maintain a staff of efficient, loyal, and well-trained employees, who are aware of their responsibilities and interested in the welfare of the Cooperative.

B.	To establish clearly defined employment practices that consider the welfare and security of the employees and the well being of the Cooperative.

C.	To provide for the Board of Directors an understanding and assurance that employees will be treated fairly and uniformly.

D.	To help management carry out these intentions by providing an equitable basis for the settlement of employee grievances and complaints.

E.	This policy is adopted in accordance with Policy No. 100 – “BOARD POLICIES. 

II.	POLICY CONTENT
A.	Termination

In recognition that the employment relationship is “at will” in the state of California, the relationship between the employee and Anza Electric Cooperative, Inc. may be ended at any time for any reason or no reason by either the employer or employee. In the event that an employee should decide to resign, although not required, Anza Electric Cooperative, Inc. would appreciate at least a two week notice and, if the employee is in a management position, at least a 30 day notice. The following conduct may result in immediate discharge:

1.	Inadequate work performance.

2.	Habitual disregard for the established hours of attendance.

3.	Refusal to obey the policies of the Cooperative, or the reasonable instructions of the manager.

4.	Disruption of employee morale by the initiation and circulation of false rumors, or working against the basic philosophy and objectives of the Cooperative.
5.	Unjustified absence.

6.	The unauthorized communication of sensitive or confidential information to those outside the Cooperative.

7.	All employees are prohibited from having any measurable amount of alcohol within their bodily system during compensable work time, resulting in a confirmed reading of .02% BAC or higher.
This includes all time while on Cooperative property or while conducting business on behalf of the Cooperative or while operating Cooperative owned vehicles/equipment.

8.	All employees are prohibited from possessing, dispensing, distributing, manufacturing, consuming, selling, transferring, or in any way encouraging the sale, possession or consumption of illegal drugs or impairing substances. All employees are also prohibited from the unauthorized use, possession or consumption of alcohol-based products during working hours, or when on standby status. If the employee is taking any legally prescribed medications from a United States Doctor or over the counter medications that may cause impairment, the employee must notify the Cooperative prior to performing any safety-related duties. All medications or prescriptions from Countries, other than the United States, will not be accepted. The Cooperative may require an employee to submit to a fitness for duty evaluation and medical clearance prior to resuming “Safety-Related” duties. 

9.	All employees are prohibited from refusing, hindering, delaying, interfering or in any way attempting to defeat the collection or testing process. This includes not showing up for a testing appointment, reporting late for testing, leaving the collection site, not following the collector/supervisor’s verbal instructions, providing misleading information, providing an out-of-temperature urine sample, adding anything to the urine sample, or any conduct that is intended to interfere or defeat the collection or testing process.

10.	Behavior during or after working hours prejudicial to the best interests of the Cooperative.

11.	Committing the Cooperative to expenses not falling within the authority of the employee.

12.	Any fraudulent or dishonest act or acts committed by any employee acting alone or in collusion with others.

13.	Violation of any other Cooperative rules after warning.
14.	Any employee who strikes or challenges another employee to an altercation on company time.

15.	Any employee who has Cooperative property in their possession without authorization.

16.	Misuse of Cooperative property or information.

a.	No employee may use Cooperative keys or keys on loan to the Cooperative to open locks on private property except for
the completion of Cooperative business.

b.	A consumer’s information shall be deemed confidential and may not be disclosed or released to any individual or organization without proper legal authority, i.e. subpoena.

17.	Other causes for termination of employment may arise from time to time as circumstances dictate. Among these is the reduction in or change or elimination of a position in the Cooperative. In any case, the provisions of the Fair Labor Standards Act or Board Policy are to be adhered to.

B.	General Working Rules

1.	On May 26, 2016, the Cooperative’s employees adopted an Alternative Workweek Schedule as follows: The regular workday is from 7:00 a.m. to 4:30 p.m. Monday – Thursday and 7:30 a.m. to
4:00 p.m. Friday with alternating Fridays off. Each working day includes a one-half hour meal break, required rest periods, and a required recovery period for outdoor employees to prevent heat illness on an as-needed basis.

2.	The normal work week is considered to commence at 11:31 a.m.
Friday and ends the following Friday at 11:30 a.m. For employees who are not otherwise exempt under the Wage and Hour Law, all hours worked in excess of the regular scheduled hours of each workday (Monday to Thursday are nine-hour days and the working Friday is an 8-hour day) and forty hours during any such work week will be paid for at time and one-half the regular wage. After determination of the number of hours and days that an employee is normally scheduled to work in any week, they will be expected to report for work in accordance with that pre-arranged schedule regardless of the overtime hours they may have worked during any one period. In no case will the Cooperative ask an employee not to work or prevent them from working their regular schedule merely to avoid payment of overtime.
3.	All employees shall be paid twice a month, with payroll paid on the first workday following the close of the pay period. Pay periods shall be from the 1st thru the 15th and from the 16th thru the end of the month.

4.	Transportation while on Cooperative business shall be in Cooperative vehicles whenever possible and practical. The use of personal vehicles is subject to management approval. When such vehicles are used, reimbursement will be at the same rate as federal mileage statutes allow.

5.	The Cooperative expects that employees will pursue their work with confidence and respect, and will go about every job in an efficient manner, exerting all the energy and tact required to complete the
job properly. C.	On-Call
1.	Certain outside employees may be assigned on-call duty for emergency work. Employees assigned to on-call duty are expected to remain fit for duty and in appropriate mental and physical condition to respond when required.

2.	Except as otherwise directed by the Cooperative for a particular emergency, employees assigned to on-call duty are not required to remain at home or at any other particular location. The Cooperative intends that employees on on-call duty be able to use their off-duty time for personal purposes, subject to the operational requirements of the assignment. Employees assigned to on-call duty must remain reachable by telephone or other approved means and must respond within the response time reasonably established by management for the assignment.

3.	Employees who know in advance that they cannot cover an assigned on-call period must notify their supervisor as soon as practicable. Shift trades or substitute coverage may occur only with management approval and only if qualified coverage is available. If an employee becomes unable to respond during an on-call period, the employee must promptly notify the Cooperative.

4.	Employees assigned weekly on-call duty from Thursday 4:00 p.m. to Thursday 7:00 a.m. will receive an on-call stipend equal to ten and one half hours of pay at the employee's hourly base rate. The stipend is availability pay and does not replace pay for hours actually worked. The stipend will be treated for payroll purposes as required by applicable law. Nothing in this section is intended to limit any compensation that may otherwise be required by applicable law.

5.	If called to work, the employee will be paid for all time actually worked. The Cooperative will provide a minimum of two hours of pay for each day on which the employee is required to report onsite for emergency work, unless a different amount is required by applicable law or an applicable agreement. Applicable overtime and other premium-pay rules will be applied as required by law.

6. 	All time spent responding to a call, including time spent answering questions or otherwise responding by telephone, text, email, computer, or other remote means, and any other time that is compensable under applicable law, must be accurately recorded and paid. Employees must keep accurate records of all hours worked while on call. The Cooperative prohibits off-the-clock work.

D.	Out-of-Pocket Expenses

Employees who attend meetings or make other trips on Cooperative business which have been approved in advance shall be reimbursed for all legitimate out-of-pocket expenses including lodging and meals upon submission of an itemized expense account to be approved by the manager or in the case of a manager absence, the General Manager.

III.	RESPONSIBILITY

A.	The General Manager is responsible for seeing that the provisions of this policy are carried out.




Signed:  		 President



Signed:  		 Secretary
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