
 
PUBLIC NOTICE 

Regular Meeting of the: 
Honey Lake Valley Resource Conservation District 

 Attachments available 5/18/18 at www.honeylakevalleyrcd.org 

Date: Wednesday, May 23, 2018 

Location: USDA Service Center 
170 Russell Avenue, Suite C 
Susanville, Ca. 96130 
(530) 257-7271 x100 

Time: 5:30 PM (PLEASE NOTE NEW TIME) 
AGENDA 

 

NOTE: THE HONEY LAKE VALLEY RESOURCE CONSERVATION DISTRICT MAY ADVISE ACTION ON ANY OF THE 
AGENDA ITEMS SHOWN BELOW. 

 
NOTE: IF YOU NEED A DISABILITY-RELATED MODIFICATION OR ACCOMODATION, INCLUDING AUXILIARY AIDS 
OR SERVICES, TO PARTICIPATE IN THIS MEETING, PLEASE CONTACT THE DISTRICT OFFICE AT THE 
TELEPHONE NUMBER AND ADDRESS LISTED ABOVE PRIOR TO THE MEETING. 

 
I. CALL TO ORDER, PLEDGE OF ALLEGIANCE, ROLL CALL 

 
II. APPROVAL OF AGENDA 

 

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 
 
III. PUBLIC COMMENT 

 

Per RCD Board Policy No. 5030.4.1, during this portion of the meeting any member of the public is permitted to 
make a brief statement, express his/her viewpoint, or ask a question regarding matters related to the District. Five 
(5) minutes may be allotted to each speaker and a maximum of twenty (20) minutes to each subject matter. 

 
IV. CONSENT ITEMS 

 
A. Approval of 4/23/18 regular meeting minutes (attachment). 

 
B. Approval of April/May 2018 Treasurer’s Report (attachment). 

 

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 
 
V. REPORTS 

 

A. District Manager Report (attachment) – Sims. 
 

B. Correspondence (attachment) - Wheeler. 
 

C. NRCS Agency Reports (attachment) – Peitz. 
 

D. Lassen SWAT – Sims/Tippin. 

http://www.honeylakevalleyrcd.org/


E. Buffalo Skedaddle Sage Grouse Working Group – Schroeder.

F. WAC Report – Langston.

G. Modoc Regional RCD/CARCD Report – Tippin.

H. Fire Safe Council Report – Johnson.

I. IRWMP Report - Claypool

J. Unagendized reports by board members.

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

VI. ITEMS FOR BOARD ACTION AND/OR DISCUSSION – RCD

A. FYE 19 RCD/WM budget – third reading and approval (attachment) – Sims.

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

B. Consideration and approval to pay SDRMA Workers’ Compensation Program Invoice No.63014 in the
amount of $3,266.46 (attachment) – Wheeler.

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

C. Consideration and approval to pay SDRMA Liability Package Program Invoice No. 64529 in the amount of
$4,827.70 (attachment) – Wheeler.

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

D. Consideration and approval of HLVRCD Reimbursement Form and amended Policy 2058 (attachment) –
Claypool

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

E. Consideration and approval of HLVRCD Project Coordinator Job Description Policy 2908 (attachment) –
Claypool

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

F. Consideration and approval of HLVRCD Employee Information and Emergency Contact Policy 2038
(attachment) – Claypool

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

G. Consideration and approval of HLVRCD New Employee Checklist (attachment) – Claypool

Tie to the Strategic Plan: Strategic Issue 1 – Build HLVRCD leadership & organizational capacity. 

VII. RECESS OF RCD PORTION OF MEETING

VIII. ITEMS FOR BOARD ACTION AND/OR DISCUSSION– WATERMASTER
None.

IX. RECESS OF WATERMASTER PORTION OF MEETING

X. RECONVENE RCD PORTION OF MEETING



XI. ADJOURNMENT 

The next Honey Lake Valley RCD meeting will be June 27, 2018 at 5:30 PM - please note new time. The 
location is the USDA Service Center, 170 Russell Avenue, Suite C, Susanville, CA. 

 
 
 
I certify that on Friday, May 18, 2018 agendas were posted as required by Government Code Section 54956 and any other 
applicable law. 

 
 
 
 
 
 
Ian Sims 
District Manager 





























  BP 2058 

HLV RCD Board Adopted: 6/2014 Amended: 5/2018 

 

 

POLICY TITLE: Compensation for Meetings and Travel 
POLICY NUMBER:                           2058 

 

2058.1   The RCD recognizes that for the benefit and in the interests of the 
District, it is necessary for District staff and Directors to attend meetings and to 
travel in order to conduct District business.  The RCD is committed to wise and 
prudent use of its entrusted public funds, to conserve District resources and to 
keep expenses within community standards while affording staff and Directors a 
reasonable level of safety and convenience.  This policy sets forth guidelines for 
travel and meeting attendance on District business, and for the reimbursement of 
expenses, whether within or outside District boundaries. 

 

2058.2   All actual and necessary travel and incidental expenses shall be 
reimbursed upon submission of the District’s expense reimbursement form 
(E2058) and accompanying receipts, for any expense over twenty five dollars 
($25.00) for preapproved training and educational courses and events.  The 
expense reimbursement form must be submitted within 30 days of the qualifying 
travel or expense. 

 

2058.3   Except as otherwise provided, reimbursement of travel expenses shall be 
based on actual expenses as documented by receipts.  Reimbursable travel 
expenses may include, but are not limited to, costs of transportation, parking 
fees, bridge or road tolls, lodging when district business reasonably requires an 
overnight stay, registration fees for seminars, conferences and webinars, 
telephone and other communication expenses incurred on district business, and 
other necessary incidental expenses. 

 

2058.4   The district shall not reimburse personal travel expenses including, but 
not limited to, tips or gratuities, alcohol, entertainment, laundry, expenses of any 
family member who is accompanying the employee on district-related business, 
personal use of an automobile and personal losses or traffic violation fees 
incurred while on district business. 

 

 



Continued  BP 2058 

HLV RCD Board Adopted: 6/2014 Amended: 5/2018 

2058.5   Meals:  Meals shall be reimbursed at the actual cost, when accompanied 
by a receipt and are within the maximum per diem amounts established by board 
policy and based on the time of day that travel for district business begins and 
ends.  For travel exceeding a single day, the per diem rate is fifty dollars ($50) per 
day.  The per diem rate for individual meals is as follows: 

      Breakfast:         ten dollars ($10)   

          Lunch:        fifteen dollars ($15)     

    Dinner:       twenty five dollars ($25) 

 

2058.6   Any expense that exceeds the maximum rate of reimbursement 
established by the district shall be reimbursed only with the approval of the 
District Manager.  The District Manager shall approve expense claims only upon 
verifying that all necessary documentation is provided and that all expenses are 
appropriate and related to district business. If an expense claim is disallowed due 
to lack of documentation or inappropriate expenses, the employee or Director 
may be personally responsible for any improper costs incurred. 

 

2058.7   Lodging:  If lodging is in connection with a conference or educational 
activity, lodging costs shall not exceed the maximum group rate published by the 
conference or activity sponsor, provided that lodging at the group rate is 
available at the time of booking.  If the group rate is not available, comparable 
lodging will be used, not to exceed the maximum daily rate allowable by the 
District.  Government and group rates for lodging will be used whenever possible.  
The per-diem rate is one hundred forty five dollars ($145.00) per day. 

 

2058.8   Transportation:  Government and group rates for transportation will be 
used when available. 

 

2058.9   Mileage:  Mileage will be reimbursed at the IRS published mileage rate 
when a personal vehicle is authorized and utilized for travel while on District 
business.  The District encourages carpooling whenever practical.  In the event of 
personal vehicle carpooling, the owner of the vehicle will be the only person in 
the vehicle that will be reimbursed mileage. 

 

 



Continued  BP 2058 

HLV RCD Board Adopted: 6/2014 Amended: 5/2018 

2058.10   Cash advance:  Subject to approval of the District Manager, a cash 
advance to cover the anticipated expenses for authorized travel may be offered 
by the District.  An expense reimbursement form (E2058) must be submitted 
within thirty (30) days of the travel, and any unused cash advanced must be 
returned to the District once the activity is completed. 

 

2058.11   In the event of an employee or Directors need to cancel any pre-
registered conference, workshop, training, webinar or any other District related 
event or reservations for travel or lodging they shall notify the District Manager in 
writing the reason for cancelation prior to any deposit or expenditures made by 
the District become non-refundable.  If the District Manager is not notified prior 
to any deposit or expenditures becoming non-refundable or the cancelation is 
inappropriate, the employee or Director may be personally responsible for any 
costs incurred with the cancelation. 

 

2058.12   All documents related to reimbursable District expenditures are public 
records subject to disclosure under the California Public Records Act.  Regardless 
of how it may occur, misuse of public resources or falsifying expense reports in 
violation of this policy may result in any or all of the following: 

 

loss of reimbursement privileges, 
restitution to the District, 
civil penalties for misuse of public resources,  
disciplinary action up to or including termination, and 
prosecution for misuse of public resources. 

 

This policy shall be consistent with state law (AB 1234) and comply with state law 
if it changes from time to time.  

 

 

 

   

 



 EXPENSE REIMBURSEMENT FORM E 2058 

HLV RCD Board Adopted:  

Event:                 No. of days:   

 

DATE MILEAGE BREAKFAST LUNCH DINNER HOTEL MISC. TOTAL 

        

STARTING 

ENDING 

 TOTAL       

STARTING 

ENDING 

 TOTAL       

STARTING 

ENDING 

TOTAL TOTAL       

◊ Receipts must be attached to this form  ◊ Mileage is reimbursed at the current IRS rate  ◊ Refer to BP 2058 for per-diem guidelines 

Please explain any Misc. expenses: 

 

 

Approved by:                                                                                                   Attendee: 
                                                                                              (Print Name)            (Print Name) 

 

Signature:       Date:   Signature:      Date: 



 Personal 2908 

HLV RCD Board Adopted: 5/2018  

POLICY TITLE: Position  Description – Project Coordinator 
POLICY NUMBER:                        2908 

 

 

2908.1 The Project Coordinator is under the supervision of the District 
Manager and is responsible for assisting with District operations consistent with 
the HLV RCD strategic plan, established goals and objectives, and the current pol-
icies and procedures of the District.    

2908.2 Will assist the District Manager with overseeing all aspects of grant 
funding, planning, administering and organizing all grant-funded programs for 
the District.  Including but not limited to maintaining and monitoring project 
plans and schedules, work hours, budgets and expenditures. 

2908.3 Will identify funding opportunities and search for grants to support 
a wide array of projects and will assist with developing grant applications.   

2908.4 Will prepare and submit timely technical summary reports to the 
District Manager for inclusion in monthly staff reports to the HLV RCD Board of 
Directors. 

2908.5 Will have graduated from an accredited two (2) yr. college or four 
(4) yr. university with course- work in natural resources, public administration or 
related field; or demonstrated project management experience. 

2908.6 Will be given E 2038 Employee Information/Emergency Data, E 2340 
Paycheck Direct Deposit, E 2700 Internet, E-mail, and Electronic Communications 
Ethics, Usage, and Security, and New Employee Checklist to be reviewed, signed, 
and returned to the District Manager on or before their first day of work for the 
District, and placed in their personnel file. 

2908.7 Will be shown and given access to the current HLV-RCD Policy 
Handbook.  Will be given a current copy of the HLV-RCD Strategic Plan and An-
nual Work Plan. 



  BP 2038 

HLV RCD Board Adopted: 6/2014 Amended: 5/2018 

POLICY TITLE: Employee Information/Emergency Data 
POLICY NUMBER:            2038                   

 

 

2038.1   It shall be the policy of the HLV RCD to maintain accurate and 
vital personal contact information for each employee and Director of 
the District, E2038 Employee Information/Emergency Data, in case of 
need to contact them.  All such information shall be maintained as 
confidential to the extent allowed by law and kept in a locked file 
cabinet within the district office.  

 

2038.2   It is important that employees promptly notify the HLV RCD of 
any changes to their personal information including: 

 

Name 
Home and Mailing Address 
Home and Cell Phone Telephone Numbers 
Name of Spouse and their Employment Contact Information 
Change of Emergency Contact Information 
Educational Accomplishments 
Marital or Registered Domestic Partner Status 
Payroll Deductions 
Benefit Plan Beneficiary (if applicable)  
 
 
2038.3   Employees are responsible for notifying the District Manager 
in the event of a name, address or other vital information change as 
required by this policy or any other District policy/procedure.  

 

2038.4   The District shall not be responsible in the event of failure of 
an employee to provide this information in a timely manner and a loss 
of benefits or services by the employee or dependents occurs.  

 



  E 2038 

HLV RCD Board Adopted: 6/2014 Amended: 4/2018 

  
 

 

 

 

 

 

Employee Information/Emergency Data 

Personal Information 

Full Name:    
 Last First M.I. 
 
Address:   
 Street Address Apartment/Unit # 
 
    
 City State ZIP Code 
 
Home Phone:  Alternate Phone:  
 

Email  

SSN or Gov’t ID:  
 

Birth Date:  Marital Status:  
 

Spouse’s Name:  
 

Spouse’s Employer:  Spouse’s Work Phone:  

Emergency Contact Information 

Full Name:    
 Last First M.I. 
 
Address:   
 Street Address Apartment/Unit # 
 
    
 City State ZIP Code 
 

Primary Phone:  Alternate Phone:  

Relationship:  
 
 
 
 
 
 

(THIS DOCUMENT TO BE KEPT IN A LOCKED FILE CABINET) 



  E 0000 

HLV RCD Board Adopted:   

 

 

New Employee Checklist 
EMPLOYEE INFORMATION 

Name:    Start date:   
Position:    Supervisor:   

FIRST DAY 

 Provide employee with E 2038 Employee Information/Emergency Data, E 2340 Paycheck Direct Deposit, and E 2700 Internet 
Ethics.  

 I have reviewed, signed, and returned E 2038, E 2340, and E 2700.                (Employee Initial) 
 
 

POLICIES 

 Review key policies. 
 I have read and understand 

these key policies. 
 
                                                      
        Employee  Signature 

• Anti-harassment 
• Vacation and sick leave 
• FMLA/leaves of absence 
• Holidays 
• Time and leave reporting 
• Overtime 
• Performance reviews 
• Dress code 

• Personal conduct standards 
• Progressive disciplinary actions 
• Security 
• Confidentiality 
• Safety 
• Emergency procedures 
• Visitors 
• E-mail and Internet use 

ADMINISTRATIVE PROCEDURES 

 Review general administrative 
procedures. 
 
                  (Employee Initial) 

• Office/desk/work- station 
• Keys 
• Mail (incoming and outgoing) 
• Business cards 
• Purchase requests 

• Telephones 
• Building access 
• Conference room 
• Office supplies 

INTRODUCTIONS AND TOURS 

 Given introductions to NRCS staff during tour. 

 Tour of facility, including:  
                  (Employee Initial) 

• Restrooms 
• Copy center 

• Bulletin board 
• Office supplies 

• Kitchen 
• Emergency exits and supplies 

POSITION INFORMATION 

 Review job description and performance expectations and standards.                                             
 Review job schedule and hours.                                                                                                         
 Review payroll timing, time cards (if applicable), and policies and procedures.                                (Employee Initial) 

COMPUTERS 

 Hardware and software reviews, 
including:  

• Email 
• Intranet 

• Microsoft Office 
• Data on shared drives 

• Databases 
• Internet 

                  (Employee Initial) 
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