TUOLUMNE UTILITIES DISTRICT
18885 NUGGET BLVD ● SONORA, CA 95370
(209) 532-5536 ● Fax (209) 536-6485

Committee Chair: L. Murphy
Member: B. Balen

Human Resources/External Relations Committee Agenda
Thursday, February 4, 2021 - 1:30 p.m.
18885 Nugget Blvd., Sonora, California
In order to protect public health and the safety of our Tuolumne Utilities District ratepayers and members
of the public against the COVID-19 pandemic, the TUD office, Board and Committee Meetings are
physically closed to the public. Please see paragraphs below for additional information.
Notice: This meeting will be held in accordance with Executive Order N-29-20, issued by California
Governor Gavin Newsom on March 17, 2020, the Ralph M. Brown Act (California Government Code
Section 54950, et seq.), and the Federal Americans with Disabilities Act. No physical public meeting
location will be provided for this meeting. Instead, the Committee will hold this meeting telephonically
using Zoom. All members of the public may observe and participate in the meeting:
• Via video conferencing at:
https://us02web.zoom.us/j/81217489641?pwd=eGQ3YklKcTl3RlhhVGQvYUk4NTVmdz09
• Via teleconference by calling (253) 215-8782 or (301) 715-8592
• US Meeting ID: 812 1748 9641
• Password: 921713
• Public may also observe and listen to this meeting through the District’s website at
https://tudwater.com/board-of-directors/meeting-agenda-minutes-video/
Discussion Items:

Note:

1.

Human Resources/External Relations Committee Purpose

2.

Cell Phone and Electronic Device Policy

3.

Consider purchase and install of a COVID Compliant Dais in the Board Room

Committee Agenda Material can be inspected at the District Office located at 18885 Nugget Blvd.,
Sonora, CA and on our website at www.tudwater.com.
In accordance with the Americans with Disabilities Act, if you need special assistance (i.e. auxiliary aids
or services) in order to participate in this public meeting, please contact the Clerk of the Board, Melissa
McMullen, and (209) 532-5536 ext. 510. Notifications 48 hours prior to the start of the meeting will
enable the Clerk to make reasonable accommodations to ensure accessibility to this public meeting.

TUD Human Resources/External
Affairs Committee
Meeting of February 4, 2021
Item #2
Cell Phone and Electronic Device Policy
Recommendation:
Consider and recommend to the Board to approve the Tuolumne Utilities District (TUD or
District) Cell Phone & Electronic Device Policy.

Background:
TUD currently has no written policy related to cellular (cell) phones. Some TUD employees
job duties require the frequent need for cell phones and/or electronic devices. The District
currently offers designated employees, District-issued cell phones and electronic equipment,
however, does not currently offer a monthly stipend for business use of a personal cell
phone. All employees have personal cell phones and for some employees in classifications
identified as eligible to be issued a district-owned cell phone, TUD is looking for a costeffective and practical way to eliminate the burden of carrying two phones by reasonably
reimbursing eligible employees for business use of their personal cell phones.

Discussion
The attached Cell Phone & Electronic Device Policy will apply to all District employees who
will 1) receive a monthly stipend for business-related use of their personal cell phone, 2) are
issued a District-owned cell phone or other electronic or smart devices, or 3) bring their
personal cell phone to work. Staff utilized template policies from California Special District
Association (CSDA) and Liebert Cassidy Whitmore, the District’s employment legal
consortium, to draft a comprehensive policy. The District’s legal counsel has also reviewed
and approved the policy.
Currently 10 District employees are choosing to opt out of receiving a District-owned cell
phone and voluntarily using their personal cell phones for district business because they do
not want to carry two cell phones. The up-front cost of purchasing 10 employees cell phones,
the equipment replacement costs, plus the reoccurring monthly data plans would cost the
district more money than reimbursing those employees with a monthly stipend.
Attachments:
TUD Cell Phone & Electronic Device Policy

Tuolumne Utilities District
Cell Phone & Electronic Device Policy
Date
I.

SCOPE
This policy applies to all designated District employees who 1) receive a stipend for their personal cell
phone, 2) are issued a District-owned cell phone or other electronic or smart devices, or 3) bring their
personal cell phone to work.

II.

PURPOSE
a. The Tuolumne Utilities District (“District”) recognizes that the performance of certain job
responsibilities may be enhanced by or may require the use of a cellular (cell) phone (or a
Smartphone), or other electronic equipment. The purpose of this policy will be to address
whether and how an employee will be compensated for the use of a District-issued cell phone,
or for the use of the personal cell phone of the employee. The policy also addresses how an
employee may use any cell phone while performing District work.
b. Policies applicable to those employees receiving a District-issued cell phone are addressed
below in Sections III and X through XIII.
c. Policies applicable to those employees who bring their personal cell phone to work are
addressed below in Sections XI through XIII.
d. Policies applicable to employees that use a personal cell phone for District purposes are
addressed below in Sections III through VIII and XI through XIII. In order to comply with IRS
rules regarding the taxable nature of cell phone usage by employees, as of [date], the Tuolumne
Utilities District will issue a cell phone stipend for those employees who hold positions where
the duties of that position require the use of a cell phone, and have not been issued a Districtowned cell phone. The benefits of such an approach include:
i.
ii.
iii.
iv.

III.

A call log is not required;
Monthly reporting is not required;
A single phone may be used for both personal and business purposes.
The stipend will not be considered taxable income to the employee.

POLICY
Employees who hold positions that include the need for a cell phone (see eligibility criteria below)
may receive a cell phone stipend to compensate for business-related costs incurred when using their
personally owned cell phones. The District will issue District-owned cell phones for the use of
individual employees in limited situations (e.g. public safety, physical plant, on-call employees, select
supervision, etc.).
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IV.

ELIGIBILITY
a. Employees whose job duties include the frequent need for a cell phone may receive extra
compensation, in the form of a monthly cell phone stipend, to cover business-related costs. An
employee is eligible for a personal phone stipend if at least one of the following criteria is met:
i. The job function of the employee requires considerable time outside of his/her assigned
office or work area and it is important to the District that s/he is accessible during those
times, and the District two-way radio cannot be effectively utilized;
ii. The job function of the employee requires him/her to be regularly accessible outside of
scheduled or normal working hours where time sensitive decisions/notifications are
required;
iii. The job function of the employee requires him/her to have wireless data and internet
access; and/or
iv. The employee is designated as a "first responder" to emergencies.
b. An employee who only occasionally is contacted for business purposes is not eligible for a
stipend; however, the employee may submit a record of these expenses for reimbursement.

V.

STIPEND PLAN:
a. If an employee meets the eligibility requirements for a cell phone, as outlined above, a stipend
may be requested in writing through their Department Supervisor.
b. Once approved by the Department Supervisor and Department Head, the stipend amount will
be added as a separate amount to the employee's pay. In order to meet IRS guidelines, any
amount added for cell phone equipment or for cell phone service will be identified as a nontaxable benefit.
c. The stipend will be paid as a flat rate per month on the first pay period of each month, based
on the selected service and outlined below. The District will pay only the agreed upon amount.
d. The stipend allowance is neither permanent nor guaranteed. The District reserves the right to
remove a participant from this plan and/or cancel the stipend for business reasons.
e. The amount of the stipend will be determined based on the type of plan required of the
employee's position to perform his or her job responsibilities. A tiered model based on the
current *market rates includes the following options:
i. Voice only - $15 per month
ii. Voice & Data - $35 per month
f. If an employee's job duties do not require the use of a cell phone, the employee is not eligible
for a cell phone stipend.
i. Such employees may request reimbursement for the actual extra expenses of business
cell phone calls on their personal cell phone.
ii. Reimbursement for per-minute "airtime" charges is limited to the total overage charge
shown on the invoice; expenses for minutes included in the plan will not be reimbursed.
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iii. The individual is responsible for making personal payment to the provider, and then
may submit a request for reimbursement.
iv. Reimbursement documentation should clearly identify the business purpose.
VI.

EQUIPMENT PURCHASE
a. The District will not pay for the purchase of personal cell phones, activation fees or insurance.

VII.

OVERSIGHT, APPROVAL & FUNDING
a. Individual departments and department heads are responsible for identifying employees who
hold positions that include the need for a cell phone. Each department is strongly encouraged
to review whether a cellular device is necessary, and to select alternative means of
communication -e.g., land-lines, and mobile radios - when such alternatives would provide
adequate and less costly service to the District.
b. The department head is responsible for overseeing employee cell phone needs and assessing
each employee's continued need of a cell phone for business purposes. The need for a cell
phone stipend should be reviewed annually, to determine if existing cell phone stipends should
be continued as-is, changed, or discontinued.
c. The General Manager will have the final approval authority.
d. Stipends are funded by the department submitting the request.

VIII.

EMPLOYEES RIGHTS & RESPONSIBILITIES
a. The employee is responsible for purchasing a cell phone and establishing a service contract
with the cell phone service provider of his/her choice. The cell phone contract is in the name
of the employee, who is solely responsible for all payments to the service provider.
b. Because the cell phone is owned personally by the employee the stipend provided is not
considered taxable income and the employee may use the phone for both business and personal
purposes, as needed. The employee may, at his or her own expense, add extra services or
equipment features, as desired. If there are problems with service, the employee is expected to
work directly with the carrier for resolution.
c. Support from the District’s Information Technology (IT) Department is limited to for
connecting a personally owned PDA/Smartphone to District-provided services, including
applications, email, calendar, and contacts.
d. An employee receiving a cell phone stipend must be able to show, if requested by his/her
supervisor, a copy of the monthly access plan charges confirming they continue to have a
contract for the cell phone.
i. If the employee terminates the wireless contract at any point, s/he must notify his/her
supervisor within five (5) business days to terminate the stipend.
e. The District does not accept any liability for claims, charges or disputes between the service
provider and the employee. Use of the phone in any manner contrary to local, state, or federal
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laws will constitute misuse, and may result in immediate termination.
f. Any cell phone that has data capabilities must be secured based on current security standards
including password protection and encryption. If a cell phone with data capabilities is stolen
or missing, it must be reported to the employee's supervisor, the wireless device service
provider, and to IT as soon as possible.
g. Employees are expected to delete all District data from the cell phone when their employment
with the District is severed, except when required to maintain that data in compliance with
litigation hold notice.
h. District business-related texts, emails and/or any other communications on personal cell
phones or personal email accounts are subject to the California Public Records Act. The
District may request inspection of a personally owned cell phone if necessary to comply with
a California Public Records Act request.
i. Non-exempt employees must record all time worked, including checking business related emails and making contacts, during or after business hours. Therefore, non-exempt employees
are restricted from performing District-related business outside of normal business hours on
cellular devices without prior supervisor approval.

IX.

CANCELLATION OF STIPEND AGREEMENT
a. Any stipend agreement will be immediately cancelled if:
i. An employee receiving a cell phone stipend terminates employment with the District.
ii. The employee changes position within the District which no longer requires the use of
a cell phone for business reasons.
iii. There is misuse/misconduct with the phone.
iv. A decision by management (unrelated to employee misconduct) results in the need to
end the program or there is a change in the employee's duties.
v. The employee does not want to retain the current cell phone contract for personal
purposes.

X.

DISTRICT-OWNED CELL PHONES OR TABLETS
a. The District may own and retain a limited number of cell phones for emergency, disaster
recovery, and/or other business purposes, including:
i. Voice only plan phones for employees who work alone and/or must regularly call
customers from the field.
ii. On-call department(s) cell phone(s) and/or laptop(s) and/or tablet(s)
iii. Supervision cell phone(s) used by supervisors throughout the day and who may be
subject to calls in the off times.
b. District cell phones and/or tablets are issued with the approval of the Department Head. All
District employees shall use such devices in a responsible, appropriate, and safe manner. All
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employees assigned communications equipment shall assume the responsibility to use the
equipment in accordance with the provisions of this policy.
i. Employees are prohibited from installing any third-party equipment or applications to
District cell phones or tablets unless approved by the employee's supervisor in writing.
ii. Employees have no expectation of privacy as to data residing in telecommunications
devices and /or voice mail. The District may inspect the equipment or that data at any
time and without notice.
iii. Employees shall protect District telecommunications devices from loss or damage. An
employee assigned a District cell phone or tablet is responsible for its good care and
will be required to reimburse the District's cost for any damage, or lost cell phones or
tablets due to negligence. If a cell phone or tablet is damaged, fails to work properly,
or is stolen or lost, the employee shall immediately notify the Department Head.
iv. District cell phones should only be used by District employees in the performance of
their official duties. Personal use of District cell phones is strictly prohibited, except
for emergencies, and will result in disciplinary action and reimbursement of charges for
personal use.
v. Employees shall acquaint themselves with the rate plan that applies to their cell phone
and use their best efforts to make the most economical and cost-efficient use of the cell
phone. Cell phones are unique in that they may have charges for both in-coming and
outgoing calls. In addition, local calls can still incur airtime charges if the plan minutes
are exceeded. A call may be made from a cell phone only if it cannot be made at any
other time with a provided wired landline telephone. Because cell phones have
additional "air time" and possible other charges, employees are expected to use a wired
landline telephone when available.
vi. Employees are prohibited from using the camera function on District cell phones or
tablets, except as authorized by a supervisor for work-related purposes.
vii. Employees in possession of District equipment (e.g., cellular phones, tablets, pagers,
radios, etc.) are expected to protect the equipment from loss, damage or theft. Upon
resignation, termination of employment, or at any time upon request, the employee will
be asked to produce the equipment for return or inspection. Employees unable to
present the equipment in good working condition within a reasonable time period (i.e.,
24 hours) will bear the cost of a replacement. Employees who separate from
employment with outstanding debts for equipment loss or unauthorized charges will be
considered to have left employment on unsatisfactory terms and may be subject to legal
action for recovery of the loss. Any outstanding debt may be deducted from the
employee’s final paycheck.
XI.

Use of District-Owned OR Personal Cell Phones While Operating a District Vehicle or
Operating a Personal Vehicle for District Business
District employees shall comply with all federal, state, and local laws and regulations regarding the
use of mobile devices while operating a vehicle. Employees may not use a hand-held cell phone for
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any purpose while operating a vehicle for District business, whether the vehicle is in motion or
stopped at a traffic light. A driver may only use a device if it is securely mounted on the dashboard
and operated by voice demand, a single swipe or tap of the driver’s finger. If an employee must use
their hand-held device, they must pull over safely to the side of the road or another safe location.
Additionally, it is recommended that District employees follow the protocol below:
o Turn cell phones off or put them on silent or vibrate before starting the vehicle.
o Consider modifying voice mail greetings to indicate unavailability while driving.
o Inform customers, associates and business partners of this policy as an explanation of
why calls may not be returned immediately.
Employees who are charged with traffic violations resulting from the use of their cell phone while
driving will be responsible for fines and penalties associated with citations that result from such
actions.
Failure to follow this policy as outlined may result in disciplinary action, including and up to
termination.
XII.

Inappropriate use of District-Owned and Personal Cell Phones
District employees shall comply with all District policies regarding the use of mobile devices (DistrictOwned or personal) while at work, including the use of a mobile device that is connected to the
District’s network and wireless internet service. Examples of inappropriate use of District-Owned cell
phones, personal cell phones and District network or wireless internet (“Wi-Fi”) include, but are not
limited to, the following:
a.
b.
c.
d.
e.

Transmitting obscene, harassing, offensive or unprofessional messages;
Accessing any site that is sexually or racially offensive or discriminatory;
Displaying, downloading or distributing any sexually explicit material;
Transmitting any of the District’s confidential information, including customer data;
Loading and/or downloading any material or software program to a District-owned cell phone
or equipment without prior supervisor approval.
f. Using District computer hardware, software and/or network for non-District business.
g. Using District-owned or personal cell phones, and/or network to participate in an activity that
violates any other District policy.
h. Using personal cell phones for personal use outside of break and lunch periods should be
minimal and must follow the guidelines of this policy.
i. Using district-owned cell phones or tablets outside of the employee’s working hours, or using
personal cell phone for business purposes, is prohibited without prior supervisor approval in
the same manner as approval of overtime.
XIII.

Violations
Any violation of this policy may result in disciplinary action, up to and including termination.
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TUD Human Resources/External
Affairs Committee
Meeting of February 4, 2021
Item #3
Consider purchase and install of a COVID Compliant Dais in the
Board Room
Recommendation:
Discussion item to consider and recommend to the Board to approve the purchase and
installation of a COVID compliant social distancing dais for the Tuolumne Utilities District
Board of Directors Chambers.

Background:
The COVID-19 pandemic has impacted society in many ways. One fact is certain, while
society may move past the current pandemic, social distancing methods developed during
the pandemic will likely stay into the foreseeable future. TUD’s current policy during the
pandemic is to employ technology, such as zoom, to hold online, public meetings for the TUD
Board to conduct its business. TUD Board meetings have been meeting via zoom since April
2020. Now nearly a year later, TUD Board meetings continue to be held via zoom in
response to state health guidelines. With vaccines now rolling out, discussions are beginning
to determine the appropriate time for moving to in person meetings and how to conduct these
meetings safely and in concert with state health guidelines.

Discussion
President Barbara Balen has requested this item be discussed and considered to assist TUD
begin thinking about how to move toward in person meetings. This discussion will help inform
the decision-making process.
Attachments:
COVID Safe Dais Information and Examples

DAIS COUNCIL CHAMBERS FURNITURE
SEATS 6-7:
•

For city halls, law firms, universities, and high schools. Custom made to your exact
dimensions. Available in contemporary, transitional, and traditional styles. Ushaped, or crescent-shaped footprint that allows council members to interact with
each other, as well as address the public. Scroll to the bottom for typical layouts.

•

Social Distancing Panels: For social distancing, and to meet the CDC minimum
distancing recommendation of 6-feet person to person, council chambers desks
have to basically double in width! So, what that means is if a council chambers desk,
that is horseshoe-shaped seats 9-10 members, with dimensions of 16-feet wide X 8feet deep, it has to increase in width to 32-feet! We understand that not every
building has the room to accommodate these requirements. So
ErgonomicHome.com has a solution. Click to contact for a quote email Tom. Or
phone home free to 1-877-550-2678. We will design a layout for your specific needs.
Ergonomic Home has been online since 1997 with 40 + years of office furniture
industry experience.

By adding our vertical Acrylic panels, which are sneeze and cough guard barriers,
and are designed to protect you and your employees from accidental COVID
exposure. Quality construction includes clear Acrylic panels 3/8” thick. Available in
up to 36” wide x 42” high. The base is strong durable non-skid, and free-standing
which does not require fastening to the surface. Made from heavy-duty MDF board
24” wide x 6”d x 4 3/4” high. Painted in white or other colors. Note the top of the
panel includes a metal connector for a strong connection. Go here for other Social
Distancing Furniture.

•

Custom Dais Furniture: Ergonomic Home can assist in the design and layout of
your Dais with 3-D color renderings and dimensional drawings for your review
before manufacturing. These drawings are very helpful for you to understand how
your Dais furniture will look before purchasing. And the relative size and position of
the components. To get started we need a CAD file from your Architect or a hand
sketch that illustrates the layout of your room with dimensions, the location of the
doors, windows, and any vertical structural columns. Email a copy to email Tom. Or
phone home free to 1-877-550-2678.

•

Optional 6" Riser: Includes interior ribbing with cut-outs to facilitate cabling,
removable hatch under work-surface for access to cables, and wire chase in corners.

•

Modular Furniture Design: Each component ships assembled for. Optional casters,
w/quick release metal connections can be added allowing the Dais furniture to be
moved, then re-positioned. Compared to architectural mill-work/built-ins, are fixed
in place, cannot be moved without demolishing, ending up in a landfill. Not EcoFriendly.

•

•

•

•

Speaking of Eco-Friendly: Our manufacturer is a member of the US Green Building
Council, which establishes guidelines for the construction of green buildings and
establishes LEED rating systems. And can offer several avenues to accumulate LEED
points: Material and Resources. Credit 4.1 Recycled Content 10%. Credit 4.2
Recycled Content 20%. Credit 5.1 Regional Materials, 20% recycled regionally.
Credit 5.2 Regional Material, 10% extracted and manufactured regionally. Credit 6
Rapidly renewable materials. Credit 7 Certified Wood. Indoor Environmental
Quality. Credit 4.1 Low-Emitting Materials, Adhesives, and Sealants. Credit 4.4 LowEmitting Materials, Composite wood, and laminate adhesives.
Optional Bulletproof desk: Many Dais Council Chambers require bulletproofing.
We use OF 300, Level 3 protection, which will stop a 44 magnum bullet. A fiberglass
panel is sandwiched between finished wood panels and is not visible from front or
back making for a bulletproof desk.
Installation/assembly performed by a professional installation company in MOST
cities, but not all within the lower 48 contiguous states. The shipment would be to
their warehouse as a trailer height loading dock is required to accept shipments
from a specialized 53' length truck designed specifically for office furniture
transportation. They will use a smaller track with a tailgate lift to deliver and
assemble at your location. All components ship in wood crates for protection.
Ergonomic Home is an online furniture store since 1997 with 40 years of office
furniture industry experience. Review the Dais council chamber furniture models
below. For a quote email Tom. Or phone home free to 1-877-550-2678.

https://www.ergonomichome.com/cochfumob.html

