
MEMORANDUM 

TO: Audit Committee 

THROUGH: Matthew Dent 
Audit Committee Chair 

FROM: Paul Navazio 
Director of Finance 

SUBJECT: Staff Update - IVGID System of Internal Controls 

DATE: January 22, 2021 

I. RECOMMENDATION 

Receive a presentation on IVGID's System of Internal Controls Framework. 

II. BACKGROUND 

The Board of Trustees and Audit Committee have identified the need to review and, 
where appropriate, strengthen internal control policies, policies, procedures and 
practices consistent with financial management and accountability best practices. 
Further, the Board of Trustees recently authorized the Audit Committee to engage 
outside contract services to assist in the review of internal controls and, separately, the 
Board, though its Audit Committee, is working to update Policy 15.1.0 that establishes 
the role and responsibility of the Audit Committee to support its broad oversight charge, 
including in the area of internal controls. 

The Audit Committee received a report from the Director of Finance at their meeting of 
May 6, 2020 outlining the elements of a comprehensive framework for developing and 
implementing a systems of internal controls. The purpose of that report and framework 
presentation was to highlight for the Board of Trustees, staff and the public how the 
various components of a system of internal controls work together and, taken collectively, 
achieve the goal of robust and sound internal controls in support of the Board's role as 
fiduciary of public funds and assets. 

On July 29, 2020 an agenda item was presented to the Audit Committee that provided 
an overview the existing policies, practices and procedures that serve as a foundation 
for the District's system of internal controls. 

This report is intended to provide a more in-depth review of the District's existing internal 
control documents an inform "next step" in the District's assessment of its existing internal 
controls, including selected areas where polices, practices and procedures warrant 
updating to current best practices as well as identify areas where there may be gaps in 
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Staff Update - IVGID Internal Controls -2- January 22, 2021 

policy or procedures that represent weaknesses in the District's overall system of internal 
controls. 

Specifically, the presentation will review the following internal control documents: 

a. District Ordinances 
b. Board Resolutions 
c. Board Policies 
d. Board Practices 
e. Financial and Accounting Policies and Procedures 
f. Purchasing Policy 
g. Personnel Policies 

Ill. STRATEGIC PLAN REFERENCE(S) 

Long Range Principle #2 

The District will ensure fiscal responsibility and sustainability of service capacities 
by maintaining effective financial policies for operating budgets, fund balances, 
capital improvement and debt management. 

IV. ATTACHMENTS 

1) Framework of System of Internal Controls (from Audit Committee packet of May 
6, 2020). 

2) Matrix of District's Existing System of Internal Controls 
3) Review/Update of Finance and Accounting Procedures 
4) Documents: 

a. Summary of Board Ordinances 
littps://www.vourtahoeplace.com/ivgid/resources/ivgid-ordinances 

b. Summary of Board Policies / Practices 
https: //www.yourtahoeplace.com/ivgid/resources/board-policies-practices 

c. Summary of selected Board Resolutions 
https: //www.yourtahoeplace.com/uploads/pdf-ivgid/IVGID Policy and Procedure Resolutions.pdf 

d. Finance and Accounting Procedures - Table of Contents 
e. Purchasing Policy 
f. Personnel Policy 
g. Procurement Card Program 
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Framework of System 
of Internal Controls 

(from Audit Committee 
packet of May 6, 2020) 
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MEMQRANDUM 

TO: Audit Committee 

THROUGH: Matthew Dent 
Audit Committee Chair 

FROM: Paul Navazio 
Director of Finance 

SUBJECT: Review, discuss and provide feedback on Draft Framework for Implementing 
System of Internal Controls 

STRATEGIC ... -
PLAN R'EFERENCE{S): Long Range Principle #2 

DATE: April 26, 2020 

I. RECOMMENDATION 

Review, discuss and provide feedback on a Draft Framework for Implementing System 
of Internal Controls. 

II. BACKGROUND 

The Board of Trustees and Audit Committee have identified the need to review and, 
where appropriate, strengthen internal control policies, policies, procedures and 
practices consistent with financial management and accountability best practices. 
Further, the Board of Trustees recently authorized the Audit Committee to engage 
outside contract services to assist in the review of internal controls and, separately, the 
Board, though its Audit Committee, is working to update Policy 15.1.0 that establishes 
the role and responsibility of the Audit Committee to support its broad oversight charge, 
including in the area of internal controls. 

By considering a comprehensive framework for developing and implementing a systems 
of internal controls, the Board, Staff and the public will be better informed as to how the 
various components of a system of internal controls work together and, taken collectively, 
achieve the goal of robust and sound internal controls in support of the Board's role as 
fiduciary of public funds and assets. 

Ill. ALTERNATIVES 

As deemed appropriate during discuss of this topic. 



Review, discuss and provide feedback on Draft -2- April 26, 2020 
Framework for Implementing System of Internal Controls 

IV. STRATEGIC PLAN REFERENCE($) 

Long Range Principle #2 

The District will ensure fiscal responsibility and sustainability of service capacities 
_, by maintaining effective financial policies for operating budgets, fund balances, 

capital improvement and debt management. 

V. BUSINESS IMPACT 

The Audit Committee, Board, and District leaders are enabling all of Staff to t>ecome 
actively engaged with -the oversight of the District's finances. 

VI. ATTACHMENTS 

1) Framework for Internal Controls -Tasks 
2) Framework for Internal Controls - Implementation Plan 
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DRAFT 

FRAMEWORK FOR REVIEW AND IMPLEMENTATION OF INTERNAL CONTROLS 

PH4SE TASKS 

Part 1 - Comprehensive Assessment of IVGID Internal Controls / PROJECT 

§Review all relevant Board Policies and Procedures 

Review all Administrative Policies and Procedures 

Evaluate "gaps" in internal controls 

Absence 

Oversight/compliance 

Separation of duties • Develop formal recommendations for Updating Internal Controls 

Update existing policies 

Establish new policies 
Formalize Accountability 

Staff Training 

Part.2 - Regular and Continual Review of Internal Controls 

• Establish regular "cycle" of review/ update/ continuous improvements 

Example: All administrative policies and procedures will be reviewed on a 3-year cycle (1/3 per year). 

Part 3 - Internal Audit{s) 

a) Oconcurent with tasks identified in Part 1, develop comprehensive list of "areas" for internal controls 

Primary focus on areas with greatest "risk" to District related to liability, fraud, missapprotion of pubic funds and/or assets 

Don an annual basis, TWO(?) areas will be candidates for a formal Internal Audit 

Assess adequacy of internal controls 

Evaluate compliance with existing policies 

Report on "Findings and Recommendations" 

b) • implement/ Formalize periodic "impromptu" internal audits of operations and administrative practices and procedures 

Random, unscheduled, unannounced 

Part 4 - External Independent Auditor 

OsAS Requirements - Elected Officials and Executive Management 

Identify areas of concern re risk/liability/fraud • Memorandum of Internal Controls 

Review of Internal Controls related to Financial Management based on review of poliicies, procedurs and roles 

Random sampling of transaction records (payroll, accounts payable, revenue, expoenditures, fixed assets, debt). 
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Matrix of District's 
Existing System of 
Internal Control 
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Y MATRIX 
licJes/Practkes/PolityResolut lons 

Board Policies 

1.1.0 St rateg ic Planning 

2.1.0 FinancJalStilndatrfs 

3. 1.0 Conduct of Meetings of the Board of Trustees 

4. LO Perform;mce Meuurement for Decision Making 

S. 1.0 Budi:e l!ngforResullsandOutcomes 

7. 1.0 llppropriate l~el of F11ndBa!ance 

P1achr~ 71 0 App1optlate Lrv<"I of rund fl;ll,inrr 

S.1.0 Es lablishingthe Estim.itedUsefulliYe-1of CapitalA\sets 

9.J.O htab!ishJng llpproprJateCa pllllliutionlhreshokh 

P,ae1 ,rr] 9 O C;iP11ah1,11ion of rrof'd II\Vt\ 

10.1.0 Uu~ of Loc.ll Govefllment Inves tment Pools 

11.1.0 lnves tmen1Mana1ement 

12. 1.0 Multi•YearCaphlPlanning 

13.l.O Caphl P1oject Budgeting 

l'r ,irt ia• I~ l O (;w it al f~f)t"nditurr 

\'1 .1.0 Dt-blMan;igemcnt 

15. 1.0 Audit. Committee 

16 .1.0 Rec, e atlonRoll 

17. 1.0 Personnel Po licies 

IS. 1.0 Centr alSl!NiteCostAllocatlonPlan 

l'r;,~ r lr!' Ill )0 (!'n tra1 \NVU!'\{O~t,\loc:;111onPl.in 

19.1.0 Appropriate Li:vel o f Worklnu Capital 

1'13ctkrt910 flppro11r1atelr.,,.lnl\Vo~C-11,:,I 

IV 

VI 

VIII 

XI 

XII 

Xl11 

6 .3.2 Cont rolsin;1CompulerE11Yironment 

6.3 .3 Generalledger.indlourn.ilEntries 

6.3.<! Cuh 

6.3.S Revenue Cycle 

6.3.6 Produi:tlonCycle 

6.3.7 Pre-p.iidh~nses 

6.3.S Investments 

6.3.9 Property and Equipment 

6.3.to Purchas ln1andAccountsPayable 

6.3. 11 • Not es Payable/Lor,1-Tc1m Debt 

6.3.12 

6.3.13 

6.3.]'1 

llccruedliabllities 

Bud(!e tCycle 

6.3. 1S ElectronlcP.ivrnentSv~tems 

6.3. l S - Centr al ServicesCost Atlocatlon 

- Procurement Cards Program 

Personnel Policie s Board Po licy Resolutions 

Number Resolutlot Description 

Section 
Gener;1IProvis ions 495 lndemnifylnulru,te,es andOrllcersoltheDfstr lc1 

l'175 Granting of E.isements Across Dlst1ict Property 
EmployeeRelatiom, 

1410 

Employmnet 110 1493 Communmfty Relations Ex~nditures 

I ll 1'19,1 CollectlonofDeliriquent Spl!Cfa l Assessments 

Co mpensation 

113 1517 Use oflra r:lem.i,k by P,iYate Businesses .ind Persons 

Leave Plans 11 5 1527 Use of lVGID Boar,droom 

116 153S Penal tyand1nl er•st Charg,esonOelinquentAccounts 

Benefits 

120 1575 Group Use of Beaches 

Tuvel hpensoes 121 lSSl Set tlement of lawsuits and Related Cl.ilms 

127 
g . Procl.llem'1ltC.uds 

1619 Compliment aryRec reatlonPriYil tges 

129 1632 Relinquis hm'1lt .i111 d Acquisition of Utility E.isem ents / Encro~chmenl Agreements 

Performance M~magement {EYaluatlom) 132 170 1 Fundratsing / Dom nation Activit.es .11 District hcllltles 

"' N/A Serv lccofAlcoholicBeveragesatlVGIDF.1clli1les 

10 EmployeeSepar.i lion 

135 1760 Tempor;1iy Doll Park at V!hge Green 

II Rul oes forConductandB ehavior 136 N/R l\ccess toDistrlclPropertyandtheUseofDfstrlctFac ititlesforExpfnslon 

137 1S01 Public Reco, ds 

12 Dlsclpllnaryllct!ons andAppeals 

138 1S49 Naming/Dedication of IVGID FacNltles 

Concem/DlsputeResolutlon 

Other 

1838 Est.iblishlngSpectalRi:vcnue,Capltill 11ndDebt fund Structure 

Health,nd Safety 
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Review/Update of 
Finance and Accounting 

Procedures 
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Accounting and Financia l Procedures 

L Old - I ......... Revfsions Staff Responsibility I 5etUOt'! SKtron ~ Date Current Update Obsolete New [Jn,ft Review Final ""'· Initial Polley Admin. Compliance Comments 

I 6.3.1 Intern al Controls 

Effective ln t@rnal Controls I I I I 

II 6.3 .2 Controls in a Computer Environmi!nt 

Application Controls I I I I I I I I 
Program Maintenance I I I I I I I I 
Computer Operat ions I I I I I I I I 
Securi ty I I I I I I I I 

Ill 6.3.3 General Ledger and Journ al Entries 

Mainta ining a n Effective Accounting Sys tem I I I I I I I I 
Genera l Ledger Act ivity I I I I I I I I 
Adequat l!: Genll!: ral Ledgl!:r Maintenance I I I I I I I I 

IV 6. 3.4 Cash 

Cash Ma nagemen t 

Cash Receipts 

Disbursements from Ba nk Accou nts 

Im prest and Simila r Funds 

Bank Reco nci liations 

' 
V 6.3.S Revenue Cycle 

Revenue Recogni t ion I I 
Accounts Receivable I I 
Customer Returns and All owances I I I 
Other Revenues I I I I 

VI 6.3 .6 Production Cycle 

Sales and Product Forecasts 
Cost-Flow Md hods 

Inventory Control 

Periodic Physical Inventory 

Inve ntory Obsolesce nce 

VII 6.3.7 Pre-paid Expenses 

Monito ring and Accounting for Prepaid Expenses I I I I I I I I 
Con trolling Asset Ba lances I I I I I I I 

VIII 6.3.8 L.J Investm ents 
Investment of Idle Funds I I 
Safeguarding of Investm ents I I 
Retu rn of In vestment I I 

: 
IX 6.3.9 Property and Equipm ent 

Additions to Property and Eq uipment 

Accurate Records of Property and Eq uipment 

Depreciation or Property and Equipment 

Existence of Ca pita l Assets 

Disposal or Capita l Asse ts 
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ccou o, A nting and Financia l Pr edur ., 
[ Oil! -N.:w 

J ·- Revtfiom Staff Responsibility I -<'wl'- -· - - 0.le Cur rfflt Updilte Obsolete New O,alt Review Fin•I O.te Initial PDIK\' Admin. Compliilnce Comments 
X 6.3.10 Purchasing and Accounts Payabl e 

Determination of Needs 

Placement of Orders 

Cellular Telephone Use 

Recl!!ipt and Acceptanc e 

Estilblishment of Accounts Pt1yable 

Return of Goods to Supp lie rs 

Purchase Cut-Off 

Procurl!!me nt Ca rd Progr.im 

AdvMtising 

Tipping 

Bulk PurchaSl!!S 

XI 6.3.11 LJ Notes Payable/ Long-Term Dl!!bt 

Fin.incial Resourcl!! Requirements 

Assumption ;md Authori zation of Debt 

Safekeeping of Debt Agreements 

Record of Debt 

Timely Interest E1<pen se Accruals 

Debt Paym r:nts 

Bond Discounts an d Premiums 

Current and Long-Term Dr:bt Summary 

Debt Covenants 

XII 6.3.12 Accrued Li abilities 

Monitoring of Accrued Liabilities I I 
Reconci li ations and Accuracy I I I 

XIII 6 .3.13 ~ J-lumilr, Resources and Payroll 

Payroll and Pr: rsonn r:1/ Human Resources 

Wagesand St1laries 

Timekeeping 

Payment to IVGID Employr:e s 

Payroll Deductions 

Quarterly and Yea r-End Repor ts 

XIV 6.3.14 Budget Cycle I I I I I I I I 

,. 
6.3.15 Electronic Payment Systems I I I I I I I I I 

6.3.18 • Centra l Sr:rvices Cost Allocation I I I I I I I I 

• Procu rement Cards Program I I I 
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Ordinances set District rates, rules, and regulations as they apply to the operations of 
the District and service charges to the District's customers. Currently there are four 
active ordinances; they are as follows: 

Ordinances 1 - An Ordinance Establishing Regulating Solid Waste Matter and the 
Collection, Removal and Disposal thereof: 

This ordinance outlines the process of how solid waste rates are updated and 
determined each year, as well as, how service is provided by our Utility Fund. 
The District has entered into a Franchise Agreement with a third party to provide 
this service. The franchise agreement provides for an annual increase based on 
predetermined parameters. 

Ordinance 2 - An Ordinance Establishing Rate Rules and Regulations for Sewer 
Service by the Incline Village General Improvement District: 

This ordinance outlines the process of how sewer rates are determined each 
year, as well as, how service is provided within by our Utility Fund. 

Ordinance 4 - Rules and Regulations for Water Service by the Incline Village 
General Improvement District: 

This ordinance outlines the how water rates are determined each year and how 
service is provided within our Utility Fund. 

Ordinance 7 - An Ordinance Establishing Rate Rules and Regulations for 
Recreation Passes and Recreation Punch Cards by the Incline Village General 
Improvement District: 

This ordinance addresses fees and charges for the District's recreational 
business type activities; such as, our beaches, golf, ski, parks, and other 
recreational venues. This ordinance outlines fee structures and application of 
such fees on the users. 
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Policy and Practice Statements represent best business practices as they apply to the 
District. A policy statement is set by the Board of Trustees, as the highest authorization 
level. A Board Policy statement is broad and sweeping, and provides for sound 
financial and management practices. A Board Practice statement provides a framework 
for the procedures for the execution of the higher level Policy statement. 

Current Board Policy and Practices include: 

• Policy 1.1.0 Strategic Planning: This policy recognizes the importance of using 
some form of strategic planning to provide a long-term perspective for service 
delivery and budgeting, thus establishing logical links between authorized 
spending, broad organizational goals and sets key steps to execution. The 
policy outlines the need to initiate the strategic planning process, prepare a 
mission statement, assess environmental factors, identify critical issues, 
agree on a small number of broad goals, develop strategies to achieve Long 
Range Principles, develop objectives, create an Action Plan, incorporate 
performance measures, obtain approval of the plan, implement the plan, 
monitor progress, and finally to reassess the strategic plan. 

• Policy 2.1.0 Financial Standards: This policy states that the Board of Trustees 
will maintain a set of Long Range Principles under the Strategic Planning 
Process. They will include at a minimum an element for each of the following 
areas: 1) Resources and Environment; 2) Finance; 3) Workforce; 4) Services; 
5) Facilities; and 6) Communications. 

• Policy 3.1.0 Conduct of Meetings of the Board of Trustees: This policy allows 
the Board of Trustees to fix the time and place of the regular meeting of the 
Board of Trustees and provide the manner in which special meetings may be 
called, for proceedings of the Incline Village General Improvement District, 
Washoe County and State of Nevada. It addresses regular meetings, special 
meetings, meeting places, holidays, item(s) of business, rules of proceedings, 
assures that Robert's Rules are followed, agenda preparation, 
reconsideration, public participation, officers of the Board, authorization to 
sign checks, facsimile signature, reports, consent calendar, legislative matters 
and conflict resolution. 

• Policy 4.1.0 Performance Measurement for Decision Making: This policy states 
that program and service performance measures will be developed and used 
as an important component of long term financial planning and decision 
making. It is linked to the budgeting and performance measures as an 
integral part of the budget process. The expectation is that meaningful 
performance measures are produced and expanded as identified. 
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• Policy 5.1.0 Budgeting for Results and Outcomes: This policy establishes 
parameters to achieve the objective of integrating performance into the 
budgetary process. These processes will until conducting analysis, prioritize 
results, allocate resources, set measures, monitor outcomes and 
communicate performance results. 

• Policy 6.1.0 Adoption of Financial Practices: This policy establishes that the 
District will maintain the following processes: 1) financial planning as it 
pertains to a balanced budget, long-range planning, and asset inventory; 2) 
revenue as it pertains to revenue diversification, fees and charges for 
services, use of one-time revenue and use of unpredictable revenues; 3) 
expenditures for debt capacity, issuance and management of debt service, 
reserve or stabilization accounts, and operating and capital expenditure 
accountability . 

• Policy 7.1.0 Appropriate Level of Fund Balance: This policy addresses 
maintaining a formal practice on the level of fund balance that should be 
maintained in the General and Special Revenue Funds . 

• Policy 8.1.0 Establishing the Estimated Useful Lives of Capital Assets: This 
policy addresses the estimated useful lives of the District's capital assets and 
the approach taken. Normally, the District's past experience with similar 
assets that guide the estimated useful lives. In situations where the 
documentation of the District's own past experience for a given type of capital 
asset, is not adequate for this purpose, the District will consider the 
experience of other governments, professionally determined specifications 
and private-sector enterprises. The following factors are also considered: 
quality, application of the asset, environmental conditions that impact the life, 
matching the asset to the department use, and maintenance of the asset. 

• Policy 9.1.0 Establishing Appropriate Capitalization Thresholds: This policy 
addresses the guidelines in establishing capitalization thresholds and the 
estimated useful life. It addresses that the potentially capitalizable items 
should only be capitalized if they have an estimated useful life of greater than 
two years following the date of acquisition or placed into service; and that 
capitalization thresholds are best applied to individual items rather than to 
groups of similar items (e.g., desks and tables), unless the effect of doing so 
would be to eliminate a significant portion of total capital assets. In no case 
will the District establish a capitalization threshold of less than $5,000 for any 
individual item. Capitalization thresholds, if the District is a recipient of 
Federal awards, then Federal requirements will prevail, when they prevent the 
use of the District capitalization thresholds. 

• Policy 10.1.0 Use of Local Government Investment Pools: This policy outlines 
items for consideration when using Local Government Investment Pools 
(LGIPs); such as, the investment eligible under governing laws and that the 
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District fully understands the investment objectives, legal structure and 
operating procedures of the investment pool before placing any money in the 
pool. 

• Policy 11.1.0 Investment Management: This policy addresses that the District 
properly managing the risk in its portfolios to achieve investment objectives 
and comply with investment constraints. This is accomplished by carefully 
and clearly defining what the objectives mean for safety, liquidity, and return 
to the District, preparing a cash flow projection to determine liquidity needs 
and the level and distribution of risk that is appropriate for the portfolio, 
considering political climate, stakeholders' view toward risk and risk 
tolerances, ensuring liquidity to meet ongoing obligations (investing a portion 
of the portfolio in readily available funds, such as Local Government 
Investment Pools, money market funds, or overnight repurchase 
agreements), establishing limits on positions in specific securities to protect 
against default risk, limiting investments in securities that have higher credit 
and/or market risks, defining parameters for maturity/duration ranges and 
establishing a targeted risk profile for the portfolio based on investment 
objectives and constraints, risk tolerances, liquidity requirements and the 
current risk/reward characteristics of the market. 

• Policy 12.1.0 Multi-Year Capital Planning: The District will prepare and adopt 
comprehensive multi-year capital plans to ensure effective management of 
capital assets. It is the District's opinion that a prudent multi-year capital plan 
identifies and prioritizes expected needs based on a community's strategic 
plan, establishes project scope and cost, details estimated amounts of 
funding from various sources, and projects future operating and maintenance 
costs. The capital plan should cover a period of at least five years, preferably 
ten or more. This is accomplished by identifying needs, determining costs, 
prioritizing capital requests, and developing financing strategies. Currently, 
the District has taken the multi-year capital planning to twenty years. 

• Policy 13.1.0 Capital Project Budgeting: This policy insures that the District 
prepares and adopts a formal capital budget as part of their annual budget 
process. The capital budget is directly linked to, and flows from the Multi­
Year Capital Improvement Plan. The capital budget is adopted by formal 
action of the Board of Trustees, either as a component of the operating 
budget or as a separate capital budget. It will comply with all state and local 
legal requirements by preparing and adopting a capital budget and reporting 
on the capital budget. 

• Policy 14.1.0 Debt Management: This policy establishes a comprehensive 
written debt management practice that it is reviewed annually in conjunction 
with the budget process and revised as necessary. It establishes debt limits, 
debt structuring practices, issuance practices, and the management of debt. 
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• Policy 15.1.0 Audit Committee: The Board of Trustees maintains an audit 
committee. This policy was recently amended to re-structure the committee 
to include five members - two Trustees and three At-Large appointees. As a 
general rule, no one having managerial responsibilities that fall within the 
scope of the audit should serve as a member. The Policy establishes that the 
independent auditor reports directly to the audit committee, the scope of the 
audit committee's authority and responsibilities, and the structure of the audit 
committee. 

• Policy 16.1.1 Recreation Roll: This policy supports the establishment and 
eligibility to pay the Recreation Facility Fee and, where applicable, the Beach 
Facility Fee. It sets the prescribed Recreation Facility Fee and the Beach 
Facility Fee to all qualifying real properties within the boundaries of the 
District and in one of the following categories: 1) all dwelling units on 
developed residential parcels; 2) all commercial parcels; and 3) all 
undeveloped residential parcels which are not designated as unbuildable. 

• Policy 17.1.0 Personnel Policies: The Personnel Policies have been adopted 
by the Board of Trustees to carry out Incline Village General Improvement 
District's level one policy statement to adopt uniform personnel policies that 
will enable each employee to make his/her fullest contribution to the programs 
and services of the District.. 

• Policy 18.1.0 Central Service Cost Allocation Plan: Establishes the basis for 
allocating and billing costs of services provided by the District's General Fund 
to the Enterprise and Special Revenue Funds. This Policy provides for the 
costs allowed, allocation method and billings rates. 

• Policy 19.1.0 Appropriate Level of Working Capital: The District will maintain a 
formal practice on the level of working capital that should be maintained in the 
Utility (Enterprise) Funds. Working capital is defined as current assets minus 
current liabilities; the District will consider certain characteristics of working 
capital that affect its use as a measure. Specifically, the "current assets" 
portion of working capital includes assets or resources that are reasonably 
expected to be realized in cash (e.g., accounts receivable) or consumed (e.g., 
inventories and prepaid expenses) within a year. 
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The following Practice statements support the high level Policies set by the Board 
of Trustees. 

• Practice 7.2.0 Appropriate Level of Fund Balance: (Relevant Policies 1.1.0 
Strategic Planning, 7.1.0 Appropriate Level of Fund Balance, 12.1.0 Multi­
Year Capital Planning, and 13.1.0 Capital Project Budgeting, 14.1.0 Debt 
Management): This practice sets the parameter to maintain Fund Balance in 
each governmental fund type in a manner which provides for contractual and 
bond and customer service obligations while meeting its routine and non­
routine cash flow requirements and complying with all federal, state and local 
statutes and regulations. The General Fund must meet the minimum balance 
requirements under Nevada Administrative Code Section 354 (4% of 
operating expenses). The Special Revenue Funds utilize 25% of the current 
adopted budget operating expenditures (not including capital expenditure or 
debt service). 

• Practice 9.2.0 Capitalization of Fixed Assets: (Relevant Policies: 8.1.0 
Establishing the Estimated Useful Lives of Capital Assets and 9.1.0 
Establishing Appropriate Capitalization Threshold for Capital Assets). This 
practice sets the capitalization thresholds and useful lives for asset classes. 
It also outlines the physical control to be exercised over District assets. 

Asset Class 

Equipment 

Structures and Land Improvements 

Minimum cost 

$5,000.00 

$10,000.00 

In addition to cost, all of the following criteria shall also be used; 

1) The normal useful life of the item is three or more years, 

2) The item has an acquisition cost (including freight and 
installation) of at least the amounts listed above in each asset 
class, 3) The item will not be substantially reduced in value by 
immediate use, 4) In case of repair or refurbishment, the outlay will 
substantially prolong the life on an existing fixed asset or increase 
its productivity significantly, rather than merely returning the asset 
to a functioning unit or making repairs of a routine nature, and 5) 
The capitalization threshold is applied to individual items rather 
than to groups of similar items (e.g. desks and tables). 
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• Practice 11.2.0 Investment Management: (Relevant Policies: 10.1.0 Use of 
Local Government Investment Pools and 11.1.0 Investment Management): 
This practice outlines the District's ability to invest public funds in a manner 
which provides the highest investment return consistent with the need for 
safety and liquidity while meeting its routine and non-routine cash flow 
requirements and complying with all federal, state and local statutes and 
regulations governing the investment of public funds. The primary investment 
objective is to obtain the maximum investment return in light of the following 
constraints: safety, risk, liquidity, cash flow requirements and operating within 
the guidelines of statues and regulations. 

• Practice 13.2.0 Capital Expenditure: (Relevant Policies: 1.1.0 Strategic 
Planning, 9.1.0 Establishing Appropriate Capitalization Threshold for Capital 
Assets, 12.1.0 Multi-Year Capital Planning and 13.1.0 Capital Project 
Budgeting.) This practice outlines the authority and decision making 
responsibilities, financing resources and project life cycle for capital spending. 
It outlines clear levels of Trustees, General Manger, and operations staff 
duties as to planning, feasibility, scheduling, funding, design/specification, 
and constructing/acquisitions. 

• Practice 14.2.0 Debt Management: (Relevant Policies: 11.1.0 Investment 
Management and 14.1.0 Debt Management and Limits.) This practice 
ensures that debt principal and interest payments are made on a timely and 
cost effective basis. 

• Practice 14.2.1 Debt Issuance Limitations: (Relevant Policies: 11.1.0 
Investment Management and 14.1.0 Debt Management and Limits.) This 
practice is to ensure that debt, through the issuance of bonded indebtedness, 
is limited to appropriate levels and the District will manage outstanding bonds 
through a measure of affordability as stated in the practice (such as, debt 
issued for non-utility purposes must remain within a Debt Coverage Ratio of 
at least 1.5 times). Debt issued for utility purposes must remain within a Debt 
Coverage Ratio of 1. 75 times. Issuing a bond for any non-"utility" project or 
group of projects only when that is more than $2,500,000, and can be repaid 
within 10 years of issuance and issuing a bond for any "utility" project or 
group of projects only when that is more than $2,500,000 and can be repaid 
within 20 years of the completion of the project acquisition or construction. 

• Practice 18.2.0 Central Service Cost Allocation Plan: Relevant Policy 18.1.0 
Central Service Cost Allocation Plan, outlines the specific costs allowed for 
allocation (the District has selected to use only Accounting and Human 
Resources even though more are eligible), establishes the method for 
allocation including the basis as budgeted data, and identifies the manner of 
monthly billing for services and establishes a limit not to exceed budgeted 
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amounts. 

• Practice 19.2.0 Appropriate Level of Working Capital: Relevant Policies: 1.1.0 
Strategic Planning, 12.1.0 Multi-Year Capital Planning, and 13.1.0 Capital 
Project Budgeting, 14.1.0 Debt Management, 17.1.0 Appropriate Level of 
Working Capital: This practice is to maintain Working Capital in each 
Enterprise Fund in a manner which provides for contractual, bond and 
customer service obligations, while meeting its routine and non-routine cash 
flow requirements and complying with all federal, state and local statutes and 
regulations. 
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Policy Resolutions express the opinion, intention, or recognition by the Board of 
Trustees regarding District matters. The policy resolutions relating to financial matters 
are to be rescinded and converted into the current format of the Policies and Practice 
Statements that represent best business practice. Some policy resolutions have been 
repealed and replaced with Policy and Practice statements. The following Policy 
Resolutions impacting financial results are still in effect: 

• Policy Resolution 105 aka Resolution 1480, Personnel Management: The 
Incline Village General Improvement District (IVGID) is committed to 
maintaining a dedicated and motivated work force, while developing its Staff's 
technical and professional standards to meeting changing demands for 
services with the Village. This policy statement establishes a framework 
which the Board of Trustees and the General Manager will use in addressing 
personnel matters within IVGID. The District operates under a Board­
Manager form of government which places the Board of Trustees in the role 
of establishing overall lVGID policy direction. IVGID Staff is appointed to 
administer and execute day-to-day operations. The Manager is responsible 
for supervising these operations and providing general administrative 
direction. With regarding to IVGID personnel, it is the Board's responsibility to 
establish overall guidelines governing IVGID's approach to personnel matters. 
The Manager's role is to put these guidelines into the day-to-day practice of 
hiring, firing, motivating, promoting, demoting, compensating, and training 
individual employees. 

• Policy Resolution 110 aka Resolution 1493, Policy Statement on Community 
Relations Expenditures. The purpose of this policy resolution is to ensure 
proper and frugal expenditure of public dollars for requests for financial 
participating in community events. The cash expenditure for any one event 
over $1,000 must be approved by the Board of Trustees, and must be related 
to a purpose authorized by Nevada Revised Statues 318, sponsored by a 
local non-profit group, a one-time event, and the District's participation must 
be unique and not merely a contributor to a community fund-raising drive. 

• Policy Resolution 132 aka Resolution 1701, Fundraising/Donation Activities at 
IVGID (District) Facilities: The purpose of this policy resolution is to establish 
a process and procedures by which the District donates the use of District 
facilities. This policy allows an organization to request the donation of a 
District facility. They must be a qualified, non-profit, volunteer organization or 
activity based in Incline Village/Crystal Bay, North Tahoe Region, government 
agency, or a local school that administers and conducts the activity 
themselves. The request will be considered on a first-come, first-served basis 
and use of District facilities will be evaluated on a venue by venue basis 
balancing capacity and the resident's needs as the key criteria. The activity 
must not be for commercial or personal gain with the exception that business 
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collaboration results in advertisements and its benefit to business. The 
activity must be overseen by the sponsoring organization and a lead 
individual identified to handle details up to and through the day of the event. 
This person must be someone who is in attendance at all times the day of the 
event. IVGID will have no responsibility for the administration of the event or 
for the funds collected by the activity. 

• Policy Resolution 137 aka Resolution 1801, A policy for the provision of 
records to the public and an appointed of a District Public Records Officer. 
This policy resolution aligns the District public request with the Nevada 
Revised Statue 239, Nevada Public Records Law and Nevada Revised 
Statue 241, Nevada Open Meeting Law. 
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Incline Village General Improvement District 

1. EFFECTIVE INTERNAL CONTROLS 

Policy Incline Village General Improvement District (IVGID) should maintain an 
effective system of internal control in order to monitor compliance with 
policies and procedures established by management. IVGID operates 
under provisions of the Nevada Revised Statutes, Chapter 318. The 
District has been granted authority to provide water, sewer and refuse 
collection services and recreational facilities and programs for the benefit 
of individuals owning property or residing within its geographical 
boundaries. 

Internal controls are divided into two areas: accounting controls and 
administrative corttrols. Administrative controls deal with the operations 
of the business, whereas the accounting controls deal with accounting for 
such operations. This manual focuses on internal accounting controls 
(although there may be some overlap between the two). Accounting 
controls are designed to achieve the five basic objectives: 

Validation 
Validation is the examination of documentation, by someone with an 
understanding of the account system, for evidence that a recorded 
transaction actually took place and that it occurred in accordance with the 
prescribed procedures. 

Accuracy 
The accuracy of amounts and account classification is achieved by 
establishing control tasks to check calculations, extensions, additions, 
and account classifications. 
The control objective is to be certain that each transaction is recorded at 
the correct amount, in the appropriate account, and in the right time 
period following generally accepted accounting principles (GAAP). 
Control tasks, which ensure that transactions are recorded and reported 
in the proper accounting period, are essential to accurate financial 
reporting. 

Completeness 
Completeness of control tasks ensures that all transactions are initially 
recorded on a control document and accepted for processing once and 
once only. 
Completeness controls are needed to ensure proper summarization of 
information and proper preparation of financial reports. To ensure proper 
summarization of recorded transactions as well as a final check of 
completeness, subsidiary ledgers and journals with control accounts need 
to be maintained. This is because individual transactions are the source 
of the ultimate product - financial reports. 
Completeness can be achieved by using two techniques. One is to 
sequentially number all transactions via documents as soon as the 
transactions occur and then apply the control task of accounting for all the 
numbered documents completed in the processing. The use of "control 
totals" also provides information by which control is exercised. Totaling 
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the critical numbers before and after processing does this. When the two 
totals agree, one assumes that the processing is complete. 

Maintenance 
The objective of the maintenance controls is to monitor accounting 
records after the entry of transactions to ensure that they continue to 
reflect accurately the operations of the business. The control system 
should provide systematic responses to errors when they occur, to 
changed conditions, and to new types of transactions. The maintenance 
function should be accomplished principally by the operation of the 
system itself. Control maintenance policies require procedures, 
decisions, documentation, and subsequent review by a responsible 
authorized individual. Disciplinary control tasks, such as supervision and 
segregation of duties, should ensure that the internal control system is 
operating as planned. 

Physical Security 
It is important that the assets are adequately protected. Physical security 
of assets requires that access to assets be limited to authorized 
personnel. One means to limit access to both assets and related 
accounting records is through the use of physical controls. Protection 
devices restrict unauthorized personnel from obtaining direct access to 
assets or indirect access through accounting records, which could be 
used to misappropriate assets. Locked storage facilities restrict access to 
inventories, and fireproof vaults prevent access to petty cash vouchers. 
Transaction recording equipment limits access to assets by limiting the 
number of employees involved in recording and posting transactions, 
thereby minimizing the possibility of misrepresentation. 

Procedures Determination of Validity 
1 .1 An informed individual should review transactions and a 

determination made as to their validity - which appropriate 
approvals have been obtained and/or comparisons have been 
made to the underlying documentation. 

Control of Documents 
1 .2 All transactions should be entered on a control document. 

(a) If the document is internally or externally generated it should 
be prenumbered and physical control should be maintained 
over unissued documents. 

Check for Accuracy 
1.3 Documents supporting transactions should be checked for 

mathematical accuracy. The extent of checking can either be 
100% or spot checking of certain amounts. 

Record in Appropriate Journals 
1.4 As transactions are completed (and/or matched with other 

supporting documentation), they should be entered into the 
appropriate journals or registers with a notation or cross-reference 
indicating the completion of the transaction. 
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Investigation of Unprocessed Transactions 
1.5 Unprocessed transactions should be investigated periodically by a 

person other than the record keeper and corrective action taken. 

Performance of Monthly Reconciliations 
1.6 Reconciliations between subsidiary records and control accounts 

should be performed monthly to ensure that postings are correct 
and adjustments have been properly processed. 

Timely Investigation of Differences 
1. 7 All differences should be investigated on a timely basis. 

Safeguarding of All Accounting Records 
1.8 All assets and the accounting records should be properly 

safeguarded to prevent theft. 
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Computer Overview 

The Information Technology Division directs and oversees the District's Computer network and 
all computer hardware, software, telecommunication, telephone and troubleshooting. 

1. APPLICATION CONTROLS 

Policy Application controls should be applied to ensure the completeness, 
accuracy, and validity of data. 

Through a combination of both manual and programmed procedures, 
each application should include a series of control steps to be followed 
from the onset of a task through its final disposition. 

Procedures Completeness of Input 
1.1 Completeness of input is concerned with whether or not all 

transactions are recorded. All transactions should be recorded 
and input into the system once and only once. 

Accuracy of Input 
1 .2 Accuracy of input controls focuses on the data associated with 

each transaction. All transactions should be recorded and input 
accurately into the system. 

Authorization of Transactions 
1.3 Controls over authorization of transactions are designed to ensure 

that only authorized or valid transactions are processed. All 
transactions should be subject to at least one the following 
techniques in order to determine their validity: 
(a) Authorization by a responsible person should be required for 

all transaction data. This process may take place on-line. 
(b) Security measures that restrict access to various 

administrative or accounting functions, terminals, programs 
and data should be employed. 

(c) Computer matching using masterfiles with preapproved 
standing/transaction data should be applied. 

Handling of Rejected Transactions 
1.4 All transactions rejected during editing should be identified, 

investigated, and corrected on a timely basis. Transactions 
should then be reintroduced to the system and subject to the 
same editing and control procedures as original transactions. 
Procedures should be established to ensure that all rejected 
transactions are ultimately corrected and reprocessed. Rejected 
items will not be recorded in the system. 

Completeness and Accuracy of Updating 
1 .5 Update of data controls is needed to ensure that masterfiles are 
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completely and accurately updated. Controls should be 
established to ensure that all transactions are updated accurately 
to relevant files once and only once. 
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2. PROGRAM MAINTENANCE 

Policy Maintenance controls should ensure that changes to programmed 
procedures are designed appropriately and implemented effectively. 

Controls over maintenance focus only on the process that should be 
followed for program modifications. These controls should include the 
handling of the request, programming or updating, testing, the approval to 
move the program into the production environment, and the actual move 
to production. 

Procedures Internally Maintained Applications 
2.1 Internally maintained applications are programs that are 

enhanced, or supported, in house. Regardless of who makes the 
modification, there should be procedures that are followed 
consistently throughout IVGID. 

IVGID can make use of contract programmers to enhance or 
maintain its system. These outside programmers should still 
follow the same development and testing procedures as in-house 
programmers. Also, all appropriate documentation should be 
properly updated before the contract with the programmers 
expires. 

Completeness of changes should be ensured via a manual or 
computerized system to track change requests from submission to 
implementation. A service request form should be required for all 
maintenance whereby management can establish that all requests 
have been considered and, if so, prioritized and implemented on a 
timely basis. 

The user and data processing personnel should be involved in 
evaluating the reasonableness of the modification request and the 
acceptance of the modification. Both parties should meet to 
discuss costs and benefits and identify alternatives. Once validity 
of the request has been established, the user and relevant data 
processing personnel should evidence approval. 

A procedure should be established whereby management 
considers all major requests and decided actions to be taken, 
including setting priorities for outstanding requests. 

Modifications should be properly tested and approved before 
being placed in production. The extent of the testing depends on 
the significance of the change. 

Controls should be implemented to prevent production files from 
being used in testing. Testing procedures should be designed to 
prevent unauthorized coding from being inserted into the program. 
The user should make an independent review and approval of test 
results. 

8 

42 



Incline Village General Improvement District 

Procedures should be established to ensure that all-relevant 
system and/or program documentation is properly updated. 

Vendor Maintained Packages 
2.2 Controls over maintenance of package systems by their 

respective vendors should ensure the validity and proper 
implementation of modifications. Most of the procedures 
described in 2.1 should still apply. 

Whether modifications are introduced by the vendor or user, 
approval by the user and appropriate data processing personnel 
as to the appropriateness of the modifications with regard to the 
user's requirements should be made. 

Proper testing procedures should be followed regardless of who 
modifies the package. 

The documentation described in 2.1 should be appropriately 
updated either by the vendor or user. 

Cataloging 
2.3 Cataloging is a method of moving amended programs into the 

production environment. The following procedures should be in 
place to ensure that only tested and approved programs are 
transferred from the test to the production environment. 

Different versions of each program should be distinguishable so 
as to ensure that the most current versions of the programs are 
the ones subject to modification. 

Controls should be established to ensure that unauthorized 
changes cannot be made to programs between the time they are 
tested and approved and the time they are transferred to 
production status. The use of an intermediate secured library 
should be considered for this purpose. 

Only programs that have been properly approved and tested 
should be transferred to production status. A cataloging 
authorization form should be used to ensure and document that 
proper approval and testing has occurred. Care must be 
exercised to ensure that the versions of the programs involved in 
the transfer are the same versions that were in fact tested and 
approved. 

All relevant program libraries should be properly updated with the 
appropriate versions. 

9 

43 



Incline Village General Improvement District 

3. COMPUTER OPERATIONS 

Policy Computer processing should be performed on a consistent basis. 

Computer operations controls ensure that authorized programmed 
procedures are consistently applied, that correct data files are used, and 
that processing can be properly resumed in the event of system failures. 

Procedures Scheduling 
3.1 The primary control considerations in job scheduling are whether 

jobs are run at the appropriate points in time and in the correct 
sequence. When on-line application systems are in operation, 
scheduling will be relevant only to regular batch jobs, end-of-day 
or period routines, and back-up and housekeeping routines. 

Daily operations schedules for all jobs and programs to be run 
should be prepared and approved by a responsible individual. 

Controls should be established to ensure that all jobs and 
programs are processed in accordance with the schedules. Any 
departures from the schedules should be documented and 
approved by a responsible individual. 

Job Set-Up and Execution 
3.2 Written procedures and instructions should be established 

regarding the set-up and execution of each application job or 
program. These instructions should be developed and approved 
by responsible representatives from the computer operations 
division. 

Controls should be established to prevent or detect unauthorized 
changes to approved job set-up instructions, including processing 
parameters. Any variations to job set-up instructions should be 
documented and approved by a responsible individual. 

Operator Actions 
3.3 Control procedures should cover the actions of computer 

operators, such as supervision and review of their work. 

Controls should be established to ensure the proper identification 
and reporting of all abnormal conditions: system failures, system 
restart or recovery, emergency situations, etc. 

Supervision should include regular reviews of operator actions. 
Particular attention should be given to situations of abnormal 
conditions (as mentioned above) to ensure that processing results 
were not adversely affected. 
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Back-Up and Recovery 
3.4 Controls over recovery from processing failures require that data 

be regularly copied as back-up, that the processing status at the 
time of failure can be established, and that procedures ensure that 
proper recovery takes place. The computer department should 
handle recovery with involvement by various other departments as 
deemed necessary. 

Controls should be established to ensure that program libraries 
are regularly backed up, together with a record of changes made 
between back-ups. 

Controls should be established to ensure that data files and 
programs are recovered properly after a processing failure and 
that errors are not introduced during the recovery process. 
Should modifications to data files or programs be necessary 
during an emergency situation, procedures should ensure that all 
changes made are accurate and authorized. 

To ensure that back-up copies of data files and programs are 
available for recovery during an emergency situation, back-up 
media should be stored in an off-site facility. The off-site location 
should be secure and environmentally protected as well as 
sufficiently remote to realistically serve its purpose. 

A contingency plan should be developed that ensures the 
continuity of applications processing in the event of an unexpected 
interruption of computer service, taking into account and 
documenting possible risk scenarios. Once a plan has been 
developed, approved, and documented, it should be periodically 
tested in order to ensure that all its pieces work properly and 
remain consistent. 

4. SECURITY 

Policy Access to information stored on a computer should be restricted. 

Management should identify and classify computerized resources and 
protect them with a well-organized combination of software and manual 
procedures. Security software provides the ability to restrict access to the 
system at various levels: system, application, application function, data 
file, and data element. 

Procedures Overall System Access Controls 

4.1 Controls should be established to prevent unauthorized access to 
the system and to restrict each user's access based on specific 
job-related functions. Based on a user's ID and password, the 
operating system will force the user into a restricted 
workshell/menu out of which the user cannot venture. All 
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unauthorized attempts to bypass access controls should be 
reported and promptly investigated. 

Network access is obtained by completion of the Network Access 
Authorization Form. This form is to be completed by managers or 
supervisors for each employee and sent to the IT division. Upon 
receipt individual access will be established. 

Internet Access is a privilege and should not be abused. IVGID 
does have a policy regarding visiting web sites that are not related 
to your job or that are inappropriate (see section VI, electronic 
communications for further details. Internet access is given 
through the Network Authorization form. 

Security Policy 
4.2 Management should develop and communicate a security policy 

stating their position on information security. Such a policy should 
consist of a set of written guidelines promoting rules and criteria 
about the treatment of computerized resources. 

4.3 Responsible individuals independent of the programming function 
should perform administration of access security controls. 
(a) Only authorized individuals should be assigned system IDs 

and passwords that permit access to the system. An access 
request form should be used to ensure and document proper 
authorization. Each ID should be unique in order to track user 
activities and provide for accountability. 

(b) Passwords should be used to ensure the correct identification 
of authorized users by the system. Passwords should be kept 
secret, not easily guessed, and changed on a regular basis. 

(c) All access privileges should be promptly canceled or amended 
for terminated or transferred employees. 

(d) Adequate security and controls should exist over the ability to 
perform administration of all of the functions mentioned above. 

(e) Periodic security reviews should be conducted to ensure that 
access privileges granted remain appropriate. 

Dial-Up Access 
4.4 Controls should be established to prevent unauthorized access via 

dial-up mechanisms. 

Physical Access 
4.5 Physical access to all computer facilities and other areas identified 

as containing sensitive information should be limited at all times, 
including evenings, weekends, and holidays. Computer facilities 
include terminals, modems, and communications lines, as well as 
the computer itself. Depending on the circumstances, physical 
access should be treated with the same formalities as described in 
4. 1 for system access. 

Custody of Data and Programs Stored Off-Line 
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4.6 Magnetic tapes, diskettes, and removable disks containing 
programs or data files, including back-up copies, should be 
protected and uniquely identified. Control procedures should be 
established over the existence and movements of all off-line 
media. Off-line media should be stored in secure environments 
and should be accessible only by individuals authorized by 
management. 

Utilities and High-Level Programming Languages 
4. 7 The use of high-level programming languages and utility programs 

that can be used to modify data files should be restricted to 
appropriate personnel authorized by management. In addition, 
the use of such programs should be closely monitored by a 
responsible official for appropriateness. 

Bypassing Normal Access Controls 
4.8 When it becomes necessary to bypass normal access security 

controls, such as during emergency situations, a responsible 
official should authorize the action. Such authorization may be 
informal at the onset of the conditions that caused the temporary 
change in policy, but formal written authorization should 
nevertheless be provided after the fact. It is also important to 
ensure that normal access security controls are reinstated as soon 
as possible and that any changes to data files have been properly 
controlled and approved. 

Output 
4.9 Data security extends beyond the physical domain of computer 

hardware. Printed reports containing sensitive information should 
be produced only according to an approved schedule or when 
requested with the authorization of a responsible official. 
Sensitive output that is not printed directly but is held on-line or 
transmitted to a remote computer should be controlled to prevent 
or detect changes to the output prior to printing and to ensure that 
the output reaches only its intended destination. 
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1. MAINTAINING AN EFFECTIVE ACCOUNTING SYSTEM 

Policy Incline Village General Improvement District (IVGID) has established and 
maintains an effective accounting system to capture data regarding the 
economic activity of the governmental and enterprise funds. 

Management requires accurate and timely financial reports in order to 
judge the performance of the district operations and plan for future 
activities. Preliminary operating reports are published on the 5th business 
day following the end of a month, and final operating reports are 
published on the 10th business day following the end of a month. 

Monthly financial reports are published approximately within ten business 
days of the final operating reports. 

A Comprehensive Annual Financial Report (CAFR) is published at the 
conclusion of our yearly audit. An outside auditing firm approved by our 
Board of Trustees and management completes our audit. 

Procedures General Ledger Set-Up and Posting 
1.1 IVGID has set up a general ledger system to quickly and 

accurately accumulate all financial transactions. The framework 
for this system is called the chart of accounts. The chart of 
accounts consists of the account titles and account numbers 
assigned to the titles. The account titles are developed from an 
understanding of the economic activity and the information 
management deems necessary in the financial reports. Account 
titles must appropriately describe the assets, liabilities, equity, 
revenues, and expenses of IVGID. 

Arrangement of Account Titles 
1.2 Account titles within the chart of accounts should generally be 

arranged in the following order: 
• Assets 
• Liabilities 
• Equity 
• Revenue 
• Expenses 

Within these categories, current accounts are grouped first, 
followed by long-term accounts. Referring to our chart of 
accounts, note that current assets such as cash, accounts 
receivable, and inventory are listed before long-term assets such 
as land and buildings. 

Accounts are numbered in the following manner: 
1 000-2999 Assets 
3000-3900 Liabilities 
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4000-4999 
5000-5999 
6000-6999 
7000-8900 

Equity 
Revenue 
Expenses 
Nonoperating Revenue/Expense 

Establishment of Contra Accounts 
1.3 IVGID's account systems record transactions at their historical 

cost. However, there are instances where generally accepted 
accounting principles require that an account be presented in the 
financial reports at a lesser amount. This is accomplished through 
the use of contra accounts, allowing the accounting system to 
maintain records of the accounts at historical cost. However, for 
financial reporting purposes, accounts receivable must be reduced 
for accounts that will not be collected. Therefore, the allowance 
for doubtful accounts is established to reduce accounts receivable 
to its collectible amount. 

Financial Information Adequacy 
1.4 The accounting systems provide adequate financial information on 

a divisional level. 

Although business enterprises are extremely concerned with their 
overall operating results, they often require more detailed 
information to know how various segments of the business are 
performing. Businesses with more than one profit center or 
division must know detailed information about each area to 
determine if it is profitable or not. 

Additional codes added to the accounts in the chart of accounts 
give all of the detail needed for each profit center or division. 
The computerized accounting system is able to produce financial 
reports for each profit center or division, as well as combined 
reports to show the overall financial position and results of 
operations of the organization. 

The chart of accounts is arranged so that each profit center or 
division is consistent with each other. The accounts are arranged 
consistently so that the operating result of each profit center or 
division can be quickly merged with the operating results of other 
profit centers or divisions to produce the overall results for the 
entire organization. 
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2. GENERAL LEDGER ACTIVITY 

Policy All valid general ledger entries, and only those entries, should be 
accurately recorded in the general ledger. 

The general ledger consists of control accounts for accounts in the chart 
of accounts. These accounts are listed in the general ledger in numerical 
order with the account title. The general ledger is maintained on 
JDEdwards software. 

Procedures Posting Monthly Activity to the General Ledger 
2.1 At least monthly, all activity should be posted to the general 

ledger. The postings to the general ledger accounts may come 
from any and all of the following sources: 
• General journal - adjusting journal entries 
• Sales journal - sales and account receivable activities 
• Purchases - expense and accounts payable entries 
• Payroll journal - payroll summary 
• Cash receipts journal 
• Cash disbursements journal 
Our computerized accounting software package, JDEdwards, is 
fully interactive and posts journal activity to the general 
ledger on command by a computer operator. Daily sales and 
cash receipt journal entries are automatically uploaded daily 

from our operating locations. 

Documentation of Entries Not Originating from Journals 
2.2 All entries that do not originate from journal entries should have 

supporting documentation. 
Certain entries {recurring adjusting journal entries) are made 
every period. These entries include, but are not limited to the 
following: 
• Depreciation of fixed assets 
• Amortization of intangible assets 
• Amortization of prepaid expenses 
• Amortization of deferred revenue 
• Accrual of interest expense on notes that are not paid within 

each accounting period. 
Nonrecurring adjusting journal entries must be prepared to 
properly reflect account balances. Nonrecurring adjusting journal 
entries include, but are not limited to the following: 
• Correction of posting errors 
• Accrual of income and expense items 
• Recording of noncash transactions 
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Adequate Documentation for All Journal Entries 
2.3 All journal entries should be prepared only on the basis of 

adequate supporting documentation. Journal entries should 
include pertinent information such as original date, exact amount, 
vendor name, and reason for adjustments. 

Authorization of Entries 
2.4 All journal entries into the general ledger should be authorized by 

the Controller. 

Review of All Authorized Vouchers 
2.5 A review should be performed of the sequential voucher number 

to ensure that all entries have been made and posted accurately 
and timely. 

Filing and archiving journal entries 
2.6 All journal entries are to be kept in a central area in the finance 

and accounting division with access to accounting personnel. 
They are to be filed numerically in binders by general ledger 
month. These binders will be made available to our outside 
auditors during the yearly audit. 

After the audit is completed, all journal entries are to be scanned 
and archived in a secure place. 
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3. ADEQUATE GENERAL LEDGER MAINTENANCE 

Policy The general ledger should be adequately maintained. 

As stated throughout this section, the general ledger accounts are the 
source of all the financial reports used by management. It is therefore 
critical that the accounting records, after the entry of transactions in them, 
are properly controlled so that they continue to reflect accurately the 
operations of the business. 

A trial balance should be prepared periodically from the general ledger. 
The trail balance should list all general ledger accounts and their 
balances as of a particular date. The trial balance will verify the general 
ledger account balances and serves as a workpaper to make adjustments 
to any accounts to correct their balances. 

Procedures Performance of Reconciliations 
3.1 Reconciliations should be performed at least twice per year 

between control accounts maintained in the general ledger and 
the subsidiary ledgers. 

Review of Trail Balance and Reconciliations 
3.2 The Controller should review the trail balance and the 

reconciliations. The reasons for differences noted should be 
investigated and any adjustments properly processed in the form 
of journal entries. 

Close of Income and Expense Items 
3.4 At the end of the fiscal year, all items of income and expense 

should be closed so that they will not carry forward to the next 
fiscal year. After the closing entry is posted to the general ledger, 
the income and expense accounts should be zero, and the 
general ledger is ready to begin accepting transactions for the 
next fiscal year. 
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1. CASH MANAGEMENT 

Policy Incline Village General Improvement District (IVGID) should maintain an 
effective system of cash management that anticipates cash needs and 
plans adequately to satisfy them and to be in compliance with Nevada 
Revised Statues. 

Cash is required to pay for all assets and services purchases by IVGID 
and to meet future obligations as they come due. The disbursements of 
cash, therefore, are a regular occurrence, and a sufficient level of cash 
should be kept available to meet these requirements. However, cash is 
not a productive asset, as it earns no return. Therefore, only cash 
necessary to meet anticipated day-to-day expenditures plus a reasonable 
cushion for emergencies should be kept available. Any excess cash 
should be invested in liquid income-producing instruments. 

The District's Controller invests operating and capital reserves following a 
formal investment policy adopted by the Board of Trustees. 

Procedures Maximizing Return on Idle Funds 
1.1 Cash not required for operations should be invested. Authorized 

investments include obligations of the U.S. Government or U.S. 
Treasury with maturates of ten years or less, the local government 
investment pool, certificates of deposit issued by commercial 
banks or insured savings and loans, short-term negotiable notes 
or bonds issued by local governments, and bankers' acceptances 
eligible by law for rediscount with the Federal Reserve Banks not 
to exceed 180 days. 

Expediting of Cash Receipts 
1 .2 The time lag between service performance and the deposit of 

funds to IVGID's bank account should be kept to a minimum. 
(a) Invoices/billings should be issued timely and consistently, and 

as close as possible to the time of performance. 
(b) All customer remittances should be sent to a single address at 

each of our facilities - utility, golf, ski, recreation, and general 
administration areas. 

Collection Practices 
1.3 A review of accounts receivable listings for past due balances 

should be performed on a continuous basis by qualified personnel 
at each of our facilities. Delinquent accounts should be contacted 
immediately. 

Deferring Disbursements 
1 .4 Cash disbursements should be released at the latest acceptable 

time, without affecting relationships with vendors. However, early 
payment discounts should be taken. Checks will be mailed at the 
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end of each week on Fridays. Exceptions will be made if a holiday 
falls on a Friday. Vendor checks over and above $2500 must be 
approved by our Board of Trustees during their next scheduled 
meeting. Upon approval, those checks will be immediately 
mailed. 

Cash Budgets 
1.5 A cash budget should be prepared in order to effectively manage 

cash balances. The budget should be prepared on an annual 
basis, broken down by month. Monthly reports will let 
divisions monitor each component by comparing actual 
performance with budget, both for the current month and 
cumulatively. 

2. CASH RECEIPTS 

Policy Control should be established over all cash, checks, and credit card 
payments received, and they should be deposited promptly within three 
days in IVGID's bank account. 

Cash receipts should be protected from misappropriation. Physical 
access to cash receipts and cash receipt records should be limited to 
authorized personnel. Additionally, cash receipts should be recorded in 
the appropriate accounting period. Cash over/short should be recorded 
and should not be forced to zero. Adjustments to cash over/short and 
receipts are to be made with the proper audit trail. 

Procedures Opening the Mail 
2.1 The mail is to be opened and a listing of cash and/or checks 

received should be prepared under the supervision of 
a responsible staff member. 

(a) Individuals preparing the list of cash receipts should 
be persons other than those who deal with accounts receivable, 
accounts payable, or the general ledger. 

(b) The listing of cash receipts should include the name, amount, 
date, and person and division to whom the cash receipt was sent. 

Endorsement of Checks 
2.2 In situations where cash receipts are received directly by IVGID, 

checks should be restrictively endorsed immediately. 

Bank Deposits 
2.3 All cash sales and check remittances should be deposited intact 

daily. Completing and balancing a daily sales report and making 
the deposit does not have to be completed simultaneously but 
should be completed within three business days. 

22 

56 



Incline Village General Improvement District 

Reconciliation of cash/checks received to bank deposits 
2.4 Persons other than those who handle cash receipts should 

compare records of cash receipts and summaries to deposit slips 
to bank statements on a monthly basis. 

Summarize Cash Receipts 
2.5 Records of cash receipts should be summarized and totals 

established for posting to the general ledger. Daily sales reports 
should be completed and sent to accounting for posting or 
uploaded into our financial system within three working days. 

2.6 Return Items (return checks) should be redeposited immediately. 
Verification of good funds can be verified with the customer in a 
discrete manner and handled only between the customer and our 
appropriate personnel. Since our bank does not charge use a 
return item fee, we do not charge our customers a return item fee. 

3. DISBURSEMENTS FROM BANK ACCOUNTS 

Policy Disbursements from bank accounts should be made only for valid 
transactions. 

The payment for goods and services, whether accomplished by check or 
bank transfer, should be organized to ensure that no unauthorized 
payments are made, that complete and accurate records are made of 
each payment, and that payments are recorded in the appropriate period. 
Additionally, physical access to cash and unissued checks must be 
restricted to authorized personnel. 

Procedures Preparing Checks and Bank Transfers 
Checks and bank transfers should be prepared based on the 
determination that the transaction is valid and is in accordance with the 
following district procedures: 
3.1 A determination that the transaction is valid should be 

accomplished by reviewing the following supporting 
documentation as applicable: 

(a) Invoices - together with receiving documents and purchase 
orders. 

(b) Payroll records. 
(c) Petty cash vouchers. 
(d) Remittance advices. 
(e) Check requisitions. 

A responsible person indicating proper authorization and coding should 
sign all supporting documentation. All invoices, $500 or more, should be 
completed through the purchase order process. 

3.2 Persons other than those who initiate or approve any documents 
should prepare checks and bank transfers. 

23 

57 



Incline Village General Improvement District 

3.3 Checks and bank transfers should be designed or completed in 
such a way to make subsequent unauthorized alternation difficult 
through the use of protective paper, check imprint, and so on. 

3.4 The following procedures are prohibited: 
(a) Checks payable to "bearer'' or "cash." 
(b) Checks signed in blank. 
(c) Altered checks and ba~k transfers. 

Check Signing 
3.5 Officials other than those who approved the transactions for 

payment should sign checks. Two signatures are required on 
district checks. IVGID's official signatories are the General 
Manager and one of the district Trustees. 

3.6 Limited control over the authorization of the use of the laser printer 
must be monitored to protect check stock and usage. 

3. 7 An original and one copy of accounts payable checks are to be 
printed. The copy should have "nonnegotiable" printed on them. 
The original of the check is to be distributed to the vendor and the 
copy attached to the voucher package for filing in the accounts 
payable files. 

Disbursement of Checks 
3.8 After checks have been printed and properly matched with 

voucher package, all checks should be forwarded to the payees. 
Major checks (over $2,500) are listed on a Major checklist and 
forwarded to the Board of Trustees. After the bi-monthly board 
meetings, at which major checks are approved, these checks 
should be immediately forwarded to the payees. Each weekly 
check run will have some checks that are picked up by other 
IVGID departments for distribution. These checks are to be listed 
on a separate sheet and signed for by a responsible person when 
picked up. 

Maintenance of Check Control Log 
3.9 A separate record of checks being processed should be 

maintained by using a control log. The control log should contain 
the date of the check, the range of the check numbers, the initials 
of the person in charge of writing the checks, and the verification 
initials of a supervisor. 

A separate record of returned and/or voided checks should be 
maintained. This log should contain the name of the payee, the 
date the check was written, the date the check was voided and/or 
returned, the check number, and a void description. 

The usage of checks should be accounted for by reconciling the 
quantity of checks issued to the cash disbursement records. 
Persons should perform this other than those who have authority 
to issue checks. 
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Supplies of unused checks should be properly safeguarded. 

Summarize Cash Disbursements 
3.1 o All checks and bank transfers should be summarized and 

recorded in the General Ledger. 

4. IMPREST AND SIMILAR FUNDS 

Policy Reimbursement of imprest and similar funds (petty cash) should be made 
only for valid reasons. 

Imprest accounts are limited to a nominal balance, and reimbursements 
are to be in the amount equal to the total of miscellaneous payments 
made. Reimbursements are to be paid through accounts payable and 
require approved and coded slips for backup. 

Procedures Disbursements of Funds 

4.1 Prior to the disbursement of any funds, a voucher should be 
prepared with supporting evidence such as receipts or other 
miscellaneous supporting details and approved where 
appropriate. 

4.2 A summary of all disbursements should be maintained and an 
analysis should be performed in order to charge the proper 
general ledger accounts. 

4.3 Periodically, the imprest account should be replenished so as to 
bring the balance up to the imprest amount. The amount 
replenished should equal the sum of all imprest account 
disbursements since the previous reimbursement and any 
differences should be reconciled. 

5. BANK RECONCILIATIONS 

Policy Adequate steps should be taken to confirm the accuracy of the 
bank balances shown in the general ledger. 

Generally monthly, data on cash receipts and disbursements 
journals should be compared with the details reported on bank 
statements. Unmatched and mismatched data are used to 
reconcile the book and bank balances. The bank reconciliations 
are performed by computer using the computerized cash 
records and the bank's statements from it's computer-readable 
media. 

Procedures Preparing Bank Reconciliations 
5.1 Bank balances, as shown by the bank statement, should be 

reconciled monthly with the general ledger balance. Data 
on cash receipts journals and cash disbursement journals should 
be listed for investigation. The person who prepares the 
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reconciliation should receive the bank statements directly from the 
bank and retain them until the reconciliations are completed. 

Determination of Reconciling Items 
5.2 Discrepancies between general ledger cash balances and 

closing balances reported on the bank statements result from 
transactions recorded in cash journals but not yet processed and 
recorded by banks ( such as deposits in transit and outstanding 
checks) and items on bank statements not yet processed and 
recorded by IVGID (such as bank service fees). Most of those 
items do not require investigation. 

Accounting personnel who do not have access to cash and are 
not involved in processing and recording cash transactions should 
investigate all significant differences. Items of investigation should 
include but are not limited to items such as: 1) unmatched data in 
cash receipts and disbursements journals that fail to clear the 
banks within a reasonable period of time, 2) unmatched items on 
bank statements unanticipated or judged erroneous by IVGID, and 
3) mismatched items in cash receipts and disbursements journals 
and bank statement items. 

5.3 Bank reconciliations and proposed adjustments to the general 
ledger cash balances and cash detail files should be reviewed and 
approved by the Controller. 
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1. REVENUE RECOGNITION 

Policy All sales should be recorded accurately and on a timely basis. 

Sales are generally initiated through the rental or use of district facilities, 
the sales of pro shop inventory items, and the use of district-provided 
utilities. Facility or pro shop sales are rung up using registers that are tied 
to appropriate POS systems in each area within the district. Controls 
over the use of registers should be established and monitored at each 
location. Utilities are billed to customers on a monthly basis. 

Procedures Sales 
1.1 Prices of fees and pro shop sales should be determined prior to 

sale by management within each area according to budgeted fees 
and mark-up rates. Management, according to approved 
budgeted amounts, determines utility fees. Appropriate 
individuals at each area should approve pricing exceptions 
(changes). All sales are to be recorded in the appropriate POS 
system according to department controls and guidelines. All fees 
are presented and approved by the Board of Trustees during 
budget planning. 

All sales should be summarized on a daily sales report with the 
exception of the utility billings and uploaded to the general ledger. 
Utility sales are summarized on a monthly basis and then 
uploaded to the general ledger. 

Sales Journal Review 
1 .2 The daily or monthly sales journal should be reviewed periodically 

for accuracy and completeness. All errors or omissions should be 
investigated immediately and corrected. 

Sales Journal Posting to the General Ledger 
1 .3 The posting of the sales journal summarization to the general 

ledger should be reviewed and completed within three business 
days by a responsible person at each location. 

The Finance and Accounting Division should audit the posting of 
daily sales and compare cash deposits recorded to the general 
ledger to the actual deposits made to the bank. Any 
discrepancies should be invested and resolved. 

2. Accounts Receivable 

Policy Accounts receivable records should be accurate, complete, and 
maintained in a manner to indicate the length of time the customers' debt 
has been outstanding. 

Accounts receivables arise from sales on credit to customers generally 
from the use of district-provided utilities and facility use. The account is 
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relieved by the posting of receipts, approved credit memos for 
allowances, and write-offs of uncollectible accounts. 

Procedures Posting of Sales 
2.1 Posting of sales to the accounts receivable subsidiary ledger 

should be performed by individuals independent of cash functions. 

Posting as an Independent Function 
2.2 The general ledger control account should be posted by 

individuals independent of the accounts receivable and cash 
receipt functions. 

Timely Identification of Errors 
2.3 Monthly statements/bills should be mailed to customers to allow 

for timely identification of errors in addition to prompting 
collections. 

Posting of Adjustments 
2.4 Payments, partial payments, credits, and other authorized 

adjustments to accounts receivable should be posted against the 
corresponding statement in order to maintain the accurate aging 
of the accounts receivable subsidiary ledger. 

Reconcmation of Accounts Receivable Subsidiary Ledger 
2.5 The accounts receivable subsidiary ledger should be reconciled to 

the general control account monthly. All differences should be 
investigated and resolved. The reconciliation should be reviewed 
by the Controller. 

Review of Credit Balances 
2.6 A review of credit balances should be performed periodically by 

reviewing the accounts receivable subsidiary ledgers or the 
accounts receivable aging. If credit balances remain for more 
than a reasonable time, those amounts should be returned to our 
customers. 

Review of Billing Records 
2.7 A review of billing records, sales journals, cash receipts, and other 

relevant records should be reviewed to determine that all has 
been recorded in the appropriate accounting period. 

3. Customer Returns and Allowances 

Policy Returns and allowances should be controlled, documented, and recorded. 

The return of goods by the customer results in adjusting receivables 
and/or inventory. Allowances are less frequent yet difficult to ascertain. 
They are often based upon evaluations or customers' complaints. 
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Procedures Written Authorization 

3.1 Written authorization should be given to customers to permit the 
return of goods when appropriate. 

Count and Examination of Returned Goods 
3.2 Authorized returned goods should be counted and examined and 

recorded in a return log. 

Recording Returned Goods 
3.3 Returns should be recorded in the accounts as quickly as possible 

in order to maintain the correct balances of revenues and 
accounts receivable. 

Authorization of and Conditions for Allowances 
3.4 The conditions under which allowances may be given and the 

personnel authorized to do so should be documented. 

Review of Returned Goods 
3.5 Returned Goods credits should be reviewed periodically for 

accuracy and correct authorization. Any discrepancies should be 
investigated and resolved. 

4. Other Revenues 

Policy Other types of revenue should be recorded on a timely basis. 

Revenues flow into IVGID from scources other than that of sale of 
products and services. Taxes and assessment payments are examples 
of the more common sources. 

Procedures Deferred Income 
4.1 Deferred income relates to revenue for which the service has not 

been performed or the goods have not been delivered. 
a) Schedules should be prepared indicating the 

appropriate points in time at which the revenue is to be 
earned and recorded. 

b) The schedules and corresponding journal entries 
should be reviewed and approved by the Controller. 

Taxes and Assessments 
4.2 Tax and assessment payments should be recorded in the general 

ledger in the appropriate accounting period. A schedule of income 
and receivables should be kept and periodically balanced to State 
and County records. Any discrepancies should be investigated 
and resolved. 
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1. SALES AND PRODUCT FORECASTS 

Policy Management should establish policies concerning forecasting, 
appropriate production plans and rates, capacity, usage, and on-hand 
inventory levels. 

The forecasting of future sales of products, the use of our facilities, and 
the usage of component materials is critical in planning and control. 
"Top down" forecasting starts with general business conditions. It is then 
translated, given specific industry and company attributes, into the sales 
the company anticipates. "Bottom-up" forecasting starts with the 
individual sales expectations, formulated by input from division managers, 
customers, and other forecasters. Both methods should be employed 
and compared to arrive at a reasonable budget for sales. 
Other factors to be considered include the optimal operating capacity and 
the hiring of extra employees or lay-off in seasonal operations. 

Procedures Preparation of Sales Forecasts 
1.1 A sales forecast for the year, broken down by month, should be 

prepared and approved by appropriate levels of management. 

Review of Production Levels and Related Sales 
1 .2 Actual production levels and related sales should be reviewed 

frequently to allow for timely cost-effective adjustments to 
production scheduling. Appropriate levels of management should 
approve such adjustments. 

Raw material levels (inventory items) should be assessed to 
ensure that sufficient quantities would be available to meet the 
sales production schedule. 

2. COST-FLOW METHODS 

Policy Determination of a cost-flow assumption and method of allocating 
production costs should be made by appropriate levels of management. 

Various cost-flow assumptions may be used including specific 
identification: first in, first out (FIFO); last in, first out (LIFO); and 
variations thereof. 

Procedures Determination of Appropriate Method 
2.1 Appropriate management levels should make determination of the 

most appropriate cost method for each division. 

Consistent Use of Method Selected 
2.2 The methodology selected should be utilized consistently. 

Allocation of Costs - Overhead Application Rate 
2.3 Once management has established a policy of costs, an overhead 
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application rate should be determined and applied. 

Variance Analysis 
2.4 Variances should be analyzed by appropriate personnel to allow 

for corrective action. Analysis and corrections should be on a 
timely basis. 

Review of Standard Costs and Overhead Rates 
2.5 Standard costs and overhead rates should be reviewed 

periodically by appropriate personnel and revised as necessary. 

3. INVENTORY CONTROL 

Policy Procedures to provide physical security for all inventory should be 
established at each division. 

Cost/benefit analyses should be utilized to ascertain the optimum level of 
security that should be provided (locked storage areas, site security 
guards, etc.). Value, likelihood of theft, and ease of removal/loss are 
factors to be considered in drawing a conclusion. 

Procedures Custodial Control of Operations 

3.1 A responsible custodian should have control of the operations. 

Written Procedures for Inventory Custody 
3.2 Specific written procedures over the custody of inventory items 

between initial receipt and recording into the inventory records 
should be established. 

Authorization for Movement of Inventory 
3.3 Movement of all inventory should be in writing. Interdepartmental 

requests should be made to the custodian of the inventory by 
authorized personnel, and proper account codes should be 
supplied for accurate tracking 

Return of goods to inventory should be authorized, documented, 
and appropriately recorded. 

Reconciliation of Regularly Scheduled Physical Counts 
3.4 Physical counts of quantities of inventory should be scheduled on 

a regular basis. The counts should be reconciled to the inventory 
records and to the general ledger. 

4. PERIODIC PHYSICAL INVENTORY 

Policy A physical count of all inventories should be made periodically (at least 
twice annually --December and June). 

Procedures Proper Control of Physical Inventory 
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4.1 The physical inventory should be properly supervised and 
controlled. 

4.2 When all inventories are physically counted concurrently, a 
greater effort is required of each of the participating departments 
of accounting and warehousing/inventory control because a larger 
volume of counting is necessitated. 

4.3 Operations should be suspended or significantly reduced. 
4.4 Instructions to company personnel concerning the physical 

inventory should be written and include: 
• Location, date, and beginning time of inventory 
• Members of count team 
• Detailed directions on how to fill out inventory sheets in 

order to expedite the subsequent reconciliation process 
• Identification of damaged or obsolete inventory and 

scrap 
• Identification of inventory held for others 
• Control of the inventory sheets 
• Accumulation of appropriate cut-off information 

4.5 Inventory should be maintained in an orderly arrangement to 
facilitate the count. 

4.6 Inventory should be properly identified and described. 
4.7 Counters should be aware of the possibility of obsolete and slow 

moving items, as well as inventory with a deteriorating value or of 
questionable quality (excessive dust, presence of rust, scrap, 
goods rejected by quality control). These items should be noted 
on the inventory sheets and brought to the attention of the count 
supervisor for follow-up. 

4.8 All sheets used during the physical count should be accumulated 
and accounted for before the count ream leaves the area. 

4.9 The Accounting Department and/or district auditors should 
perform unscheduled test counts on occasion to maintain the 
accuracy and integrity of the inventory. 

Proper Identification of Inventory Ownership 

4.1 O All inventories belonging to others should be clearly identified and 
physically segregated to avoid any erroneous inclusion in the 
inventory counts. This type of inventory should be noted but 
excluded from the inventory valuation. 

Supplies Inventory 

4.11 Depending on the size of the inventory, management may elect to 
expense the items as they are purchased or to capitalize them 
and charge to expense as they are used. 

5. INVENTORY OBSOLENSCENSE 
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Policy Management should establish a policy for evaluating inventory, material, 
and parts for obsolescence. 

In addition, a comparison must be made of the quantity of product on 
hand with the demand for it. 

Procedures Revalue Certain Inventory to Net Realizable Value 

5.1 If inventory on hand exceeds demand or there has been no 
activity in the past year nor any forecasted requirements, the 
obsolete or excess portion of the inventory should be reduced to 
an amount not less than its net realizable value. The difference 
should be charged to the current period expenses. 

Disposal of Obsolete or Excess Inventories 

5.2 Consideration should be given to disposing of the obsolete or 
excess inventory or offering it at substantially reduced prices in 
order to obtain a write-off and to generate cash flow. 
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1. MONITORING AND ACCOUNTING FOR PREPAID EXPENSES 

Policy The district should establish a method to monitor and account for prepaid 
expenses. 

Prepaid expenses arise whenever cash is disbursed and a portion of the 
associated benefit of the disbursement is for a future period. An example 
of prepaid expense is an insurance premium that is paid in a lump sum 
when the policy is issued or renewed and the policy covers multiple 
accounting periods. Consequently, an asset (prepaid expense) is 
recorded on the books for the total premium when paid and is charged 
(amortized) to expense over the coverage period. 

Procedures Reviewing Incoming Invoices to Ensure Prepayment 
1.1 The accounts payable clerk and the accountants in the finance 

and accounting department should review the coding of incoming 
invoices to ensure that all prepayments are identified. 

Maintenance of Asset Accounts 
1.2 Once identified, each expense should be maintained in an asset 

register to better monitor the various types of prepaid expenses. 
The register should list the general ledger account number and 
title as well as a description of each asset, including vendor, type 
of service or coverage, benefit period, amount paid, expense for 
the period, and any other relevant information. 

Amortization Periods and Rates 
1.3 Once an expense has been entered in the asset register, the 

amortization period should be determined. For example, if an 
insurance invoice, billed quarterly, is paid at the beginning of the 
quarter, one-third should be charged to expense each month. 
Some prepaid expenses may be amortized on a basis other than 
time. For example, brochures or golf amenities may be amortized 
as they are used. 

Preparation of Standard Journal Entries 
1.4 An accountant should prepare a standard journal entry to record 

the monthly expense to ensure proper matching. The entry 
should be reviewed and approved by the Controller. 

2. CONTROLLING ASSET BALANCES 

Policy Detailed records of prepaid expenses should be reconciled periodically 
with the control account. 

Reconciliations should be performed to help ensure the accuracy of the 
detailed records and the control account. 

Procedures Preparation of Reconciliations 
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2.1 On a periodic basis, a reconciliation should be performed between 
the asset register and the general ledger balance. A person in the 
accounting department should perform the reconciliation. 

Investigation of All Discrepancies 
2.2 All discrepancies should be investigated on a timely basis. 

Supervisory Review of the Reconciliation 
2.3 The reconciliation should be reviewed and approved by the 

Controller. 
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1. INVESTMENT OF IDLE FUNDS 

Policy Funds not presently needed for company operations should be invested. 
Such investments should be properly authorized and accurately 
accounted for. 

The district should invest available funds in order to maximize earnings 
and minimize risk during the period of availability of the funds. The 
overall investment policy, specifying the needed liquidity of investments, 
acceptable risk, expected returns, and in compliance with Nevada 
Revised Statutes should be established by management and approved by 
the Board of Trustees. 

Procedures Investment Policy 
1 .1 The Board of Trustees establishes the investment policy for the 

district. Authorized investments include obligations of the U.S. 
Government or U.S. Treasury with maturities of ten years or less, 
the local government investment pool, and certificates of deposit. 
Management, specifically the Controller, is designated as the 
person to implement the Board's investment policy. The Controller 
is designated to: 
• Approve transactions such as purchases and sales 
• Access investment certificates 
• review and approve investment accounting, bank and broker 

statement reconciliations, adjustments to the carrying value of 
investments, and other decisions regarding investments. 

Authorization of Investment Vehicles 
1.2 Annually, the Board of Trustees should authorize the use of 

specific depository and investment banks and brokerage firms. 
This authorization should be documented in the minutes of the 
applicable board meeting and communicated to the appropriate 
management personnel. Management should then communicate 
the authorization and a list of those personnel designated as 
authorized agents for the district to the appropriate banks and 
firms. As a part of the annual authorization process, management 
should evaluate the company's prior relationship with banks and 
brokerage firms to determine suitability for renewal. Such 
evaluation should consider service responsiveness, type of 
investments offered, quality of investment advice, service and 
transaction charges, and any other relevant criteria. 

Authorization of Investments 
1 .3 All transactions regarding investments should be properly 

authorized by the Controller and recorded in an investment log. 
Such transactions include purchases, sales, and movement to and 
from safekeeping (vault, safe deposit box, or custodian). 

Investment Purchases 
1.4 Investment purchases should be made by check or bank transfer 

after compliance with the following: 
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• A determination that the purchase transaction is properly 
authorized in accordance with district policy by the board of 
trustees and the Controller 

• A determination that the investment authorization is properly 
document. 

• Preparation of a check requisition or bank transfer 

Investment Sales 
1.5 Investment sales should be transacted after compliance with the 

Following procedures:· 
• A determination that the sale transaction is properly authorized 

by the Board of Trustees and the Controller 
• A determination that the authorization is properly documented. 

Investment Sales Gain or Loss 
1.6 The expected gain or loss upon sale or other disposition of an 

investment should be calculated before a decision regarding the 
sale is finalized. The calculation should be update/finalized 
subsequent to the sale. The gain or loss calculation should be 
documented and should be filed in the investment file. 

Investment Sales Proceeds 
1 .7 Proceeds from the sale of investments should be received either 

by check or bank transfer. A copy of the receipt or deposit slip 
should be included in the investment file. 

Investment Results Reports 
1 .8 Monthly reports detailing the earnings and activity in all investment 

accounts should be prepared and distributed to appropriate 
management. The summary of all transactions should be 
recorded in the general ledger through the use of a journal entry 
and approved by the Controller. 

Reconciliation of Investment Accounts 
1.9 Investment account balances should be reconciled monthly with 

the general ledger. This reconciliation should be reviewed and 
approved by the Controller. 

Investment Account Balances Agreed to Bank/Broker Statements 
1.1 O Amounts recorded on the supporting schedules should be 

reconciled to broker/bank statements at least quarterly but 
preferably monthly. The Controller should review these 
reconciliations. 
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2. SAFEGUARDING OF INVESTMENTS 

Policy All investments should be safeguarded against physical loss or misuse. 

All investments should be properly controlled to safeguard against theft, 
misuse, or damage. Authorized personnel and bankers or brokers should 
properly control certificates and other investment documents. 

Procedures Investments Held by Authorized Agent 
2.1 Certain investments may be held by an authorized agent 

dependent upon the type of investment activity. For instance, 
banks may or may not issue passbooks or certificates for demand 
and time deposits. Investments of this type should be held in a 
separate account, the activity of which will be reported on a 
periodic statement. In addition, other investments such as bonds, 
notes, or stock certificates may be physically controlled by a 
broker, bank, or bank trust department. If investments are held by 
an unrelated organization, a safekeeping receipt should be 
received in support of each transaction. 

Investment Certificate or Safekeeping Receipt 
2.2 An investment certificate or safekeeping receipt and a statement 

should be received in exchange for the check or bank transfer. 
For purposes of this section, an investment certificate refers to 
any evidence of investment including savings account passbooks, 
certificates of deposit, notes, bonds, stock certificates, and so on. 

Physical Safeguards 
2.2 All investment certificates kept on the premises should be 

physically safeguarded against theft, loss, misuse, or damage. 
The certificates should be kept in a locked, fireproof safe. If a safe 
is not available, a locked file cabinet should be utilized for 
temporary storage. Regardless of the storage used, it should be 
accessible only to authorized personnel. 

Investment Storage Facility 
2.3 If the district does not have a suitable investment storage facility 

on site, then arrangements should be made to rent a safety 
deposit box at a financial institution. 

3. RETURN ON INVESTMENT 

Policy Earnings on investments should be calculated and recorded in the 
general ledger monthly. 

Separate investment income accounts should be utilized to record 
monthly activity. Such accounts should include interest and dividend 
accruals, and related interest and dividend income accounts as well as 
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accounts for both the unamortized balance and the current year 
amortization of investment premiums and discounts. 

Procedures Interest Income 
3.1 Interest income should be recorded monthly for earnings on all 

investments. The earnings should be calculated for each 
investment and aggregated for recording purposes. A worksheet 
should be used to document the interest income calculations. 

Premium/Discount on Bonds and Notes Receivable 
3.2 Certain bonds and notes receivable can be acquired and sold at 

amounts other than face value. The amount in excess of face 
value is a premium whereas the amount of the reduction from face 
value is a discount. The premium or discount represents the 
present value of the future amounts necessary to adjust the stated 
interest rate to a market rate on the trade date. The amount of the 
premium represents a reduction of earnings calculated at the 
stated rate and should be recognized over the investment holding 
period. Similarly, a discount represents additional earnings that 
should be recognized over the investment holding period. 

Premiums and discounts should be amortized into income utilizing 
the interest method. The interest method results in a level yield 
on each investment over the applicable holding period. 

Investment Income Schedule 
3.3 A schedule should be prepared to support the various investment 

income and premium/discount general ledger accounts. The 
schedule should include: 

• Investment number 
• Investment description 
• Date acquired 
• Interest rate (if applicable) 
• Face amount 
• Historical cost 
• Amortization/adjustments to date 
• Carrying value 

Investment Summary Schedule 
3.4 A summary schedule of the total activity by investment type 

should be prepared as indicated in 1 .8. 
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1. ADDITIONS TO PROPERTY AND EQUIPMENT 

Policy All additions to property and equipment should be properly authorized 
utilizing our requisition/purchase order processing. Expenditures for 
tangible assets used actively in business operations that benefit a period 
exceeding one fiscal year should be capitalized. Repair costs are 
recorded as expenditures. The following procedure should be followed in 
determining if a purchase meets the necessary requirements for 
capitalization: 

Asset Class 
Equipment 
Structures & Land Improvements 

Minimum Cost 
$5,000.00 
$10,000.00 

The following broad asset types generally categorize property and 
equipment: 

• Land 
• Land improvements 
• Buildings 
• Equipment 
• Furniture, fixtures, and office equipment 
• Computer equipment, including purchased software 
• Tools 
• Vehicles 
• Construction in process 

Capital budgeting is as integral to forming a company's annual business 
plan as is operations budgeting. Since the budgeting process must take 
place far in advance, estimations of acquisitions in the budget year must 
be made. The decision to purchase a capital asset should be an 
informed one based on current year budgets, projected benefits of the 
addition, and possibility analysis of the lease versus purchase options. 

The fixed asset accountant should maintain a Cl P book, which contains 
details for all proposed capital project expenditures over a five-year 
period. 

Procedures Approval of Capital Budgeting 
1 .1 Capital budgets should be submitted along with operating budgets 

for review and approval by the appropriate levels of management 
and the Board of Trustees. 

Capital Asset Purchase Authorization 
1 .2 No purchase of capital assets should be made without proper 

authorization and review to ensure compliance with budget 
guidelines and sound investment decision making. 
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Approval of Requisition Requests 
1.3 Requisition requests should be submitted and approved by 

appropriate levels of management as determined by the dollar 
magnitude of the acquisition before funds are committed for 
capital expenditures. 

Requisition requests and purchase orders are required for all 
capital asset expenditures. The requisition and purchase order 
should specify the reason for the request and the estimated cost. 

In some instances, capital items will need to be purchased that 
were not included in the budget. Proper change-of-scope forms 
and authorizations by the appropriate levels of management must 
be received prior to purchasing these items. 

Long-Term Lease or Purchase 
1.4 Obtaining the use of property and equipment through long- term 

leases is an alternative to outright purchase. Leases vary in term, 
assumption of expenses, and many other details. The purchase 
versus lease decision should be based upon the basis of net cost, 
considering cash flows, financial statement presentation, and 
suitability of the asset to leasing. 

2. ACCURATE RECORDS OF PROPERTY AND EQUIPMENT 

Policy Accurate records should be maintained of the cost and accumulated 
depreciation of property and equipment. 

The acquisition of capital assets should be organized to ensure that no 
unauthorized acquisitions have been made and that records of each 
acquisition are accurate, complete, and recorded in the appropriate 
period. 

Procedures Receipt and Identification of Capital Assets 
2.1 All property and equipment should be identified upon their receipt 

by the use of a prenumbered tag. The tag should be permanently 
affixed in a readily visible area. The property number on the tag 
should be recorded in the detailed fixed asset ledger. The 
location of the asset should be recorded in the detailed fixed asset 
ledger. 

Review of Purchase Price Variances 
2.2 For each capital item purchased, a comparison should be made of 

the actual versus budgeted cost. Differences should be explained 
and approved by a responsible person. 

Maintenance of Detailed Fixed Asset Ledgers 
2.3 Detailed fixed asset ledgers that are accurate and complete 

should be maintained for all asset classifications. 
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Depreciable Assets Net Acquisition Costs 
2.4 Depreciable assets should be carried in the accounting records at 

the original net acquisition cost, less separate accounts for 
accumulated depreciation or depletion. Non-depreciable capital 
assets customarily should be carried in the records at the original 
net cost. Purchased items of property and equipment that meet 
the capitalization requirements are to be capitalized at the invoice 
price plus all charges incurred to prepare the asset for operations. 

Cost of acquisition or construction includes not only the contract or 
invoice price but also such costs as preliminary engineering 
studies and surveys, legal fees to establish title, installation costs, 
freight, and labor and material used in construction or installation. 

Cash discounts taken should be recorded as a reduction of the 
cost. 

Posting to Detailed Ledger 
2.5 Asset additions, disposals, and period depreciation should be 

posted to the detailed ledger on a monthly basis. 

Reconciliation to General Ledger 
2.6 On periodic bases, the detailed fixed asset ledger should be 

reconciled with the general ledger for asset cost and accumulated 
depreciation. 

Investigation and Resolution of Differences 
2. 7 Any differences disclosed by the reconciliation in 2.6 should be 

investigated and resolved. 

Review of Differences 
2.8 The results of the reconciliation should be reviewed and approved 

by the Controller before any adjustments to the accounts are 
recorded. A signature should evidence such review. 

Capitalization of Expenditures While Building 
2.9 Expenditures made by the District while building a capital asset 

should be capitalized. 

Expenditures such as those for materials, labor, engineering, 
supervision, clerks' salaries and expenses, legal expenses, 
insurance, overhead, and interest should be capitalized as 
"construction in progress" until the project is completed and placed 
in service. No depreciation should be taken on construction in 
progress. 

Periodically during construction, a comparison should be made 
between projected and actual expenses incurred. Appropriate 
approvals should be obtained if projected costs will exceed the 
budgeted amount prior to expenditures going over budget. 
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Upon completion of construction and placement in service, the 
asset should be removed from construction in progress and 
entered into the detailed fixed asset ledger under the appropriate 
classification. Depreciation should now be taken on the asset. 

Expenditures - Capitalization vs. Expense 
2.10 Repair expense should be distinguished from expenditures for 

improvements, additions, renovations, alterations, and 
replacements. 

(a) Expenditures are repair expense if they do not materially 
add to the value of the property and do not materially 
prolong the life of the property. Examples of repair 
expense are: 

• Replacing loose or damaged shingles 
• Replacing broken glass 
• Painting and decorating 
• Resurfacing a parking lot 
• Making temporary repairs to last less than one 

year 
• Making minor repairs to fully depreciated assets 

(b) Repair costs that increase the value of property, prolong its 
life, or adapt it to a new or different use are capital 
expenditures. If the life of the asset has been significantly 
extended, the remaining original cost and the repair cost 
should be depreciated over the new life. Examples of 
repair expenditures that are capital expenditures are: 

• Replacing floors 
• Replacing a roof, thereby substantially 

prolonging its life 
• Reconditioning machinery, thereby extending 

its life 
• Replacing an auto's or a truck's engine 
• Overhauling an auto or truck that was 

substantially worn out 
• Installing a new heating system 

(c) Other expenditures that may be capitalized: 
• Structural changes or alterations to company­

owned buildings, which become a part of a 
building and increase its life or value 

• Significant improvements to property leased by 
the company, improvements that add value to 
the leasehold (e.g. permanent office partitions) 

3. DEPRECIATION OF PROPERTY AND EQIUPMENT 

Policy The cost of all capitalizable assets should be allocated over the estimated 
useful lives in a rational and systematic manner. 
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Staight-line depreciation is used for determining depreciation. Straight­
line depreciation is calculated by using an equal amount of the net cost of 
an asset and retiring this amount monthly over the useful life of the asset. 

Procedures Determination of Useful Life 
3.1 The useful life should be determined when a capital asset is 

acquired. The useful life is expressed in terms of months. 

The cost of an asset should be allocated over a useful life via 
depreciation or depletion. 

When a useful life is not determinable, such as for land, no 
depreciation should be taken. 

If there is a change in the estimate of the remaining useful life 
after the asset is placed into service, the remaining cost to be 
depreciated should be spread over the revised remaining lite. 

The Controller should review the estimated useful life. 

Once depreciation has been determined, it should be applied 
consistently until conditions change to such a degree that its 
application no longer produces reasonable results. 

4. EXISTENCE OF CAPITAL ASSETS 

Policy Control should be maintained over capital assets and their related records 
to ensure that all recorded assets exist and are in use for operations. 

The physical existence of capital assets should be verified and reconciled 
to the fixed asset records. 

Procedures Identification and Record of Assets 
4.1 At the time of acquisition, all assets should have been identified, 

tagged, and entered into the detailed fixed asset ledger. The tag 
should have been placed in a visible area. The tags provide a 
clear method of tracing the asset to the fixed asset ledger. 
Periodically, the District should take a physical inventory of all 
capital assets to ensure the completeness and accuracy of the 
company's records. 

Responsible management employees who are not responsible for 
the custody or record keeping of the assets should oversee the 
inventory process. 

All assets should be examined to determine that they are currently 
being used. 
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Comparison to Detailed Records 
4.2 The inventory of the assets on hand should be compared to the 

detailed records. 

A responsible management employee should resolve all 
differences. 

5. DISPOSAL OF CAPITAL ASSETS 

Policy Disposal of capital assets should occur only after proper authorization has 
been given. 

Control over the disposition of property should be maintained not only to 
preserve the accuracy of the records but also to ensure that assets are 
safeguarded, improper disposal is avoided, and the best possible terms 
are received for disposal. 

Procedures Documentation of Disposal 
5.1 The following procedures should apply to the retirement and 

disposal of company assets: 
• No item of property and equipment should be removed 

from the premises without a properly approved 
disposal form 

• A disposal form should be completed for all disposals 
• This disposal form should be reviewed and approved 

by the fixed asset accountant 
• 

Recording Disposal 
5.2 Once the retirement has been properly approved and 

documented, the following procedures apply to the recording of 
the transaction: 

(a) At the time the property is retired, the cost should 
be removed from the appropriate asset account; 
the related accumulated depreciation including 
depreciation to date of disposal, should be removed 
from the accumulated depreciation account; and 
the profit or loss, adjusted for the cost of removal, 
should be recorded as an income (gain) or expense 
(loss) item. 

(b) When the disposal is via a trade-in of a similar 
asset, the acquired asset should be recorded at the 
book value of the trade-in asset plus any additional 
cash paid. In no instance should such cost exceed 
the fair market value for the new asset. 

Fully Depreciated Assets 
5.3 Fully depreciated assets should remain on the property records 

with the related accumulated depreciation as long as the property 
is still in use. 
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1. DETERMINATION OF NEEDS 

Policy Determination of IVGID's needs for goods and services should be made 
by appropriate personnel and according to company guidelines. 

The determination of needs for goods and services, such as inventory, 
equipment, office supplies, and professional services, should be made by 
qualified individuals in the company and according to organizational 
guidelines that consider adequate quantities, reasonable prices, timely 
receipt, proper specifications, and desired quality. The guidelines must 
also consider and avoid the disruption of operational efficiency because 
of improper or untimely purchases and potential losses and use of cash 
caused by excessive purchases. 

Procedures Methods to Determine Needs 
1 .1 Purchasing requirements, categorized by the type of goods or 

service, should be determined according to the following methods: 

(a) Inventory replenishment needs should be determined by a 
supervisor who has responsibility for the specific task, and 
should be done automatically when stock on hand reaches 
a reorder point. 

(b) The need for services that are provided on a recurring 
basis by the same vendor, such as utilities, telephone, 
periodicals, or janitorial services, should be determined 
initially by authorized persons and, thereafter, provided 
continuously or not redetermined until the end of the 
contract period. 

(c) Determining the need for specialized services, such as 
insurance, advertising, and legal and accounting services, 
should be the responsibility of designated individuals. 

(d) Responsible individuals within each division of IVGID 
should determine routine operating and maintenance 
goods and services. 

Preparation of Requisitions for Routine Goods and Services 
1 .2 Requisitions for routine goods and services should be prepared by 

the user department on the JDEdwards software and contain the 
following information: 

(a) Vendors - names and address. 
(b) Billing address - all departments should use 893 

Southwood Blvd., Incline Village, NV 89451. 
(c) The date the department made the requisition. 
(d) Ship or deliver to the specific location where goods or 

services are to be delivered. 
(e) Name of originator or individual designated to receive 

goods when received from vendor. 
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(f) List of specific items requested including part number, 
model number, color, dimensions, item description, etc. 

(g) Specific quantity to be purchased and delivered. 
(h) Unit of measurement- each, dozen, carton. 
(i) Current unit price. 
U) Approval obtained through JDEdwards software if the 

amount is above the originator's approval level. 
(k) CIP requisitions should include the CIP budget year, the 

data sheet number, and area, and should be printed on the 
hard copy of the purchase order form. 

New Vendors 
1.3 When it is necessary to establish credit with a new vendor, the 

following information needs to be furnished to an Accounts 
Payable Clerk prior to placing an order: 

• Vendor Name - DBA, if applicable 
• Vendor Address and remit address if different 
• Vendor Tax ID number or social security number 
• Vendor organizational type - e.g. corporation, 

partnership, or sole proprietorship 
• Vendor phone and fax numbers 
• Vendor contacts 

An Accounts Payable Clerk will then request from the vendor 
completion of a W-9 form and remit address form (before checks 
will be issued). 

Limitation on Purchases through Imprest Funds 
1.4 Purchases through an imprest fund should be limited to $50, and 

should be for items that are purchased in small quantities and 
usually required within a very short time period. A petty cash 
voucher is to be filled out for each purchase and given to the 
person responsible for keeping the petty cash fund. This 
voucher should include the description of purchase, correct 
account coding, and an authorized legible signature. 

When the imprest fund becomes significantly low, the authorized 
personnel in charge maintaining the funds must request 
reimbursement of purchases paid. This is accomplished by 
completing a check request form, attaching receipts equal to the 
request, and forwarding the request to accounts payable. 

Purchase Order Processing 
1.5 Once the requisition request has been approved, the requester 

should obtain a purchase order number through the JDEdwards 
computer software. 

Purchase Order numbers must be obtained before ordering the 
services or materials and given to the vendor upon order - see 
exceptions, 2.1 (b). 
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Bid Processes 
1.6 There are 3 types of bidding processes to consider for local 

governments: 

• Informal bids: If bid/contract is over $10,000 but less than 
$25,000 then 1) bids must be submitted to 2 or more 
persons capable of performing the contract, and 2) 
Records of all requests for bids received must be kept for 
at least 7 years after the date of execution of contract. 

• Non-Public Works construction bids: If bid/contract is over 
$25,000 then the following rules must be followed. 

A. Must advertise all contracts for which the 
estimated amount required to perform the 
contract exceeds $25,000. 

B. Maintain a record of all requests for bids and all 
bids received for at least 7 years after the date 
of execution of the contract. 

C. Publication of notice to bid must be published at 
least once and not less than 7 days before the 
opening of bids. The advertisement must be by 
"notice to bid," and must be published in a 
newspaper having general circulation. 

D. The notice must state the nature, character or 
object of the contract; if plans and specifications 
are to constitute part of the contract, where the 
plans and specifications may be viewed. 

E. On-line bidding is allowable - see statue on 
requirements (NRS 332.047}. 

F. Exceptions to requirements for competitive 
bidding (NRS 332.115) include: items which 
may only be contracted from a sole source; 
professional services such as consulting, legal, 
etc; additions to and repairs and maintenance 
of equipment which may be more efficiently 
added to, repaired or maintained by a certain 
person; equipment which by reason of the 
training of the personnel or of an inventory of 
replacement parts, maintained by the local 
government is compatible with existing 
equipment; perishable goods; insurance; 
hardware and associated peripheral equipment 
and devices for computers; software for 
computers; supplies, materials or equipment 
that are available from contracts with the 
General Services Administration or another 
governmental agency in the regular course of 
its business; items for resale through a retail 
outlet operated in this state by a local 
government or the State of Nevada. 
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• Public Works Construction bids: 
Construction projects over $100,000: 

A. Adhere to the law NRS 338. 
B. May not divide a project into segments to avoid 

public bidding. 
C. Must advertise in a newspaper of general 

circulation (Bonanza is fine). 
D. Must have plans and specifications on file by 

the date of advertisement. 
E. Plans and specifications must be available to all 

interested parties. 
F. Place, date, and time of where plans and 

specifications are available must be advertised. 
G. Date, place, and time of when and where the 

bids will be opened must be advertised. 
H. Contract must be awarded to contractor who 

submits the best bid. 
I. Best bid is not necessarily the lowest; but 

IVGID must have compelling reasons to award 
to a higher bidder. As a reference, refer to 
Case No CV01-05346, Second Judicial Court, 
and Washoe County (American General 
Development vs. Washoe Co School District. 

J. Contractor must be licensed in Nevada in 
appropriate classification. 

K. 10% bid bonds required. 
L. IVGID Board of Trustees must award work. 

Construction Projects between $25,000 and $100,000: 
A. Advertising is not required. 
B. Must maintain a list of qualified contractors. 
C. May request bids by direct mail from the 

qualified contractors. 
D. Other provisions of larger contracts apply. 

Construction Projects under $25,000: 
A. IVGID Internal Policy applies. 

In-House Projects: 
A. IVGID may do construction with its own forces if 

the Board determines that the bidder isn't 
qualified, or that the bidder isn't responsive, or 
the quality of services, materials, equipment or 
labor does not conform to plans and 
specifications, or that the public interest would 
be served by bid rejection and using in-house 
construction forces. 

Emergency bidding not required: If an emergency exists that may lead 
to impairment of the health, safety or welfare of the public if not immediately attended to, 
then the bidding process is not required. 
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2. PLACEMENT OF ORDERS 

Policy Proper approval and a purchase order number should be obtained prior to 
the establishment of a firm order or contract to purchase. 

Requisitions and purchase orders will be reviewed to ascertain that the 
amount of requisition is within the approved company limit. Copies of the 
purchase orders may be filed to allow for timely follow-up on incomplete 
orders. 

IVGID's terms are net 30 days. However, payments will be made earlier 
in order to take appropriate discounts, avoid penalties, or contract 
agreements. 

Telecommunications (phone or data lines), computer hardware and 
software are handled through the Information Technology Division (IT). 
All inquiries and orders should first be identified, researched, and 
approved by IT. 

Procedures Establishment of Purchasing Guidelines 
2.1 The General Manger, the Board of Trustees, and NRS determine 

purchasing guidelines that define approval requirements and 
procedures for purchase commitments. The following purchasing 
guidelines should be applied: 

(a) Approval limits are set for each employee over which the 
employee is required to obtain appropriate approval prior 
to the establishment of a firm order or contract. 

(b) All purchases are to be obtained using a purchase order 
with few exceptions - as listed below: 

• Any cash purchase under $500. 
• Established revolving District charge cards. 
• Small purchases at Incline Auto Parts, Spitsen 

Lumber and Village Ace Hardware. 
• District Procurement card purchases. 
• Payments to utility companies such as 

Southwest Gas, Sierra Pacific Power, and SBC. 
• Reimbursements such as petty cash or 

employees payments. 
• Recreation instructor payments. 
• Investment management invoices. 
• General Council payments. 
• Bond and Note payments and related 

payments. 
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Entering Into Purchase Commitments 
2.2 Purchase commitments should be entered into to assure an 

adequate supply or price. All contracts should be documented in 
writing and the approval of the Board of Trustees should be 
obtained before a firm contract is signed. In order to avoid losses 
from inappropriate commitments, a projection of requirements for 
the specified goods or services should be prepared. 

Preparation of Prenumbered Purchase Orders 
2.3 Purchase order numbers are automatically assigned within the 

JDEdwards process. Purchase orders should be prepared and 
contain the following information: 

• Name and address of vendor 
• Ship-to information 
• Date the order was placed 
• Date the goods are to be delivered or service 

performed 
• Terms of purchase 
• Items listed separately with adequate descriptions 
• Specific quantity and unit of measure 
• Unit price 
• Signature of authorized buyer 

Multiple-Copies of Purchase Orders 
2.4 Multiple-copies of purchase order forms may be used with copies 

being distributed as follows: 
• Copy to vendor (if necessary) 
• Accounts payable department 
• Copy to originator (if necessary) 

Review of Unmatched Purchase Commitments 
2.5 On a periodic basis, a review should be performed by an 

Accounting Clerk of any commitments that have not been matched 
with receiving reports or equivalent records of goods or services 
received. Follow-up should be performed to determine whether or 
not the goods or services are yet to be received. If it is determined 
that the goods or services are not to be received, the purchase 
orders should be voided and removed from the system. 

~ Cellular Telephone Use 

Policy IVGID requires certain positions within the District to use cellular 
telephones for business purposes. The need and business purpose for 
use of a cellular telephone will be stated clearly in the Job Description. 
Factors which support cellular telephone use include but are not limited 
to: 

• Performing work requires the employee to be out of the 
office on a regular basis where availability of a land 
telephone is limited. 
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• Performing work which requires the employee to regularly 
serve in an off-duty, on-call status a minimum of 2-3 days 
a week. 

• Performing work which requires the employee to stand by 
for emergency call back where once called, time becomes 
a significant response factor. 

• Where the safety of the employee of participants at a 
District sponsored program or event requires it. 

• Managerial responsibilities. 

Each employee in a job requiring a cellular telephone will be offered a 
District provided Nextel cellular telephone. If it is to the mutual 
benefit of the District and the employee, the District may elect to 
allow the employee be provided a fixed dollar stipend for the use 
of the employee's personal cellular telephone as the means of 
communication for District business. 

Procedures Establishment of service 
3.1 At the time of hire, the employee's supervisor and/or manager will 

determine the requirement for a cellular telephone. The employee 
and supervisor/manager will agree which plan suits the needs of 
the District and the employee. 

3.2 If it is determined that a District Nextel cellular telephone will be 
issued, a cellular phone agreement will be completed, approved 
and forwarded to the Information Technology Department (IT). IT 
will purchase all equipment and set up. 

3.3 If it is determined that the employee will use their cellular telephone 
and District plan, a cellular phone agreement will be completed, 
approved and forwarded to the Information Technology Department 
(IT). A monthly stipend for the cellular telephone will be included 
on the payroll check for the 20th of each month. 

3.4 See the District Cellular Telephone Policy for complete rules and 
regulations. 

4. RECEIPT AND ACCEPTANCE 

Policy Control should be established over goods and services received as a 
basis for determining and recording the liability for goods and services 
received. 

The physical receipt of all purchased goods should be the responsibility of 
the receiving department or a designated individual at each of our 
departments. The receiving person should inspect goods for conformity 
with specifications on the purchase orders. Counting, weighing, or 
measuring should verify quantities. Receipt and acceptance of a 
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shipment should be documented with signature and date on a receiving 
document or packing slips and should then be routed to the accounting 
department. 

Procedures Inspection of All Goods and Services 
4.1 A receiving department or designated individual should inspect all 

goods received for the following: 
• Correct delivery point 
• Verify the number of containers 
e Verify contents - compare description of goods and 

quantity per the purchase order 
• Inspect for damage 
• Remove packing slip, sign and date, and send to the 

accounting department 

Proper Communication Between Departments 
4.2 The receiving department or originating individual should contact 

the vendor if any order has an obvious discrepancy (physical 
damage, wrong items, quantity error, etc.} in an expeditious 
manner to reach an understanding about how to correct the 
delivery. 

Receiving Documentation Sent to Accounting to be Filed 
4.3 After inspection, the packing slip should be signed, dated, and 

sent to accounting with any noted discrepancies. The accounting 
division matches the packing slip with the purchase order. These 
documents are to be filed while waiting for the invoice. 

Inspection and Approval of All Services Received 
4.4 Services that are received should also be inspected or reviewed 

by the user department to determine that the work was done in 
accordance with the purchase order or contract. Approval by the 
user department should be documented on the purchase order or 
on the invoice and sent to the accounting department. 

If the work is of a confidential or highly technical nature, a specific 
department (e.g. engineering) or individual (e.g. risk manager) 
may wish to review the documentation and approve the services 
received. 

Storing and Controlling of Goods 
4.5 Inventory, component parts, and other goods should be accounted 

for and controlled from the time of receipt through utilization. Any 
transfers to the appropriate user department must be noted on a 
warehouse order form. 

Storerooms should be locked. Access to storerooms should be 
restricted to authorized personnel. 
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Recording month-end inventory 
4.6 A journal entry should be prepared to record goods that have 

been received prior to the end of an accounting period but have 
not been matched with the related suppliers' invoices. (See 6.0 
for further discussion of cut-off procedures at the end of an 
accounting period. 

5. ESTABLISHMENT OF ACCOUNTS PAYABLE 

Policy All valid accounts payable transactions should be accurately recorded as 
accounts payable. 

Employees independent of the ordering and receiving functions should 
record the recording of assets or expenses and the related liability. The 
amounts recorded should be based on vendor invoices for the related 
goods or services. The vendor invoices should be in agreement with an 
approved purchase order. Furthermore, evidence of receipt or 
performance of services should be documented before the vendor invoice 
can be processed. Invoices and related general ledger account 
distribution should be reviewed before recording. 

Procedures Establishment of Invoice Control 
5.1 All vendor invoices and statements should be mailed directly to 

893 Southwood Blvd. and forwarded to the accounting division. 
Failure to do so may result in delays in recording the invoice and 
cause misstatement of accounts payable and the related asset or 
expense accounts. Furthermore, cash discounts may be lost or 
penalties imposed because of untimely processing. 

The ship-to address can be the main warehouse or an individual 
department address. 

Accounts Payable Time-Line 
5.2 All invoices must be submitted to the Accounts Payable 

Department by noon each Monday. If a holiday falls on a Monday 
then the deadline is on Tuesday by 1 O AM. 

Request-for-Check forms 
5.3 A request-for-check form is only used in place of an invoice, for 

cash advances for trips or seminars, and for special purchase 
reimbursements. Proper coding and authorization must be 
completed. 

Travel Authorizations and Reimbursable expense 
5.4 Your supervisor and division head must approve a travel 

authorization form during the planning stages of a trip. The travel 
authorization is not a payment authorization. Payment 
authorizations are accomplished through the use of an expense 
report or a check request form. 
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IVGID will pay for expenses related to business only. Meal 
expenses will be covered at the established per diem rate of $35 
per day unless specified on the I RS per diem table ( contact an 
accounts payable clerk for area rates). Mileage expenses will be 
covered at the established rate of $.485 per mile. 

Expenses will be paid via an expense report. A clearly 
documented business purpose must be reported on the expense 
report, and all individual expenditures must have a supporting 
receipt attached except the meal per diem. Approved expense 
reports and receipts must be submitted to Accounts Payable 
within 30 days of the first date of incurred expense. Small receipts 
should be attached to an 8x5 blank sheet to allow for easy 
verification and so those small receipts aren't lost in the process. 
(See additional information in IVGID's Personnel Policy Manual, 
section 11, C-5). A copy of the travel authorization must 
accompany a check request or expense report. 

Preparation of the Voucher Package 
5.5 The voucher package should be assembled with the following 

documents: 
• Vendor invoice 
• Packing slip 
• Purchase Order 
• Authorization of acceptance of goods or services 

Procedures Performed on Voucher Package 
5.6 After the voucher package has been assembled, the following 

procedures should be performed: 
• The nature and quantity of goods ordered and the price 

per the vendor invoice should be compared to the 
purchase order and the receiving document 

• Calculations of the invoice, such as totals and 
extensions of quantities multiplied by unit price, should 
be recomputed 

• The general ledger account coding should be verified 
• If the invoice is over $2,500, the voucher package 

should be reviewed and approved by the Accounting 
Supervisor or the Controller. 

Processing of Freight Bills 
5. 7 Freight bills may be received for goods received from vendors and 

for goods shipped to customers. 

The bill of lading should be routed from the receiving division to 
the accounts payable division. When the invoice for the freight is 
received, the invoice should be approved for payment by the 
original receiving division, coded, matched with the proper 
purchase order, and sent to the accounts payable division. 
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A voucher package should be assembled as stated above in item 
4.5. 

Guidelines for C.O.D. Purchases 
5.8 Cash on delivery (C.O.D.) purchases are discouraged. When it 

becomes necessary for a C.O.D. purchase, a requisition and 
purchase order should be prepared, complete with proper coding 
and approval. A check request is then processed for payment. 
When the goods are delivered, the following procedures are 
appropriate: 

• The goods should be inspected by the receiving 
division 

• The bill of lading and the vendor invoice should be 
immediately marked "paid" 

• The purchase order number should be marked on the 
invoice 

• The documents should be sent to the accounts payable 
· division for filing 

• The account payable clerk should review the 
documents and compare them to the check request 
and check that was issued earlier. Any discrepancies 
should be resolved. 

Recording Invoices in the Accounts Payable Computer System 
5.9 After the voucher package is complete, the vendor invoice is 

ready for recording. The following information should be entered 
into the JDEdwards computer system: 

• Vendor name 
• Vendor invoice number 
• Date of vendor invoice 
• Amount of invoice 
• General ledger account number 
• Date invoice is to be paid 
• General ledger date 
• Discount, if applicable 
• Voucher number (assigned automatically by system) 

Upon the posting of the vendor invoice into the accounts payable 
system, the vendor invoice has been automatically recorded into 
the accounting system as a liability. Batch numbers or user 
names complete invoice postings. 

Check Run Process 
5.10 Check runs are completed weekly. Invoices are processed on 

Monday's and Tuesday's. Checks are printed on Wednesday's, 
matched, verified, and readied for disbursement Wednesday 
afternoons and Thursday's. Checks are ready to be picked up or 
mailed from the accounting office on Friday's at 9 am. 
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IVGID's vendor terms are Net 30 days. 

Checks over $2500 must be listed and presented to the Board of 
Trustees before they are released. Exceptions to holding checks 
for board approval are checks that pay utilities, inventory, to avoid 
penalties, to receive discounts, or by contract agreement. Board 
meetings are normally held during the second and last week of 
each month. Checks over $2500 that receive board approval are 
mailed the day after the board meetings. 

Out-of-cycle Checks 
5.11 Out-of-cycle checks are discouraged. Planning ahead should 

eliminate the need for out-of-cycle checks. If a check is necessary 
before the next scheduled check run, approval must be obtained 
from the Controller and/or the General Manager along with a 
detailed explanation as to why the check needs to be processed 
early. 

Returned Checks 
5.12 Returned checks should be forwarded to Accounts Payable Clerk 

for processing. The Accounts Payable Clerk will research the 
reasons for the return to determine if the check needs to be 
forwarded to a new address; or if the payment was made in error, 
the check should be immediately voided. 

If a division has a check that they have picked up from Accounts 
Payable that they no longer need, the check needs to be returned 
to Accounts Payable immediately so that it can be voided or 
mailed to the vendor. All checks should be returned to the 
Accounts Payable Clerk within four weeks of the issuance date. 

Reconciliation of Accounts Payable General Ledger Amounts 
5.13 Twice a year (December and June), the accounts payable general 

ledger total should be reconciled. All differences should be 
investigated and adjustments made as necessary. The 
reconciliation and the results of the investigation of differences 
should be reviewed and approved by the Controller. The 
reconciliation and adjustments should be made by someone other 
than the accounts payable clerk. 

Review of Debit Balances in Accounts Payable 
5.14 The accounts payable clerk should review the accounts payable 

detail list on JDEdward's speed release monthly for debit balances 
(amounts vendors owe IVGID). In reviewing debit balances, the 
employee should ascertain if the company will receive cash from 
the vendor or if an offset to another invoice is appropriate. If there 
is a significant dollar amount of debit balances in accounts 
payable, this debit balance should be removed from accounts 
payable and recorded in accounts receivable. 
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Review of Hold Balances in Accounts Payable 
5.15 The accounts payable detail list on JDEdward's speed release 

should be reviewed weekly by the accounts payable clerk for all 
"hold" amounts. In reviewing the holds, the employee should 
ascertain if these holds should be released against other invoices 
or if the invoice should remain on hold. All holds should be 
investigated and adjustments made accordingly. 

Reconciliation of Accounts Payable Records to Suppliers' Records 
5.16 Accounts payable records should be periodically reconciled to 

suppliers' records by comparison with supplier's statements. Any 
differences should be analyzed. A copy should be immediately 
obtained of any invoice(s) that is 60 days or more past due. Once 
received, proper approval must be obtained, and the invoice paid 
as soon as possible. Also, copies should be obtained of any 
credit memos that have not been recorded. It is important to have 
our vendor records mirror that of our alp records. 

Sales and Use Tax 
5.17 The Nevada Revised Statutes have granted IVGID sales/use tax­

exempt status. Therefore, purchases in the state of Nevada are 
exempt from sales/use tax. 

Our tax ID# is 88-760004-K. If a vendor requests further 
verification of the Districts exempt status, a copy of the letter from 
the State of Nevada, Department of Taxation can be faxed or 
mailed to them. 

Phone bills and Reimbursement of personal phone calls 
5.18 All phone bills will be reviewed by each division for accuracy. 

Any questionable charges will be researched and resolved. 

6. RETURN OF GOODS TO SUPPLIERS 

Policy Return of goods to suppliers should be adequately controlled, 
documented, and recorded. 

The return of goods should be approved and documented by each area 
or the receiving division. Follow-up with the supplier should be made to 
ascertain that the supplier recognized the return of goods. 

Procedures Shipment of Goods Back to Vendor 
6.1 When each area or the receiving diVision has goods to return to a 

vendor, a log should be maintained recording the description of 
merchandise, vendor, quantity, and reason for rejection. 

The area or receiving division should call the vendor and shipping 
company to arrange for return. A credit memo should be 
requested to be sent to the accounts payable division. Notice 
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should also be given to the accounts payable division or the return 
or if a replacement item will be sent. 

7. PURCHASE CUT-OFF 

Policy At the end of the accounting period, it should be ascertained that the 
related liabilities for goods or services received during the accounting 
period are also recorded in the same accounting period. 

Procedures Procedures for Proper Purchasing Cut-Off at End of Accounting 
Period 

7 .1 Time delays in receiving and processing vendor invoices for 
goods and services can cause recording the liabilities for the 
related goods and services in a subsequent accounting period, 
unnecessary penalties, or C.O.D. requests. Therefore, it is 
imperative that an attempt be made to record all liabilities and that 
a proper purchasing cut-off is achieved. To accomplish this, the 
following procedures should be observed: 

(a) Closing of the accounting records should be delayed for a 
few days to allow receipt of vendor invoices. The 
preliminary and final month-end close is completed on 
approximately the 5th and 10th business day of each month. 

(b) Invoices that are received at the end of each month should 
be immediately sent to the accounts payable division for 
processing. Invoices are processed and recorded to the 
general ledger according to the invoice date unless 
otherwise noted by the receiving departments. Invoices 
received after a month end close are recorded in the 
current open month. 

8. PROCUREMENT CARD PROGRAM 

Policy The procurement card program is a fast and flexible purchasing tool 
which offers an alternative to the existing purchasing processes and 
provides an efficient and effective method for purchasing and paying for 
items. The procurement card has individual purchase limits and monthly 
total expenditure limits assigned to each cardholder. 

The card is to be used for official purchases; primarily goods and services 
but includes official travel. The cards will be issued in the employee's 
name and have the Incline Village General Improvement sales tax ID 
number clearly indicated on the card. 

Procedures Approval of cards 
8.1 Individual cards will be issued to employees upon approval by 

their supervisors and the general manager. Approval is 
authorized by completion of an application, complete with 
signatures. Individual card limits are established at his time. 
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The Procurement Card Administrator within the Finance and 
Accounting Division is responsible for ordering new cards. The 
administrator will also oversee the balancing and payment of the 
monthly statement. One-time limit over-rides can be arranged by 
the Procurement Card Administrator. 

Issuance of cards 
8.2 Each individual cardholder must sign the cardholder agreement 

including the receipt section in the presence of the Procurement 
Card Administrator. By signing this agreement, the employee 
indicates that he/she understand the intent of the program, and 
will comply with all guidelines of the program. 

Cardholder responsibilities 
8.3 The cardholder must use the procurement card for legitimate 

business purposes only. Misuse of the card will subject the 
cardholder to disciplinary action in accordance with IVG I D's 
policies and procedures relating to disciplinary action. 

The cardholder must: 
• 

• 
• 

• 

Ensure the card is used for legitimate business 
purposes only. 
Maintain the card in a secure location at all times . 
Not allow other individuals to use their card without 
prior approval for each purchase. 
Adhere to the purchase limits and restrictions of the 
card and ensure that the total transaction amount of 
any single transaction does not exceed the authorized 
threshold. 

• Obtain and reconcile all sales slips and register 
receipts to the cardholder statement and provide this 
documentation to the Procurement Card Administrator. 
Approval and account allocation must be provided. 

• Attempt to resolve disputes of billing errors directly 
with the vendor and notify Bank of America if the 
dispute or billing error is not satisfactorily resolved by 
faxing Bank of America the required Dispute Form. 
The Procurement Card Administrator can assist with 
this process. 

• Ensure that an appropriate credit for the reported 
disputed item or billing error appears on a subsequent 
cardholder statement. 

• Not accept cash in lieu of a credit to the purchasing 
card account for returned items. 

• Immediately report a lost or stolen card to Bank of 
America. 

• Send invoices immediately to the procurement card 
administrator in the Finance and Accounting division. 
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Monthly statement review and approval 
8.4 The card administrator will supply each cardholder with a copy of 

his or her monthly statement. All charges are to be verified. A 
copy of each receipt properly approved and coded should be 
returned to the administrator within three business days. Food 
purchases should include the names of all persons involved. 

However, if all receipts for a monthly procurement card statement 
have been coded and sent to the card administrator, the card 
administrator will send the procurement card statement and 
receipts directly to his/her supervisor for final approval. 

Occasionally no receipt will be available. If this happens, a note 
should be written explaining the purchase. Also included must be 
proper approval and coding. 

Monthly statement payment 
8.5 The Procurement Card Administrator will pay all charges due by 

the due date. Payment is to be made in the form of a bank wire 
transfer. 

Purchasing Card Maintenance and Closure 
8.6 All contact with Bank of America for card set up, maintenance and 

closure will be handled by the Purchasing Card Administrator who 
is located in the Finance and Accounting Division. 

The Procurement Card Administrator is required to close an 
account if a cardholder transfers to a different department, moves 
to a new job in which a purchasing card is not required, terminates 
employment, or misuses his/her card. 

A request for closing a cardholder account will be submitted to 
Bank of America by the Procurement Card Administrator. When 
an account is closed, the credit card must be returned to the 
Procurement Card Administrator. 

Sales and Use Tax 
8.7 The Nevada Revised Statutes have granted IVGID sales/use tax­

exempt status. Therefore, purchases in the state of Nevada are 
exempt from sales/use tax. 

Our tax ID# is 88-760004-K and should be on the face of the 
credit cards. If a vendor requests further verification of the 
Districts exempt status, a copy of the letter from the State of 
Nevada, Department of Taxation can be faxed or mailed to them. 
Copies of these letters can be obtained from the Procurement 
Card Administrator. 

General Ledger Posting 
8.8 The Procurement Card Administrator will complete a 

spreadsheet on a monthly bases of all amounts, coding, an 
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descriptions of purchases. After balancing is complete, these 
amounts must be posted immediately to the correct financial period in 
our general ledger. 

9. ADVERTISING 

Policy There are three primary types of advertising that the district processes on 
a regular bases - classified ads, legal ads, and display ads. 

Classified ad purchase orders will be used primarily by HR for 
employment advertising. Each division will work with the HR Division on 
all employment ads prior to ad placement. 

Legal ad purchase orders will be primarily used by the General Fund 
and/or the Engineering Division to satisfy the district's legal requirements. 

All other divisions will primarily use the display ad purchase order. Each 
division will work with the Marketing Division on all marketing ads 
prior to ad placement. 

Procedure Ad preparation and placement 

10. TIPPING 

9.1 Each division must contact the HR Division on employment ads or 
the Marketing Division on advertising ads prior to ad placement. 

A purchase order must be issued before the ad is placed. When 
an exact amount of the ad is not known, an estimate will be used. 
The purchase order number must appear on the tear sheets and 
invoices. 

Each division will use its own account codes. 

All ads shall be proofread by the division placing the ad and by the 
HR Division (for employment ads) or Marketing Division (for 
advertising ads) before being finalized and approved with the 
vendor. 

At the time the division receives the ad invoice, they should 
immediately approve the invoice for payment by providing the 
purchase order number along with their signature, current date, a 
proper coding. The invoice should then be forwarded to the 
Finance and Accounting Division for payment. 

Policy Tipping is a reasonable expense of the district but should be limited 
through the following guideline. 

Procedure Limitation of food tips 
10.1 Food tips should not exceed 15% of your food charges. 
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11. BULK PURCHASES 

Policy Certain bulk purchases should be ordered though established vendors in 
order to take advantage of governmental or IVGID discounts. 

Procedure Office Supplies 
11.1 All office supplies should be purchased through Office Max which 

takes advantage of our governmental discount. To receive a sign­
on password, please see our Management Assistant. Office 
supplies are ordered by each division for the supplies they need. 

Janitorial Supplies 
11.2 All bulk janitorial supplies should be purchased by our Buildings 

Division and ordered through Lake Tahoe Supple. See our 
buildings division if you have any questions relating to janitorial 
supplies. 

Fuel Purchases 
11 .3 Fuel purchases are ordered by our Fleet Division, ski area 

personnel and golf area personnel through Berry Hinckley. Berry 
Hinckley is able to furnish us with the governmental-required bio 
diesel and reformulated gasoline. 

Printers and copiers 
11.4 All purchases are handled by the IT Division to take advantage of 

our State discounts. After consultation, copier orders and 
maintenance are handled by the individual area. IT handles the 
necessary paperwork. IT handles all printer ordering, installations, 
and paperwork. IT is responsible for verifying the compatibility 
between all equipment and our computer equipment and systems. 

Software licenses 
11.5 All software licenses are handled by the IT division. Contact the 

IT division for further information. 
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.1: FINANCIAL RESOURCE REQUIREMENTS 

Policy IVGID should establish an orderly system for anticipating financial 
resource requirements and analyzing the most effective means of 
providing for those needs. 

Debt (in the broadest definition of the term) is the result of borrowing 
funds for a specific purpose for a specific period of time. It represents a 
major means of providing financial resources for IVGID. 

Short-term financing consists of debt that is expected to be repaid within 
the normal operating cycle or within one year of the balance sheet date 
and can take the form of a line of credit agreement with a bank or 
demand notes payable. 

Long-term financing is primarily debt that will not be repaid within the 
normal operating cycle of the business or within one year. This financing 
is used for longer-term needs such as capital improvements or business 
expansion, and will take the form of installment loans, bonds, debentures, 
and capital leases. 

Procedures Financing through the issuance of debt can entail any number of different 
forms and types of indebtedness. The more common forms of debt are 
as follows: 

Notes Payable 
1 .1 Notes payable is primarily used to meet short-term working capital 

needs. Certain assets such as customer receivables, inventory, 
or property and equipment often collateralize this debt. 

Demand notes should usually be classified as a current liability 
because the repayment date is not specified. 

Other notes payable may have a specified repayment date. 
These notes should be classified a current or long-term based on 
the specified repayment date. 

Interest expense must be accrued on all notes payable, whether 
they are demand notes or not. Interest must be imputed on non­
interest bearing notes or notes with unrealistically low interest 
rates. Interest should be accrued monthly over the term of the 
note based upon the balance of the notes payable, the stated (or 
imputed) interest rate, and the interest payment dates specified on 
the notes. 

Installment Loans 
1.2 Installment loans are debt instruments used primarily to finance 

the acquisition of a specific asset. Most frequently, these loans 
are collateralized by the land, buildings or equipment acquired. 
The repayment terms of an installment loan usually call for 
periodic payments to be made over the life of the debt. These 
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Bonds 

payments include both an interest and principal portion. The 
lender should provide the borrower with an amortization schedule 
showing a breakdown between the interest and principal portion of 
each payment. 

Based upon the amortization schedule, the principal portion of the 
payments due within the next year should be classified as a 
current liability while the remaining principal balance should be 
classified as long term. 

Interest expense on installment loans should be accrued and paid 
based on the amortization schedule referred to above. 

1 .3 Bonds are used to finance larger capital projects such as the 
construction of a new facility or to finance a significant business 
expansion. Often bonds are secured by most of the assets of the 
district with bondholders having priority over many of the other 
creditors. 

Interest on bonds should be accrued monthly using the specified 
rate. 

Amortization of bond discounts and premiums must also be 
recorded monthly based upon amortization schedules prepared 
when the bonds were issued. 

Long-Term Leases 
1 .4 Long-term capital leases are another means by which the 

purchase of equipment can be financed. The terms of a lease 
agreement usually call for equal periodic payments over the life of 
the lease. If a lease meets the criteria classification as a capital 
lease, the present value of the minimum lease payments is 
considered to be the long-term debt while the remaining portion of 
the minimum lease payments is considered to be the interest 
related to this debt. 

An amortization schedule should be prepared showing the 
breakdown of each payment between the principal and interest 
portions. As with other installment loans, the principal portion of 
the minimum lease payments due in the next year should be 
classified as a current liability while the remaining principal 
balance should be classified as long term. 

The interest portion of capital leases should be recorded and paid 
based on the amortization schedule referred to above. 
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~ ASSUMPTION AND AUTHORIZATION OF DEBT 

Policy Determination of the need to assume debt should be made by the 
Controller and the General Manager of IVGID, and all debt should be 
appropriately authorized by the Board of Trustees. 

The issuance of all new debt as well as the extension of any existing debt 
should be authorized by the Board of Trustees. This authorization should 
be documented in the minutes of the Board of Trustees meetings in the 
form of a resolution. In some instances the creditor will require that a 
board resolution authorizing the debt be included in the executed debt 
agreements. 

Procedures Board of Directors Resolution 
2.1 A resolution of the board of trustees should be prepared so as to 

document the board's approval of the issuance of the debt. 

Debt Approval and Agreement 
2.2 A copy of the resolution approving the issuance of the debt should 

be maintained with the executed copy of the debt agreement. 

Records and Collateralization of Debt 
2.3 A record should be maintained of the assets collateralizing the 

debt, if any and should include the following information: 
• The assets should be specifically identified 
• The record should be updated periodically to reflect the 

current book value of the assets 

3. SAFEKEEPING OF DEBT AGREEMENTS 

Policy Physical control of debt instruments should be maintained. 

The original executed debt agreements and debt instruments should be 
maintained in a safe place and the existence of these instruments should 
be verified periodically. 

Procedures Original Agreements and Instruments 
3.1 The original debt agreements and instruments should be obtained 

once they have been executed. 

Physical Safety of Agreement and Instruments 
3.2 These debt agreements and instruments, as well as any 

subsequent amendments, should be kept in a safe place such as 
a vault or a safety deposit box. Consideration may be given to 
having these agreements and instruments maintained by IVG I D's 
legal counsel at an outside location. 

4. RECORD OF DEBT 

Policy All debt should be recorded in the general ledger based on the terms of 
the debt agreement. 
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The issuance of any new debt or the extension of any existing debt 
should be accurately recorded in the general ledger based on the terms 
of the debt agreement that has been reviewed and approved by the board 
of trustees. 

Procedures Cash Received in Exchange for Debt 
4.1 When cash received in exchange for certain debt is included in the 

standard cash receipts system, the entry to initially record this 
debt is prepared as part of the cash receipts process described 
earlier. It is, however, important to properly identify the offsetting 
credit and classify the debt as current or long-term based upon the 
repayment terms. 

Cash received in exchange for debt may be received via bank 
wire transfer or some other infrequently used method. In these 
instances, it will be necessary to prepare and record a general 
journal entry, again classifying the debt as current or long-term. 
This journal entry should be prepared or reviewed by the 
Controller. 

Property and Equipment in Exchange for Debt 
4.2 Property and equipment can be received in exchange for 

installment loans and capital leases. Therefore, the controls over 
the cash receipt system cannot be relied upon to identify new 
debt. 

A general journal entry must be prepared to properly record the 
issuance of this debt and the corresponding property or 
equipment. 

For installment loans, the principal portion of the debt plus any 
down payment made will equal the cost of the property and 
equipment acquired. 

For capital leases, the cost of the equipment will be the present 
value of the minimum lease payments plus any down payment 
paid. 

The Controller should review the journal entry and the supporting 
documents to ensure the appropriateness and accuracy of the 
entry. 

Bond Price Ff uctuations 
4.3 Bond prices will fluctuate when the interest rate specified on the 

bonds differs from the prevailing market interest rates. 

A discount or premium is recorded for the difference between the 
face value of the bonds and the issuance price. 
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The discount or premium should be amortized over the term of the 
bonds. 

5. TIMELY INTEREST EXPENSE ACCRUALS 

Policy Interest expense for all debt should be accrued on a timely bases. 

An interest accrual should be recorded at the end of each month for all 
debt on the general ledger. 

Procedures Interest Accrual Using Amortization Schedule 
5.1 When the amortization schedule is prepared, the interest accrual 

should be computed based upon the interest portion of the next 
payment due and the number of days from the date of the 
previous payment until the end of the period. 

Interest Accrual without Amortization Schedule 
5.2 In situations where an amortization schedule is not available, the 

interest accrual must be computed based upon the principal 
outstanding during the period, the interest rate charged or imputed 
by the creditor, and the period of time from the date of the last 
interest payment until the end of the month. 

6. DEBT PAYMENTS 

Policy All payments should be properly recorded in the general ledger on a 
timely basis. 

Payment on notes payable and other long-term debt made through 
IVGID's standard disbursements system, through the transfer of funds by 
wire, or other methods should be recorded on a timely basis. 

Procedures Separate Principal and Interest Components 
6.1 For debt that combines both principal and interest into one 

payment, it is necessary to record the separate principal and 
interest components of each payment. 

If an amortization schedule is to be provided by the creditor, it 
should be obtained when the debt agreements are executed or as 
soon thereafter as possible. 

If an amortization schedule is not provided, it should be prepared 
based on the terms of the debt agreement. 

A copy of the amortization schedule should be maintained with the 
original executed debt agreements. A copy should also be kept in 
the accounting division so that each periodic payment can be 
properly recorded in the general ledger. 

Debt Payment through General Ledger Distribution 
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6.2 If the debt payment is made through IVGID's standard 
disbursement system, reliance should be placed on the general 
ledger account distribution process. The account distribution 
coding for these payments should be reviewed to ensure that the 
notes payable or other long-term debt and the related interest 
accrual are properly relieved in accordance with the applicable 
amortization schedule and other supporting documents. 

7. BOND DISCOUNTS AND PREMIUMS 

Policy Bond discounts and premiums should be amortized over the term of the 
bonds. 

Bonds normally may be issued for a price that differs from the face or 
maturity value of the bonds. This difference will be either a premium if the 
sales price is in excess of the face value of the bonds or a discount if the 
sales price is less than the face value of the bonds. The difference must 
be amortized over the term of the bonds. The method used to compute 
the amortization is the interest method. The amortization of a premium 
will reduce the interest expense while the amortization of a discount will 
increase the interest expense. 

Procedures Bond Amortization Schedule 
7.1 A bond amortization schedule utilizing the interest method should 

be prepared to determine the periodic amortization and the 
adjustments to the bond carrying value. 

Timely Recording of Discounts and Premiums 
7.2 The amortization or bond discounts and premiums should be 

recorded monthly or, at a minimum, when interest is paid. 

L CURRENTANDLONG~ERMDEBTSUMMARY 

Policy A detailed summary of current and long-term debt, accrued interest 
payable, and interest expense should be prepared and reconciled to the 
general ledger. 

To ensure that all debt activity is being properly recorded on a timely 
basis, a detailed summary of current and long-term debt balances, 
accrued interest payable, and interest expense should be prepared 
periodically and reconciled to the general ledger. This detailed summary 
should be prepared from amortization schedules, statements from 
creditors, and internally prepared schedules of debt activity. 

Procedures Debt Instrument Activity Summary 
8.1 A summary of activity for each debt instrument should be 

prepared. This summary should include the balance of the debt at 
the beginning of the period, plus any new debt issued during the 
period, less any principal payments made during the period; the 
activity in the accrued interest payable accounts including the 
balance at the beginning of the period, plus any additional interest 
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accrued during the period, less any interest paid during the period; 
and a breakdown of the current and long-term portions of the 
balance of the debt at the end of the period. 

Comparison to General ledger 
8.2 The outstanding debt, accrued interest payable, and interest 

expense accrued as summarized in the schedule prepared above 
should then be compared to the general ledger. Any 
discrepancies among the amount taken from the summary and the 
amounts recorded in the general ledger should be investigated 
and resolved. 

Current Portion of long-Term Debt 
8.3 Finally, the current portion of the debt as summarized above 

should be compared to the amount recorded on the general 
ledger. If necessary, a journal entry should be recorded to adjust 
the current portion of long-term debt to agree with the summary 
schedule. 

9. DEBT COVENANTS 

Policy All debt covenants should be reviewed periodically. 

In the event that there is a lack of compliance with restrictive debt 
covenants, a creditor could deem IVGID to be in default of the debt 
agreement. This in turn could give the creditor causes to demand 
immediate repayment of the debt. With this in mind, the debt covenants 
should be reviewed annually so as to determine whether all covenant 
restrictions have been met. If noncompliance is detected, discussions 
should begin immediately with the bank or other financial institution in 
order to avoid foreclosure or recall of the debt. 

Procedures Debt Covenant Review Checklist 
9.1 The debt covenant section of each debt agreement should be 

reviewed and a separate review checklist should be prepared for 
each debt agreement. This checklist should cover all covenants 
including those requiring the maintenance of certain financial 
ratios, those requiring the reporting of certain financial information 
to the bank on a periodic basis, and those limiting the amount of 
certain expenditures such as capital improvements. These 
checklists should be prepared in a format that will provide 
sufficient space for the calculation of each ratio and that can be 
carried forward for use in subsequent periods. 

Frequency of Checklist Preparation 
9.2 Annually the checklists prepared above should be completed. All 

covenants should be reviewed and all required financial ratios 
should be calculated. A notation should be made on the checklist 
next to each· individual covenant documenting whether or not 
IVGID is in compliance with that covenant. 
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Noncompliance with Debt Covenants 
9.3 If noncompliance with certain covenants is noted, communications 

with the bank or other creditor should be instituted. It may also be 
necessary to obtain a waiver of the debt covenants from the bank. 
If such waiver cannot be obtained, it will be necessary to classify 
the related debt as current. 
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1:. MONITORING OF ACCRUED LIABILITIES 

Policy The Finance and Accounting Division should monitor and account for 
accrued liabilities. 

Accrued liabilities are items for which a service or benefit has been 
received and for which the related liabilities are both acknowledged and 
reasonably determinable, but which are not yet payable, either because 
of the terms of the commitments or because invoices have not yet been 
received. 

Procedures Establishing List of Expenses 
1 .1 The Finance and Accounting Division should establish a list of 

commonly incurred expenses that may have to be accrued at the 
end of an accounting period. This list will serve as a reminder and 
help ensure that all expenses have been identified. Examples of 
such expenses are: 

• Salaries and wages 
• Payroll taxes 
• Vacation and sick pay 
• Def erred compensation 
• Professional fees 
• Insurance 
• Interest 

Preparation of Detailed Register 
1 .2 Once identified, each expense should be maintained in a detailed 

register. 

When and How Accrued Liabilities Occur 
1 .3 The amount recorded for accrued expenses should be properly 

measured. Accrued liabilities come into existence with the 
passage of time or with the occurrence of an event. 

Recording the Accrual 
1 .4 An accountant should prepare a journal entry to record the 

accrued liability and the matching expense. The preparer should 
sign or initial the journal entry. The entry should be reviewed and 
approved by the Controller. 

Review of the Account Balance 
1 .5 At the end of each accounting period, an accountant should 

review the adequacy of accrued expenses. If any adjustments are 
deemed appropriate to the account balance, a journal entry should 
be made to adjust both the accrued expenses and accrued 
liabilities. This should be reviewed as in 1.4 above. 
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2. RECONCILIATIONS AND ACCURACY 

Policy Detailed records of accrued liabilities should be reconciled regularly with 
the control account. 

Reconciliations should be performed to help ensure the accuracy of the 
detailed records and the control account. 

Procedures Performance of Monthly Reconciliations 
2.1 A reconciliation should be performed monthly between the 

detailed register and the general ledger balance. The person 
performing the reconciliation should not be one who maintains the 
detailed records and the control account. 

Investigation of Discrepancies 
2.2 All discrepancies should be investigated on a timely basis. 

Supervisory Review of the Reconciliation 
2.3 The reconciliation should be reviewed and approved by the 

Controller. 
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,L PAYROLL AND PERSONNEL/HUMAN RESOURCES 

Policy A system of authorized communication between the payroll and the 
personnel/human resources departments should be established and 
maintained. 

The personnel department maintains employee files in which employee 
pay history is documented and withholding authorizations are retained. 
Changes to standing payroll data, which is processed by the payroll 
department, are generally initiated by the personnel/human resources 
department. 

Procedures Announcement of Vacancy 
1 .1 Prior to filling any vacancy for a full-time position or other position 

designated as management, the Department Head shall submit a 
job announcement to the General Manager which summarizes the 
duties and responsibilities of the position and the knowledge, 
skills, qualifications, and attributes required. 

All vacancies in full-time or management positions, except 
Department Heads, shall be posted by the Human Resources 
Manager within each major IVGID work area. If the General 
Manager determines that sufficient candidates exist within IVGID, 
the General Manager may limit eligibility for the position to current 
IVGID employees. If there are not sufficient candidates within the 
IVGID work force, then recruitment shall include external 
advertisement. 

The extent of announcement for non-management temporary, 
seasonal, and part-time employees shall be determined by the 
Department Head on a case-by-case basis under guidelines 
established by the General Manager. 

Applications 
1 .2 All applications must be submitted to Human Resources at 

IVGID's Administration building so that they may be entered into 
the Applicant Tracking system and routed to the appropriate 
departments. Human Resources will keep job applications on file 
for one year. 

Background Checks 
1.3 IVGID may conduct the following background checks: 

• A determination if applicant was a former IVGID 
employee 

• Past employment verification 
• Education verification, credit report, driving record, 

military record, or criminal record 
Employment verification can be accomplished either by telephone 
or in writing. If the prior employment cannot be verified, the hiring 
authority should discuss the situation with their manager or 
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Department Head and determine whether it is reasonable to 
proceed with the hire. 

Offer Letter 
1 .4 Offers of employment for all full-time/year-round and seasonal 

management positions must be approved by the Department 
Head, Human Resources, and the General Manager, using the 
District's standard offer letter format. 

Offers of employment for all seasonal, part-time and temporary 
employees must be approved via the Personnel Action Notice. 

Determination of wage ranges/hourly rates 
1.5 Wage ranges and hourly rates are to be determined using the 

current year's operating budget, personnel section. If there are 
any concerns about position placement within the set ranges, 
discussion and approval should be obtained from the Department 
Head, Human Resources, and/or the General Manager. 

Compensation and Evaluation 
1 .6 Evaluations should be conducted in a timely manner on the 

approved evaluation form supplied by the Human Resource 
Department. Evaluations are conducted annually on the 
employee's anniversary date. 

Annual increases in salaries and rates are to be determined by the 
ratings on the annual evaluation. The ratings are tied to the 
Salary Increase Guide form prepared by the Human Resource 
Department. 

A one-time, six-month review should be completed for all new 
hires. No increase in rate is to be awarded at this time. The 
purpose of the six-month review is to review the new employees 
work progress and to acknowledge accomplishments. 

Vacation and Sick Pay 
1.7 Vacation accrues from the date of hire and may be taken at the 

end of six months and is granted according to a set schedule 
determined by the Human Resource Department. 

Eligible employees accrue sick leave beginning with the first day 
of service. Sick leave accrues at a rate of 8 hours per month. 
During early December of each year, IVGID will provide an 
opportunity to each eligible employee to "sell" back to IVGID one­
half of their unused sick leave balance, up to a maximum of 48 
hours. Such sale will occur at the employee's current hourly rate. 
Unused sick leave will be forfeited upon termination of 
employment. 
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Additional Information 
1 .8 Detailed, additional information can be found in the Personnel 

Policy Manual prepared and maintained by the Human Resource 
Department. 

2. WAGES AND SALARIES 

Policy Payment for wages and salaries should be made only to company 
employees at authorized rates of pay. 

Controls should be established over standing payroll data to ensure that 
the payroll reflects complete and authorized standing data. 

Procedures Changes in Payroll Data 
2.1 All changes to standing payroll data should be authorized in 

writing including new hires, terminations, pay rate changes, 
voluntary payroll deductions, and court-ordered payroll 
deductions. 

Authorization of Changes in Payroll Data 
2.2 An appropriate official outside of the payroll department should 

authorize changes to payroll data. New hires/terminations should 
be authorized in writing by the appropriate operating division and 
the personnel division. The individual employee should authorize 
voluntary deductions. Pay rate changes should be authorized in 
writing by the personnel department or the appropriate division 
head. A copy of all authorization forms for changes to payroll data 
should be retained in each employee's personnel file. 

Comparison of Payroll Data to Personnel Files 
2.3 Human Resources personnel or an internal auditor should 

periodically compare payroll data to the personnel files to ensure 
that all changes have been made accurately and timely and that 
only authorized changes have been made. 

Check Run Process 
2.4 Payroll pay dates are the 5th and 20th of each month. Time 

worked from the 1st through the 15th is paid on the 20th of the same 
month, and time worked from the 16th through the last day of a 
month is paid on the 5th of the following month. 

Out-of-cycle Checks 
2.5 Out-of-cycle checks are discouraged. If a check is necessary 

before the next scheduled check run, approval must be obtained 
in writing from the division supervisor and HR or the Director of 
Finance, Accounting & IT on the standard payroll prepay request 
form. 
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3. TIMEKEEPING 

Policy Payment for wages and salaries should be made in accordance with 
records of work performed. 

Controls should be established over the transaction data to ensure that 
disbursements of company funds are for valid services performed. 

Procedures Maintenance of Time Records 
3.1 For employees compensated on the basis of time worked, records 

should be maintained on the Kronos system and approved by 
division supervisors. 

Overtime Approval 
3.2 All overtime should be approved prior to work by division 

supervisors. 

Reconciliation of Payroll to Supporting Records 
3.3 A reconciliation should be performed on transaction data that is 

the basis of the payroll calculation to supporting records. For 
commissioned employees, reported sales should be totaled and 
reconciled with operating sales data. 

Payroll Calculations 
3.4 Payroll payments should be accurately calculated. Gross pay and 

payroll deductions should be reviewed to determine accuracy. 

4. PAYMENT TO IVGID EMPLOYEES 

Policy Payment for wages and salaries should be made only to company 
employees. 

Controls should be established to ensure that only valid company 
employees receive payroll payments. 

Procedures Distribution of Payroll 
4.1 Individuals who do not prepare the payroll should distribute payroll 

checks. 

Receipt Log for Payroll Checks 
4.2 The payroll coordinator should prepare receipt logs for all 

recreational and utility areas. The employees should sign for 
receipt of their payroll check. After the employees have picked up 
all checks, the receipt logs should be returned to the payroll 
technician. Any checks not picked up within 1 O business days 
should be returned to the payroll coordinator. The payroll 
coordinator will then mail the remaining checks or contact the 
employee to determine when the check can be picked up. 
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Comparison of Employee Check Endorsements to Signatures on 
File 
4.3 Periodically, endorsements on checks or signatures on the receipt 

log should be compared with employee signatures on file. 

Reconciliation of Payroll Bank Accounts 
4.4 The payroll bank account should be reconciled monthly by an 

employee who has no responsibilities for the preparation of the 
payroll or physical distribution of paychecks. 

5. PAYROLL DEDUCTIONS 

Policy Payroll deductions should be correctly recorded and paid to the 
appropriate third parties on a timely basis. Also, related payroll reports to 
third parties should be submitted on a timely basis. 

Controls should be established to ensure that payroll deductions, both 
compulsory and voluntary, are adequately identifiable in the general 
ledger and that the payments to the third parties are timely and accurate. 

Procedures Recording of Payroll Deductions 
5.1 Payroll deductions should be recorded in separate general ledger 

control accounts. 

Independent Check of Payroll Deductions 
5.2 Payments of payroll deductions to third parties should be 

reconciled with the related payrolls by an employee outside of the 
payroll department. 

Review of Payroll Deduction Payments to Third Parties 
5.3 Payments of payroll deductions to third parties, including the 

employer payroll expense portion where applicable, and the 
related documentation should be reviewed by the Controller to 
ensure that payments are appropriate and made on a timely basis. 

6. QUARTERLY AND YEAR-END REPORTS 

Policy Quarterly and year-end reports are to be filed timely within established 
deadlines by the Payroll Coordinator. All reports must be verified for 
accuracy. 

Procedure Quarterly and Year-end Reports 
6.1 All reports must be accurately filed by established deadlines to 

avoid penalties on appropriate state or federal forms. Any 
discrepancies should be resolved prior to the filing of a form. 
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1. BUDGETARY CONTROLS 

Policy The District staff works with the Board of Trustees to develop the annual 
budget. The budget is presented at several public meetings and hearings 
prior to adoption by the Board and submission to the State of Nevada. 
The budget includes operating plans and capital improvement plans, as 
well as five-year cash flow projections for all District funds. 

The budget serves as a management tool to set appropriate rates and to 
measure District performance, as well as to ensure future financial 
stability. 

The District adheres to the Local Government Budget Act incorporated 
within state statutes. Budgets are adopted on a basis consistent with 
Generally Accepted Accounting Principles for all funds. 

Procedures Budget Planning 
1 .1 The Board of Trustees establishes the budget policy for the 

District. Budget planning begins each year in early November 
with operating and Cl P workshops between management staff 
and the Board. The Budget Accountant establishes and maintains 
the budget model. The model is opened to the operating divisions 
for their yearly budget input. 

Preliminary Summaries 
1 .2 Preliminary program summaries are submitted to the General 

Manager for review in January. Any changes in rates, personnel, 
and intercompany charges should be discussed and agreed upon. 

Pre-Budget Hearing 
1.3 A pre-budget hearing will be conducted in mid-February so that 

the board can give final general direction to staff for budget 
development. Shortly thereafter, preliminary budget development 
is to be completed and the budget model frozen for proof. 
Finance and Accounting will perform a final test and update to the 
five-year financial model. 

Budget Presentation 
1.4 The proposed operating and CIP budget will be presented to the 

Board of Trustees in mid-March. The Board will give its 
preliminary approval to staff. 

Preliminary Budget sent to State of Nevada 
1.5 In early April, the Board of Trustees will communicate their 

opinions and recommendations to each division. The divisions will 
make directed adjustments to the budget. 

By mid-April, the Finance and Accounting Division will submit the 
tentative budget to the Sate of Nevada. 
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By the end of April, the Board of Trustees will give their final 
approval of the budget. 

Final Budget sent to State of Nevada 
1 .6 A special meeting will be held by the Board for final approval by 

mid-May; and the final budget will be sent to the State of Nevada 
no later than the last day of the month. 
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I. DETERMINATION OF NEEDS 

Objective 

The primary objective of the IVGID Purchasing Procedure is to ensure all goods and 
services are procured through the use of appropriate contracts or agreements with 
terms to protect both IVGID and vendors. All purchasing should be in the best interest 
of the District, based on funds appropriated for their acquisition within the Board of 
Trustees approved budget. Purchases will be conducted in an open and competitive 
basis in order to obtain the best value for the District. Although price shall normally be a 
major consideration in all purchases, the District will also consider factors such as 
durability, timeliness, availability, vendor past performance, quality, environmental 
impact and operating cost. 

The primary objective of the IVGID Payment Procedures is to ensure that the Accounts 
Payable process disburses cash effectively and efficiently. The process should 
maximize cash flow and contain controls that will make certain transactions are 
properly authorized, supported, recorded and reported. 

Procedures 

Methods to Determine Needs 

Purchasing requirements, categorized by the type of goods or service, should be 
determined according to the following methods: 

• Inventory replenishment needs should be determined by staff that has 
responsibility for the specific use or application. 

• The need for services that are provided on a recurring basis by the same vendor, 
such as utilities, telephone, periodicals, or janitorial services, should be 
determined initially by authorized persons and, thereafter, continuously 
maintained by designated staff until the end of the fiscal year. 

• Determining the need for specialized services, such as insurance, advertising, 
and legal and auditing services, should be the responsibility of designated 
individuals overseeing these services for the entire District. 
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• Responsible individuals within each venue of IVGID should determine routine 
operating and maintenance goods and services. 

Purchasing can be in the form of a purchase order, procurement card or a direct pay 
invoice. All 3 forms require someone to take responsibility for price, quantity, receipt 
and approval of the coding for the purchase. All Approval Authority thresholds will be 
measured by the total value of the transaction at the time of placing the order. Serial 
purchases to avoid this measure will not be tolerated. 

New Vendors 

When it is necessary to establish a new vendor, the following information needs to be 
furnished to the Accounts Payable Technician prior to placing an order: 

• Vendor Name - OBA, if applicable 
• Vendor contact name 
• Physical/Mailing Address 
• Vendor telephone number 
• Vendor e-mail address 

The Accounts Payable Technician will then request the vendor completion of a W-9 
form and remit address form. The vendor will also be supplied with the District's NV 
tax-exemption certificate and a signed W-9 for the District. 

Purchase Order Processing 

The requester should obtain a purchase order through the accounting system to identify 
a purchase commitment has been made against a specific budget line item. 

Purchase Orders must be obtained before ordering the services or materials over 
$5,000, when no other spending authority has been established. The Purchase Order is 
numbered automatically by the system and is available to the requester prior to 
approval. Copies of the document can be obtained through the Accounting 
Department. 

Purchase Orders are required for any items purchased to process through the 
Sweetwater Warehouse Inventory. This process allows identification of unit price, 
quantity and other information in support of the perpetual inventory. 
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Bid Processes 

There are 2 types of bidding processes to consider for local governments: 

1. Purchasing Bids: Adhere to the laws detailed in NRS 332 Purchasing: Local 
Government. 

A 

B. 

If bid/contract is over $25,000 but less than $50,000 then 1) requests must 
be submitted to 2 or more persons capable of performing the contract or 
providing equipment, supplies or goods; and 2) Records of all requests for 
bids received must be kept for at least 7 years after the date of execution 
of contract. 
Must advertise all contracts for which the estimated amount required to 
perform the contract exceeds $50,000 annually. Publication of notice to bid 
must be 1) published at least once and not less than 7 days before the 
opening of bids in a newspaper having general circulation in Washoe 
County 2) be posted on the IVGID internet site every day for not less than 
7 days before the opening of bids. 

1) Maintain a record of all requests for bids and all bids received for 
at least 7 years after the date of execution of the contract. 

2) The notice must state the nature, character or object of the 
contract; if plans and specifications are to constitute part of the 
contract, where the plans and specifications may be viewed. The 
time and place where bids will be received and opened must also 
be included in the notice. 

3) On-line bidding is allowable - see Statue on requirements (NRS 
332.047). 

4) Exceptions to requirements for competitive bidding (NRS 
332.115) include: items which may only be contracted from a 
sole source; professional services such as consulting, legal, etc.; 
additions to and repairs and maintenance of equipment which 
may be more efficiently added to, repaired or maintained by a 
certain person; equipment which by reason of the training of the 
personnel or of an inventory of replacement parts, maintained by 
the local government is compatible with existing equipment; 
perishable goods; insurance; hardware and associated peripheral 
equipment and devices for computers; software for computers; 
supplies, materials or equipment that are available from contracts 
with the General Services Administration or another 
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governmental agency in the regular course of its business; items 
for resale through a retail outlet operated in this state by a local 
government or the State of Nevada. 

5) Procedures to follow for failure to receive responsive bids are 
defined in NRS 332.148. 

6) Contract requirements for "Performance Contracts for Operating 
Cost-Savings Measures" are defined in NRS 332.330-332.440. 

7) May "join" or use the contracts of local governments located 
within or outside of State with the authorization of the contracting 
vendor. This option also applies to contracts of the State of 
Nevada or another state. (NRS 332.195) 

8) IVGID Board of Trustees must approve contracts awarded under 
the bid. 

Public Works Construction (CIP) Contracts: Adhere to the laws detailed in 
NRS 338. May not divide a project/CIP into segments to avoid public bidding. 

1. For all IVGID CIP project budgets exceeding $100,000 the Engineering 
Department should be consulted during the planning , design and 
construction phases of the project. 

2. Progress Checklist sheets must be completed. 
3. A quarterly report detailing items in NRS 338.1444, Item 3, must be 

generated on contracts over $25,000. 
4. Projects funded with Federal dollars might result in additional requirements 

for contracts as specified in the executed grant agreement. 
5. Constructability Review is required on projects over $10,000,000 for 

projects with new plans and specs per NRS 338.1435. 
6. Contracts involving Construction Managers at Risk or Design Build teams 

have further requirements as detailed in NRS 338.169 and 338.1711 
respectively. 

7. Public Works projects which involve "Design, Construction , Renovation 
and Demolition of Public Works" have further requirements as detailed in 
NRS 338.177 thru 338.200. 

8. Projects for "Energy and Environmental Design Requirements" are detailed 
in NRS 338.1905 thru 338.1908. 
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Construction Projects over $100,000: 

1. Must advertise in a newspaper of general circulation no less than 21 
days before bids are to be submitted in Washoe County. (North Lake 
Tahoe Bonanza is fine). 

2. Must have plans and specifications on file by the date of 
advertisement. 

3. Plans and specifications must be available to all interested parties. 
4. Place, date, and time of where plans and specifications are available 

must be advertised. 
5. Date, place, and time of when and where the bids will be opened 

must be advertised. 
6. Contract will be subject to Nevada Prevailing Wage requirements 

through the Labor Commissioner's office. 
7. Contract must be awarded to contractor who submits the best 

responsible and responsive bid. 
8. Best bid is not necessarily the lowest; but IVGID must have 

compelling reasons to award to a higher bidder. As a reference, 
refer to Case No CV01-05346, Second Judicial Court, and Washoe 
County (American General Development vs. Washoe Co School 
District. 

9. Contractor must be licensed in Nevada with the appropriate 
classification and monetary limit. 

10. Contractor must be in good standing with Nevada Labor 
Commissioner's office. 

11. 10% bid bond or cashier check in 10% of bid amount is required. 
12. Nevada Preference applies on projects exceeding $250,000 as 

detailed in NRS 338. 
13. IVGID Board of Trustees must award contract for the work. 

Construction Projects between $25,000 and $100,000: 

1. Advertising is not required. 
2. Must maintain a list of qualified contractors. 
3. Solicit bids from at least three properly licensed contractors. 
4. May request bids by direct mail, fax or e-mail from the qualified 

contractors. 
5. Contractor must be licensed in Nevada with the appropriate 

classification and monetary limit. 
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6. IVGID Board of Trustees must award work. 

Construction Projects under $25,000: 

1. Advertising is not required. 
2. Solicit quotes from at least three properly licensed Contractors. 
3. May request quotes by direct mail , fax or e-mail from the qualified 

Contractors. 
4. At least two quotes need to be received in order to evaluate the 

contract pricing received, but contract should be assigned to the 
most responsive and responsible Contractor, which may not be 
based solely on pricing. 

5. Contractor must be licensed 1n Nevada with the appropriate 
classification and monetary limit. 

3. Emergency Bidding not required: If an emergency exists that may lead to 
impairment of the health, safety or welfare of the public if not immediately attended to, 
then the bidding process is not required. Emergency will be validated by General 
Manager, Public Works Director or the Director of Finance. Contracts awarded under 
emergency conditions must be reported to the Board of Trustees at their next 
scheduled meeting. 

4. Change Orders: Staff is encouraged to request contingency amounts relative to 
contracts and projects, if they are seeking Board approval. The General Manager or 
designee can approve additional amounts as a result of change orders, above amounts 
authorized by the Board of Trustees. The stated limit of this authority is $50,000 unless 
said change order increases a contract or project to go above the advertising 
requirements of NRS 332 and/or 338. Under such circumstances staff is advised to 
stop and seek legal counsel advice before proceeding with a change order. 

II. PLACEMENT OF PURCHASE ORDERS 

Objective 

Proper approval and a numbered purchase order should be obtained concurrent with 
the establishment of a firm order or contract to purchase. Purchase orders serve to 
identify the commitment of amounts to be spent against a budgeted total. They avoid 
spending the same dollar twice. 
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IVGID's terms are net 30 days. However, payments will be made earlier in order to take 
appropriate discounts, avoid penalties, or meet contract agreements such as deposits 
to place an order, when approved in advance by the Controller. 

Communications (phone or data lines), computer hardware and software are handled 
through the Information Technology Division (IT). All purchase orders that will be 
charged to the computer equipment object code will be approved by IT. 

All purchases that will be charged to the small power equipment object code will be 
approved by the Fleet Superintendent. The Fleet Superintendent needs to be aware of 
items that will be maintained, including an interval schedule and need for a parts 
supplier. 

Procedures 

Establishment of Purchasing Guidelines 

The General Manger, the Board of Trustees Policies, and NRS determine purchasing 
guidelines that provide the background for approval requirements and procedures for 
District purchasing. The following purchasing guidelines should be applied: 

1. Approval Authority limits are set by a Manager or Supervisor for their venue. 
Generally increments can be considered at $1,000, $2,500, $5,000 and $10,000. 
No stand alone level can exceed the amount requiring General Manager 
approval; which is currently $50,000 (as set by NRS 332). 

2. All purchases over $5,000 in a single transaction must use a purchase order, 
with following exceptions: 

• Established merchant charge cards (i.e. Costco, Raley's or Home Depot). 
• Purchases on account (i.e. Tahoe Supply, Incline Auto Parts, Spitsen 

Lumber, RadioShack, and Village Ace Hardware). 
• District Procurement card purchases. 
• Payments to utility companies such as Southwest Gas, NV Energy, Waste 

Management, Independent Sanitation and AT&T. 
• Reimbursements such as petty cash, refunds or employees payments. 
• Recreation instructor payments. 
• General Counsel payments. 
• Bond and Note payments and related debt service payments. 
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• Employee benefit/payroll related payments 
• As directed by Director of Finance to meet business needs, such as those 

vendors where the Board of Trustees has granted annual or seasonal 
spending authority 

Entering Into Purchase Commitments 

Purchase commitments should be entered into to assure an adequate supply or price. 
All contracts or serial purchase commitments greater than $50,000 require the approval 
of the Board of Trustees. The General Manager will be notifying the Board of Trustees 
for all items over $25,000. The Board Officers, General Manager or designee should 
sign all contracts. A designee will be considered based on Approval Authority levels. 
A projection of requirements for the specified goods or services should be a part of the 
operating budget. If an item is not budgeted, the supervisor responsible for that 
venue's budget should review the purchase with the Director of Finance before any 
commitment is made. 

Preparation of Purchase Orders 

Purchase order numbers are automatically assigned within the accounting system. 
Purchase orders should be prepared and contain the following information: 

• Name and address of vendor 
• Department 
• Purchaser 
• Ship-to information 
• Date the purchase order was opened 
• Terms of payment , if other than 30 days net 
• Description of the purchase 
• Items listed separately with adequate descriptions 

• Specific quantity and unit of measure 
• Unit price (including freight, if being added to inventory cost) 

• Accounting code(s) to charge it to the correct activity 
• Project codes, if applicable 
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Copies of Purchase Orders 

Contact Accounting for copies of a Purchase Order. 

Review of Unmatched Purchase Commitments 

On a quarterly basis, a review should be performed by Accounting staff of any 
commitments that have not been matched with receiving reports or equivalent records 
of goods or services received. Follow-up should be performed to determine whether or 
not the goods will be received. If it is determined that the goods or services are not to 
be received, the purchase orders should be closed and removed from the system. 

Ill. RECEIPT AND ACCEPTANCE OF PURCHASES 

Objective 

Control should be established over goods and services received as a basis for 
determining and recognizing approval for payment for goods and services received. 

The physical receipt of all purchased goods should be the responsibility of the 
designated individual authorizing the order. The receiving person should inspect goods 
for conformity with specifications on the purchase orders or other documents 
evidencing the order as placed. Counting, weighing, or measuring should be used to 
verify quantities. Receipt and acceptance of a shipment should be documented with 
signature and date on a receiving document or packing slips and should then be routed 
to the Accounting Department. 

Procedures 

Inspection of All Goods and Services 

A designated individual should inspect all goods received for the following: 
• Correct delivery point 
• Verify the number of containers or quantity 
• Verify contents - compare description of goods and quantity per the purchase 

order 
• Inspect for damage or improper functionality 
• Remove packing slip, sign and date, and send to the Accounting Department 
• Verify cost, if listed on the packing slip 
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Proper Communication between Venues and Vendors 

The originating individual for the purchase should contact the vendor if any order has 
an obvious discrepancy (physical damage, wrong items, quantity error, etc.) , in order to 
reach an understanding about how to correct the deficiency in an expeditious manner. 

Receiving Documentation Sent to Accounting 

After inspection, the packing slip should be signed, dated, and sent to Accounting with 
any noted discrepancies. The Accounting Department matches the packing slip with 
the vendor invoice. These documents will be scanned and matched with the invoice or 
purchase order or a direct pay invoice when received. 

Inspection and Approval of All Services Received 

Services that are received should also be inspected or reviewed by the venue to 
determine that the work was done in accordance with the purchase order or contract or 
other definitions of the scope of work. Approval by the venue should be documented 
generally by e-mail when the invoice has been presented by the Accounting 
Department. 

If the work is of a confidential or highly technical nature, a specific department (e.g. 
engineering) or individual (e.g. human resources) may wish to review the 
documentation and approve the services received. 

Storing and Controlling of Goods 

Inventory, component parts, and other goods should be accounted for and controlled 
from the time of receipt through util ization. Any charges for usage to the appropriate 
venue must be noted each month . 

Storerooms should be controlled . Access to storerooms should be restricted to 
authorized personnel. A process should be maintained for all inventory issued from 
storerooms. 
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Recording period-end inventory 

A venue should identify goods that have been received prior to the end of an 
accounting period, but have not been matched with the related suppliers' invoices. 
(See discussion of cut-off procedures at the end of an accounting period.) 

IV. ESTABLISHMENT OF ACCOUNTS PAYABLE PROCESS 

Objective 

All authorized accounts payable transactions should be accurately recorded in the 
period they occur. Payment of an obligation may lag for processing reasons. 

The Accounting Department, which is independent of the ordering and receiving 
functions, should record assets or expenses and the related liability. The amounts 
recorded should be based on vendor invoices for the related goods or services. When 
appropriate, because of the transaction amount, the vendor invoices should be in 
agreement with an approved purchase order. Furthermore, evidence of receipt of 
goods or performance of services should be documented before the vendor invoice can 
be processed for payment. Invoices and related general ledger account coding should 
be reviewed before posting. 

Procedures 

Establishment of Invoice Control 

All vendor invoices and statements should be mailed directly to: 893 Southwood 
Boulevard and forwarded to the Accounting Department. Failure to do so may result in 
delays in recording the invoice and cause misstatement of accounts payable and the 
related asset or expense accounts. Furthermore, cash discounts may be lost or 
penalties imposed because of untimely processing. 

The ship-to address can be the main warehouse or an individual venue address. 

Accounts Payable Time-Line 

All invoices must be submitted to the Accounts Payable Department each week. The 
Accounting Department processes a check run each week. This process assures 
efficient and timely recording of transactions and payments to vendors. 
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Request-for-Check forms 

A request-for-check form is only used in place of an invoice, for cash advances for trips 
or seminars, and for special purchase reimbursements. Proper coding and 
authorization must be completed, before any check request will be processed. The 
form includes the opportunity to record what, why and when the payment is necessary 
to be processed out of cycle of the weekly run. It is available on the Intranet. 

Travel Authorizations 

The venue supervisor must approve a travel authorization form during the planning 
stages of a .trip . The travel authorization for an overnight trip must include a counter 
signature of the District General Manager or Director of Finance and be filed with the 
Accounting Office. The travel authorization is not a payment authorization. Payment 
authorizations for travel are accomplished through the use of an expense report or a 
check request form. 

Reimbursable Expense 

IVGID wil l pay for expenses related to District business only. Meal expenses should be 
covered at the established per diem rate as specified on the IRS per diem table 
(contact Accounts Payable for area rates or refer to the table on the intranet) . Mi leage 
expenses will be covered at the establ ished IRS rate per mile. If all that is t o be 
reimbursed is mileage, submit the mileage reimbursement form (available on the 
intranet). 

All other travel expense must be reported and reconciled using an Expense Report. A 
clearly documented business purpose must be reported on the expense report, and all 
individual expenditures must have a supporting receipt attached (except the meal per 
diem). Approved expense reports and receipts must be submitted to Accounts Payable 
within 7 days following the trip. Small receipts should be attached to a blank sheet of 
paper to allow for easy verification and storage. (See additional information in IVGID's 
Personnel Policy Manual). A travel authorization form will be used to verify a request 
for an advance or reimbursement. Anyone receiving an advance for anything more 
than the per diem, must submit an expense report to reconcile amounts advanced 
versus actual expenses. 
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Preparation for Payment of Invoices 

Processing for payment requires: 

• Vendor invoice 
• Acknowledgement of receipt 
• Correlation to Purchase Order (if required) 
• E-mail approval of scanned invoice 
• Each Capital Improvement Project (CIP) item should be processed separately 
• One invoice can be used to support multiple CIP numbers 

Procedures Performed on Invoices for Payment 

• The nature and quantity of goods ordered and the price per the vendor invoice 
should be compared to the purchase order and/or the receiving document 

• Calculations of the invoice, such as totals and extensions of quantities multiplied 
by unit price, should be recomputed 

• The general ledger account coding should be verified 

Each venue that incurs freight as a part of acquiring supplies or inventory should adopt 
a classification and apply it consistently in the budget and in actual transactions. These 
amounts can be separately expensed as incurred or made part of the laid in cost of the 
inventory. If added to inventory, freight must be marked up in the retail price, as if it 
were a base cost. 

Procedures for Construction Contracts Paid by Application 

The Accounting Department will maintain a running reconciliation of the total authorized 
contract including change orders, less payments and retained amounts. This 
reconciliation will be compared to actual payment applications and the control sheet 
maintained by Engineering to administer the contract. As retention is reduced or 
reaches the final payment, Accounting will process invoices to release retentions or 
split previously entered retentions to have the open balance reconcile to the most 
recent Application Retention. 
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Guidelines for C.O.D. Purchases 

Cash on delivery (C.O.D.) purchases are discouraged. Use of a procurement card 
should be used whenever possible to avoid C.O.D. purchases. When it becomes 
necessary for a C.O.D. purchase, a check request should be prepared with proper 
coding and approval. C.O.D. purchases must be approved in advance by either the 
Controller or the Director of Finance. When the goods are delivered, the following 
procedures are appropriate: 

• The goods should be inspected by the receiving division 
• The bill of lading and the vendor invoice should be immediately marked "paid" 
• The documents should be sent to Accounts Payable for scanning 
• Accounts Payable should review the documents and compare them to the check 

request and check that was issued earlier. Any discrepancies should be 
immediately resolved. 

Processing Invoices for Payment 

The vendor invoice is ready for payment when the information has been entered into 
the Accounting system: 

• Vendor name and ID number 
• Vendor invoice number 
• Date of vendor invoice 
• Amount of invoice 
• General ledger posting date 
• Date invoice is to be included in the check run 
• Description of transaction 
• General ledger account coding and if CIP, project codes 
• Discount, if applicable (entered as separate invoice) 
• Credits, if applicable (entered separately, noting original invoice) 
• Proposed for approval 
• Processing is subject to completion of approval 

With the posting of the vendor invoice into the accounts payable system, the vendor 
invoice has been automatically recorded into the accounting system as an asset, 
expense and a liability. 
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Check Run Process 

Check runs are completed weekly. Invoices are processed throughout the week in 
advance of each check run. Invoices must be received by Tuesday 9 a.m. to be 
included in the check run. Checks are then printed, matched, verified, and readied for 
disbursement. Checks are ready to be picked up or mailed from the accounting office. 
Any items turned in after a run are entered as soon as possible for the next scheduled 
processing. IVGID's vendor terms are Net 30 days. Exceptions for distribution must be 
approved by the Controller. 

After the accounts payable checks are printed, a positive pay file is uploaded to the 
District's business banking account. This upload includes data on the check run 
including the check number, check date, amount and payee. Positive pay is a way to 
reduce the risk of fraudulent activity in the District's checking account. It allows the 
bank to identify unauthorized transactions before the final payment processing. As 
checks are posted, the banking system verifies them against the uploaded information 
provided. If the information doesn't match, the checks are held pending review and 
approval. 

Each check run processing will generate a listing of checks issued. This listing will be 
posted to the District's web site. To enhance accuracy of this listing, there is a second 
accounting staff person who verifies the list is both complete for each period and 
considers all checks prepared for issuance regardless of when they are released. 

An electronic payment may be initiated in lieu of a check based upon the most efficient 
and effective method for disbursement. Payments made electronically must be 
approved by either the Controller or the Director of Finance. These payments will not 
be listed on the web site. 

Out-of-cycle Checks 

Out-of-cycle checks are discouraged. Planning ahead should eliminate the need for 
out-of-cycle checks. If a check is necessary before the next scheduled check run, 
approval must be obtained from the Controller, Director of Finance and/or the General 
Manager along with a detailed explanation as to why the check needs to be processed. 
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Returned Checks 

Returned checks should be hand delivered to Accounts Payable for processing. 
Accounts Payable will research the reasons for the return to determine if the check 
needs to be forwarded to a new address; or if the payment was made in error, the 
check should be immediately voided. 

If a venue has a check that they have picked up from Accounts Payable for distribution 
and they no longer intend to issue it, the check should be returned to Accounts Payable 
immediately so that it can be voided or mailed to the vendor. All checks should be 
returned to Accounts Payable within two weeks of the issuance date if it is not 
distributed. 

Reconciliation of Accounts Payable General Ledger Amounts 

Monthly, the accounts payable and general ledger total should be reconciled. All 
differences should be investigated and adjustments made as necessary. The 
reconciliation and the results of the investigation of differences should be reviewed and 
approved by the Controller. The reconciliation and adjustments should be made by 
someone other than accounts payable staff. 

Review of Debit Balances in Accounts Payable 

The Accounts Payable and Administrative Technicians should review the aged 
accounts payable detail listing at least once a month for debit balances (amounts 
vendors owe IVGID). In reviewing debit balances, they should ascertain if the District 
will receive a refund or credit from the vendor or if an offset to another invoice is 
appropriate. If there is a significant dollar amount of debit balances in accounts 
payable, this debit balance should be removed from accounts payable and recorded in 
accounts receivable. The Controller will review and approve adjustments to clear 
vendor debit balances. 

Review of Hold Balances in Accounts Payable 

The unpaid accounts payable should be reviewed weekly by the accounts payable staff 
for all amounts . Invoices with a "hold" status mean the invoice is on hold until the next 
time invoices are scheduled for payment by running the cash requirement report. In 
reviewing the holds, the employee should ascertain if these invoices should be 
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released against other invoices or if the invoice should remain on hold. All holds should 
be investigated and adjustments made accordingly. 

Reconciliation of Accounts Payable Records to Suppliers' Records 

Accounts payable records should be reconciled monthly by making a comparison with 
vendor statements. Any differences should be analyzed and explained. A copy should 
be immediately obtained of any invoice(s) that is past due. Once received, proper 
approval must be obtained, and the invoice paid as soon as possible. Also, copies 
should be obtained of any credit memos that have not been recorded. No payments to 
vendors will be made from a statement. The District will pay only original invoices. 

Sales and Use Tax 

The Nevada Revised Statutes have granted IVGID Nevada sales/use tax-exempt 
status. Therefore, purchases delivered within the State of Nevada are exempt from 
sales/use tax. 

Our tax ID # is 88-760004-K. If a vendor requests further verification of the Districts 
exempt status, a copy of the letter from the State of Nevada, Department of Taxation is 
available on the Intranet. 

V. PROCUREMENT CARD PROGRAM 

Objective 

The procurement card program is a fast and flexible purchasing tool which offers an 
alternative to the existing purchasing processes and provides an efficient and effective 
method for purchasing and paying for items. The procurement card has single 
purchase limits and monthly total credit limits assigned to each cardholder. 

The card is to be used for official purchases; primarily goods and services but includes 
official travel. The cards will be issued in the employee's name and have the Incline 
Village General Improvement District's sales tax ID number clearly indicated on the 
card. 

The procurement card program in intended for infrequent or one time vendor 
transactions . Any exception requires the approval of the Controller. There are several 
vendors who only provide online services and therefore require this form of payment. 
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Venues buying from these vendors are expected to monitor that use of procurement 
card remains viable over the longer term as opposed to establishing a charge privilege. 

Procedures 

Approval of cards 

Individual cards will be issued to employees upon approval by their supervisors, the 
General Manager or Director of Finance. The General Manager or Director of Finance 
will sign off after all other approvals are obtained. Approval is authorized by completion 
of an application form, complete with signatures or approvers and the card holder. 

The following summarizes the key information needed on the application form: 

• Name of employee 
• Short e-mail address 
• Credit limit and single purchase limit 
• Designated purchasing group, which indicates who is approver for charges 
• Default account coding 

Individual card limits are established at this time, including both a single purchase limit 
and accumulated total credit limit. The Procurement Card Administrator within 
Accounting is responsible for ordering new cards. The administrator will also oversee 
the balancing and payment of the monthly statement. One-time limit over-rides can be 
arranged by the Procurement Card Administrator with supervisor approval and approval 
by the Controller or Director of Finance Director or the General Manager. 

Issuance of cards 

Each individual cardholder must sign the cardholder agreement including the receipt 
section in the presence of the Procurement Card Administrator. By signing this 
agreement, the employee indicates that he/she understand the intent of the program, 
and will comply with all guidelines of the program. 
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Cardholder responsibilities 

The cardholder must use the procurement card for legitimate business purposes only. 
Misuse of the card will subject the cardholder to disciplinary action in accordance with 
IVGID's policies and procedures. The cardholder must: 

• Ensure the card is used for legitimate business purposes only. 
• Maintain the card in a secure location at all times. 
• Not allow other individuals to use their card without prior approval. 
• Adhere to the purchase limits and restrictions of the card and ensure that the 

total transaction amount of any single transaction does not exceed the authorized 
threshold. 

• Obtain and reconcile all charge slips to the Works program listing and provide 
this documentation to the Procurement Card Administrator. Detailed itemized 
receipts are required for meals. Approval, comments and account allocation must 
be provided electronically in the Works program 

• Attempt to resolve disputes of billing errors directly with the vendor and notify 
Bank of America if the dispute or billing error is not satisfactorily resolved by 
completing the required Bank of America online Dispute Form. The Procurement 
Card Administrator can assist with this process. 

• Ensure that an appropriate credit for the reported disputed item or billing error 
appears on a subsequent cardholder statement. 

• Not accept cash in lieu of a credit to the purchasing card account for returned 
items. 

• Immediately report a lost or stolen card to the Procurement Card Administrator. 
• Immediately report fraud to the Procurement Card Administrator who will contact 

the Bank of America Fraud Department 
• Cardholder must provide comments in the Works program to explain each 

charge. 
• Approve the account coding as a part of the sign off process (note each card 

holder has a default code that may or not apply to each transaction). 
• Send invoices immediately to the procurement card administrator in the 

Accounting office. 

Monthly statement review and approval 

All charges are to be verified online through the Bank of America Works system. The 
card administrator can supply each cardholder with a copy of his or her monthly 
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statement upon request. A copy of each receipt properly approved and coded should 
be returned to the administrator within three business days of the transaction's 
occurrence. Food purchases should include the names of all persons involved. 

Occasionally no receipt will be available. If this happens, a note should be written 
explaining the purchase, including proper approval and coding. 

Monthly statement payment 

The Procurement Card Administrator will pay all charges. The monthly cut off for 
monthly statements usually is the 2th of the month. Payment is made in the form of a 
bank wire transfer or by a similar electronic payment method. 

Purchasing Card Maintenance and Closure 

All contact with Bank of America for card set up, maintenance and closure will be 
handled by the Purchasing Card Administrator who is located in the Accounting office. 

The Procurement Card Administrator is required to close an account if a cardholder 
transfers to a different department, moves to a new job in which a purchasing card is 
not required, terminates employment, or misuses his/her card. 

A request for closing a cardholder account will be submitted to Bank of America by the 
Procurement Card Administrator. When an account is closed , the credit card must be 
returned to the Procurement Card Administrator. 

Sales and Use Tax 

The Nevada Revised Statutes have granted IVGID sales/use tax-exempt status. 
Therefore, purchases delivered in the State of Nevada are exempt from sales/use tax. 

Our tax ID # is 88-760004-K and should be on the face of the credit cards. If a vendor 
requests further verification of the Districts exempt status, a copy of the letter from the 
State of Nevada, Department of Taxation can be faxed or mailed to them. Copies of 
these letters can be obtained from the Procurement Card Administrator or on the 
Intranet. 
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General Ledger Posting 

The Procurement Card Administrator will complete a spreadsheet on a monthly basis of 
all amounts, coding , and descriptions of purchases. After balancing is complete, these 
amounts must be posted immediately to the correct financial period in our general 
ledger. 

VI. PURCHASE CUT-OFF 

Objective 

In order to meet both the completeness, occurrence and rights and obligations 
assertions for financial reporting, all the related liabilities and expenses for goods or 
services received during the accounting period . should be posted to that same 
accounting period. 

Procedures 

Procedures for Proper Purchasing Cut-Off at End of Accounting Period 

It is imperative all assets, expenses and liabilities are recorded in the period in which 
they occur. Time delays in receiving and processing vendor invoices for goods and 
services can cause recording delays. The liabilities for these delayed goods and 
services in a subsequent accounting period are considered a misstatement. They are 
unnecessary and should be avoided. The following assures that a timely and a proper 
purchasing cut-off is achieved. The following procedures should be observed: 

1. Closing of the accounting records will be delayed for a few days following the 
month end to allow for receipt and processing of vendor invoices. The Service 
and Supply Close and Final month-end close is completed on an announced 
schedule to inform necessary parties of the need to process information in a 
timely manner. 

2. Invoices that are received at the end of each month should be immediately sent 
to accounts payable for processing. Invoices are processed and recorded to the 
general ledger according to the invoice date unless otherwise noted by the venue 
along with a valid reason for using a different date. Any invoices received after 
the Final month-end close are recorded in the current open month. 
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3. Additional time will be planned to accommodate the year end close prior to the 
audit process getting started. 

VII. RETURN OF GOODS TO VENDORS 

Objective 

Return of goods to suppliers should be adequately controlled, documented, and 
recorded. 

The return of goods should be approved and documented by each venue or the 
receiving division. Follow-up with the supplier should be made to ascertain that the 
supplier recognized the return of goods. Returns should be monitored until the credit or 
a replacement product has been received . 

Procedure 

Shipment of Goods Back to Vendor 
When each venue has goods to return to a vendor, a record should be maintained 
recording the description of merchandise, vendor, quantity, reason for rejection, and 
date returned. If vendor approval is required before a return can be sent, that 
authorization should also be recorded. 

The venue should call the vendor and shipping company to arrange for return. A credit 
memo should be requested to be sent to accounts payable. Notice should also be 
given to accounts payable for the return or if a replacement item will be sent. The 
resulting credit memo will be handled in the same manner as the original invoice, 
including the accounting code, signature and approval for processing. 

VIII. ADVERTISING 

Objective 

There are three primary types of advertising that the District processes on a regular 
basis - classified ads, legal ads, and display ads. 

Classified advertising will be used primarily by HR for employment situations. 
Each division will work with the HR Division on all employment advertisings prior 
to placement. 
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Legal advertising will be primarily used by the General Fund and/or the 
Engineering Division to satisfy the District's legal requirements. General Fund 
advertising is done on the authority of the Clerk for the Board. Engineering is 
done by the Contracts Administrator. 

All other venues will primarily use advertising to present their products or 
services in a variety of print or electronic forms. Any use of the District's web site 
for the carousel or News and Events section should be done by contacting the 
District's Web Coordinator to determine if there is a capacity to place the 
message in house. All other forms of media placement will be under the review 
or approval of the District's Marketing Manager. 

Any venue placing advertising for an amount exceeding that line item in the budget, 
should discuss the transactions in advance with the Director of Finance or the General 
Manager. 

Any advertising placed for payment by trade instead of cash, must follow all 
documentation and reporting requirements, in addition to recording how trade was 
issued in exchange for the media placements. Trade advertising should also be 
reviewed at each season end for analysis of the degree of usage and effectiveness. 
Once this is determined, consider the need to receive a W-9 for any individual with over 
$600 in value. This will provide the proper information for 1099 reporting at year end. 

Procedure 

Ad preparation and placement 

Each venue must contact the HR Division on employment advertising. The Marketing 
Manager should be advised of all media placements for products or services. A 
purchase order must be issued before the advertising is placed when the amount 
exceeds $5,000 for a single item. When an exact amount of the ad is not known, an 
estimate will be used. The purchase order number should appear on the tear sheets 
and invoices. 

Each venue has separate object codes for regular advertising and those placed In 
trade. 
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All advertisings shall be proofread by the venue placing the media before being 
finalized and approved for processing by the vendor. Each should retain proof of this 
advance review and approval. Any media content that has the potential to conflict with 
the IVGID marketing brand must be cleared in advance by the Marketing Manager. 

At the time the venue receives the advertising invoice, they should immediately 
approve it for payment by providing the purchase order number along with their 
signature, current date, a proper coding. The invoice should then be forwarded to 
Accounting for payment. 

X. TIPPING 

Objective 

Tipping is a reasonable expense of the District but should be limited through the 
following guideline. 

Procedure 

Limitation of food tips 

Food tips should not exceed 20% of your food charges. Discretion is advised to 
consider the level of service matches the tip. 

XI. Handling instructions for Specific Goods and Service Types 

Office Supplies 
All office supplies should be purchased through Office Max which takes advantage of 
our governmental discount. To receive a sign-on and password, please contact the 
Accounts Payable Technician to assist getting a venue account with Office Max. Office 
supplies are ordered by each venue based on their need. The minimum order value 
should be considered to receive free shipping . 

Janitorial Supplies 

All janitorial supplies should be purchased by our Buildings Maintenance staff and 
ordered through the approved vendor. The District has "joined" several buying groups 
to obtain a variety of products. No items inventoried at the Sweetwater Warehouse 
may be purchased independently without review by Building Maintenance staff. 
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Fuel purchases are ordered by our Fleet personnel and golf personnel. The District has 
"joined" a buyer group that receives quotes regularly from a pool of suppliers. This 
process pre-qualifies the product and the prices. 

IT Peripheral Equipment 

This category includes printers, scanners, monitors , laptops, tablets, computers, 
security equipment, telephones, audio, cameras, televisions, fax machines, and 
copiers. All purchases are handled by IT to take advantage of our State discounts. 
Copier orders and maintenance are handled by IT. IT handles all printer orders, 
installations, and paperwork. IT is responsible for verifying the compatibility between all 
communications equipment and our computer equipment and systems. This assures 
proper licensing and support. 

IT Licenses and Contracts 
All technology related items are handled by IT including computer licenses, software 
licenses, radio licenses and maintenance contracts. Contact the IT department for 
further information on licensing or maintenance. Many of our products can be 
purchased under government pricing agreements. 

Specialty Chemicals and large quantity supplies 

Opportunities to "join" other local government purchasing contracts will be explored to 
reduce costs or get other favorable terms. 
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PERSONNEL POLICIES 

1. GENERAL PROVISIONS 

1.1. Purpose 

These policies are adopted by the Board of Trustees to carry out 
Incline Village General Improvement District's (District) level one 
policy statement to adopt uniform personnel policies that will enable 
each employee to make his/her fullest contribution to the programs 
and services of the District. There will be no practice statements or 
categories associated with these personnel policies due to their high 
level of importance. 

1.2. Scope 

In cases where the application of these policies would conflict with a 
collective bargaining agreement that is in effect between a 
recognized employee organization and the District, the provisions of 
the collective bargaining agreement will govern. In all other cases, 
these policies will govern. Nothing in these policies is intended to 
supersede applicable state or federal laws or administrative 
regulations related to personnel matters. These policies apply to all 
employees unless otherwise stated. 

1.3. Administration 

The District reserves the right to change these personnel policies at 
any time, upon approval by the Board of Trustees, excluding any 
Federal or State regulations that need to meet compliance. Nothing 
contained in these policies is intended to confer any property right in 
continued employment or imply a contract of employment. 

All employees of the District are expected to read and familiarize 
themselves with the contents of these policies. A hard copy of the 
approved policies is available in every department of the District as 
well as being available on the District's Intranet. 

All changes, revisions, additions, and deletions of these policies will 
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be approved by the Board of Trustees and communicated to 
employees through their Department Head. 

Whenever feasible, the District- will inform employees of proposed 
revisions to the adopted policies prior to requesting Board approval 
of the proposed changes. 

1.4. Administrative Directive 

The Director of Human Resources, through the General Manager, 
will have the authority and the duty to develop and communicate 
administrative directives, interpretive memoranda, and other 
administrative procedures to execute these policies, and to 
implement the District's personnel program on a consistent basis. 
Department Heads, through the General Manager, may implement, 
revise or rescind departmental policies and procedures specific for 
an individual department, where necessary for the proper 
administration of the department that are consistent with these 
policies. 

1.5. Change of Address 

It is the responsibility of each employee to keep the District 
informed, in writing or by email, of current address, telephone 
number, emergency contact, change of name, and any other 
information relating to employment status. 

1.6. Personnel Files 

1.6.1. Maintenance of Personnel Files 

The District maintains a master personnel file for each 
employee. An employee's supervisor or manager may elect to 
maintain copies of documents and agrees to return 
department files to human resources when the employee 
terminates. If copies of documents are maintained, they must 
be kept in a secure, locked cabinet and kept confidential. The 
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Human Resources master file may contain the following but 
not limited to: employment application, resume, offer letter, 
job description, list of property issued; employment history 
within the District; performance evaluations, all disciplinary 
actions including performance improvement plans, verbal 
warnings, written reprimands, suspensions, notice of 
termination or elimination, and last chance agreements. At the 
time of hire, each new employee will complete all government­
required documentation, including documentation required for 
the legal right to work in the United States, an 1-9 form, all 
District- required documentation, and when applicable, 
documentation for benefit plan enrollments, including eligibility 
of spouse, domestic partners and dependents, and beneficiary 
designations. Employees are required to notify Human 
Resources of any changes in eligibility of spouse, domestic 
partners and dependents for covered benefits and changes in 
beneficiary designations. Where required, the employee is 
responsible for providing a copy of his/her driver's license or 
other required license or certificate, including proof of 
fingerprinting. Additionally, an employee must notify his/her 
supervisor or manager of any suspension, restriction, or 
revocation of his/her driver's license, permit, or other license 
or certification required for the performance of his/her 
assigned job. 

1.6.2. Employee Access 

An employee may view the contents of his/her personnel file 
upon request. All inspections must be conducted in the 
presence of a Human Resources employee. An employee 
may request copies of any or all documents in his/her file , but 
may not remove any documents from the file. 

1.6.3. Negative Information 

The District will not put negative or derogatory material in an 
employee's personnel file unless the employee has had a 
reasonable opportunity to review the material beforehand. The 
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District will require the employee to sign such material to 
indicate they have reviewed it. If the employee refuses to sign 
such material, the District may place it in the employee's 
personnel file with a dated notation that the employee refused 
to sign such material after having been given an opportunity to 
do so. Whenever possible, another supervisor or manager 
should be used as a witness to the employee's refusal, and 
should co-sign the entry along with the originating supervisor. 

1. 6.4. Employee Information Submitted 

Statements by an employee, submitted in rebuttal to adverse 
material placed in his/her personnel file, will be included in the 
employee's personnel file. The District may place other 
information submitted by the employee in the personnel fi le if 
the District finds that such information is relevant to the 
employee's work history with the District. 

1.6.5. Verification of Employment 

Upon a request for verification of employment, the District wi ll 
provide only dates of employment, base salary, and job titles. 
The District will not give out an employee's address or 
telephone number without proper authority; i.e., a written 
release signed by the employee, a court order, or a subpoena. 
(See Section 3. 7.2, Providing References) 

1. 7. Confidential Information 

1. 7.1. Identification of Confidential Information 

The following types of personal information and employment 
records concerning current employees, former employees, 
and applicants for employment that the District maintains are 
confidential: 

1. All information related to an employment application 
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including, but not limited to, letters of reference, 
resumes, or his/her status as an applicant for 
employment. 

2. All information that the District received or compiled 
concerning the qualifications of an applicant or an 
employee including, but not limited to, reports by 
employers, law enforcement officials, or other 
individuals concerning the hiring, promotion, 
performance, conduct, or background of applicants or 
employees. 

3. Ratings, rankings, scoring sheets, or remarks by 
members of an interview team or individual interviewers 
concerning an applicant or results from any testing or 
employment screening process. 

4. Materials used in employment examinations including 
answers, rating guides, score sheets, etc., on any 
written exam or rating criteria for interviews. 

5. Information in an employee's file or record of 
employment which relates to his/her: 

a. Performance; 

b. Conduct, including any proposed or imposed 
disciplinary action taken including performance 
improvement plans, verbal warnings, written 
reprimands, suspensions, notice of termination or 
elimination and last chance agreements; 

c. Race, ethnic identity or affiliation, ancestry, age, 
gender, marital status, number and names of 
dependents, military/veteran status, genetic infor­
mation, gender identity or expressions, living 
arrangements, domestic partnership, membership 
in any organization, political affiliations, sexual 
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orientation, national origin, disability, date of birth, 
or social security number; 

d. Past or present home address, telephone 
number, post office box, or relatives; and 

e. All information concerning the voluntary or 
involuntary termination of an employee, other 
than the dates of actual employment. 

6. The name of an employee's/former employee's 
designated beneficiary. 

7. All medical information concerning an employee or 
applicant including, but not limited to: 

a. Pre-employment and post-employment medical 
and psychological examinations; 

b. Disability and documentation relating to 
reasonable accommodation requested or granted; 

c. Drug testing; 

d. Pregnancy, doctor's certification and other 
communication; and 

e. Any other medical information that an 
employee or applicant has voluntarily provided or 
the District has requested. 

8. All confidential medical information will be kept in 
files segregated from other personnel and employment 
records. Access to such files will be strictly limited to 
those with a demonstrable need-to-know. This would 
include: 
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a. Supervisors and managers, regarding necessary 
restrictions and accommodations in the 
employee's duties; 

b. First-aid and safety personnel; 

c. Government officials investigating compliance 
with the Americans with Disabilities Act (ADA), 
as amended, on request; 

d. State Workers' Compensation office officials; and 

e. Insurance company employees when the 
company requires a medical examination to 
provide health or life insurance (29 C.F.R. 
§1630.14(c) (1 )). 

9. All information contained in a confidential 
investigative file. The investigative files may include but 
not limited to complaint forms, investigatory reports of 
alleged policy and/or legal violations including unlawful 
harassment, discrimination, and related matters, and 
other District Policy violations and witness statements 
and interview notes. The District will keep all 
confidential investigative documentation in files 
separate from other personnel and employment records 
with access limited to only those with a demonstrable 
business need-to-know. When and if it becomes the 
basis for disciplinary action, it will be part of the file to 
which the employee has access. 

1. 7.2. Access to Confidential Information 

Confidential information is maintained by Human Resources 
and may be kept in a secure locked cabinet, secure locked 
storage space, with restricted access, and/or on-line on a 
secure server, with password protection when not being used. 
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Access to confidential records is restricted to the following, 
depending on the information requested: 

1. The employee; 

2. The employee's manager/supervisor, with a business 
need-to- know, or as needed for a reasonable 
accommodation, and Director of Human Resources, or 
designee; 

3. Persons authorized pursuant to any state or federal 
law or court order; 

4. Counsel retained by or on behalf of the District; and 

5. Any other parties with whom the District has a 
contractual relationship in order to enable the District to 
respond accurately and fully to any lawsuit, complaint, 
grievance, or other statutory appeal filed by or on behalf 
of an employee or former employee against the District. 

6. The former employee within 60 days of separation. 

7. An employee's representative with signed release. 

1. 7.3. Responsibilities 

Supervisors and managers are responsible for confidential 
information entrusted to or routed through them, including 
books, reports and other confidential material in their care. 

Employees should refrain from discussing items from internal 
meetings, work incidents or other confidential information, with 
the public or other employees not directly involved with the 
information. Confidential information will be shared with those 
on a business need-to-know basis. 
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1. 7.4. Disposal of Confidential Information 

The District will, in accordance with good personnel practices 
and the District's Retention Schedule, properly dispose of any 
records containing employee or applicant personal or financial 
information that is not required by law to be retained. An 
electronic record will be destroyed in accordance with the 
applicable schedule in a manner that ensures the information 
cannot be retrieved or reconstructed , including, without 
limitation, overwriting, degaussing and the physical destruction 
of the storage media. 

The District will determine whether to dispose the confidential 
information by utilizing an internal process i.e. shredding or by 
procuring the services of a qualified document destruction 
contractor. 

1.8. Legal Process Serving 

The legal process allows for a variety of forms of process to be 
served upon the District. Following are some the types of legal 
process and identifies the responsible District representative. 

1.8.1. Lawsuit 

A lawsuit is any legal action initiated against the District by a 
third party. The General Manager must be notified 
immediately and be provided a copy of the lawsuit. District 
General Counsel must also receive a copy of the lawsuit. 

1.8.2. Summons 

A summons accompanies legal documents (for example a 
subpoena or formal complaint) and commands the receiver to 
make the appropriate response. Upon receipt of a summons 
for personnel or payroll records, contact should be made with 
the Director of Human Resources. All other summons for 
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records contact should be made with the General Manager. 

1.8.3. Service of Criminal Process 

In the event of service of criminal process (arrest warrant) 
upon an employee, the Director of Human Resources or 
Director of Finance, Accounting & Risk Management should 
be notified to: 

1. Verify the serving officers' credentials; 

2. Verify the validity of the arrest warrant; and 

3. Arrange for the discreet escort of the employee. 

1.8.4. Process Serving regarding District Business 

A subpoena being served regarding District business will be 
accepted by the Clerk to the Board of Trustees, the General 
Manager, and/or the Director of Finance, Accounting & Risk 
Management. District General Counsel must also receive a 
copy of the subpoena. 

1.8.5. Process Serving regarding a District Employee 

Should a process server attempt to serve a District employee 
on the job, the server should be informed that the District does 
not allow its employees to be served while at work. If the 
process server creates a disturbance or refuses to leave 
without serving the employee, the Director of Finance, 
Accounting & Risk Management or Director of Human 
Resources should be contacted. 

1.8.6. Garnishment 

A garnishment is an attachment of wages to satisfy a debt 
between a District employee and a third party. Garnishment 

1-10 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

178 



PERSONNEL POLICIES 

actions will be processed by Payroll, which also has the 
responsibility to inform the employee of the action. 

All information pertaining to a garnishment will be maintained 
in a locked cabinet in Payroll until satisfied. Closed 
garnishments will then be placed in a separate employee's 
confidential file held in Payroll. 

1.9. Related Forms 

• Address/Emergency Contact form 
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2. EMPLOYEE RELATIONS 

2.1 General 

It is the policy of the District to provide its employees with a work 
environment that is free of encumbrances that might interfere with 
the ability of each employee to perform their respective jobs. 
Foremost in this basic tenet is the District's intention to deal with 
each employee fairly and consistently in all employment-related 
situations. 

To accomplish this objective, the District has established and will 
utilize an open door practice designed to ensure all views and 
concerns are heard, so that differences of opinion or other views 
relating to work situations can be dealt with in a timely manner. In all 
situations, the District will consider its commitment to diversity and 
equal employment opportunity. 

The District insists that each of its employees behave in a manner 
consistent with its tenet of consistent treatments and its belief in 
respect for the individual. All business relationships should be above 
reproach and built on a foundation of trust to minimize bias and 
maximize consistent and legal business transactions. 

These policies apply to all employees unless otherwise stated. 

2.2. Fair Employment Practices 

2.2. 1 Policy 

It is the policy of the District to provide equal employment 
opportunity for all applicants and employees. The District does 
not sanction or tolerate discrimination in any form on the basis 
of race, color, religion, age, gender (including pregnancy), 
marital status, sexual orientation, national origin , ancestry, 
disability, veteran status, or any other classification protected 
by applicable discrimination laws. The District recognizes the 
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fundamental rights of applicants and employees to be 
assessed on the basis of their qualifications and abilities. 
Recognition of seniority and current employment with the 
District may also be considered. 

The District will: 

1. Recruit, hire, train, and promote in all job classifications 
without regard to race, color, religion, age, gender 
(including pregnancy), marital status, sexual orientation , 
national origin, ancestry, disability, veteran status, or 
genetic information as well as to ensure that all 
compensation, benefits, transfers, layoffs, return from 
layoffs, District-sponsored training and education, 
social, and recreation programs will be administered in 
conformance with the District's policy. 

2. Comply with all applicable laws prohibiting 
discrimination in employment including Title VII of the 
Civil Rights Act of 1964, the Age Discrimination in 
Employment Act of 1967, the Equal Employment 
Opportunity Act of 1972, the Immigration Reform and 
Control Act of 1986, the Americans with Disabilities Act, 
as amended, the Genetic Information Nondiscrimination 
Act of 2008, the applicable Nevada Revised Statutes 
(NRS) on Equal Employment Opportunity (NRS 613), 
and any other applicable federal, state, and local 
statutory provisions. 

3. Provide reasonable accommodation wherever the need 
for such is known by the District, and/or the applicant or 
employee indicates a need for such reasonable 
accommodation, provided that the individual is 
otherwise qualified to perform the essential functions of 
the assigned job and the employee's performance of the 
assigned job duties does not pose a threat to the safety 
of himself/herself or others. 
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4. Hold all managers and supervisors responsible for 
ensuring that personnel policies , guidelines, practices, 
procedures, and activities are in compliance with federal 
and state fair employment practices, statutes, rules, and 
regulations. 

2.2.2 Scope 

This policy applies to all persons involved in the operation of 
the District and prohibits harassment or discrimination by any 
employee, including supervisors and coworkers, customers or 
clients of the District, and any vendor or other service provider 
with whom the District has a business relationship. The 
District will not tolerate instances of harassment or 
discrimination, whether or not such behavior meets the 
threshold of unlawful conduct. While single incidents of 
alleged harassment or discrimination may not be sufficiently 
severe or pervasive to rise to the level of being a violation of 
the law, the behavior is unacceptable and the District does not 
allow such conduct and may impose appropriate disciplinary 
action against any employee engaging in such behavior, up to 
and including termination. 

2.2.3 Equal Employment Opportunity Officer Designated 

The primary responsibilities for ensuring fair employment 
practices for the District are promoted and adhered to are 
assigned to the District's designated Equal Employment 
Opportunity (EEO) Officer. The District's designated EEO 
Officer will also serve as the Americans with Disabilities 
(ADA), as amended, Coordinator, and as such, also has 
responsibility for coordinating the District's compliance with 
federal and state disability laws. The Director of Human 
Resources is the District's EEO Officer. ,, 
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2.3. Unlawful Harassment 

2.3. 1 Definition 

Unlawful harassment is considered a form of discrimination 
and is defined as any conduct directed toward another 
because of that person's race, color, religion , age, gender, 
sexual orientation, national origin, ancestry, disability, or 
veteran status, or any other basis that is inappropriate or 
offensive as determined by using a reasonable person 
standard. The "reasonable person" standard considers 
conduct in question offensive. 

2.3.2 Prohibited Conduct 

The District will not tolerate any form of unlawful harassment, 
including any behavior on the part of employees, volunteers, 
clients, customers, vendors, etc., that impairs an employee's 
ability to perform his/her duties. Examples of unlawful 
harassment include, but are not limited to: 

1. Verbal conduct such as derogatory comments, slurs, 
epithets, or unwanted sexual advances, invitations, 
pressure for dates or sexually degrading or suggestive 
words or comments made in person, in writing, via 
telephone or via electronic means. 

2. Visual conduct such as derogatory posters, notices, 
email , photographs, cartoons, drawings, gestures, 
leering, or displaying sexually suggestive objects or 
pictures. 

3. Physical conduct such as unwanted touching , impeding 
or blocking normal movement, or interfering with work or 
movement. 

4. Threats or demands, either direct or veiled , to submit to 
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sexual requests in order to keep a job or avoid some 
job-related loss, and offers of job benefits in return for 
sexual favors. 

5. Retaliation for opposing, reporting, or threatening to 
report harassment, assisting another employee in filing 
an unlawful harassment complaint, or for participating in 
a harassment investigation, proceeding, or hearing. 

2.4 Dealing with Allegations of Discrimination and/or Unlawful 
Harassment 

2.4.1 Process 

Employees or applicants who believe they are being 
discriminated against or subjected to any form of unlawful 
harassment by another (e.g. employee, customer, vendor, 
contractor, etc.) because of their race, color, religion, age, 
gender (including pregnancy), marital status, sexual 
orientation , national origin , ancestry, disability, and/or veteran 
status, as well as those who believe they have witnessed 
another employee being subjected to discrimination and/or 
harassing behavior, have an affirmative duty to bring the 
situation to the attention of the District. Upon hire, employees 
will be provided a copy of the summarized policy, as well 
as the opportunity to discuss the policy during the new hire 
orientation process. In addition, a copy of this policy will be 
made available to applicants upon request. 

2.4.2 Employee Responsibilities 

Employees who believe they personally are being or have 
been subjected to discriminatory action and/or are the target 
of any form of unlawful harassment, or have witnessed any 
other employee being subjected to discrimination or 
harassment, should: 

1. Identify the offensive behavior to the alleged harasser 
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and request that the harasser cease the conduct. 

Note: An employee is NOT required to talk directly to 
the harasser or to his/her supervisor. It is critical, 
however, that the employee contact one of the 
individuals listed in 2. or 3. below ifs/he believes s/he is 
being harassed or has witnessed what the employee 
believes to be harassment directed to or committed by 
another employee(s). 

2. If the employee feels uncomfortable in speaking directly 
to the alleged harasser or if the employee requested the 
harassing behavior to cease, but the request did not 
produce the results desired, the employee should report 
the conduct as soon as possible to a supervisor or 
manager or to the District's designated EEO Officer, the 
Director of Human Resources. 

3. Employees who believe the EEO Offlcer has ·engaged in 
discriminatory or harassing conduct ·should bring such 
concerns to the attention of the General Manager. The 
General Manager will designate an objective person to 
conduct an investigation of such allegations. Employees 
may also report the conduct to the Chair of the Board of 
Trustees or the District's General Counsel. 

4. Applicants are encouraged to contact a representative 
from Human Resources Department or the Director of 
Human Resources. 

2.4.3 Supervisor/Manager Responsibilities 

Regardless of whether the employee involved is in the 
supervisor's or manager's department and regardless of how 
s/he became aware of the alleged discriminatory and/or 
harassing conduct, all supervisors and managers must 
immediately report all allegations or complaints of 
discrimination or unlawful harassment or observations of such 
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conduct to a Department Head, or the Director of Human 
Resources. A supervisor's/manager's failure to immediately 
report such activities, complaints , or allegations will result in 
discipline, up to and including termination. 

2.4.4 Reporting Requirements 

A Department Head is required to report this information to 
his/her immediate supervisor, the General Manager or the 
Director of Human Resources, and may not conduct a formal 
investigation, release findings, or administer discipline prior to 
this disclosure and without specific authorization to do so. 

2.4.5 Investigation 

Upon being made aware of allegations or complaints of 
discriminatory conduct and/or unlawful harassment, the 
District will ensure that such allegations or complaints are 
promptly investigated. The District treats all allegations or 
complaints of discrimination or unlawful harassment seriously 
and requires all employees to be candid and truthful during 
the investigation process. 

The District will make efforts to ensure that all investigations 
are kept as confidential as reasonably possible. Due to the 
sensitive nature of investigations involving unlawful 
harassment, employees will be strongly encouraged to refrain 
from discussing the subject content with others, particularly 
while the investigation is in progress. Employees may be 
required, upon request to provide information to regulatory 
agencies and/or the employee's legal counsel. The District will 
release information obtained only to those individuals with a 
need to know for the administration of the complaint, or as 
required by law. 

The employee who made the initial allegation or complaint, as 
well as the individual, against whom the allegation or 
complaint was made, will be made aware of the final 
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determination by the District. 

If evidence arises that an employee in the investigation made 
intentionally false statements, that employee will be 
disciplined, up to and including termination. 

If it is determined that discrimination and/or unlawful 
harassment has occurred, the District will take disciplinary 
action against the perpetrator commensurate with the severity 
of the offense. Such disciplinary action may include, but is not 
limited to, a verbal and/or written reprimand, counseling, 
transfer, suspension without pay, and/or termination. The 
District will also initiate action to deter any future incidents of 
discrimination or harassment from occurring. 

With regard to disability-related complaints, the EEO Officer 
(when appropriate, working with the complainant) will propose 
a resolution to the complaint based upon the findings of such 
investigation. Such resolution will include reasonable 
accommodation when the District determines that such a 
reasonable accommodation can be provided by the District. 

2.4. 6 Training 

The District will provide periodic training to all employees on 
the prevention of discrimination and unlawful harassment. All 
new employees will be provided a copy of the summarized 
policy upon hire and the contents will be discussed during the 
new hire orientation process. 

2.4. 7 Prohibition Against Retaliation 

Retaliation is adverse treatment which occurs because of 
opposition to unlawful workplace discrimination and/or 
harassment. The District will not tolerate any retaliation by 
management or by any other employee against an employee 
who exercises his/her rights under this policy. Any employee 
who believes s/he has been retaliated or discriminated against 
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in any manner whatsoever as a result of having filed a 
complaint, assisted another employee in filing a complaint, or 
participated in an investigative process should immediately 
notify the Director of Human Resources. The District will 
promptly investigate and deal appropriately with any allegation 
of retaliation. 

2.5 Employee BuUying 

2.5.1 Definition 

The District defines bullying as repeated mistreatment of one 
or more persons by one or more perpetrators that takes one of 
the following forms but not limited to: 

1. Verbal abuse; 

2. Offensive conduct/behaviors (including nonverbal, 
physical, and cyber bullying) which are threatening, 
humiliating, or intimidating; or 

3. Workplace interferences, such as sabotage, which 
prevents work from getting done. 

2.5.2 Purpose 

The purpose of this policy is to communicate to all employees, 
including supervisors and managers, that the District will not 
tolerate bullying behavior. Employees found in violation of this 
policy may be subject to disciplinary action. 

2.5.3 Prohibited Conduct 

The District considers the following types of behavior 
examples of bullying: 

1. Verbal Bullying: Slandering, ridiculing or maligning an 
employee or his/her family; persistent name calling 
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which is hurtful , insulting, or humiliating; yelling , 
screaming, shouting, and cursing, chronic teasing ; 
bel ittling opin ions or constant criticism. 

2. Physical Bullying: Pushing, shoving, kicking, poking, 
tripping, assault threat or implied threat of physical 
assault, damage to an employee's work area or 
property. 

3. Nonverbal Bullying: Nonverbal threatening gestures or 
glances which convey threatening messages; 
threatening actions; socially or physically excluding or 
disregarding a person in a work-related activity. 

4. Cyber Bullying: Repeatedly tormenting, threatening, 
harassing, humiliating, embarrassing, or otherwise 
targeting an employee using email, instant messaging, 
text messaging, or any other type of digital technology. 

5. Workplace Interference: Making unreasonable work 
demands, sabotaging which prevents work from getting 
done; making false accusations of wrongdoing; 
deliberately tampering with a person's work area or 
property; assigning menial tasks outside of a person's 
normal job duties. 

2.5.4 Dealing with Allegations of Bullying 

1. Process 

Employees who believe they are being bullied by 
another (e.g. employee, customer, vendor, contractor, 
etc.) , as well as those who bel ieve they have witnessed 
another employee being subjected to bullying behavior, 
have an affirmative duty to bring the situation to the 
attention of the District by informing his/her supervisor, 
manager or Department Head. 
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2. Supervisor/Manager Responsibilities 

A supervisor/manager is required to address the 
inappropriate behavior and report this information to 
his/her Department Head, or the Director of Human 
Resources as soon as possible. 

3. Investigation 

Upon being made aware of allegations or complaints of 
bullying, the District will ensure that such allegations or 
complaints are investigated where deemed necessary. 

The District will make efforts to ensure that all 
investigations are kept as confidential as reasonably 
possible. The District will release information obtained 
only to those individuals necessarily involved in the 
investigation and the administration of the complaint, or 
as required by law. 

The employee who raised initial concern, as well as the 
individual against whom the concern or allegation was 
made, will be made aware of the final determination. 

If it is determined that bullying has occurred, the District 
will take appropriate action. 

2.5.5 Prohibition Against Retaliation 

The District will not tolerate any retaliation by management or 
by any other employee against an employee who exercises 
his/her rights under this policy. Any employee who believes 
s/he has been retaliated or discriminated against in any 
manner whatsoever as a result of having filed a complaint, 
assisted another employee in filing a complaint, or participated 
in an investigative process should immediately notify the 
Director of Human Resources. The District will promptly 
investigate and deal appropriately with any allegation of 
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retaliation. 

2.5A Disciplinary Actions Taken Under Ordinance 7 for Misconduct 

2.5A.1 Statement of Purpose 

The purpose of this policy is to provide IVGID's professional staff 
with direction from the IVGID Board on what it considers to be 
appropriate penalties under Ordinance 7 for misconduct by those 
using IVGID's recreational facilities . In promulgating this policy and 
adopting Ordinance 7, the Board's overriding goal is to guarantee a 
pleasant user experience for all of our customers. This policy and 
Ordinance 7 should be used only in the extreme situations laid out 
below in Section Ill , to penalize behavior that does not result in the 
actual decrease in enjoyment of use by other customers. 

While this policy has been prepared primarily for IVGID's 
recreational facilities, it is also applicable to its Public Works and 
Administrative facilities as well such that should an abuse occur that 
is defined below, at Public Works, and the customer and/or guest is 
a recreational pass holder, their privileges may be suspended in 
accordance with this policy. 

2.5A.2 Behavior that affects the ability of our residents and 
guests to enjoy IVG/D's Recreational Facilities 

a. Physically Abusive Behavior 

1. IVGID will not tolerate physically abusive behavior 
directed towards its recreational customers and guests 
by other recreational customers and/or guests. Any 
such behavior shall result in a suspension of 
recreational privileges (maybe venue specific and/or all 
recreational venues i.e. golf, ski, parks, etc.) as follows: 

First time a penalty is imposed: Suspension of al l 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
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minimum of three (3) months and a maximum of 
three (3) years; 

Second time a penalty is imposed and thereafter 
Suspension of all recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, 
ski, parks, etc.) for a minimum of three (3) years with 
no maximum suspension. 

Physical abusive behavior determination is left to the 
sole discretion of IVGID. 

2. Likewise, IVGID will not tolerate any behavior that is 
intended to communicate a threat of physical abusive 
behavior directed towards its customers and guests by 
other recreational customers and/or guests. Any such 
behavior shall result in a suspension of recreational 
privileges (maybe venue specific and/or all recreational 
venues i.e. golf, ski, parks, etc.) as follows : 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of one (1) month and a maximum of one 
(1) year; 

Second time a penalty is imposed and thereafter 
Suspension of all recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, 
ski, parks, etc.) for a minimum of six (6) months with 
no maximum suspension. 

Threatening of physical abuse determination is left to the sole 
discretion of IVGID. 

Verbal Attacks. A Verbal Attack (see Definitions below) 
directed at a customer or guest shall result in a suspension of 
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recreational privileges (maybe venue specific and/or all 
recreational venues i.e. golf, ski, parks, etc.) as fol lows: 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of one (1) month and a maximum of three 
(3) months; 

Second time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of six (6) months with a maximum 
suspension of one (1) year; 

Thereafter Suspension of all recreational privileges 
(maybe venue specific and/or all recreational venues 
i.e. golf, ski, parks, etc.) for a minimum of one (1) 
year with a maximum suspension of three (3) years. 

c. Chronic Rule Breaking. IVGID has adopted rules that govern 
the use of its recreational facilities. When users violate those 
rules it often impacts the ability of other users to enjoy IVGID's 
facilities. Therefore, chronic violation of IVGID's facilities' rules 
may result in a suspension of recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, ski, 
parks, etc.) as follows: 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of two (2) weeks and a maximum of one 
(1) month ; 

Second time a penalty is imposed and thereafter 
Suspension of all recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, 
ski, parks, etc.) for a minimum of three (3) months 
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with a maximum suspension of one (1) year. 

d. Damaging IVGID real property and chattel. IVGID takes great 
pride in its recreational assets. IVGID acknowledges, 
however, that one consequence of sports is that recreational 
assets are often damaged in the ordinary course of their use. 
Chronically damaging AND/OR intentionally damaging 
IVGID's recreational assets, however, may result in a 
suspension of recreational privileges (maybe venue specific 
and/or all recreational venues i.e. golf, ski, parks, etc.) as 
follows: 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of two (2) weeks and a maximum of six (6) 
months; reimbursement of said damage maybe 
expected. 

Second time a penalty is imposed and thereafter 
Suspension of all recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, 
ski, parks, etc.) for a minimum of one (1) month with 
a maximum suspension of three (3) years. 

e. Profanity. The use of profanity (see Definitions below) 
demonstrates poor manners. And, although it is not in IVGID's 
purview to legislate manners, chronic profane language and/or 
gestures may negatively impact IVGID's customers' 
enjoyment. Therefore, chronic profane language and/or 
gestures made in the vicinity of IVGID's residents and/or 
guests who take offense at such language/gestures may result 
in a suspension of recreational privileges (maybe venue 
specific and/or all recreational venues i.e. golf, ski, parks, etc.) 
as follows: 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
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all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of two (2) weeks and a maximum of one 
(1) month; 

Second time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of one (1) month with a maximum 
suspension of two (2) months; 

Thereafter: Suspension of all recreational privileges 
(maybe venue specific and/or all recreational venues 
i.e. golf, ski, parks, etc.) for a minimum of one (1) 
month with a maximum suspension of three (3) 
months. 

F. Abuse of Recreational Privileges. IVGID provides access to its 
recreational venues via the rules established in IVGID 
Ordinance 7. Chronic abuse of and/or failure to abide by the 
rules in Ordinance 7 may result in a suspension of recreational 
privileges (maybe venue specific and/or all recreational 
venues i.e. golf, ski, parks, etc.) as follows : 

G. 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of two (2) weeks and a maximum of six (6) 
months; 

Second time a penalty is imposed and thereafter. 
Suspension of all recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, 
ski, parks, etc.) for a minimum of one (1) month with 
a maximum suspension of three (3) years. 

The National Ski Area Association (NSAA) "Your Skier 
Responsibility Code" . Because of the dangers involved in the 
sport of snow skiing and/or snowboarding , Diamond Peak (as 
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well as most ski resorts in the United States) has adopted the 
"Your Skier Responsibility Code". Diamond Peak's Your 
Responsibility Code imposes additional responsibilities on 
skiers/ snowboarder at Diamond Peak, and establishes 
penalties for when those responsibilities are not met. The 
IVGID Board of Trustees expressly approves the Diamond 
Peak "Your Skier Responsibility Code". 

2.5A.3 Behavior directed towards IVG/D's Staff 

The IVGID Board of Trustees strongly recommends that every 
member of IVGID's staff, who is customer-facing, receive customer 
service training on how to deal with irate and verbally abusive 
customers. This training will provide, in great detail via role playing, 
how to handle the aforementioned situations/customers. It is 
incumbent upon each member of the IVGID Staff to make their very 
best efforts to neutralize this behavior to the very best of their ability 
as this is the intent of the aforementioned training. 

In the event that the behavior continues, IVGID Staff has been 
trained to remove themselves from the situation, elevate the 
situation to the next level of supervision, and document their 
experience, in writing, in as much detail as possible. Only in the 
following rare cases should staff consider applying the punitive 
measures established by Ordinance 7 and this Policy for behavior 
that affects staff but not IVGID's customers' enjoyment of IVGID's 
facilities: 

a. Physically Abusive Behavior 

1. IVGID will not tolerate physically abusive behavior 
directed towards its staff. Any such behavior shall result 
in a suspension of recreational privi leges (maybe venue 
specific and/or all recreational venues i.e. golf, ski, 
parks, etc.) as follows: 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
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all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of three (3) months and a maximum of 
three (3) years; 

Second time a penalty is imposed and thereafter. 
Suspension of all recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, 
ski, parks, etc.) for a minimum of three (3) years with 
no maximum suspension. 

2. Likewise, IVGID will not tolerate any behavior that is 
intended to communicate a threat of physical abusive 
directed towards its staff. Any such behavior shall result 
in a suspension of recreational privileges (maybe venue 
specific and/or all recreational venues i.e. golf, ski, 
parks, etc.) as follows: 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of one (1) month and a maximum of one 
(1) year; 

Second time a penalty is imposed and thereafter. 
Suspension of all recreational privileges (maybe 
venue specific and/or all recreational venues i.e. golf, 
ski, parks, etc.) for a minimum of six (6) months with 
no maximum suspension. 

b. Verbal Attacks. The IVGID Board expects its staff to be trained 
with appropriate ways to address and mitigate situations 
where a customer, resident or guest verbally abuses a staff 
member. And, while the Board anticipates that customer 
service training will also address how to deal with verbal 
attacks made against staff members, providing good customer 
service need not extend to IVGID's staff continually tolerating 
verbal attacks. Therefore, chronic verbal attacks directed at an 
IVGID staff member may result in a suspension of recreational 
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privileges (maybe venue specific and/or all recreational 
venues i. e. golf, ski, parks, etc.) as follows: 

First time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of one (1) month and a maximum of three 
(3) months; 

Second time a penalty is imposed: Suspension of all 
recreational privileges (maybe venue specific and/or 
all recreational venues i.e. golf, ski, parks, etc.) for a 
minimum of six (6) months with a maximum 
suspension of one (1) year; 

Thereafter. Suspension of all recreational privileges 
(maybe venue specific and/or all recreational venues 
i.e. golf, ski, parks, etc.) for a minimum of one (1) 
year with a maximum suspension of three (3) years. 

2.5A.4. Matters left to the discretion of the Recreational Venue 
Manager 

The IVGID Board of Trustees acknowledges the distinction between 
misconduct that may result in the suspension of recreational 
privileges for a specific period of time, and misconduct that leads to 
removing a customer from a recreational venue. . The Board of 
Trustees leaves it in the discretion of each individual recreational 
venue manager to develop reasonable policies and procedures for 
asking a customer to promptly (i) discontinue thei r use of the venue 
and (i i) leave the premises for the remainder of the day, (i ii) penalty 
to be determined by management. 
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Policy # 2.5A Disciplinary Actions Behavior Incident Report 

Date: ____________ _ 

Customer Name & Address : --------------------

Employee Name and location of incident: ______________ _ 

The observed behavior below on 

Physically Abusive Behavior 
ii-----1 

V er bal Attack .--"ll 
.---1 Chronic Rule Breaking 

is considered unacceptable: 
date 

Damaging IVGID real property and chattel 
1---' 

..--. Profanity 

Abuse of Recreational Privileges ..--. 
Disobeying the "Your Skier Responsibility Code 

Other: -- ---------------------------------

Details: ------------------------------------

Use additional pages as necessary to complete information. 

Reported to supervisor: 
Date Signature of Employee 

Date Supervisor /Manager / Director 

l :Publ ic/ Forms/HumanResources/2.SADiscipline-lntranet also 
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2.SA.5. Criminal Behavior 

With respect to potential criminal activities of our residents and 
guests that do not fall clear under this Policy, the Board of Trustees 
acknowledges that County, State and Federal laws should dictate all 
appropriate penalties. 

2.SA.6 Definitions 

For purposes of this Policy, the following terms shall have the 
following definitions: 

a. "Chronic": Repeated on numerous occasions. For purposes 
of this Policy, IVGID shall take the following steps to 
determine the existence of "Chronic" misconduct: 

1. IVGID staff has sent the bad actor a written notice 
setting forth the inappropriate behavior and the 
consequences of continued misconduct, AND 

2. The misconduct has continued after such written notice, 
AND 

3. The Senior Manager of the recreational venue where 
the misconduct has most recently taken place holds a 
sit-down meeting with the bad actor to review in person 
the inappropriate behavior and details the 
consequences of continuing such inappropriate 
behavior 1 , AND 

4. The subsequent continuation of that misconduct may be 
considered to be "Chronic". 

b. "Profanity": Words and gestures that a reasonable person 
would find outrages his or her moral or physical senses. 

c. "Verbal Abuse": A negative defining statement told to the 

1 
For purposes of determining "Chronic" misconduct, if the senior manager who is tasked with hold a "sit-down" 

meeting with a bad actor is, after good faith attempts, unable to carry out such meeting because the bad actor 
refuses or is unable to attend, then sending a second letter to the bad actor setting forth the misconduct and the 
consequences of continued misconduct shall suffice. 
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person or about the person or by withholding any response 
thus defining the target as non-existent. Verbal Abuse 
includes but is not limited to withholding, bullying, defaming, 
defining, trivializing, harassing, diverting, interrogating, 
accusing, blaming, blocking, countering, lying, berating, 
taunting, put downs, abuse disguised as a joke, discounting, 
threatening, name-calling, yelling and raging. 

d. "Verbal Attack": Is to ridicule vehemently with pure language 
and gestures. A Verbal Attack is an extreme form of verbal 
abuse. It most often includes yelling or raging. A Verbal Attack 
need not include ·Profanity, but profanity alone, even if directed 
at a person, does not constitute a Verbal Attack. 

2.6 Employment Disabilities 

2. 6.1 Purpose 

The District recognizes that the preceding sections of its 
personnel policy relating to fair employment practices 
encompass its commitment to fair and equitable treatment of 
all employees and applicants, including those with disabilities. 
The District also recognizes that there are specific issues 
relating to individuals with disabilities that must be individually 
addressed. The District acknowledges its responsibility to 
ensure that individuals in the workplace can efficiently and 
safely perform the essential functions of their jobs without 
posing a direct threat to themselves and others. 

2.6.2 Policy 

It is the District's policy to comply proactively with the 
applicable employment provisions of disability laws, including 
the ADA, as amended. The District does not tolerate 
discrimination against any qualified individual with a disability 
in regard to any terms, conditions, or privileges of employment 
and prohibits any type of harassment or discrimination based 
on the physical or mental disability, history of disability, or 
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perceived disability of an individual holding or seeking 
employment with the District. 

The District is committed to provide reasonable 
accommodation wherever the need for such is known to the 
District or whenever the employee or applicant indicates a 
need for reasonable accommodation, provided that the 
individual is otherwise qualified to perform the essential 
functions of the assigned job and the employee's performance 
of the assigned job duties does not pose an obvious threat to 
the safety of him/herself or others. 

2. 6.3 Determination of Disability 

In determining whether an employee or an applicant has a 
disability under the law, the employee/applicant must have a 
physical or mental impairment that substantially limits one or 
more life activity, have a record of such impairment, or is 
regarded as having such impairment. Major life activities 
include, but are not limited to, caring for oneself, performing 
manual tasks, seeing , hearing, eating, sleeping, walking, 
standing, lifting, bending, speaking, breathing, learning, 
concentrating, thinking , communicating, and working . A major 
life activity also includes the operation of a major bodily 
function, including but not limited to, neurological, brain, 
respiratory, circulatory, endocrine, and reproductive functions . 

2.6.4 Disability-Related Inquiries 

The District will adhere to the provisions of applicable laws 
regarding an employer's limitations on making disability­
related inquiries or requiring medical examinations at each of 
the three stages of the employment process: pre-offer, post­
offer/pre-employment, and employment. 

The District's restrictions regarding disability-related inquiries 
and medical examinations apply to all employees/applicants, 
whether or not they have disabilities. A disability-related 
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question to an applicant may be a violation of law, even 
though the applicant may not have a disability. 

The District may require the employee to provide a fitness-for­
duty certification from an appropriate medical provider 
whenever the District has reason to believe the employee may 
be unable to perform the essential functions of his/her job. 

2.6.5 Confidentiality of Medical Records 

The District will treat any medical information obtained from a 
disability-related inquiry or medical exam, as well as any 
medical information voluntarily disclosed by an employee, as a 
confidential medical record. Confidential medical records also 
include medical information from voluntary health or wellness 
programs. The District will share such information only with 
appropriate supervisors, managers, first aid and safety 
personnel, and officials investigating compliance claims on a 
need-to-know basis. Such information may be disclosed to 
appropriate District personnel or outside consultants and 
attorneys in relation to any employment issue between the 
employee and the District, if the medical records are relevant 
to any such dispute. Any medical information will not be kept 
in the employee's personnel file. Such medical information will 
be kept in a separate secure confidential file as described in 
Section 1. 7.1 , subparagraph 8. 

2.6.6 Accommodation 

1. Accommodation for Applicants 

Whenever an applicant requests accommodation in 
applying for, testing, or interviewing for a position with 
the District, the ADA Coordinator will determine whether 
the applicant's condition constitutes a disability under 
the disability laws. The District's ADA Coordinator will 
then determine whether the request for accommodation 
for a covered disability is reasonable or if another type 
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of accommodation can be provided. In making that 
determination of reasonableness, the ADA Coordinator 
will consider whether granting such requests might 
impose an undue flardship on the District. 

2. Accommodation for Employees 

When the District has some objective reason to believe 
an employee may need some type of accommodation to 
perform his/her essential job functions, the District will 
initiate an interactive process with the employee to find 
out what accommodation the employee might need. 
Also, whenever an employee approaches his/her 
supervisor, the District's ADA Coordinator, or any other 
manager within the District requesting some type of 
accommodation, the District will initiate the interactive 
process. Whenever a manager or supervisor becomes 
aware that an employee has requested or may require 
some type of accommodation, the manager/supervisor 
should promptly notify the ADA Coordinator. Upon 
learning of the employee's request for accommodation, 
the ADA Coordinator will arrange to meet with the 
supervisor and the employee to discuss his/her 
accommodation request, the need for any reasonable 
documentation of the disability and the associated 
functional limitations, and the impact of the proposed 
accommodation on the District. Review of an 
employee's particular situation by an outside medical 
review officer will assist the District in determining 
appropriate accommodation. 

2.6.7 Requirements of Other Laws 

The District may make disability-related inquiries and require 
medical exams that are required or necessitated by applicable 
laws or regulations; e.g. , federal safety regulations, 
Occupational Safety and Health Administration (OSHA) 
requirements , etc. 
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2.6.8 Glossary of ADA-Related Terms 

1. An "essential function" is a fundamental job duty of 
the position held or desired. A function is essential if the 
job exists to perform that function, a limited number of 
other employees are available to perform the function, 
or the function requires special skill or expertise. 
Determinations as to essential functions must be made 
on a case-by-case basis and are normally determined 
based on such factors as: 

a. The written job description prepared before 
advertising or interviewing applicants for the job; 

b. In the District's judgment, the amount of time 
spent performing the function; 

c. Input as to the actual work experience of past 
employees in the job or current employees in 
similar jobs; and 

d. The nature of the work operation and the 
consequences of not having the function 
performed. 

Marginal functions associated with any job 
should not be considered essential functions. 
Punctuality and regular work hours may not be 
an essential function of some jobs. For example, 
if the job functions can be performed without the 
presence of a supervisor, adhering to established 
work hours may not be an essential function . 
Therefore, reasonable accommodations to the 
contrary may be necessary. 

2. A "disability-related inquiry" is a question (or series 
of questions) likely to elicit information about a disability. 
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Generally, disability-related inquiries are not allowed 
during the hiring process. Examples of disability-related 
inquiries include: 

a. Asking whether the employee/applicant currently 
has or has ever had a disability, how s/he 
became disabled, or inquiring about the nature or 
severity of an employee's/applicant's disability; 

b. Asking an employee/applicant a broad 
question about his/her impairments that are likely 
to elicit information about a disability; 

c. Asking an employee/applicant whether s/he is 
currently taking any prescription drugs or 
medication; and 

d. Asking about an employee's/applicant's genetic 
information. 

Other examples of prohibited disability-related 
questions include, but are not limited to, asking 
about an employee's/applicant's prior workers' 
compensation history, and asking an 
employee's/applicant's coworkers, family 
member, doctor, or other person about the 
employee's/applicant's disability. 

Questions that are not likely to elicit information 
about a disability are not prohibited under the 
ADA. These types of inquiries include asking 
employees/applicants about their general well­
being, whether they can perform the essential job 
functions and whether they currently use illegal 
drugs. The District may also ask an employee, 
but not a job applicant, about non-disability­
related impairments such as how s/he broke 
his/her arm. 
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3. A "medical examination" is a procedure or test usually 
given by a health care professional or in a medical 
setting that seeks information about an individual's 
physical or mental impairments or health. Medical 
examinations include, but are not limited to: 

a. Vision tests conducted and analyzed by an 
ophthalmologist or optometrist; 

b. Blood pressure screening and cholesterol testing; 
nerve conduction tests; 

c. Range-of-motion tests that measure muscle 
strength and motor function ; 

d. Audiological or other hearing tests 

e. Pulmonary function tests; 

f. Psychological tests designed to identify a mental 
disorder or impairment; and 

g. Diagnostic procedures such as x-rays, CAT 
scans, and MRl's. 

Procedures and tests that employers may require that 
are generally not considered medical examinations 
include: 

a. Blood and urine tests to determine the 
current illegal use of drugs; 

b. Physical agility and physical fitness tests; and 

c. Tests that evaluate an employee's/applicant's 
ability to read labels or distinguish objects as part 
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of a demonstration of the ability to perform actual 
job functions. 

4. Under the ADA, an "employee" is an individual 
employed by an employer. Generally, an individual is an 
employee if the employer controls the means and 
manner of his/her work performance. Where more than 
one entity controls the means and manner of how an 
individual's work is done, the individual may be an 
employee of each entity. 

2. 7 Drug-Free and Alcohol-Free Workplace 

2. 7.1. Purpose 

The District has the responsibility to its employees and the 
public to insure safe working conditions for its employees and 
a productive work force unimpaired by chemical substance 
abuse. The District also has a responsibility, pursuant to the 
Drug Free Workplace Act of 1988, to create a drug-free 
workplace. 

The District recognizes that substance abuse in our nation and 
our community exacts staggering costs in both human and 
economic terms. Substance abuse can be reasonably 
expected to produce impaired job performance, lost 
productivity, absenteeism, accidents, wasted materials, 
lowered morale, rising health care costs, and diminished 
interpersonal relationship skills. This drug and alcohol free 
workplace policy applies to volunteers as well as employees. 

2. 7.2 Policy 

1. The District is committed to: 

a. Maintaining a safe, drug-free and alcohol-free 
workplace for all employees; 
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b. Assisting employees who recognize they have a 
problem with drugs and/or alcohol and assist with 
providing appropriate treatment; 

c. Periodically providing employees with information 
about the dangers of workplace drug and/or 
alcohol abuse; and 

d. When appropriate, taking disciplinary action for 
failure to comply with this policy. 

2. The District strictly prohibits the following behavior: 

a. The use, sale, attempted sale, manufacture, 
attempted manufacture, purchase, possession or 
cultivation, distribution and/or dispensing of illegal 
drugs by an employee at any time and in any 
amount while on duty or on District property. This 
prohibition includes the use or possession of 
prescription medicines for which the individual 
does not have a valid prescription and the 
inappropriate use of prescribed medicines for 
which the employee has a valid prescription. In 
addition , the District prohibits employees from 
possessing open containers of alcoholic 
beverages while on duty and from working with a 
blood-alcohol level of .02 or more at any time. 

b. Bringing alcohol, illegal drugs, and other 
substances which may impair the safety or 
welfare of employees or the public onto the 
premises controlled by the District or placing them 
in vehicles or equipment operated on behalf of 
the District. 

3. Reporting Requirements 

a. A supervisor who receives information and/or is a 
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witness to any use of drugs or alcohol by an 
employee which violates the District's policies or 
the law, is required to immediately report this 
information to his/her Department Head, the 
Director of Human Resources or the Director of 
Accounting, Finance & Risk Management. The 
information reported should include: 

I. The person(s) involved, including all 
witnesses; 

II. Any information gathered, such as actual 
observation of drug/alcohol use, the 
presence of paraphernalia, observation of 
any unusual physical signs or behaviors; 

111. A written record of specific conversations 
held with the accused and any witnesses; 
and 

IV. All pertinent facts, including date(s), 
time(s), and location(s). 

b. A Department Head is required to report this 
information to the General Manager, the Director 
of Human Resources or the Director of Finance, 
Accounting & Risk Management, and may not 
conduct a formal investigation, release findings, 
or administer discipline prior to this disclosure and 
without specific authorization to do so. 

c. An employee who witnesses or obtains 
information regarding illegal drug/alcohol use by 
the incident to that individual's supervisor/ 
manager. 

4. Specimen collection, drug testing procedures, sample 
collection, and alcohol testing procedures will comply 
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with all applicable provisions of federal and state law. 

5. A positive test result for alcohol or drugs will be grounds 
for disciplinary action, up to and including termination. 

6. Employees in safety-sensitive positions as defined in 49 
CFR Part 382, et seq., are subject to the Federal 
Department of Transportation (DOT) (49 CFR Part 40) 
and the Federal Motor Carrier Safety Regulations 
(FMCSR), as prescribed by the Federal Motor Carrier 
Safety Administration (FMCSA) (49 CFR Parts 382, 
383, 387, 390-397, and 399), as stated in Section F of 
the District's Operations and Safety Manual, as well as 
the District's Drug-Free and Alcohol-Free Workplace 
Policy. 

2. 7.3 Employee Responsibilities 

Each employee is responsible for reviewing and complying 
with the District's Drug-Free and Alcohol-Free Workplace 
Policy. 

1. Each employee is responsible for meeting standards for 
work performance and safe on-the-job conduct. 

2. Employees are not to report to work under the influence 
of alcohol, illegal drugs, or misused prescription or over­
the-counter drugs. 

3. Employees who suspect they may have a substance 
abuse problem are encouraged to seek counseling and 
rehabilitation from a substance abuse professional or 
other treatment provider. An Employee Assistance 
Program (EAP) is available for all employees; see Section 

6.9. For employees with benefits, the District's medical 
insurance coverage may provide for payment of some 
or all of the treatment costs. 
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4. It is the employee's responsibility and obligation to 
determine, by consulting a physician if necessary, 
whether or not a legal drug s/he is taking may or will 
affect his/her ability to safely and efficiently perform 
his/her job duties. An employee whose impairment may 
affect job performance must contact his/her supervisor 
and attempt to find an appropriate alterna.tive 
assignment. If none is available, the employee may take 
sick leave or be placed on a medical leave of absence 
(if available and the employee otherwise qualifies) or 
take other steps consistent with the advice of a 
physician. If an employee reports to work under the 
influence of prescription medication and, as a result , 
endangers him/herself or others, the employee may be 
disciplined, up to and including termination . 

5. Each employee must report the facts and circumstances 
of any criminal drug or alcohol conviction to their 
supervisor. If an employee's duties involve driving a 
vehicle, the employee must report to his/her supervisor 
a conviction for driving under the influence (DUI), and/or 
revocation or suspension of the driver's license pending 
adjudication. Notification to the District must occur 
before resuming work duties or no later than five (5) 
days after the conviction or revocation/suspension. 
Failure to notify the District will result in disciplinary 
action, up to and including termination. The supervisor 
will immediately notify the District's Director of Finance, 
Accounting & Risk Management or Director of Human 
Resources . 

6. Employees must act as responsible representatives of 
the District and as law-abiding citizens. It is every 
employee's responsibility to report violations of this 
policy to his/her immediate supervisor or to Human 
Resources. Such reporting is critical in preventing 
serious injuries or damage to other employees, the 
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public and/or District's property. 

7. Employees who are required to submit to a drug/alcohol 
testing must complete and sign the consent form, if 
available. 

2. 7.4 Supervisor Responsibilities 

Supervisors are responsible for: 

1. Determining if reasonable suspIcIon exists to warrant 
drug and/or alcohol testing and documenting, in writing, 
the specific facts, symptoms, or observations that are 
the basis for the reasonable suspicion. 

2. Submitting the documentation to the Department Head 
or designee. 

3. Complying with the appropriate provIsIons outlined in 
this policy that apply to supervisory personnel. 

2. 7.5 Department Head Responsibilities 

The Department Head or his/her designee is responsible for: 

1. Authorizing and coordinating the drug and/or alcohol 
testing of employees. 

2. Requesting completion of the consent form . 

3. Notifying employees of positive test results and their 
right to a retest of the same sample. 

4. Implementing disciplinary action against employees who 
fail to comply with provisions outl ined in this policy. 

5. Notifying the District's Director of Finance , 
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Accounting & Risk Management of an employee's 
conviction of a federal or state criminal drug and/or 
alcohol statute violation. 

6. Ensuring that the drug and/or alcohol test forms and 
results are kept confidential and only provided to 
employees with a business need for the information. 

2. 7. 6 Risk Management Responsibilities 

Risk Management will be responsible for: 

1. Providing communication and training on this policy to 
include a training program to assist supervisors/ 
managers and Department Heads to recognize the 
conduct and behavior that gives rise to a reasonable 
suspicion of drug and/or alcohol use by employees and 
how to effectively intervene. 

2. Receiving and maintaining employee drug and alcohol 
testing records and files from all sources and assuring 
that they are kept confidential. 

3. Making drug and/or alcohol testing and notice forms 
available at the designated collection site(s). 

4. Notifying appropriate Department Heads of positive 
results of drug and alcohol tests. 

5. Administering the contract with a third party to provide 
drug and alcohol testing services. 

6. Overseeing the administration of the District's Drug­
Free and Alcohol-Free Workplace Policy. 
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2. 7. 7 Employee Education 

The District maintains information relating to the hazards of 
and treatment for drug- and alcohol-related problems. 
Proactive training and information will be sponsored by the 
District periodically. Any employee may voluntarily seek 
advice, information, and assistance. Medical confidentiality will 
be maintained consistent with this policy. 

2. 7.8 Employee Assistance and Voluntary Referral 

1. The District strongly encourages employees who 
suspect they have substance abuse problems to 
voluntarily refer themselves to a treatment program. A 
voluntary referral is defined as being one that occurs 
prior to any positive test for illegal drugs or alcohol 
under this policy and prior to any other violation of this 
policy, including a criminal conviction of that individual 
for a drug- or alcohol-related offense. A decision to 
participate in the (EAP) will not be a protection or 
defense from discipline. 

2. Any employee who voluntarily requests assistance 
in dealing with a personal drug and/or alcohol problem 
may do so through a private treatment program for drug 
and alcohol problems. An employee who is being 
treated for substance abuse in a recognized 
rehabilitation program may, if the ADA, as amended 
applies, be entitled to reasonable accommodation so 
long as the employee is conforming to the requirements 
of the program and is abstaining from the use of 
controlled substances and/or alcohol. 

3. The employee must agree to release treatment 
information to the District to permit the monitoring of the 
employee's ongoing compliance with the treatment 
recommendation. Any related leave will be considered 
to be medical leave under the provisions of the Family 
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and Medical Leave Act (FMLA) if the employee is 
eligible. Employees requiring in-patient treatment are 
requested to notify the Director of Finance, Accounting 
& Risk Management or Director of Human Resources in 
advance of the treatment admission. After such 
accommodation, the discontinuation of any involvement 
with alcohol and/or drugs is an essential requisite for 
continued employment. Upon completion of a substance 
abuse program, employees must take and pass a 
return-to- work test and sign a return-to-work agreement 
that will include a commitment to follow 
recommendations given by the treatment provider and 
other conditions as the District deems appropriate. 

4. The cost of the drug or alcohol rehabilitation or 
treatment program will be borne by the employee and/or 
the employee's insurance provider. All information 
regarding an employee's participation in treatment will 
be held in strict confidence. Only information that is 
deemed business necessity will be shared by the 
District's management. Employees are limited to 
treatment for substance abuse one time only under this 
policy. 

2. 7.9 Reasonable Suspicion Testing 

1. When a supervisor/manager or Department Head has 
reasonable suspicion that an employee may be under 
the influence of alcohol and/or drugs, the employee in 
question will be directed by the Department Head or 
designee or the District's Director of Finance, 
Accounting & Risk Management to submit to drug 
and/or alcohol testing by a third party that the District 
has contracted with to provide drug and alcohol testing 
services. The employee may be suspended with pay 
pending results of the test. 

2. The supervisor/manager will be responsible to 
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determine if reasonable suspicion exists to warrant drug 
and/or alcohol te15ting and will be required to document, 
in writing, the specific facts, symptoms, or observations 
which form the basis for such reasonable suspicion. 
When possible, the documentation will be forwarded to 
the Department Head or designee to authorize the drug 
and/or alcohol test of an employee. 

3. Circumstances which constitute a basis for determining 
reasonable suspicion may include, but are not limited to: 

a. Information provided either by reliable and 
credible sources or independently corroborated. 

b. The first line supervisor or another supervisor/ 
manager receives information from a reliable and 
credible source as determined by the Department 
Head that an employee is violating the District's 
policy. 

c. The first line supervisor or another 
supervisor/manager directly observes an 
employee using drugs or alcohol while an 
employee is on duty. 

d. Drug or alcohol paraphernalia, possibly used in 
connection with illicit drugs or alcohol, found on 
the employee's person or at or near the 
employee's work area. 

e. Evidence that the employee has tampered with a 
previous drug and/or alcohol test. 

4. The following behaviors will also contribute toward 
reasonable suspicion and, collectively or independently, 
on a case-by-case basis may provide a sufficient reason 
for requesting a drug and/or alcohol test: 
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a. A pattern of abnormal or erratic behavior. 
This includes, but is not limited to, a single, 
unexplainable incident of serious abnormal 
behavior or a pattern of behavior which is 
radically different from what is normally displayed 
by the employee or grossly differing from 
acceptable behavior in the workplace. 

b. Presence of physical symptoms of drug and/or 
alcohol use. 
The supervisor observes physical symptoms that 
could include, but are not limited to, glassy or 
bloodshot eyes, slurred speech, poor motor 
coordination, or slow or poor reflex responses 
different from what is usually displayed by the 
employee or generally associated with common 
ailments such , as colds, sinus problems, hay 
fever, and diabetes. 

c. Violent or threatening behavior. 
First Incident: If an employee engages in 
unprovoked, unexplained, aggressive, violent, 
and/or threatening behavior against any person, 
the Department Head may request that the 
employee submit to drug and/or alcohol testing. 

Second Incident: Whether or not an employee 
has previously received formal counseling or 
disciplinary action for unprovoked, unexplained, 
aggressive, violent, or threatening behavior, upon 
a second or subsequent episode of similar 
behavior/conduct, the Department Head will 
request that the employee undergo drug and/or 
alcohol testing . 

d. Absenteeism and/or tardiness. 
If an employee has previously received 
disciplinary action for absenteeism and/or 
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tardiness, a continued poor record that warrants a 
second or subsequent disciplinary action may, in 
combination with other relevant behaviors, result 
in drug and/or alcohol testing. 

5. An employee who is required to submit to reasonable 
suspicion testing will be provided transportation by the 
District to the location of the test. After the employee 
submits to the test or if the employee refuses to be 
tested, the District will provide transportation for the 
employee to his/her home. 

2. 7.10 Post-Accident Testing 

1. Each employee involved in an OSHA-recordable 
accident may be tested for drugs and/or alcohol as soon 
as possible after the accident, but after any necessary 
emergency medical attention has been provided. 
OSHA-recordable accidents are those accidents that 
result in but are not limited to: 

a. Medical treatment other than first-aid treatment; 

b. Work restrictions; 

c. Days away from work; 

d. Loss of consciousness; or 

e. Transfer to another job. 

Additionally, any accident in which there is property damage 
estimated to be valued at or in excess of two thousand five 
hundred ($2,500) may trigger a post-accident test. The 
manager will make the discretionary decision if the test will be 
administered. An employee who is required to submit to post­
accident testing will be provided transportation by the District 
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to the location of the test. 

2. In the event an employee is so seriously injured that 
s/he cannot provide a blood, breath, or urine specimen 
at the time of the accident, the employee must provide 
necessary authorization, as soon as the employee's 
physical condition allows, to enable the District to obtain 
hospital records or other documents that indicate 
whether there were drugs or alcohol in the employee's 
system when the accident occurred. 

3. In the event federal , state, or local officials conducted 
drug and/or alcohol testing following an accident, the 
employee will be required to sign a release allowing the 
District to obtain the test results from such officials. 

4. An employee who is subject to a post-accident test must 
remain readily available for testing. An employee who 
leaves the scene before the test is administered or who 
does not make him/herself readily available may be 
deemed to have refused to be tested , and such refusal 
will be treated as a positive test. Further, the employee, 
subject to a post-accident test, must refrain from 
consuming alcohol for eight (8) hours following the 
accident or until the employee submits to an alcohol 
test, whichever comes first. 

5. For safety reasons, an employee required to submit to 
post-accident testing may be placed on leave of 
absence with or without pay pending receipt of the post­
accident testing results and any related investigation. 

2. 7.11 Consequence of Refusal to Submit to Testing/ 
Adulterated Specimen 

1. An employee who refuses to submit to testing for 
drugs and/or alcohol will be subject to disciplinary 
action, up to and including termination . An employee 
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who consents to a drug or alcohol test but fails to 
appear timely at the collection site, or who fails to give 
his/her urine sample after reasonable opportunity to do 
so, will be treated as a refusal to submit to a drug or 
alcohol test. 

2. Submission of an altered or adulterated specimen or 
substitution of a specimen by a specimen donor will be 
considered a refusal to comply with this policy and 
subject the employee to disciplinary action , up to and 
including termination. 

2.7.12 Testing Guidelines 

1. The District, through a contracted third party that 
provides drug and alcohol testing services, will test for 
the following types of substances: 

a. Marijuana 

b. Cocaine, including crack 

c. Opiates, including heroin and codeine 

d. Amphetamines, including methamphetamines 

e. Phencyclidine (PCP) 

f. Alcohol 

g. Other drugs may be added to this list. 

2. Where applicable, the District will follow federal testing 
procedures for drugs and alcohol set forth by the 
Federal Department of Transportation (DOT) 49 CFR 
Part 40 and the Federal Motor Carrier Safety 
Regulations (FMCSR). These regulations may be 
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amended from time to time. 

2. 7. 13 Option for Drug Retest (For Commercial Drivers License 
(CDL) Program only) 

2.7.14 

1. No later than seventy-two (72) hours after receipt of a 
positive drug test, an employee who tests positive may 
request ~ confirmatory retest of the same sample at 
his/her expense at a certified laboratory of his/her 
choice. 

2. 

3. 

1. 

Upon request, the outside medical review officer will 
authorize the laboratory holding the employee's sample 
to release to a second laboratory, approved by the 
Department of Health and Human Services, a sufficient 
quantity of the sample to conduct a second testing 
analysis. 

The employee will be required to authorize the 
laboratory to provide the District with a copy of its test 
results. The accuracy of the test results will be 
verified by the laboratory conducting the analysis. 

Searches 

If the District suspects that an employee or on-site 
contractor is in possession of illegal drugs, alcohol, or 
contraband in violation of this policy, the District may 
request the individual to submit to a search of his/her 
person, personal effects, vehicles, lockers, desks, work 
area, baggage, and employee quarters. By entering into 
or being present at a job site while on District time or 
representing the District in any way, an individual is 
deemed to have consented to such searches. If an 
individual is asked to submit to a search and refuses, 
that individual will be considered insubordinate and will 
be escorted off the job site and disciplined, as 
appropriate. 
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2. Searches will be conducted by management personnel 
and may or may not be conducted in the presence of 
the person whose property or work area is searched. 
Any suspected contraband will be confiscated and may 
be turned over to law enforcement as appropriate. Any 
person whose property is confiscated will be given a 
receipt for that property by the District's representative 
conducting the search. 

2. 7. 15 Discipline Related to Abuse 

1. Employees in violation of the prov1s1ons of this policy 
will be subject to disciplinary action , up to and including 
termination. 

2. An employee may be found to have violated this policy 
on the basis of any appropriate evidence including, but 
not limited to: 

a. Direct observation of illegal use of drugs, 
prohibited use of alcohol , or possession of illegal 
drugs or alcohol or related contraband; 

b. Evidence obtained from a motor vehicle citation, 
an arrest, or a criminal conviction for use or 
possession of illegal drugs or for the use, or being 
under the influence, of alcohol on the job; 

c. A verified positive test result; or 

d. An employee's voluntary admission. 

3. Prior to determining its course of action , the District may 
direct an employee who has tested positive to submit to 
an evaluation by a substance abuse professional. The 
evaluation will attempt to determine the extent of the 

2-43 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

223 



PERSONNEL POLICIES 

employee's use of or dependence on the abused 
substance(s) and, if necessary, recommend an 
appropriate program of treatment. 

4. If an evaluation is conducted which results in a 
recommendation for treatment, continued employment 
may, but is not required, to be allowed if the 
recommended treatment is immediately begun and 
successfully completed. The treatment program may 
include, but is not limited to, rehabilitation, counseling, 
and after-care to prevent future substance use/abuse 
problems. The treatment program will not be at the 
District's expense; however, employees may use 
benefits provided by applicable insurance coverage, if 
covered . Failure by the employee to enroll in the 
recommended treatment program, to consistently 
comply with the program's requirements, to complete it 
successfully, and/or to complete any continuing care 
program will be grounds for immediate termination from 
employment. Employees are limited to substance abuse 
treatment one time only under this policy. 

5. If the District agrees to continue employment, an 
employee who violates this policy and undergoes 
rehabilitation for drugs or alcohol will, as a condition of 
returning to work, be required to agree to follow-up 
testing as established by the District's Director of 
Finance, Accounting & Risk Management or designee. 
The extent and duration of the follow-up testing will 
depend upon the safety and security nature of the 
employee's position and the nature and extent of the 
employee's substance abuse problem. The District's 
Director of Finance, Accounting & Risk Management or 
designee will review the conditions of continued 
employment with the employee prior to the employee 
returning to work. Any such condition for continued 
employment will be given to the employee in writing. 
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Any employee subject to return-to-work testing that has 
a confirmed positive drug or alcohol test will be in 
violation of this policy and subject to termination. 

6. Disciplinary action will also be taken for any job 
performance or behavior that would otherwise be cause 
for disciplinary action. 

2. 7.16 Confidentiality 

All medical and rehabilitation records are confidential medical 
records and may not be disclosed without the prior written 
consent of the employee, authorizing court order, or otherwise 
as permitted by state and federal law. Positive test results may 
only be disclosed to the employee; the appropriate medical 
and substance abuse treatment providers; the District's 
General Counsel; a District representative necessary to 
respond to an alleged violation of this policy; individuals within 
the District who have a business need-to-know of drug and/or 
alcohol testing results; and a court of law or administrative 
tribunal in any adverse personnel action. 

2. 7. 17 Glossary of Drug-Free and Alcohol-Free Workplace 
Related Terms 

Alcohol: The intoxicating agent in beverage alcohol, ethyl 
alcohol , or other low molecular weight alcohol including methyl 
and isopropyl alcohol. 

Alcohol Use: The drinking or swallowing of any beverage, 
liquid mixture, or preparation (including any medication) 
containing alcohol. 

Applicant: A person, including a current employee, applying 
for any position with the District. 

Contraband: Any item such as illegal drugs, drug 
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paraphernalia, or other related items whose possession is 
prohibited by this policy. 

Conviction: A finding of guilt, including a plea of no contest or 
imposition of sentence or both, by any judicial body charged 
with the responsibility to determine violations of the federal or 
state criminal drug or alcohol statutes. 

Department Head/Department Manager: An employee or 
position designated by the General Manager to be in charge of 
a District department. 

Drug Test: A urinalysis (urine) test that includes specimen 
collection and testing by a Department of Health and Human 
Services (DHHS) certified laboratory. Both a screening test 
and a confirmation test must be used to establish a positive 
test result. 

District Premises: All District property and facilities, the 
surrounding grounds and parking lots, leased space, District­
motor driven equipment/vehicles, offices, desks, cabinets, 
closets, etc. 

Illegal Drugs: Any controlled substance or drug, the sale, 
possession, cultivation , transfer, use, purchase, or distribution 
of which is illegal. Illegal drugs include prescription drugs not 
legally obtained and/or prescription drugs not being used in 
the manner, combination, or quantity prescribed, or by the 
individual for whom prescribed. 

Legal Drugs: Prescription drugs and over-the-counter drugs 
that have been legally obtained and are being used in the 
manner, combination , and quantity for which they were 
prescribed or manufactured. 

Positive Drug or Alcohol Test: Any detectable level of drugs or 
its metabolite (in excess of trace amounts attributable to 
secondary exposure) in an employee's urine or blood. With 
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respect to alcohol, a blood alcohol concentration of 0.02 or 
higher constitutes a positive test. 

Substance Abuse Professional: A licensed physician, or a 
licensed or certified psychologist, social worker, employee 
assistance professional, or addiction counselor (certified by 
the National Association of Alcoholism and Drug Abuse 
Counselors Certification Commission) with the knowledge of 
and clinical experience in the diagnosis and treatment of drug 
and alcohol-related disorders. 

Supervisor: An employee who has been authorized to select, 
train, schedule, and evaluate the work of other employees, 
and to make decisions or effectively recommend actions 
related to the hiring, evaluation, and discipline of assigned 
employees. This person may also serve as the Department 
Head. 

2.8 Prohibition of Workplace Violence 

2.8.1 Policy 

The District is committed to providing for the safety and 
security of all employees, customers, visitors, and property. 

2.8.2 Scope 

This policy applies to all employees, including regular, part­
time temporary, seasonal, and elected officials, as well as 
contract and temporary and volunteer workers and anyone 
else on the District's property. 

2.8.3 Implementation of Policy 

1. The District will not tolerate any form of workplace 
violence including acts or threats of physical violence, 
intimidation, harassment, hostile behavior, and/or 

2-47 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

227 



Ci LNlRAL IHPHOVl Ml T OIHRICT 
ONlc b tS1'ktct' - O N!c 1'EAi-1 

PERSONNEL POLICIES 

coercion, which involve or affect the District or which 
occur on property owned or controlled by the District or 
during the course of the District's business. Examples 
of workplace violence include, but are not limited to, the 
following: 

a. All threats (including direct, conditional, or veiled) 
or acts of violence occurring on premises owned 
or controlled by the District, regardless of the 
relationship between the District and the parties 
involved in the incident. 

b. All threats of any type or acts of violence 
occurring off the District's ·premises involving 
someone who is acting in the capacity of a 
representative of the District. 

c. All threats of any type or acts of violence 
occurring off the District's premises involving an 
employee of the District, if the threats or acts 
affect the legitimate interests of the District. 

d. Any acts or threats resulting in a criminal 
conviction of an employee or agent of the District 
or of an individual performing service for the 
District on a contract or temporary basis which 
adversely affect the legitimate interests and goals 
of the District. 

2. Specific examples of conduct which may be considered 
threats or acts of violence include, but are not limited to, 
the following: 

a. Hitting, shoving, or otherwise physically 
assaulting an individual; 

b. Direct, conditional, or veiled threats of harm 
directed to an individual or his/her family, friends, 
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associates, or property; 

c. The intentional or malicious destruction or threat 
of destruction of the District's property, or 
property of another employee; 

d. Harassing or threatening telephone calls, notes, 
letters, or computer messages; 

e. Harassing surveillance or stalking; 

f. Unauthorized possession or inappropriate use of 
firearms, weapons, hazardous biological or 
chemical substances, or explosives while on 
District business. 

3. The District desires to detect and deter real, potential, or 
threatened violence. Every employee is required to 
report immediately any acts of violence or any threat of 
violence against any co-worker, supervisor, manager, 
elected official , customer, visitor, or other individual. 
Supervisory and managerial personnel who witness or 
become aware of any acts or threats of violence must 
notify their superior immediately. Department Heads 
must report any acts or threats of violence to Human 
Resources. Every other person on District property is 
encouraged to report incidents of threats or acts of 
violence of which s/he is aware. Threats or acts of 
violence may include: 

a. Discussing weapons or bringing them to the 
workplace. 

b. Displaying overt signs of extreme stress, 
resentment, hostility, or anger. 

c. Making threatening remarks. 
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d. Sudden or significant deterioration of 
performance. 

e. Displaying irrational or inappropriate behavior. 

4. Reports of violence or threatening behavior should be 
made to the Human Resources Department, the 
Director of Finance, Accounting &Risk Management, an 
employee's immediate supervisor or manager, or any 
other supervisory or management employee. 
Employees may directly contact law enforcement 
personnel if they believe there is an imminent threat to 
the safety and health of employees. The District is 
committed to ensuring that employees reporting real or 
perceived threats in good faith will not be subject to 
harassment or retaliation. Nothing in this policy alters 
any other reporting obligation established in the District 
policies or in state, federal, or other applicable law. 

2. 8.4 Violations 

1. Violations of this policy by any employee will lead to 
disciplinary action, up to and including termination 
and/or appropriate legal action. The District may also 
take appropriate disciplinary action against any 
employee who intentionally makes a false or malicious 
statement about coworkers or others. 

2. Actions necessary for bona fide self-defense or 
protection of employees of the District or of District 
property will not be considered to violate this policy. 

2.8.5 Temporary Restraining Orders 

1. The District may apply for an order for protection 
against harassment in the workplace under the terms of 
Nevada Revised Statutes (NRS) 33.200 - 33.360 when 
it has reason to believe that: 
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a. A person knowing ly threatens to cause or 
commits an act that causes: 

I. Bodily injury to him/herself or to another 
person; 

II. Damage to the property of another person; 
or 

Ill. Substantial harm to the physical or mental 
health or safety of a person; 

b. The threat is made or an act committed against 
the District, any employee of the District while 
performing employment duties, or against a 
person present at the District's workplace; and 

c. The threat would cause a reasonable person to 
fear that the threat will be carried out or the act 
would cause a reasonable person to feel 
terrorized , frightened , intimidated , or harassed. 

2. Such order of protection against harassment in the 
workplace may: 

a. Forbid the alleged harasser from contacting the 
District, an employee of the District while 
performing his/her duties, and any person while 
the person is present at the District's workplace; 

b. Order the alleged harasser to stay away from the 
workplace; and 

c. Order such other relief as the court deems 
necessary to protect the District, the workplace of 
the District, the District's employees while 
performing their job duties, and any other persons 
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who are present at the workplace. 

2.9 Employment of Relatives {Nepotism} 

Pursuant to NRS 281.210, no supervisor, manager or appointing 
authority, including Trustees of the District may employ in any 
capacity on behalf of the District any relative who is within the third 
degree of consanguinity or affinity (see Appendix A 
Consanguinity/Affinity Chart). Existing employees may continue in 
their current position following the election of their relative to an 
appointing authority position . 

No two benefitted employees shall work within the same department 
within the first degree of Consanguinity/Affinity. Departments are 
identified as Public Works, Parks & Recreation, Golf, Ski and 
Administration. 

In addition , no person will be hired or promoted to a position that 
would require supervision by a relative who is within the third degree 
of consanguinity or affinity. For purposes of this paragraph, 
supervision includes first, second or higher levels of supervision. 
(Example: An employee reports to an immediate supervisor, who 
reports to a Division Manager, who reports to a Department Head. 
The employee may not be related within the third degree of 
consanguinity or affinity to the supervisor, Division Manager or 
Department Head.) 

2.10 Code of Conduct and Ethical Standards 

Employees of the District recognize that employment with the District 
is a public trust. To preserve that trust, the District insists on the 
highest code of conduct and ethical standards. The purpose of this 
policy is to define and establish standards of ethical conduct that are 
required of public officials and employees so as to ensure their 
professional integrity in the performance of their duties. SB228 
requires that employees hired after June 13, 2013 will be provided 
information prepared by Nevada Ethics Commission concerning 
standards under NRS 281. 
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The employees of the District must comply with the following 
provisions while performing their duties and responsibilities and/or 
representing themselves as an employee of the District. This list is 
not all-inclusive, but simply provides the basic level of conduct 
expected. 

1. All employees will conduct themselves with honesty and 
integrity in the course of performing their job. 

2. They will act with care and diligence in the course of their 
employment. 

3. They will treat everyone, including coworkers, subordinates, 
supervisors, customers and the public, with the utmost respect 
and courtesy. 

4. They will accept and value differences amongst each other, 
our customers and the public. 

5. They will comply with all applicable federal, state, and local 
laws. 

6. They will comply with any lawful and reasonable direction 
given by someone in the District who has authority to give the 
direction. 

7. They will maintain appropriate confidentiality. 

8. They will disclose, and take reasonable steps to avoid, any 
conflict of interest (real or apparent) in connection with their 
employment. 

9. They will be at work and on time regu larly and perform their 
job duties in a responsible manner. 

10. They will use District resources in a manner that 1s 
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acceptable to the District. 

11 . They will not provide false or misleading information in 
response to a request for information that is made for official 
purposes in connection with their employment. 

12. They will, at all times, act in a way that upholds the values and 
the integrity and good reputation of the District. 

13. They will comply with any other conduct requirement that is 
prescribed by the District as well as District policies. 

In addition, consistent with the provisions of NRS 281A.400 and NRS 
281.230, District's officials and employees are required to comply with the 
following ethical standards: 

1. No official or employee shall seek or accept any gift, service, 
favor, employment, engagement, perquisite, gratuity, or 
economic opportunity or advantage which would tend 
improperly to influence a reasonable person in his/her position 
to depart from the faithful and impartial discharge of his/her 
public duties. 

2. No official or employee shall use his/her position with the 
District to secure or grant unwarranted privileges, preferences, 
exemptions, or advantages for him/herself, any member of 
his/her household, any business entity in which s/he has a 
significant pecuniary interest, or any other person. 

3. No official or employee shall participate as an agent of 
government in the negotiation or execution of a contract 
between the governmental entity and any private business in 
which s/he has a significant pecuniary interest. 

4. No official or employee shall accept any salary, retainer, 
augmentation, expense allowance, or other compensation 
from any private source for the performance of his/her duties 
as an official or employee. 
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5. If an official or employee acquires, through his/her public 
duties or relationships, any information which, by law or 
practice, is not at the time available to the public generally, 
s/he shall not use such information to further his/her own 
current or future pecuniary interests or the current or future 
pecuniary interests of any other person or business entity. 

6. No official or employee shall suppress any governmental 
report or other document or information because the release 
of such report or information has the potential to impact 
his/her own pecuniary interests or those with whom s/he has a 
business or personal relationship. 

7. No official or employee shall use governmental time, property 
(including monies or funds), equipment, or other facility to 
benefit his/her personal or financial interests. 

8. No official or employee shall attempt to benefit his/her 
personal or financial interest(s) by influencing or intimidating a 
subordinate. 

9. No official or employee shall seek other employment or 
contracts through the use of his/her official position or the 
influence associated thereto. 

10. An official or employee shall not, in any manner, directly or 
indirectly, receive any commission, personal profit, or 
compensation of any kind resulting from any contract or other 
transaction in which the District is in any way interested or 
affected except: 

a. A member of any board, commission, or similar body 
who is engaged in the profession, occupation, or 
business regulated by the board, commission, or body 
may, in the ordinary course of his/her business, bid on 
or enter into a contract with any governmental agency, 
except the board or commission of which s/he is a 
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member, if s/he has not taken part in developing the 
contract plans or specifications and s/he will not be 
personally involved in opening, considering, or 
accepting offers. 

b. A public officer or employee, other than an officer or 
employee described in a. above, may bid on or enter 
into a contract with a governmental agency if the 
contracting process is controlled by rules of open 
competitive bidding, the sources of supply are limited, 
s/he has not taken part in developing the contract plans 
or specifications, and s/he will not be personally 
involved in opening, considering, or accepting offers. 

c. District employees will maintain professional conduct at 
all times with the Board of Trustees, other employees, 
the public and other agencies, and avoid any conduct 
that may be detrimental to the District. 

d. Exceptions for small gifts such as food which can be 
shared with other staff are acceptable as are tips for tip 
approved positions. Recreational venues may accept 
promotional items that are approved by the Department 
Head as long as under no circumstances will favoritism 
be displayed for a product as a result of a supplier gift. 

Violations of any of the above provisions may result in 
disciplinary action, up to and including termination. 

2.11 Political Activity 

Employees are not to engage in political activity of any kind during 
working hours. This includes, but is not limited to: soliciting money, 
influence, service, or any other valuable thing to aid , promote, or · 
defeat any political committee or the nomination or election of any 
person to public office. Wearing or displaying of apparel, buttons, 
insignia, or other items which advocate for or against a political 
candidate or a political cause is also an example of political activity 
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not allowed during work hours. Additionally, no person will attempt to 
coerce, command, or require a person holding or applying for any 
position or employment, including a citizen requesting services 
supplied by the District, to influence or to give money, service, or 
other valuable thing to aid, promote, or defeat any political 
committee, or to aid, promote, or defeat the nomination or election of 
any person to public office. 

Employees may not participate in any of the above-mentioned 
activities off duty while wearing a uniform, name tag, or any other 
item identifying them as a representative of the District. 

Employees may not use any District resources, including but not 
limited to: interoffice mail, email, telephone, facsimile machines, 
Internet, or copy machines to engage in any political activity outside 
the approved scope of the employees' official duties. 

2.11.1 Running for, or Holding, Political Office 

While employees are encouraged to participate in the political 
process, they must understand the District also has an 
obligation to provide service to the public. 

Employees who are seeking, or who have been elected or 
appointed to public office, are not to conduct any business 
related to these activities while on duty. This includes all the 
items listed in the previous section (i.e., political activity). 

If there is a conflict with, or the activities hinder the 
performance of the duties with the District, the employee will 
comply with one of the following: (final approval is at the 
District's sole discretion) 

1. The employee will be expected to resign their position; 

2. The employee may apply and seek approval for use of 
accrued leave time, or; 
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3. The employee may request unpaid leave. 

The District's leave policies addressing continuation of health 
insurance, retirement benefits, accrual of additional leave 
time, and job and seniority status will be applied in this 
situation . The District's time and attendance program must be 
utilized for 2 above. 

If there is any question regarding this policy, employees 
should contact their supervisor for clarification . 

2.12 Distribution, Solicitation and Vending 

The District restricts solicitation and distribution of material on its 
premises by non-employees. Limited solicitation and distribution by 
employees may be permitted during non-working hours. Prior 
approval must be obtained from the employee's Department Head. 
Distribution, solicitation or vending is not permitted in work areas at 
any time, except on matters directly related to District business, and 
is not permitted in non-work areas during the scheduled working 
hours of either the employee who is distributing, soliciting or vending 
or the employee who is the object of the activity. 

2.13 Work Stoppage Prohibited 

No employee will instigate, promote, encourage, sponsor, or engage 
in any strike, picketing, slowdown, concerted work stoppage, sick 
out, or any other intentional interruption of work. Any employee who 
violates the provisions of this section will be subject to disciplinary 
action, up to and including termination. 

2.14 Use of District Property and Premises 

Employee's use of District property and equipment including, but 
not limited to, monies and funds, communication equipment, District 
owned system data (biogs, internet customer lists, etc.) , vehicles, 
tools, equipment, and facilities are only for work-related purposes. 
When using District property and equipment, employees are 
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expected to exercise care, perform required maintenance, and follow 
all operating instructions as well as comply with safety standards 
and guidelines. Employees are not to misuse, destroy, or otherwise 
use in an improper or unsafe manner any property of the District. 
Employees should not make unauthorized copies or perform or allow 
any other unauthorized use of District keys or other access devices. 
District vehicles are to be used for District purposes only. Personal 
use of District vehicles is not allowed. 

Any employee who violates the provisions of this section will be 
subject to disciplinary action and may be required to reimburse the 
District for damages or loss. 

The District may authorize the examination of lockers, desks, 
vehicles, and all other property and spaces owned or controlled by 
the District to check for the presence of any unauthorized material, 
weapons of any type, or controlled substances including, but not 
limited to alcohol and illegal drugs. Prior notice to employees that 
District-owned property or space is to be searched is not required. A 
search may be conducted either in or outside the employee's 
presence. 

2.15 Telephone Policy 

The District's telephone policy covers phone usage while at work for 
land lines and cellular telephones. The use of hand held cellular 
telephones, including texting/instant messaging while operating 
District vehicle is prohibited. 

2.15.1 Personal Telephone Calls 

District telephone usage for personal calls should be kept to a 
minimum, and the calls should be made during lunch hours or 
authorized breaks. If it is necessary to make or receive a call 
during working hours, keep such calls as brief as possible. 
Personal telephone calls or facsimile that incur either 
message unit charges or long distance toll charges must be 
repaid . 
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2.15.2 Cellular Telephone 

The District requires certain positions within the District to use 
a cellular telephone for business purposes. The need and 
business purpose for use of a cellular telephone will be stated 
clearly in the job description. Factors which support cellular 
telephone use include, but are not limited to: 

1. Performing work which requires the employee to be 
out of the office on a regular basis where availability of a 
land line telephone is limited. 

2. Performing work which requires the employee to 
regularly serve in an off-duty, on-call status a minimum 
of 2-3 days a week. 

3. Performing work which requires the employee to stand 
by for emergency call back where once called, time 
becomes a significant response factor. 

4. Where the safety of the employee or of participants at 
a District sponsored program or event requires it. 

5. Managerial Responsibilities 

Each employee in a position requ1nng a cellular 
telephone will be offered a District provided cellular 
telephone. 

6. At the time of hire or as soon as thereafter as 
practicable, the employee's supervisor and/or manager 
will discuss with the employee the requirement for a 
cellular telephone. The supervisor and/or manager 
should have a copy of the employee's job description 
where the requirement for a cellular telephone is noted. 

7. Should the discussion conclude with the employee 
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being issued a District cellular telephone, the employee 
and manager and/or supervisor will complete a Cell 
Phone Agreement and take the completed form to the 
District's Information Technology Department to obtain 
the District cellular telephone. 

8. The District requirement for being issued a District 
cellular telephone include: 

a. No personal telephone calls will be made or 
received except in the case of an emergency. In 
the case of an emergency call(s), the expectation 
will be that the employee will reimburse the 
District for said call( s ). 

b. If there are calls identified as not for District 
business purposes that appear on the District's 
cellular telephone bills, the employee must 
reimburse the District for all these telephone calls. 
Further, the employee will be required to explain 
these calls to their supervisor and/or manager 
and will be subject to progressive discipline if 
the calls were not for emergencies. 

c. All accessories for the District's cellular telephone 
will be provided by the District if it is determined 
needed by the employee's supervisor and/or 
manager and the District's Information 
Technology Department. 

d. It is the responsibility of the employee to take 
care of the provided District cellular telephone. 

e. Should the employee lose or damage the District 
provided cellular telephone, and the loss or 
damage was due to negligent behavior, the 
employee will be responsible for the immediate 
replacement. 

2-61 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

241 



PERSONNEL POLICIES 

9. The employee and manager and/or supervisor may 
determine that the employee's personal cellular 
telephone will be used rather than a District issued 
cellular telephone. In this case, the employee and 
manager and/or supervisor will complete a Personal 
Cell Phone Agreement and take the completed form to 
the District's Information Technology Department to 
obtain appropriate access to District electronic 
resources on the employee's personal cellular 
telephone. 

10. If a position requires a cellular telephone, it is the 
employee's responsibility to make sure that their 
cellular telephone number is listed in all directories that 
the District maintains. 

11. If a position within the District requires a cellular 
telephone that means that the cellular telephone will be 
available during regularly scheduled work hours for 
District calls. The District recognizes that there will be 
times, such as vacation or illness, when the cellular 
telephone will be unavailable. It is the employee's 
responsibility to alert their supervisor and/or manager 
when these situations occur. 

2.16 Information Technology 

2. 16. 1 Policy 

The District requires employees to use information technology 
(computer systems, telecommunication and other devices, and 
electronic information) responsibly. 

2.16.2 Privacy 

The District respects the individual privacy of its employees; 
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however, employees should not expect privacy with respect to any 
of their activities when using the District's computer and/or 
telecommunication property, systems, or services. Use of passwords 
or account numbers by employees does not create a reasonable 
expectation of privacy and confidentiality of information being 
maintained or transmitted. The District reserves the right to review, 
retrieve, read, and disclose any files, messages, or communications 
that are created, sent, received, or stored on the District's computer 
systems and/or equipment. The District's right to review, also called 
monitoring, is for the purpose of ensuring the security and protection 
of business records, preventing unlawful and/or inappropriate 
conduct, and creating and maintaining a productive work 
environment. 

2.16.3 Use 

1. The computers, associated hardware and software, including 
electronic mail (email or instant messaging "IM") and access 
to on-line services (the Internet), as well as voice mail (on land 
lines and District provided cellular telephones), pagers, smart 
phones (e.g. BlackBerry, iPhones) and faxes, that belong to 
the District and, as such, are provided for business use. 
Very limited or incidental use by employees for personal, non­
business purposes is acceptable as long as it is: 

a. Conducted on personal time (i.e., during designated 
breaks or meal periods); 

b. Does not consume system resources or storage 
capacity; or 

c. Does not involve any prohibited uses. 

2. Employees loading, importing, or downloading files from 
sources outside the District's system, including files from the 
Internet and any computer storage device, must ensure the 
files and devices are scanned with the District's current virus 
detection software before installation and execution. 
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Compliance to copyright and/or trademark laws prior to 
downloading files and/or software must be adhered to 
explicitly. 

3. Employees may use information technology, including the 
Internet, during work hours on job-related matters to gather 
and disseminate information, maintain their currency in a field 
of knowledge, participate in professional associations, and 
communicate with colleagues in other organizations regarding 
business issues. 

4. An employee's use of the District's computer systems, 
telecommunication equipment and systems, and other devices 
or the employee's use of personally-owned electronic devices 
to gain access to District's files or other work-related materials 
maintained by the District constitutes the employee's 
acceptance of this policy and its requirements. 

5. Employees are encouraged to contact the District's 
Information Technology departments to report receipt of 
unsolicited inappropriate messages or materials. 

2. 16.4 Prohibited Use 

Prohibited use includes, but is not limited to, the following: 

1. Sending, requesting, or storing messages or images that a 
"reasonable person" would consider to be offensive, 
disruptive, harassing, threatening, derogatory, defamatory, 
pornographic, indicative of illegal activity, or any that contain 
belittling comments, slurs, or images based on race, color, 
religion , age, gender (including pregnancy), marital status, 
sexual orientation , national origin , ancestry, and/or disability. 

2. Sending , requesting , or storing chain letters. 

3. Subscriptions to newsletters, advertising, clubs, or other 
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periodic email which is not necessary for the performance of 
the employee's assigned duties. 

4. Sending, requesting, or storing solicitations on behalf of any 
club, society, philanthropic or similar organization. 

5. Sending, requesting, or storing union-related solicitations. 

6. Engaging in political activities including, but not limited to, 
solicitation or fundraising. 

7. Engaging in religious activities including, but not limited to, 
proselytizing or soliciting contributions. 

8. Conducting outside employment in any manner. 

9. Engaging in illegal, fraudulent, defamatory, or malicious 
conduct. 

10. Writing or participating in biogs and social media that injure, 
disparage, and/or defame the District, members of the public, 
and/or District employees' reputations by name or implication. 

11. Downloading, uploading, or otherwise transmitting without 
authorization: 

a. Confidential or proprietary information or material 

b. Materials in violation of current owner's rights 

c. Illegal information or material 

d. Sexually explicit material 

12. Obtaining unauthorized access to other systems. 

13. Using another person's password or account number 
without explicit authorization by the District. 
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14. Accessing, reading, copying, misappropriating, altering, 
misusing, or intentionally destroying the information/files of the 
District and other users without explicit authorization. 

15. Loading unauthorized software or software not purchased or 
licensed by the District. 

16. Breaching or attempting to breach any security systems or 
otherwise maliciously tampering with any of the District's 
electronic systems including, but not limited to, introducing 
viruses. 

17. Using the District's information technology for personal, non­
business purposes in other than a very limited or incidental 
way. 

2.16.5 Temporary Access 

In the event a supervisor or manager needs to access email and/or 
files related to an employee's individual account or has a concern 
about an individual employee's computer use, those requests must 
be directed through the Director of Information Technology to ensure 
security. 

2.16.6 Violation of Policy 

Improper or prohibited use of the District's Information Technology 
property, systems, or services will result in discipline, up to and 
including termination. 

2.17 Social Media 

2. 17. 1 Policy 

The District has a reasonable expectation that employees act with 
honesty, integrity, transparency and respect for the rights, privileges, 
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privacy, sensibilities, and property of others in their usage of social 
media, especially in the business context. By doing so, employees 
will be abiding by applicable laws, including copyright law, and the 
District's Information Technology policy. Employees are expected to 
protect the privacy of the District and its employees. Employees are 
prohibited from disclosing personal employee information and any 
other proprietary and non-public information to which employees 
have access, to the extent such discussion or disclosures are not 
protected under state or federal law. The District's excellent 
reputation for integrity and business ethics should never be taken for 
granted. In order to maintain this excellent reputation employees are 
expected to comply with the District's Code of Conduct and Ethical 
Standards and exercise good judgment in their decisions and 
actions involving use of social media. 

2.17.2 Definition 

Social media is defined as any usage of Web technologies and 
sites such as blogging (WordPress, Blogger, etc.); microblogging 
(e.g . Twitter, Foursquare, etc.), photosharing (e.g. Flickr, Twitpic, 
etc.) , video sharing (e.g. YouTube, Vimeo, Viddler, etc.), social 
networking (e.g. Facebook, Linkedlin, Plaxo, etc.) and so forth. The 
absence of, or lack of explicit reference to a specific site does not 
limit the extent of the application of this policy. 

2.17.3 District Business Use 

Only employees in positions approved by their Department Heads to 
use social media may use District resources and/or District time to 
conduct such activities and then within pol icy guidelines. 
Employees authorized to use social media as a part of their job 
responsibilities are expected to differentiate their business identity 
from his or her personal identity in online social networking 
situations. 

2.17.4 Personal Use 

Consistent with the District's Information Technology policy, 
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personal use of District electronic resources to access social media 
environments is to be conducted on personal time (i .e. , during 
designated breaks or meal periods) and is limited to incidental use. 
Incidental use must not interfere with an employee's job 
performance or another employee's job performance or compromise 
the functionality of the District's network. 

Individuals using social media for personal use are not permitted to 
present personal opinions in ways that imply support, endorsement 
or opposition by the District. Employees are not authorized and, 
therefore, restricted to speak on behalf of the District. When there is 
a reasonable possibility for confusion between business and 
personal statements, including opinions or views on any issue, the 
statement or material posted must be accompanied by a disclaimer; 
an explicit statement that the employee is speaking for himself or 
herself and not as a representative of the District. An example of a 
disclaimer is: The contents, including all opinions and views 
expressed, in my (profile, blog or on my page) are mine alone 
and do not represent the views of my employer, my co-workers, or 
any other person. 

2.17.5 Monitoring 

The District does not routinely monitor social media sites or usage, 
however, as with other electronic resources, the District Information 
Technology Department staff may perform activities necessary to 
ensure the integrity, functionally and security of the District's 
electronic resources. Related District policies on Employee 
Relations such as Unlawful Harassment and Code of Conduct and 
Ethical Standards apply in the social media environment. Employees 
need to be aware other employers, organizations and individuals do 
monitor and share information they find in social media forum. 
Posted information is public information. 

Ultimately employees are solely responsible for what they post 
online. Before creating content, employees should consider some of 
the risks and rewards that are involved, including conduct that 
adversely affects job performance, the performance of coworkers, or 

2-68 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012 ; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

248 



PERSONNEL POLICIES 

otherwise affects employees, customers, suppl iers and people who 
work on behalf of the District and the District's interests. 

2. 17. 6 Violation of Policy 

The District requests and strongly urges employees to report any 
violations or possible or perceived violations to their immediate 
supervisor and/or manager or Human Resources. Violations include 
discussions of the District and its employees, discussion of 
proprietary and non-public information, and any unlawful activity 
related to blogging or social networking, to the extent such 
discussions are not protected under state or federal law. 

In response to concerns, complaints or information provided by 
individuals, District staff may look at the social media environment 
and any identified violations of District policies will result in 
disciplinary action up to and including termination. 

2.18 Outside Employment/Outside Business Interests 

2. 18.1 Policy 

In order to maintain a work force that is fit and available to provide 
proper services and carry out functions of the District, employees 
are restricted from engaging in outside employment and/or outside 
business interest if it conflicts with District employment. 

2.18.2 Conflicting Employment 

Outside employment and/or outside business interest is considered 
in conflict with District employment if it: 

1. Interferes with or negatively impacts the employee's abi lity to 
perform his/her assigned job. 

2. Prevents the employee's availability for work beyond normal 
working hours, such as emergencies or peak work periods, 
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when such availability is a regular part of the employee's job. 

3. Is conducted during the employee's work hours. 

4. Requires the services of other employees during their 
normally scheduled work hours. 

5. Makes use of the District's telephones, computers, supplies, 
or any other resources, facilities, or equipment. 

6. Is represented as or perceived to be an activity of the District 
or an activity endorsed, sanctioned, or recommended by the 
District. 

7. Requires the employee to schedule time off at specific times 
that could disrupt the operation of the District or interfere with 
the employee's obligation to the District. 

8. Results in a public impression or appearance of impropriety or 
conflict with the employee's commitment to the District as an 
employee. 

2. 18.3 Procedure 

1. An employee must notify his/her supervisor or manager of 
the outside employment and/or outside business interest if 
such outside employment and/or outside business interest 
may be reasonably perceived to be in possible conflict with 
his/her employment, or if the employee is unsure about a 
perceived conflict or his/her obligations to the District. 

2. If there is an actual or perceived conflict between the 
employee's outside employment and/or outside business 
interest and the employee's employment with the District, the 
supervisor or manager will inform the employee that the 
outside employment and/or outside business interest is not 
allowed or is allowed only under certain conditions. 
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3. In the event of such a determination, the employee will be 
asked to take the appropriate action requested or to 
terminate the outside employment if she/he wishes to remain 
an employee of the District. 

4. Determinations by the District may be reviewed and modified 
by the District at any time in its discretion. Employees 
adversely impacted by a re-determination will be notified and 
provided a reasonable time period to take appropriate action 
to terminate the outside employment and/or outside business 
interest if she/he wishes to remain an employee of the District. 

2.19 Use of Tobacco 

The District is committed to providing a safe and healthy workplace and to 
promoting the health and well-being of its employees. As required by NRS 
202.2483 (Nevada Clean Indoor Air Act) and also motivated by the 
District's desire to provide a healthy work environment for all employees, 
the use of tobacco products, including electronic cigarettes and similar 
products, excluding "nicorette" gum is prohibited within any building owned, 
leased, contracted for and utilized by the District. This prohibition extends 
to anywhere within work areas that are routinely or regularly used by 
employees including but not limited to: work areas, restrooms, hallways, 
employee lounges, cafeterias, conference and meeting rooms, lobbies, 
and reception areas. The District may designate an outdoor smoking area 
for its employees. Additionally, the District does not allow smoking and the 
use of tobacco products in all vehicles it owns or uses. Employees of the 
District are not allowed to smoke in public view while in District Uniform. 

2.20 Dress and Grooming 

2.20.1 Policy 

It is important that District employees present themselves as 
professionals. An element of professionalism is dress attire. 
Appropriate and professional business and casual attire, 
professional demeanor, and personal hygiene are important in 
maintaining a positive image for the District. 
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All District employees must observe appropriate grooming and 
personal hygiene and need to report to work in neat, clean and 
appropriate business attire, including appropriate footwear. It is 
preferred that tattoos and head jewelry are not visible , specific 
department manager approval will be needed. Clothing that is 
inappropriately casual and/or noticeably worn, faded, tight fitting or 
revealing is not allowed. Examples include, but are not limited to low 
hanging, baggy pants, tank tops, tube tops and spandex pants. 

Some departments have found it necessary to establish a stricter 
dress code, including requiring uni~orms. Each department is 
responsible for describing its code to its employees. 

Employees unsure whether attire or grooming is appropriate should 
ask his/her supervisor. 

2.20.2 Enforcement 

When an employee's dress or grooming does not meet with the 
professional image of the District, the immediate supervisor will 
discuss the issue with the employee. Employees may be sent home 
to change and will not be paid for the time away from the workplace. 
If continued counseling fails to result in the desired response, the 
supervisor may initiate disciplinary action. 

2.21 Domestjc Partners 

The District recognizes a domestic partnership exists where two individuals 
(all genders included), have registered with the appropriate office of the 
State in wh ich they reside and have received a state issued certificate of 
domestic partnership. 

2.21.1 Coverage 

Full-time/year-round , multi-seasonal/year-round, part-time year 
round employees in benefited positrons, and seasonal managers are 
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covered by this policy and can elect coverage for their domestic 
partners. This includes coverage for District provided health care 
benefits, recreational privileges (status specific), sick leave use, 
annual leave use, family illness and bereavement leave to care for 
their domestic partners or the dependents of a domestic partner, as 
applicable. 

2.21.2 Certificate of Domestic Partnership 

No person will be recognized as a domestic partner until they have 
registered with the appropriate office of the State in which they 
reside and have received a state issued certificate of domestic 
partnership. 

2.22 Employee Dating/Marriage and Supervisory/Managerial Dating 

2.22.1 Policy 

The District recognizes that an environment where employees 
maintain clear boundaries between personal and workplace 
interactions is most effective for conducting business. Although this 
policy does not prevent the development of friendships or romantic 
relationships between coworkers, it does establish boundaries as to 
how relationships will progress during working hours and within the 
working environment. Individuals in supervisory/managerial roles 
are subject to more stringent requirements under this policy. 
However, employees in supervisory/managerial positions are 
precluded from having a romantic relationship with any subordinate 
employee. 

2.22.2 Scope 

1. No spouse, significant other, live-in partner, child or other 
family member, within the first degree of Consanguinity or 
Affinity (see Appendix A Consanguinity/Affinity Chart) , shall 
serve in the same department, division or facility in a 
benefitted capacity. Departments are defined as Public Works, 
Parks & Recreation, Golf, Ski and Administration. 
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2. If two benefitted employees enter into one of the defined 
relationships within the first degree of Consanguinity or Affinity 
during the course of their mutual employment, it must be 
disclosed to Human Resources. If it is determined by 
management that a relationship adversely effects the work 
environment, one of the two employees must change jobs or 
voluntarily leave the District within 6 months. 

3. If the relationship is not brought to the attention of Human 
Resources and it is exposed, Human Resources will make the 
determination if one employee must change jobs or voluntarily 
leave the District within 6 months. 

4. Relationships that are already established prior to the 
enactment of this policy will be allowed to exist; unless it has 
been determined by management and/or Human Resources 
the relationship adversely affects or poses a potential conflict 
of interest in the department. 

5. If the District has a re-organization that places an existing 
relationship in the same department, division or facility, the 
District reserves the right to subject that relationship to review 
at its convenience. 

Relationships that are documented with the District prior to April 1, 
2014 will be subject to continued review at the District's 
convenience. Where problems or potential risks are identified, 
management will work with the parties involved to consider options 
for resolving the problem. The initial solution may be to make sure 
the parties involved no longer work together on matters where one is 
able to influence the other or take action for the other. Matters such 
as hiring, firing, promotions, performance management, 
compensation decisions, financial transactions, etc. are examples of 
situations that may require reallocation of duties to avoid any actual 
or perceived reward or disadvantage. In some cases other measures 
may be necessary. If it has been determined by management and/or 
Human Resources that the relationship adversely affects business 
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operations, one of the two employees must consider applying for 
another available position within the district or voluntarily leave the 
District within 60 days. 

For those benefitted employees hired or transferred after April 1, 
2014, will not be allowed to be the same department with a family 
member within the first degree of consanguinity & affinity. If two 
benefitted employees enter into a romantic relationship it must be 
disclosed to Human Resources. If employees do not disclose a 
relationship to Human Resources or management and Human 
Resources or management observe behavior that is perceived to be 
a romantic relationship, Human Resources and management 
reserve the right to enter into communication with the employees to 
discuss possible outcomes. 

2.22.3 Supervisor/Manager Responsibilities 

1. Employees employed in supervisory/managerial positions 
need to be aware of their status as role models, their access 
to sensitive information, and their ability to influence others. It 
is because of this, employees in supervisory/managerial 
positions are precluded from participating in a romantic 
relationship with a subordinate employee. 

2. Violation of this policy could result in disciplinary action up to 
and including termination. 

2.23 Children in the Workplace 

To avoid disruptions to the employee and coworkers, potential distractions 
in serving members of the community and to reduce personal and property 
liability, employees are requested not to bring children to the workplace. 
This policy is intended to address the presence of children while the 
employee is on duty and does not include official functions or activities 
promoted by the District, or planned visits from children to the 
workplace. 

Supervisors may grant a temporary exception to this rule, to accommodate 
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the employee. If an exception is granted, it is the responsibility of the 
employee to supervise and control the movements of the child. It is not 
acceptable to request an accommodation to bring sick children into the 
workplace. 

2.24 Related Forms 

• Consanguinity/Affinity Chart 
• Documentation for Reasonable Suspicion Drug/Alcohol Testing 
• Drug/Alcohol Test Informed Consent 
• Suggested Steps for Reasonable Suspicion Drug/Alcohol Testing 
• District Cellular Telephone/Radio Agreement 
• Personal Cellular Telephone/Mobile Devise Use Agreement 
• Personnel Action Notice (PAN) 
• Acknowledgement and Waiver Regarding Employee Dating 
• Disciplinary Actions Behavior Incident Report 
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3. EMPLOYMENT 

THIS POLICY COVERS HIRING FOR YEAR-ROUND FULL AND 
PART- TIME BENEFITED POSITIONS, SEASONAL MANAGER AND 
MUL Tl- SEASONAL YEAR-ROUND POSITIONS. SECTIONS 3.3, 
3.14, 3.15, 3.16, AND 3.17 APPLY TO HIRES IN ALL EMPLOYMENT 
STATUSES. 

3.1 Scope 

Hiring appropriately qualified individuals is critical to the continued 
success of the District. It is recognized that the role of the 
department is critical in the hiring process and that utilizing the 
subject matter expertise of those in the hiring department will help 
ensure the selection of the most appropriately qualified candidate for 
each position. Therefore, in addition to involving department 
management, establishing a consistent selection process for 
recruiting, testing, and hiring is vital to the District's continued 
success. 

3.2 Job Announcements 

Position vacancies will be posted a minimum of five work days to 
allow potentially qualified and interested individuals to learn of 
employment opportunities. If the Department Head determines that 
sufficient candidates exist within the District, the Department Head 
may limit applicants for the position to current District employees. 
These positions will be posted on the District's Intranet. If the 
vacancy is for a Seasonal Manager position, and it has been 
identified the person who held the position the previous season the 
District do not need to re-post the position as a job vacancy. If there 
are not sufficient candidates within the District's workforce, then the 
recruitment efforts will begin by posting the opportunity on the 
District's website as well as the District's Intranet. To encourage 
applicants from diverse sources, position opportunities will be posted 
on other identified websites, newspaper advertisement, professional 
publications or associations as the Department Head feels 
appropriate. Additionally , employees will be notified via email of 
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position opportunities. The announcement will normally include: 

1. Title and salary of the position; 

2. Nature of the work to be performed, including the essential job 
functions; 

3. Minimum as well as any preferred qualifications, including 
education and/or experience, knowledge, skills, and abilities, 
as well as required certification; 

4. Manner of applying; and 

5. Notice that the District is an Equal Employment Opportunity 
(EEO) employer, and Americans with Disabilities (ADA) 
accommodations are available. 

3.3 Applications (applies to hires in all employment statuses) 

Applications for employment may either be completed on-line or on 
the District approved application form. Applicants must complete a 
separate application form for each vacancy unless they are applying 
for multiple positions and so indicate on the application form . The 
hiring manager may also require resumes, completed -supplemental 
questionnaires, and other evidence of education, training, 
experience, or other lawful requirements . Applications submitted 
become the property of the District. 

3.4 Application Filing Periods 

Vacancy announcements will specify the application filing period. 
Applications must be received by the date specified . The filing period 
may end on a specific date and/or may allow acceptance of 
applications until a sufficient number of appropriately qualified 
candidates have applied. The Human Resources Department, 
consulting with department management, will determine when 
sufficient applications have been received. The filing period will end 
at the close of the business day or at the specific time stated on the 
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vacancy announcement. 

All application must be submitted to the District's Human Resources 
Department and will be entered in an applicant tracking system and 
routed to appropriate departments. 

3.5 Disqualification of Applicants 

An applicant may be disqualified from consideration for employment 
if, but not limited to: 

1. The application does not indicate the applicant possesses the 
qualifications and skills required for the position. 

2. The application is not fully and/or truthfully completed. 

3. The applicant has prior convictions that relate to the 
position for which s/he is being considered. Prior conviction 
will not automatically disqualify an applicant from employment; 
however, an applicant's prior conviction of a crime may be 
considered in the employment decision. 

4. The applicant has been discharged from or resigned in lieu of 
dismissal from any prior employment for any cause which 
would constitute a reason for dismissal from employment with 
the District. 

5. The applicant does not appear at a scheduled interview. 

6. The applicant demonstrated an unsatisfactory employment 
record. 

7. The applicant is a former employee who is not eligible for re­
hire. 

8. All inform,ation should be forwarded to Human Resources 
where it will be included as part of the official applicant 
screening process and/or employment record. 
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3.6 Selection Process 

The techniques used in the selection process will be impartial and 
practical, and should relate to the qualifications and suitability of 
applicants to perform the job duties and responsibilities. Factors 
evaluated through the selection process may include, but are not 
limited to, the knowledge, ability, skill, achievement, physical and 
mental fitness, and job-related personal characteristics including 
customer service skills. The selection process may include any or 
combination of the following selection techniques: 

1. Evaluation of the employment applications; 

2. Assessment of experience, training, and/or education; 

3. Written or computer tests; 

4. Individual and/or group interviews; 

5. Performance tests; and 

6. Evaluation of work performance and work samples. 

The District may determine, at any point of the recruitment process 
that only those applicants who are considered most appropriately 
qualified for the vacancy being filled will continue to be considered . 

3.6.1 Interviewing Applicants 

Selecting the most appropriately qualified candidate for the 
position will reduce turnover, reduce the costs associated with 
training, and improve the effectiveness of the District. Once 
applications have been evaluated and a determination has 
been made regarding which applicants are selected for an 
interview versus those who will not be interviewed, all 
applicants should be notified of their status. The hiring 
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manager will notify Human Resources of those candidates 
that will not be interviewed so that letters may be sent to them. 

The interviewing portion of the selection process is critical for 
determining which applicants are the most appropriately 
qualified to do the job. Prior to conducting the interview, 
managers should: 

1. Review the job description. 

2. Create job-related questions to ask each candidate to 
help ensure consistency. Ask open-ended, job-related 
questions about past work experiences to identify skills 
and strengths. Have candidates describe an actual 
situation or instance that allows him/her to demonstrate 
how they actually responded to that situation, rather 
than what she/he thinks you want to hear. 

3. Convene an interview team made up of knowledgeable 
individuals within the department, District, or if 
applicable, the community. 

Each candidate interviewing for the position should be asked 
the same job-related questions. The questions should help 
measure the extent to which each candidate possesses the 
necessary knowledge, skills, and abilities required for the 
position. When necessary, ask follow-up questions to clarify 
the responses of the candidates. Avoid asking questions that 
are unlawful and/or not related to the position. Sample 
questions are available from Human Resources Department. 

3.6.2 Selection Decision 

Employment decisions must be based solely on merit. 
Consistent with applicable federal, state, and local laws and 
regulations employment decisions may not be influenced by 
race, color, religion, age, gender (including pregnancy), 
marital status, sexual orientation, national origin, ancestry, 
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disability and/or veteran status. The hiring manager has 
ultimate responsibility for the selection of the candidate for 
hire; however, he/she should take input from the other 
members of the interview team. The hiring manager is 
responsible for ensuring the selected candidate meets the 
required level of education, experience, certification, license, 
etc. The hiring manager will document the basis of their 
decision to select a particular candidate; i.e. why he/she is the 
most appropriately qualified and the best fit for the position. 
The hiring manager must also document why other candidates 
were not selected. The hiring manager will submit all 
documentation related to the selection process to the Human 
Resources Department for inclusion in the recruiting file. 

3.6.3 lnteNiew Expense 

The General Manager may approve certain reasonable 
expenses for final applicants who come from out-of-state for 
management level positions. 

3. 7 Reference Checks 

Acquiring and providing accurate employment references is an 
important component of acquiring, retaining, and providing relevant 
information concerning employees. Therefore, the District is 
committed to adhering to the following procedure whenever 
conducting a background/reference check for an applicant for 
employment or when responding to inquiries from others for 
information regarding a current or former employee. 

3.7.1 Acquiring References 

Reference checks are conducted to assist the District in 
assessing an applicant's fit with employment with the District. 
Any employee of the District who attempts to acquire 
reference information on an applicant must comply with the 
following: 
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1. Obtain a District employment application that is signed 
and dated by the applicant. The applicant must have 
completed all relevant sections of the application. 

2. Obtain authorization from the applicant by means of 
his/her signature directly on the application and/or 
separate release form for the release of information 
from former employers, military, educational institutions, 
other institutions, personal references, and their 
individuals listed on the application. Authorization for 
release of such information by the applicant includes a 
release from liability of any company, institution, or 
individual providing such information. If an applicant 
refuses to sign such a release, s/he will be eliminated 
from further consideration for employment with the 
District. 

3. Inform the applicant that the District will conduct a 
background/reference check and that evaluating the 
applicant's suitability for employment includes 
contacting employment and other references, 
educational institutions, and personal and professional 
associates to verify information provided. 

4. Develop questions that are related to the essential 
functions of the position and are non-discriminatory. 
Questions related to an applicant's training, knowledge, 
skills, production, timeliness of work, and ability to work 
with others are examples of appropriate inquiries. 
Discriminatory or non-work related questions such as 
family or marital status, disabilities, age, and related 
areas are not appropriate. 

Note: For safety-sensitive positions as defined by 42 
CFR Part 382 and U.S. Department of Transportation 
regulations, the District will obtain, pursuant to an 
applicant's written consent, information on his/her 
alcohol tests with a concentration result of .02 or 
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greater, verified positive controlled substance test 
results, and refusals to be tested within the preceding 
two (2) years from date of application which are 
maintained by the previous employers. 

5. Identify the appropriate individual(s) to question 
regarding the applicant's work performance, knowledge, 
skills, and abilities related to the essential functions of 
the position. 

6. Adequately document the conversation and record 
refusals to provide information. 

7. Maintain strict confidentiality of all background/reference 
information. Only employees, supervisors, or 
management officials of the District who have a 
demonstrable work-related need-to-know should be 
accorded access to such information. 

8. All information obtained should be forwarded to Human 
Resources where it will remain as a part of the official 
applicant screening process and/or employment record. 

3. 7.2 Providing References 

All requests for employment information will be referred to the 
Human Resources Department. Only those personnel 
designated by the Director of Human Resources are 
authorized to release employment information to third parties. 

The District has a neutral reference policy as well as a 
confidential information policy. Only the following personnel 
information and employment records that the District 
maintains concerning current and former employees will be 
provided upon request: 
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2. Job Title 

3. Dates of Employment 

4. Salary 

5. Information regarding an employee terminated for 
violent actions in the workplace or who may have 
demonstrated dangerous behavior in the workplace will 
be provided only after consultation with District's 
General Counsel. 

6. Employment information and opinions regarding the 
character, honesty, and potential for violence of the 
District's employees may be provided to governmental 
employers, including , but not limited to , any federal, 
state, county, municipality or city employers, or any 
other private (non-governmental) employer where the 
employee's character, honesty, sexual misconduct, and 
include, but are not limited to, jobs which involve public 
potential for violence are relevant issues. Examples 
safety, entrustment for the care or safety of children, the 
elderly, or positions having access to money and/or 
valuables. The District must provide information 
requested by law enforcement agencies in accordance 
with NRS 239B. The District does not provide letters of 
reference. 

7. Records which are required for employees in safety­
sensitive positions, as defined in 42 CFR Part 382 and 
U.S. Department of Transportation regulations, will be 
made available to subsequent employers upon receipt 
of written request from the employee or former 
employee. 
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8. In accordance with NRS 239.012, a public officer or 
employee who acts in good faith in disclosing or 
refusing to disclose information and his/her employer 
are immune from liability for damages, either to the 
requester or to the person whom the information 
concerns. 

3.8 Offers of Employment 

3.8.1 Job Offer Letters 

After an applicant has been selected for employment or 
promotion, the Department Head will extend an official written 
offer of employment. The written offer must be approved by 
the Department Head, the Director of Human Resources and 
the General Manager prior to extending a verbal offer of 
employment. The hiring supervisor or manager may contact 
the selected applicant by telephone to determine whether 
there is continued interest in employment and to indicate that 
a request for hire has been made, but -must state that only a 
notification in writing can be considered as an official job offer. 
Offers of employment may be made contingent upon the 
results of a background check, the applicant passing certain 
additional tests , and/or submitting other documentation of 
qualifications when such are relevant to the specific job in 
question. All offers of employment are contingent upon the 
candidate providing original documents verifying his/her right 
to work in the United States and completing a Form 1-9, 
Employment Eligibility Verification. 

3.8.2 Notifications 

The hiring supervisor or manager will notify all unsuccessful 
applicants interviewed that they have not been selected, either 
verbally or in writing. The hiring supervisor will document any 
verbal notification and forward the information to the Human 
Resources Department. Human Resources will notify 
applicants that were not selected for interviews. 
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3.8.3 Conditional Offers 

Al l offers of initial and continuing employment are conditioned 
upon the applicant furnishing satisfactory evidence of identity 
and legal authority to work in the United States. Each 
applicant must attest to his/her identity and legal authority to 
work in the United States in accordance with the applicable 
federal statute by completing and signing Form 1-9, 
Employment Eligibility Verification. Depending on the specific 
position, offers of employment may also be contingent upon 
passing a background check, submitting documentation of 
qual ifications, and/or obtaining job-required licenses. 

3.9 Probationary Period 

All new and rehired employees in a benefited eligible position, 
except those identified as "at-will," will serve a 12 month 
probationary period. Current employees who are promoted or 
transferred will also be required to serve a 12 month probationary 
period. During this probationary period, the employee and the 
District have the opportunity to evaluate one another and 
determine whether the employee is a good fit for the position. At its 
sole discretion, the District may extend this probationary period up to 
six months when the District has had insufficient opportunity to 
assess the employee's ability to perform the job functions or such 
extension is determined appropriate. The employment relationship 
can be terminated by the employee or by the District at any time 
during the probationary period or during the extension of the 
probationary period, with or without cause or advance notice. 

Prior to completion of the probationary period , the supervisor wi ll 
conduct at least one performance evaluation to determine the 
advisability of continued employment. 

3.10 Transfers 

A transfer is a lateral move to a job in the same pay range as the 
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employee's present position. An employee who wants to transfer to 
another available position must be qualified for the identified position 
and complete a District Application form. If the transfer is to another 
department, after notifying his/her current supervisor, the employee 
must then contact the hiring supervisor or manager, who will 
consider the transfer request by conducting discussions with the 
employee and appropriate supervisors or managers with knowledge 
of the employee's job performance. The hiring supervisor will also 
consider the employee's past performance, qualifications, abilities, 
and job experience as key factors in evaluating transfer requests. 
Approval of the transfer is at the sole discretion of the District. 

3.11 Promotions 

The District encourages employees to apply for promotional 
opportunities for which they are qualified. Promotions will be based 
on the qualifications of all candidates for the positions. Employees 
interested in announced positions must complete a District 
Application form which will be provided to the hiring supervisor or 
manager. Employees must also inform their current supervisor or 
manager of their intent to apply for a promotional opportunity. 

3.12 Reassignment 

District management reserves the right to reassign employees based 
upon the needs of the District. Reasonable attempt will be made to 
place employees into vacant positions without the need to decrease 
pay and/or other benefits. 

3.13 Bridgjng of Service 

The District may reinstate a former employee who worked at least 
one year and held a full-time year-round benefitted position at the 
time of termination. The individual must be re-hired into a full-time 
year- round benefitted position within five years of termination to be 
considered for bridging of service. Upon reinstatement, the District 
will use an adjusted hire date, which provides a length of service 
equal to the original service time minus the time away from the 
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District. Bridging employees are only eligible for the current benefits 
offered to new hires at the time of their rehire date. The benefits that 
will be bridged will be vacation accrual rate and Pension elig ibility 
vesting schedule. Sick time or sick leave buy back will not be 
bridged. Employees will not be entitled to any benefits or 
contributions for the period they were not on the District's payroll. 

3.14 Employment of Minors (applies to hires in all employment 
statuses) 

Pursuant to the Fair Labors Standard Act (FLSA) for this policy 
minors are defined as individuals ages 14 and 15 years old. No 
person will be hired into a District position under the age of 14. 
Those employees, ages 14 and 15, may only be allowed to work as 
follows: 

While School is in Session 
Work only outside regular school hours Work only between 7:00 
a.m. - 7:00 p.m. Work no more than three hours per day Work no 
more than 18 hours per week 

Not During School Session 
Work only between 7:00 a.m. - 9:00 p.m. Work no more than eight 
hours per day Work no more than 40 hours per week 

During School Breaks 
Same as "Not During School Session" 

Supervisors must adhere to the Fair Labor Standards Act (FLSA) 
regulations on prohibited employment for minors 14 to 16 years of 
age. 

3.15 District Orientation (applies to new hires in all employment 
statuses) 

The District recognizes that an appropriate and timely orientation 
program aids in the assimilation of new staff members. 
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The hiring supervisor or manager will be responsible to ensure every 
new hire attends District orientation. District orientation includes, but 
is not limited to , a review of the organization and services of the 
District, work rules, standards of performance, and personnel 
policies and procedures including the policies relating to fair 
employment practices, illegal harassment, workplace violence, and 
alcohol and drug abuse. Customer Service training will be included 
in the District's orientation to ensure all employees are aware of the 
District's culture of Customer Retention Service Excellence. 
Additionally, the supervisor or manager will ensure that the new 
employee: 

1. Has completed all new hire paperwork including payroll and 
benefit forms; 

2. Will receive or be provided access to the District's personnel 
policies; 

3. Has been introduced to other employees; and 

4. Has had the opportunity to have questions addressed. 

3.16 License/Occupational Certification (applies to all employment 
statuses) 

3. 16.1 Purpose 

The District mandates that, if required by the current job, all 
employees obtain and maintain a valid license, certificate, 
permit, or other occupational certification issued by the state, 
county, city, or other applicable authority. Under no 
circumstances will an employee operate a District vehicle 
without an appropriate driver's license. 
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3.16.2 Employee Responsibilities 

1. All employees who must possess a valid license, 
including a driver's license, certificate, permit, or other 
occupational certification as required by their position, 
must adhere to the provisions of NRS Chapter 425 
including those prov1s1ons relating to paternity 
determination and child support. 

Employees in positions that require a valid driver's 
license must notify their supervisor immediately if their 
license is suspended or revoked . In the event the 
employee receives notice of revocation or non-renewal 
of a license, certificate, permit, or occupational 
certification as a result of a violation of NRS 425, s/he 
will immediately notify his/her supervisor. The employee 
will not perform any task for which the license, 
certificate, permit, or other occupational certification is 
required after the license, certificate, permit, or 
occupational certification has been non-renewed or 
revoked . 

If the employee has been notified and does not satisfy 
any noted deficiency within thirty days from receipt of 
notice, his/her renewal license, certificate, permit, or 
occupational certification, by statute, will not be 
approved and will be revoked or suspended by the 
issuing agency. Th is action will remain in effect until 
s/he satisfies the deficiency. If the District Attorney 
schedules a hearing to review the case, the employee's 
license, certificate, permit, or other occupational 
certification wi ll remain valid pending the resu lts of the 
hearing. 

2. In the event the employee does not have a valid license, 
certificate, permit, or occupational certification , s/he 
does not meet the job requirements. Failure to meet the 
job requirements will result in reassignment or 
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termination. 

3.17 Fingerprinting (applies to all employment statuses) 

District employees and volunteers, 18 years or older, whose position 
requires routine contact with children and/or seniors, or those having 
access to the records of children, and employees serving or selling 
alcohol must be fingerprinted. Fingerprinting requirements are 
identified in the job descriptions. 

The District requires an "Authorization of Records Search" form be 
completed and signed by the employee or volunteer being 
fingerprinted. Employees in positions that have a requirement for a 
Washoe County Work Permit must complete the Washoe County 
Sheriff's Office Application for Work Permit prior to being 
fingerprinted. An offer of employment is contingent upon the results 
of the record search completed after being fingerprinted. 

Assembly Bill 155 is a new law passed by the 2013 Nevada State 
Legislative Session. Effective October 1, 2013, IVGID is responsible 
to inform employees & volunteers holding positions involved in 
organized activities for children, of their mandatory duty to report any 
suspicion of child abuse and neglect. Because this is a "written 
obligation," employees in specific positions must complete a form to 
confirm they have been made aware of the reporting responsibility. 
IVGID will provide a copy of this acknowledgement to the employee 
and retain one in the employee's file. Staff has identified the 
positions required to complete the acknowledgement. 

3.18 Volunteer Program 

3. 18.1 Purpose 

The District recognizes that there are benefits to members of 
the community to become involved in the delivery of the 
District's programs and services for primarily civic, charitable 
or humanitarian reasons. Individuals have an interest in 
assisting public agencies by applying their knowledge, skills , 
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and experiences to worthwhile endeavors on a volunteer 
basis. Also, the community and the District receive enhanced 
services because of the individual's specialized skills and 
commitment. Using volunteers is a true win-win situation for 
those willing to volunteer for the District and for the 
community. FLSA regulations state that volunteer work for 
their employer must not be a part of their regular job duties, 
and cannot be performed during their regular working hours. 

3.18.2 Scope 

This policy covers the essential elements of an effective 
volunteer program which is compliant with applicable state 
and federal regulations pertaining to the District's volunteers. 
As this policy is broad in scope, individual departments should 
establish additional specific requirements consistent with this 
policy to guide the use of volunteers within the specific 
program areas. 

3.18.3 Planning 

Prior to implementing a volunteer program, a department will 
develop a plan for utilizing volunteers. 

1. The plan may include: 

a. Job assignment descriptions for each volunteer. 

b. A statement describing how and by whom 
volunteers are overseen. 

2. The plan must include: 

a. A needs assessment and a statement outlining 
how volunteers will be used to meet these needs; 

b. A budget for any personnel costs, operating 
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costs, and direct and indirect costs 

c. A program to recognize and reward volunteer 
services. 

3.18.4 Recruiting, Screening, Interviewing, and Selecting 
Volunteers 

As it is with employees, the District's ability to meet its goals 
and objectives is directly related to the skill and ability of 
volunteers selected. Criteria for selecting volunteers should be 
developed in the same manner as used for selecting new 
employees. 

The District prohibits discrimination, harassment, or retaliation 
directed at volunteers on the basis of their race, color, religion, 
age, gender (including pregnancy), marital status, sexual 
orientation, national origin, ancestry, disability, and/or veteran 
status. 

The recruitment, screening, and interviewing process should 
be planned and sufficiently thorough to result in selecting the 
best volunteer possible for departmental needs. 

Volunteer applicants engaged in activities for the District on a 
regular basis will complete the District's volunteer application, 
including an acknowledgment that the function to be 
performed is not a paid position and the person is truly 
volunteering his/her services. 

The Department Head or designees will solve problems 
associated with the volunteer's performance or behavior. 
However, if problems cannot be corrected, the services of the 
volunteer should discontinue. 

Specific requirements that apply to employees in certain 
occupations such as fingerprinting apply to volunteers 
performing similar duties or responsibilities. These 
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requirements will be coordinated through Human Resources 
Department. 

3.18.5 Managing Volunteers 

Volunteers will receive appropriate oversight for the functions 
performed including an orientation to the District's policies and 
procedures, departmental operating procedures, safety 
practices, and other relevant information. This orientation will 
be provided by the Department Head or designee. 

Day-to-day oversight of volunteers will be conducted as with 
employees. Adequate equipment and supplies, as well as a 
safe working environment, will be provided for volunteers. 

The Department Head will maintain detailed and accurate 
records of volunteer activities including a roster of active 
volunteers. The roster information should include the name of 
the volunteer, position title, start date. The roster must be sent 
to the Human Resources Department. The Department Head 
or designee will remove volunteers from the roster whenever 
volunteers are inactive for more than thirty (30) days and 
notify the Human Resources when a volunteer is removed 
from the roster. The Department Head must ensure that all 
volunteers complete required District forms. 

Volunteers may be reimbursed for expenses incurred. In 
addition, the District may provide limited and reasonable 
benefits to volunteers. The benefits provided cannot be in an 
amount or of a type that implies that the volunteer is being 
paid a wage or salary for time spent as a volunteer, or for the 
quantity or quality of the work performed. All such benefits 
must be approved, in advance, by the Director of Human 
Resources. 

Volunteers are held to the District's Code of Conduct and 
Ethical Standards. Annual performance evaluations may also 
be completed on volunteers. 
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Volunteers serve at the pleasure of the District and are subject 
to dismissal at any time with or without cause. 

3.19 Related Forms 

• Employee Authorization of Records Search 
• Employment Application 
• 1-9 Form 
• Volunteer Agreement and Emergency Contact 
• Volunteer Application 
• Volunteer Authorization of Records Search 
• Volunteer Release of Liability 
• Volunteer Worker' s Compensation Waiver 
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The District's compensation philosophy compliments its business 
strategies and objectives by providing a competitive total 
compensation framework designed to attract and retain a quality 
workforce. Demonstrated excellence may be rewarded with pay for 
performance. 

The District's compensation programs and practices will comply with 
all relevant government regulations, meet the District's business 
needs, and be reflective of appropriate market based data. 

4.2 Pay Periods and Paydays 

Pay periods begin on a Sunday at 12:00 a.m. and end two weeks 
later on Saturday at 11 :59 p.m. Employees will be paid every 
other Friday. If a Friday payday falls on a District observed 
holiday, employees will be paid the preceding Thursday. 

4.3 Work Week Defined 

The normal work week begins at 12:00 a.m., on Sunday and ends 
seven (7) days (168 hours) later at 11 :59 p.m. on the next Saturday. 
Employees working an agreed upon "flex schedule" have a 
documented different work week. 

4.4 Work Time 

4.4.1 Attendance 

Employees are expected to be at work and ready to work 
at the beginning of their assigned shifts. Employees are 
also expected to return from meal and break periods in a 
timely manner. 
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4.4.2 Work Schedules 

Work hours are scheduled according to the needs of the 
District. The following applies for full-time year-round 
employees: 

1. Employees working a five-day, forty-hour week 
(designated 5/8) work eight (8) hours per day for five (5) 
days in any work week and receive two (2) days off. 

2. Employees working a four-day, forty-hour week 
(designated 4/10) work ten (10) hours per day for four 
(4) days in any work week and receive three (3) days 
off. 

3. Employees working a flex schedule, (designated flex) 
have documented different workweeks which begin on 
their identified flex day. 

For all other employees your Department Head, Manager, or 
Supervisor will identify your work schedule, based on the 
needs of the District. 

4.4.3 Rest Periods 

Employees are allowed a ten (10) minute break or rest period 
for each work period of four (4) or more hours. 

4.4.4 Lactation Breaks 

Lactation break time requirement for nursing mothers in the 
Patient Protection and Affordable Care Act ("PPACA"), which 
took effect when the PPACA was signed into law on March 23, 
2010 (P.L. 111-148). This law amended Section 7 of the Fair 
Labor Standards Act (FLSA). 

4-2 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

278 



G LNCR Al IH PROVLML T .[)JS J'RICT 
O NE btsn :.1CT - · O N~ 1 'E.AM 

PERSONNEL POLICIES 

1. General Requirements 

Employers are required to provide "reasonable break 
time for an employee to express breast milk for her 
nursing child for 1 year after the child's birth each time 
such employee has need to express the milk." 
Employers are also required to provide "a place, other 
than a bathroom, that is shielded from view and free 
from intrusion from coworkers and the public, which 
may be used by an employee to express breast milk." 

The FLSA requirement of break time for nursing 
mothers to express breast milk does not preempt State 
laws that provide greater protections to employees (for 
example, providing compensated break time, providing 
break time for exempt employees, or providing break 
time beyond 1 year after the child's birth). 

2. Time and Location of Breaks 

Employers are required to provide a reasonable amount 
of break time to express milk as frequently as needed 
by the nursing mother. The frequency of breaks needed 
to express milk as well as the duration of each break will 
likely vary. 

A bathroom, even if private, is not a permissible location 
under the Act. The location provided must be functional 
as a space for expressing breast milk. If the space is not 
dedicated to the nursing mother's use, it must be 
available when needed in order to meet the statutory 
requirement. A space temporarily created or converted 
into a space for expressing milk or made available when 
needed by the nursing mother is sufficient provided that 
the space is shielded from view, and free from any 
intrusion from co-workers and the public. 
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3. Coverage and Compensation 

Only employees who are not exempt from section 7, 
which includes the FLSA's overtime pay requirements, 
are entitled to breaks to express milk. While employers 
are not required under the FLSA to provide breaks to 
nursing mothers who are exempt from the requirements 
of Section 7, they may be obligated to provide such 
breaks under State laws. 

Employers are not required under the FLSA to 
compensate nursing mothers for breaks taken for the 
purpose of expressing milk. However, where employers 
already provide compensated breaks, an employee who 
uses that break time to express milk must be 
compensated in the same way that other employees are 
compensated for break time. In addition, the FLSA's 
general requirement that the employee must be 
completely relieved from duty or else the time must be 
compensated as work time applies. 

4. FLSA Prohibitions on Retaliation 

Section 15(a)(3) of the FLSA states that it is a violation 
for any person to "discharge or in any other manner 
discriminate against any employee because such 
employee has filed any complaint or instituted or caused 
to be instituted any proceeding under or related to this 
Act, or has testified or is about to testify in any such 
proceeding , or has served or is about to serve on an 
industry committee." 

Employees are protected regardless of whether the 
complaint is made orally or in writing . Complaints made 
to the Wage and Hour Division are protected, and most 
courts have ruled that internal complaints to an 
employer are also protected. 
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Any employee who is "discharged or in any other 
manner discriminated against" because, for instance, he 
or she has filed a complaint or cooperated in an 
investigation, may file a retaliation complaint with the 
Wage and Hour Division or may file a private cause of 
action seeking appropriate remedies including, but not 
limited to, employment, reinstatement, lost wages and 
an additional equal amount as liquidated damages. 

4.4.5 Meal Periods 

Employees who work eight (8) or more hours are allowed an 
uninterrupted, unpaid meal period of at least thirty (30) 
minutes. If an employee's meal period is less than thirty (30) 
minutes or if an employee performs any job duties during their 
meal period, then the meal period will be paid as hours 
worked. 

Depending on the working environment, an employee may be 
allowed to combine a break and a meal period in the middle of 
their work day, with supervisor approval. 

4.4. 6 Work Assignments 

Work should be scheduled in a manner which allows 
employees rest and meal periods. Rest and meal periods are 
scheduled by the supervisor in a manner that allows maximum 
public access to the District's services. The supervisor may 
adjust rest and meal periods from time to time to meet the 
needs of individual employees and/or to respond to changes 
in department workload. 

4.5 Time Reporting 

4. 5. 1 Purpose 

Recording of hours worked and/or leave time taken by 
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employees are necessary to provide an accurate basis for 
preparing paychecks, to assure compl iance with federal and 
state law, and to maintain an effective and efficient cost 
accounting system. For payroll purposes, non-exempt and 
recreational-exempt employees covered by the Fair Labor 
Standards Act (FLSA) must report all time spent performing 
work. 

4.5.2 Hours Worked 

Non-exempt and recreational-exempt employees will be paid 
for all hours worked. Hours worked include, but are not limited 
to: 

1. Time worked before or after the normally assigned shift, 
or any other irregular hours, even if the employee 
volunteers his/her time. 

2. Rest periods of ten (10) minutes or less. 

3. Travel time that occurs during an employee's normally 
scheduled work hours, including regular days off, 
hol idays, etc. 

4. Hours spent at lectures, training activities and/or when 
working at home when approved by the supervisor. 

4.5.3 Position Designations - Exempt, Non-Exempt or 
Recreational-Exempt 

All positions are identified as "exempt", "non-exempt", or 
"recreational-exempt" according to federal and state laws and 
regulations. Only employees in positions designated "non­
exempt" are eligible for overtime compensation. 
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4.5.4 Responsibility for Exempt, Non-Exempt, or Recreational­
Exempt Designation 

The Director of Human Resources or designee examines and 
evaluates all position descriptions and duties performed to 
determine the designation of the position as exempt or non­
exempt or recreational-exempt. Department Heads or 
Managers will notify the Director of Human Resources when 
the duties of a position have substantially changed in order to 
ensure an accurate designation. 

4.5.5 Responsibility for Time Reporting 

The District has chosen to use an automated time reporting 
system. Employees are responsible for scanning in and out of 
work. Supervisors are not to alter or adjust employee 
punches, unless it is necessary to ensure the employee is 
paid properly. All adjustments must be documented as to why 
the adjustment was made in order to comply with Fair Labor 
Standard Act (FSLA). 

4.6 Overtime 

4.6.1 Non-Exempt Employees 

1. Employees in positions designated as "non-exempt" will 
be eligible for overtime compensation for hours worked 
in excess of ten (10) hours in any one (1) work day or 
hours worked over forty (40) in one (1) work week. 

2. Employees working in dual positions are overtime 
eligible if any one of the positions is designated as non­
exempt. 

3. All overtime hours must be specifically authorized in 
advance by the employee's supervisor or manager. 
Overtime will be compensated at one and one-half (1.5) 
times the employee's regular rate of pay. Employees 
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who earn overtime may, with the approval of the 
supervisor, elect to receive compensatory time off in lieu 
of overtime pay. Compensatory time will be earned at 
the rate of one and one-half (1.5) hours off for each 
overtime hour worked. Employees who elect 
compensatory time off may accrue up to 80 hours. 
When an employee has exceeded the maximum 
number of hours specified, the excess hours will be paid 
out as overtime. Compensatory time off is to be taken at 
the earliest time which is mutually agreeable to the 
employee and supervisor or manager. Paid overtime will 
be included in the same paycheck covering the pay 
period in which the overtime was earned. Any 
compensatory time on the books will be paid out upon 
termination. 

4. Time paid but not worked, such as sick leave, holidays, 
and vacation, counts toward hours worked for the 
purpose of computing overtime hours. 

4.6.2 Exempt Employees 

Generally, exempt employees are hired with the 
understanding that they are responsible for accomplishing the 
duties required for their assigned position. It is District policy to 
comply with all aspects of the FLSA including its salary-basis 
requirements. Therefore, making any deductions from the 
salaries of exempt employees which are not allowed by law is 
prohibited . 

Consistent with the FLSA and NRS, employees in exempt 
positions are not required to be paid for overtime. 

Exempt employees utilizing intermittent leave, under the 
Family Medical Leave Act (FMLA), may have their pay 
deducted, including from sick or annual leave balances, for 
partial day or hour-by-hour absences. 
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1. Subject to certain exceptions set forth in the FLSA 
regulations and FMLA as provided above, if an 
organization does not have a bona fide vacation and 
sick leave policy, an exempt employee must be paid the 
full salary for any work week in which the employee 
performs any work, regardless of the number of days or 
hours worked . Exempt employees will not need to be 
paid for any work week in which they perform no work, 
unless the employee is on approved paid leave. 
FLSA provides that deductions may be made when the 
employee absents him/herself from work for a day or 
more for personal reasons, other than sickness or 
accident. 

2. The District has bona fide vacation and sick leave 
policies therefore may deduct a partial days' absence 
from an employee's accrued leave, but not from the 
employee's pay or salary. Accordingly, if the employee 
does not have accrued leave and still works part of a 
day, the employee must be paid their full salary. 
However, if an employee does not have accrued leave 
and is absent for a full day then the District can deduct 
from the employee's pay or salary for that full day. 

3. Deductions will also be made to offset amounts 
employees receive as jury or witness fees, or for military 
pay; or for unpaid disciplinary suspensions of one or 
more full days imposed in good faith for workplace 
conduct rule infractions. The District will pro rate an 
employee's salary based upon the days worked during 
the initial and terminal pay period of employment. 

4. Exempt employees, working in an office environment, 
are generally expected to be available to perform their 
job duties during normal business hours (usually 8:00 
a.m. to 5:00 p.m., Monday through Friday). It is 
expected that in order for exempt employees to 
complete their assigned work from time to time, it will be 
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necessary that they work beyond the normal work days 
and business hours. A manager may choose to 
recognize an exempt employee for hours worked 
beyond normal business hours. 

a. In recognition of instances when an employee 
has completed an extraordinary work assignment 
and spent substantially more than a typical work 
week to accomplish the job, managers may allow 
an exempt employee to take limited periods of 
time off without using accrued paid leave. This 
time off is known as Administrative Leave. The 
amount of time off should correlate with the 
extraordinary effort and is at the sole discretion of 
the manager. 

b. There is a cap of 64 hours of Administrative 
Leave during a calendar year for an exempt 
employee in recognition of extraordinary work 
assignments completed. Administrative Leave 
must be documented in the time & attendance 
program and approved by the employee's 
manager. 

c. The limited periods of time off do not constitute 
additional compensation to exempt employees on 
an hour-for-hour basis for hours worked in excess 
of forty (40) hours per week. Accordingly, exempt 
employees will not accrue a balance of 
compensatory leave hours. 

d. An exempt employee may be paid overtime, in 
unusual situations, and not void their otherwise 
exempt status as specifically provided under the 
FLSA. 
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4.6.3 Recreational-Exempt Employees 

Positions identified as "Recreational-Exempt" are positions 
working only in a seasonal environment and as such 
employees in recreational-exempt positions are not eligible for 
overtime compensation. Employees working in dual positions 
are overtime eligible if one of the positions is designated as 
non-exempt. 

4. 6.4 Safe Harbor 

As stated above, the District identifies positions as "exempt" 
and "non-exempt" based on job duties in accordance with the 
provisions of the FLSA and applicable state law. 
"Recreational-Exempt" positions are those working only in 
seasonal environment. If an employee feels the position is 
improperly identified, s/he should request a review from the 
Director of Human Resources. A review will be conducted in a 
timely manner and should an error be identified, the District 
will act to correct any errors as soon as practicable. The 
District will not make improper deductions of pay from any 
employee, regardless of exempt or non-exempt status. 
Improper deductions should be reported to the Controller or 
Director of Human Resources. The issue will be investigated 
and the District will act to reimburse the employee if an error is 
found. The District will continuously make a good faith 
commitment to comply with all provisions of FLSA and state 
laws and intends this policy of correction to satisfy the safe 
harbor provisions of the FLSA regulations, as amended 
effective August 23, 2004. 

If a non-exempt employee feels s/he has been improperly paid 
for overtime under the FLSA or state law, it is the 
responsibility of the employee to seek correction by reporting 
any error to the Controller or Director of Human Resources 
within twenty (20) working days of the close of the payroll 
period in which the error occurred. An investigation will be 
conducted in a timely manner and the District will act to 
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correct any errors as soon as practicable. 

Additionally, if a seasonal employee has a concern regarding 
the Recreational-Exempt status, that concern should be 
brought to the attention of the Director of Human Resources 
as soon as possible. 

4. 7 Rates of Pay 

4. 7.1 Compensation Plan 

Each benefitted position will be assigned to a salary grade in 
the compensation plan. Assignment to a salary grade will be 
based on the relative level and complexity of the duties, 
responsibilities, and authority of the job. The District 
determines the ranges for salary grades based on these 
considerations: 

1. Rates paid by the District for comparable work; 

2. Internal relationships of other jobs in the same or similar 
occupation; 

3. Rates paid by other employers for comparable work; 
and 

4. Other financial commitments of the District. 

The District may adjust the minimum and maximum for each 
salary range periodically as changes in any of the factors 
listed above occur or to recruit and retain qualified employees 
for each job. 

4. 7.2 Starting Salaries 

Supervisors or managers determine the starting salary, within 
the assigned salary range, taking into consideration the 
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experience the new hire brings with them and what others 
employees in the same or comparable positions are earning. 
Department Heads must approve starting salaries, prior to an 
offer being extended. Starting salaries above the mid-point of 
the salary range must be approved by the General Manager, 
prior to the offer of employment. 

4. 7.3 Promotional Increases 

Except as may otherwise be provided by a collective 
bargaining agreement, a regular employee who is promoted 
will receive a salary increase that takes into consideration the 
experience the employee brings with them, what others 
employees in the same or comparable positions are earning 
and how long since the employees last salary increase. 
Supervisors and managers make the recommendation, with 
approval by the Department Head, as long as budget monies 
are available. 

4. 7.4 Y-Rating 

The District may pay an employee, whose position is reduced 
to a lower salary grade as a result of reclassification or 
reorganization not associated with layoff or discipline and not 
the result of employee action or request, at his/her current rate 
of pay which is above the top of the range. Similarly, an 
employee in a position which has its salary range adjusted to 
a lower level may also be paid at a rate of pay above the top 
of the range. This rate will be known as a Y-Rate. 

An employee who is at a Y-Rate above the top of the range 
will continue to receive the Y-Rate until a change in the rate of 
pay for the employee's new salary grade becomes equal to or 
greater than the employee's Y-Rate. 

4.8 Salary Increases 

Through the annual budgeting process, the District's Board of 
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Trustees may approve salary increases based on performance and 
the District's ability to pay. These increases, if any, are publicized 
prior to the start of the fiscal year. 

4.9 Work Out-of-Class 

Employees may be temporarily assigned the duties and 
responsibilities of a budgeted, higher level position when the position 
becomes vacant or because of temporarily increased workload 
requirements. When that occurs, the employee will be paid five 
percent (5%) above their currer1.t rate of pay, or minimum of the 
salary range for the higher level position, whichever is greater. 

4.1 o Call-in Pay 

Except as may otherwise be provided by a collective bargaining 
agreement, a regular non-exempt employee who is called in to work 
or to attend a meeting on a scheduled day off will be paid a 
minimum of two hours, or actual hours worked if more than two. 

4.11 Work Hour Reduction 

Due to business conditions, non-exempt and seasonal employees 
may be sent home prior to the end of their normal shift and paid only 
for the actual hours worked. 

4.12 Discretionary Bonus 

Exemplary performance by any employee may be recognized and 
rewarded with a discretionary bonus. This policy outlines the 
requirements so there is consistency when District employees are 
rewarded for going beyond their job description. There are two types 
of discretionary bonuses "Economic Difference" and "You Make a 
Difference". 
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4.12. 1 General Requirements for both Bonus Plans 

a. No bonus is guaranteed. 

b. Fu ll time and part-time benefited employees must be 
employed one (1) full year. 

c. Seasonal employees must have worked the entire season and 
be eligible for rehire. 

d. The rating on the most recent performance evaluation 
must be ' at 'Meets Requirements' to earn a "You Make a 
Difference" and/or "Economic Difference" Bonus. 

e. No bonus is given for completing job description duties and 
responsibilities . 

f. Employee cannot be under any disciplinary action or on a 
Performance Improvement Plan. 

g. Bonus check should be presented by Division head with 
direct supervisor present. 

h. All bonus nominations up to $500 must be reviewed and 
signed off either by Director of Public Works, Director of 
Finance, Accounting & Risk Management or the Director of 
Human Resources. The purpose of this review is to ensure 
consistency throughout the District. Bonus nominations for 
$500 or more must be reviewed and approved by the General 
Manager. 

4.12.2 Economic Difference Bonus 

a. Ten percent (10%) of the calculated first year savings with 
deductions taken for any increase in other expenses or capital 
expenditures. 
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b. Maximum Economic Difference Bonus payable is $2,500. 

4.12.3 You Make a Difference Bonus 

a. Must have worked outside of class. 

b. Must have put in extraordinary number of hours for an 
exempt position. 

c. Must do something significant outside of job description. 

d. Received special recognition from the public or Board of 
Trustees. 

e. Received special recognition from an industry, a professional 
or a charitable organization. 

4.13 Related Forms 

• Bonus Nomination Form 
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THIS SECTION COVERS LEAVES FOR YEAR ROUND FULL AND 
PART-TIME BENEFITED POSITIONS, SEASONAL MANAGERS 
AND MUL Tl-SEASONAL YEAR ROUND POSITIONS UNLESS 
OTHERWISE IDENTIFIED. POLICIES 5.9, 5.10 AND 5.11 APPLY 
TO ALL EMPLOYEES 

5.1 Holidays 

5.1. 1 Holidays Designated 

The following holidays are recognized by the District: 

• New Year's Day - January 1 
• Martin Luther King, Jr.'s Birthday - Third Monday in 

January 
• President's Day - Third Monday in February 
• Memorial Day - Last Monday in May Independence Day 

- July 4 
• Labor Day - First Monday in September 
• Nevada Day - Last Friday in October 
• Veterans Day - November 11 
• Thanksgiving Day - Fourth Thursday in November 
• Family Day - Friday following the fourth Thursday in 

November 
• Christmas Day - December 25 

Any day declared a legal holiday by the President of the 
United States and/or the Governor of the State of Nevada will 
be observed in accordance with the presidential or 
gubernatorial proclamation. 

5.1.2 Holiday Pay 

1. Recognized holidays are typically non-work days, 
except for seasonal operations. All non-exempt full time 
year round employees and non-exempt benefit eligible 
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part-time year round employees will be paid for their 
regularly scheduled hours at his/her rate of pay for each 
recognized holiday. Non-exempt benefit eligible part­
time year round employees are not paid for holidays 
that occur on days the employee is not regularly 
scheduled. Exempt employees receive their regular 
salary for holidays. 

2. Due to the nature of the District's business, eligible 
employees may not be allowed to take the holiday off on 
the day it occurs, but may be given a substitute day off 
in the same pay period. Substitute days off must be 
documented in the District time & attendance program .. 
The decision to grant holiday time off rests with the 
supervisor and/or manager of the department. Holiday 
time worked will either be paid out, received 
compensatory time or banked in the time & attendance 
system. 

5. 1.3 Weekend Holidays 

If a holiday falls on a Saturday, it will be observed on the 
preceding Friday. If a holiday falls on a Sunday, it will be 
observed on the following Monday. If the holiday falls on a 
regularly scheduled day off, the employee will observe the 
holiday on the next regularly scheduled work day, unless an 
alternative is authorized by the supervisor or manager. 

5.1.4 Banked Holidays 

Should an employee be required to work a designated holiday, 
the supervisor or manager may authorize the designated 
holiday to be banked for the employee's use in the future. 
Banked holidays must be "banked" in the District's time & 
attendance program in the same pay period in which the 
designated holiday occurs. Banked holidays must be taken 
within six (6) months of when they are banked and must be 
used prior to the employee using accrued vacation. Any 
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banked holiday time on the books would be paid out at end of 
employment. No other accrual of holidays is allowed. 

5.1.5 Work on Holidays 

Non-exempt employees who work on a designated holiday 
and are not provided a substitute day off, will be paid for the 
holiday plus one and one-half (1.5) times their regular rate of 
pay for any time worked on a holiday. Bargaining unit 
employees who work on a holiday will be paid as provided in 
the collective bargaining agreement. 

5.1. 6 Seasonal Managers 

Seasonal Managers do not earn holiday pay and are not 
eligible for holiday benefits. 

5.2 Vacation 

5.2.1 Vacation Accrual 

1. All regular full-time employees will earn vacation for the 
first and second pay periods of the month as follows: 

Years of Service Bi-Weekly Accrual Annual 
Accrual 

Hire* to 4 years 3.3333 hours 80 hours 
4 yrs but less 5 hours 120 hours 
than 9 years 
9 yrs but less 6.667 hours 160 hours 
than 14 years 
14 years or more 8.333 hours 200 hours 

*No accrual for first six months, however 40 hours of 
vacation is credited to employee in the pay period 
following completion of six months of employment in a 
benefited position. Employee will be able to access their 
vacation following their six month anniversary. 
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Note: Employees hired on or after July 1, 2012 wi ll earn 
a maximum of 160 hours of annual vacation accrual. 

2. Benefit eligible part-time year round employees working 
24 hours or more a week, after one year of service; earn 
one-half of the above vacation accrual rates. 

3. Seasonal Managers, working seven (7) months or more, 
accrue vacation at the rate 3.333 hour for the first and 
second pay periods of the month. 

5.2.2 Maximum Accrual 

Accrued vacation hours may not exceed 200 hours at the end 
of each calendar year. Any vacation hours in excess of 200 
will not carry forward and will be lost. In establishing this 
"use it or lose it" vacation policy, the only exception would be if 
an employee is not allowed to take a scheduled vacation 
because of business necessity, the Department Head may 
request a one-time payout of hours in excess of 200, with 
approval of the General Manager. 

5.2.3 Use of Vacation 

Vacation is provided to employees for the purpose of rest and 
relaxation from their duties and for attending to personal 
business. Employees are strongly encouraged to use vacation 
in the year it is earned. Employees must request vacation 
through the time & attendance program for approval by their 
supervisor providing as much notice as possible. Employees 
may not use vacation hours before they are accrued. 

5.2.4 Vacation Pay at Termination 

Upon termination, an employee with more than six (6) months 
of continuous employment will be paid for all accrued vacation 
at the employee's last regular rate of pay. Employees, who 
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leave benefited positions and remain with the District, will be 
paid out accrued vacation. 

5.3 Sick Leave 

5.3.1 Sick Leave Accrual 

The District expects each employee to be available for work 
on a regular and reliable basis. The District is aware of the 
need for income protection when an employee is sick or 
injured. Therefore; 

a. Full time year round employees, seasonal managers, 
working seven (7) months or more and multi-seasonal 
year round employees will accrue four (4) hours of sick 
leave in the first and second pay periods each month. 

b. After one year of service in a benefit eligible position, 
part-time year round employees working 24 or more 
hours per week in a benefited position will accrue two 
(2) hours of sick leave in the first and second pay 
periods each month. 

c. There is no maximum accrual for sick leave. 

5.3.2 Use of Sick Leave 

Sick leave is for use in situations in which the employee must 
be absent from work due to: 

a. His/her own physical illness or injury. 

b. His/her own exposure to contagious diseases or when 
attendance at work is prevented by public health 
requirements. 

c. The need to care for a dependent child, spouse, 
registered domestic partner, or parent who resides with 
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an employee or who is dependent upon the employee 
for support. 

d. Medical, dental or v1s1on appointments for the 
employee, in excess of two hours away from work, no 
more than once a month. Every attempt should be 
made to schedule appointments at the start of end of 
regular work day. 

e. Any disability, including disability caused or contributed 
to by pregnancy, miscarriage, abortion, or childbirth, or 
to supplement disability payments to maintain an 
employee's regular pay. 

f. To supplement workers compensation benefits to 
maintain an employee's regular pay 

5.3.3 Abuse of Sick Leave 

Use of sick leave for purposes other than those listed above is 
abuse of sick leave. Abuse of sick leave is cause for 
disciplinary action, up to and including termination. 

5.3.4 Illness During Vacation 

If an employee on vacation suffers an illness or injury that 
requires medical treatment from a licensed physician or health 
practitioner, s/he may elect to change that time to sick leave, 
with approval of the supervisor. The employee must pr:ovide 
written proof from a health care provider. 

5.3.5 Placing an Employee on Sick Leave 

A supervisor or manager may place an employee on sick 
leave if he/she has an illness that appears to be contagious or 
due to a known or suspected illness or injury. 
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5.3.6 Return to Work 

An employee on sick leave may be required to provide a 
statement from a licensed physician or health practitioner 
certifying the employee's fitness to return to work. 

5.3.7 Sick Leave Sell-Back (does not apply to seasonal 
managers) 

For eligible employees hired prior to July 1, 2011, during 
November of each year, the District will provide an opportunity 
to each eligible employee to "sell" back to the District one half 
(1/2) of their unused sick leave balance, up to a maximum of 
forty eight (48) hours. The sale will occur at the employee's 
current hourly rate of pay and the employee must be an 
active employee at the time of the sell back. Unused sick 
leave will be forfeited upon termination of employment or 
leaving a benefited position but remaining with the District. 

Seasonal Managers are not eligible for the sick leave sell-back 
provision. However, Seasonal Managers, working seven (7) 
months or more who return to the District in the same capacity 
for the next season will have their sick leave balance re­
instated. 

5.3.8 Sick Leave at Retirement 

Employees who elect to retire after 20 years of service with 
the District may receive up to 20% of their accrued sick leave 
hours; adding 2% additional each year to 25 years (30% at 25 
years) and 4% additional each year thereafter to a maximum 
sick leave buyout of 50% of up to 960 hours after 30 years of 
service. 

As an alternative, employees retiring after 20 years or more of 
service may elect to convert their eligible sick leave hours with 
the same limitations identified above to a non-interest bearing 
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District account for the purpose of paying medical insurance 
coverage and/or out-of-pocket medical expenses such as 
deductibles and co-payments at double the rate to a maximum 
of 100% of up to 960 hours after 30 years of service. 

The non-interest bearing District account will be assigned a 
present value as of the date of retirement equal to the number 
of hours of sick leave times the employee's base hourly salary 
at the time of retirement. The District will debit said account 
on a dollar-for-dollar basis. This benefit is for the employee 
only, is non-transferable and does not survive the retiree. 

5.3.9 Sick Leave Procedures 

1. Leave Approval 

An employee needs to request use of sick leave 
through the time & attendance program as soon as the 
need for a leave is known. The supervisor determines 
whether to approve use of accrued sick leave and will 
approve such a request whenever it is deemed 
reasonable. 

2. Notification 

Any employee who is ill or unable to report to work for 
any reason will notify his/her immediate supervisor no 
later than fifteen (15) minutes following the employee's 
normal work reporting time. In the event of a continuing 
illness, the employee needs to continue to notify on a 
daily basis, his/her immediate supervisor or at 
appropriate intervals agreed on by the supervisor of 
his/her condition. The supervisor may deny sick leave 
requests which are not in compliance with this policy. 

3. Doctor's Certification 

The supervisor may require an employee to provide a 
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medical doctor's certification stating that the 
illness/injury incapacitated the employee from 
performing his/her duties, was necessary for the 
employee to make full and timely recovery, or was 
appropriate to avoid the spread of a contagious disease. 
The certification will also verify the employee's fitness 
for return to work. 

5.4 Donation of Time 

The District understands that employees may experience situations 
when their sick leave and/or vacation accrual balances are 
insufficient to cover catastrophic illnesses and/or injuries. In those 
instances the District will provide an opportunity for other employees, 
with accrued balances, to donate to individual employee's sick leave 
or vacation balances in order to assist in these difficult situations. 
Participation in this program is strictly voluntary. 

The donation program exists to assist employees in overcoming 
hardship as a result of insufficient paid time off. Employees who 
want to donate time are limited to a maximum donation of 40 hours 
of sick leave or vacation time, per calendar year. Employees wanting 
to donate time must notify the Director of Human Resources and/or 
the Payroll Department, in writing or by email, the number of hours 
they wish to donate, the type of hours, either sick or vacation, and 
the name of the employee to receive the donation. Any donated time 
is treated as used by the donating employee and the amount of 
hours donated is permanently deducted from the donating 
employee's current accruals. 

Employees receiving sick leave or vacation hours must exhaust all of 
their sick leave and vacation accruals prior to receiving any donated 
time. Employees receiving donated sick leave during a calendar year 
are not allowed to participate in the sick leave sell-back in the same 
calendar year, if they are eligible for the sick leave sell-back. 
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5.5 Leave of Absence Without Pay 

5.5.1 Policy 

The District will consider requests for leaves of absence 
without pay under certain circumstances. Approval will be for 
exceptional circumstances and conditions, such as personal 
matters, education or prolonged illness. Approvals of these 
leaves are at the discretion of the Department Head with 
approval of the General Manager. Such leaves may be 
extended for an additional period of up to six (6) months at the 
sole discretion of the District. The District will require the use 
of all accrued paid leave prior to granting leave without pay. 
Failure to return from a leave of absence without pay will be 
considered a resignation. 

5.5.2 Procedure 

1 . Approval - Less Than 30 Days 

Leaves of absence without pay not exceeding thirty (30) 
days may be granted by the Department Head. 
Employees should request the leave at least 30 days in 
advance, if possible, and obtain approval from their 
department head. 

2. Approval - More Than 30 Days 

Leaves of absence without pay exceeding thirty (30) 
days may be granted by the Department Head with 
approval by the General Manager. Employees should 
request the leave at least 30 days in advance, if 
possible, and obtain approval from their department 
head and General Manager. 

3. Employees on Unpaid Leaves 

Employees on unpaid leaves of absence are not 
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guaranteed there will be a position available when they 
return. The District will make every effort to return an 
employee to his/her most recent position or another 
comparable position. Employees must make payment 
arrangements for outstanding loans from their Pension 
Plan, if applicable. Employees are required to 
periodically contact their supervisor during their leave, 
with updates on their status and anticipated return date. 

4. Failure to Return 

An employee who fails to return to duty on the date 
specified is considered to have resigned from his/her 
position, unless there is a proven compelling reason 
beyond the control of the employee. 

5. Insurance 

Benefitted employees on approved leave of absence 
without pay may continue their medical, dental, and 
vision insurance coverage in accordance with 
Consolidated Omnibus Budget Reconciliation Act 
(COBRA) health benefit continuation regulations. 

6. Medical Leaves 

The District will require a physician's certification or 
other appropriate type of verification to substantiate a 
need for a medical leave of absence without pay. 

7. Benefit Accrual 

Vacation and sick leave do not accrue during an 
unpaid leave of absence. 
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5.6 Court Leave 

5. 6. 1 When Granted 

The District will grant court leave to allow benefited employees 
to serve as juror or a witness in a court proceeding provided 
that the employee is not a party to the action. Employees need 
to provide their supervisors with relevant documents verifying 
the need for court leave as soon as the need becomes known. 

5.6.2 Compensation 

Subject to the following conditions, eligible employees will 
receive their regular base rate of pay for those hours spent in 
court, traveling to and from court when such time occurs 
during employee's regular scheduled work days and hours of 
work. 

1. Court leave will not result in payment of overtime or 
be considered as hours worked for purposes of 
determining eligibility for overtime, unless the court 
leave is related to the employee's job responsibilities. 

2. Upon completion of jury/court/witness service for which 
the employee received his/her regular pay, the 
employee will forward any compensation received from 
the court or other party to the District upon receipt. 
Reimbursements received for out-of-pocket expenses 
such as meals, mileage, and lodging may be kept by 
employee. 

3. An employee will not receive pay for the work time 
missed ifs/he is required to miss work because of court 
appearances in a matter to which the employee is a 
party or to serve as a witness for a party who has filed 
an action against the District or the employee is 
subpoenaed to appear on a matter unrelated to 
employment. However, the employee may choose to 
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use his/her vacation. 

5.6.3 Subpoena for Court Appearance 

Whenever a civil or criminal subpoena requires the 
appearance of an employee for a hearing regarding District 
matters, time away from work will be paid. The appearance 
will be regarded as an official on-duty assignment. 

5. 7 Bereavement Leave 

A benefited employee who must be absent from work to attend the 
funeral of a family member who is within the third degree of 
consanguinity or affinity may use up to a maximum of forty (40) 
hours of bereavement leave per each occurrence. Bereavement 
leave longer than forty (40) hours may be charged to accumulated 
vacation or leave without pay with the advance approval of the 
District. Supervisors or managers may require evidence of 
attendance at the funeral. See Appendix - A, Consanguinity/Affinity 
Chart. 

5.8 Emergency Conditions/Inclement Weather 

5.8.1 Emergency Road Conditions 

1. Any non-exempt employee who is unable to report to 
work due to road closures or hazardous road conditions 
caused by ice, snow, floodwaters, washouts, or slides 
will not receive regular salary. Employees are advised 
to use their best judgment in making a decision of 
whether or not to report to work under such conditions. 
Should an employee decide to remain at his/her 
residence, all reasonable attempts should be made to 
notify his/her immediate supervisor. Any employee 
wishing to receive payment for time missed due to 
hazardous road conditions may do so by using either 
accrued vacation or accrued compensatory leave time, 
if available. 
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2. Any non-exempt employee who reports to work late 
due to road closures or hazardous road conditions 
will be compensated only for the actual hours worked. 
In the event the employee wishes to receive a full day's 
pay, s/he may use vacation or accrued ·compensatory 
leave time, if avai lable, to complete the normal work 
period. 

3. Any employee who elects not to report to work due to 
hazardous road conditions or reports to work late under 
such conditions will not be subject to discipline. 

5.8.2 Inclement Weather 

1. All District facilities will normally remain open during 
inclement weather. If severe weather does occur, the 
Department Head may decide to change hours. This 
decision should be communicated to the General 
Manager. 

2. When an employee cannot report for their assigned shift 
due to inclement weather, they are expected to provide 
as much notice as possible to their supervisor. 
Employees may use a vacation day to compensate for 
the missed day or they may take the day as an unpaid 
day off. 

3. Any employee who chooses not to report to work on 
a designated inclement weather day will not be subject 
to discipline unless a pattern of abuse is identified . 

5.9 Military Leave (applies to a!! employees that meet the 
requirements) 

5.9.1 Policy 

Employees who are members of the uniformed services are 
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entitled to military leave. The uniformed services include the 
Army, Navy, Marine Corps, Air Force, Coast Guard, Public 
Health Service Commissioner Corps, the reserve components 
of these services, and any other category dispatched by the 
President in time of war or nation's emergency. The Army 
National Guard and Air National Guard are also covered. In 
addition, under the Public Health Security and Bioterrorism 
Response Act of 2002, certain disaster response work and 
authorized training will be considered. 

5.9.2 Notice and Notification 

1. The District provides employees with notice of their 
rights under the Uniformed Services Employment and 
Reemployment Rights Act (USERRA). This requirement 
is met by posting the notice where the District 
customarily places notices for employees. 

2. The District may require written orders or verbal notice 
of service obligation, but will waive the requirement if 
notice is impossible or unreasonable. 

5.9.3 Salary and Benefits 

1. Compensation 

a. The employee is entitled to fifteen (15) working 
days of leave with pay in one calendar year (NRS 
281.145). 

b. The District is not required to pay the employee's 
salary after fifteen (15) working days. 

c. The employee may choose to use vacation and/or 
compensatory time, if any, before going on leave 
without pay. 
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2. Health Insurance 

There is no impact to the employee's insurance 
coverage, including life insurance included in the 
District's health insurance package. The District will 
continue to make premium payments for thirty (30) 
days. Employee may then continue coverage similar to 
that required by the COBRA for either twenty-four (24) 
months or through the day after the date on which the 
employee fails to apply for reemployment in a timely 
manner; whichever is lesser (see Reemployment, 
Section 5.9.4. below). The District will reinstate health 
insurance coverage upon the employee's prompt 
reemployment without exclusions or waiting periods. An 
employee who takes up to ninety (90) days after leaving 
the military before commencing his/her reemployment 
may stay on the military health insurance; however, it is 
the employee's responsibility to verify the continuation, 
scope, and duration of coverage. 

3. Seniority 

An employee is entitled to the seniority (and rights and 
benefits governed by seniority) s/he had accrued at the 
commencement of military leave, plus any additional 
seniority rights and benefits that s/he would have 
attained if s/he had remained continuously employed 
(the escalator principle). However, if a probationary 
period is a bona fide period of observation and 
evaluation , the returning employee must complete the 
remaining period of probation upon reemployment. The 
District will count time served for the purpose of 
determining annual and sick leave accrual rates. 
Additionally , the District wil l count time in the military 
when determining the employee's rate of pay. The 
District is not required to accumulate annual or sick 
leave for an employee during his/her absence. The 
escalator principle will be applied to a returning 
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employee's merit pay increases. 

4. Retirement 

Time served will be counted as work time for 
purposes of retirement. The District will make 
contribution payments to the retirement plan as if the 
employee had not left, provided the employee returns to 
work. The District contribution will be based on the rate 
of pay the employee would have been paid had s/he not 
been called to military service. An exception to this 
requirement is when the higher pay is based on 
additional knowledge, skill, or ability that can only be 
gained by work experience. 

5. Death or Disability 

If an employee does not return to work due to death or 
disability, the survivor or disability benefit is treated as if 
the employee had been working until the date of the 
death or disability. The District will make the retirement 
contribution up to the date of the death or disability. 

6. Other Leave 

The District will count time served in the military when 
calculating the employee's FMLA eligibility. 

5.9.4 Reemployment 

1. An employee has certain report-to-work obligations 
following military service. Eligible returning service 
members will be promptly reemployed, which in most 
cases means within two weeks of reporting . The 
employee's report-to-work obligations are: 

a. Service of one to thirty (30) days: The beginning 
of the next regularly-scheduled work period on 
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the first full day following completion of service, 
and expiration of an eight-hour rest period 
following safe transportation home. 

b. Service of thirty-one (31) to one hundred eighty 
(180) days: Application for reinstatement must be 
submitted not later than fourteen (14) days after 
completion of military duty. 

c. Service of one hundred eighty-one (181) or more 
days: Application for reinstatement must be 
submitted not later than ninety (90) days after 
completion of military duty. 

2. The deadline for reinstatement may be extended for up 
to two years for persons who are convalescing due to a 
disability incurred or aggravated during military service, 
and the District will make reasonable accommodations 
for the impairment. 

3. Reemployment rights apply to veterans whose 
cumulative period of uniformed service does not exceed 
five years while employed by the same District. Time 
spent in National Guard and reservist training does not 
count towards the five-year period . 

5.9.5 Discharge 

If time served is greater than thirty (30) days, but less 
than one hundred eighty-one (181) days, an employee may 
not be discharged within one hundred eighty (180) days of 
reemployment, except for just cause. If time served is greater 
than one hundred eighty (180) days, an employee may not be 
discharged for one year, except for just cause. 
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5.10 Voting Time Off (applies to all employees that meet the below 
requirements) 

Employees who are registered voters who do not have sufficient 
time outside normal working hours may, without loss of pay, take 
time off to vote at the start or the end of their regular workday. Time 
off should be approved by their supervisor at least two working days 
in advance of the election. Employees may be provided up to a 
maximum of two hours paid time off for voting purposes. If additional 
time is requ ired, it will be provided without pay. 

5.11 School Activities Leave 

Employees with a child enrolled in public or private schools are 
allowed four (4) hours of leave, per child , each school year to: 

1. Attend parent-teacher conferences; 
2. Attend school-related activities during regular school hours; 
3. Volunteer or otherwise be involved at the school in which the 

child is enrolled during regular school hours; and 
4. Attend school-sponsored events. 

The school activities leave will be taken in one hour increments and 
will be mutually agreed upon by the employee and his/her 
supervisor. School Activities Leave is unpaid leave; however 
employees with benefits may use accrued vacation time. Employees 
must complete a leave request form for School Activities Leave. 

5.12 Family and Medical Leave (FMLA) (applies to all employees that 
meet the requirements) 

5. 12. 1 Policy 

The District, as a public employer, is covered under the FMLA, 
and will comply with the requirements of the FMLA. The 
District provides all employees with form WHD-1420, 
Employee Rights & Responsibilities under the Family Medical 
Leave Act, and also ensures the information is posted in 
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conspicuous places throughout the District. 

1. Eligibility 

Employees who have been employed by the District a 
total of twelve months and have worked for the District 
at least one thousand two hundred-fifty (1,250) hours 
during the preceding 12-month period are eligible for 
FMLA leave. The required twelve months of 
employment does not have to be consecutive. There 
may be a break in service as long as it does not exceed 
seven (7) years. There is an exception to the 7-year 
condition for USERRA covered military service or 
written agreements. All employees meeting the above 
qualifications qualify for FMLA regardless of the 
employment status, seasonal, part-time, etc. 

2. Compensation During Leave 

FMLA leave will be unpaid leave unless the employee 
has accrued paid leave and is otherwise eligible to use 
the leave. If an employee requests leave for the 
employee's own serious health condition, for the serious 
health condition of the employee's spouse, child, or 
parent, to provide military caregiver leave, 
or exigency leave the employee must use any 
available accrued sick leave (if it qualifies under 
employer's sick leave use requirements) and/or 
vacation and compensatory time leave as part of the 
FMLA leave. When substituting accrued paid leave, the 
employee must comply with the employer's procedural 
requirements, terms and conditions of the paid leave 
policy as appropriate; the remainder of the leave period 
will then consist of unpaid FMLA leave. Employees are 
made aware of the requirements to use sick, vacation 
and compensatory time as appropriate in the District's 
Family and Medical Leave Act Designation Notice. 
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3. Intermittent or Reduced Schedule Leave 

When medically necessary (as distinguished from 
voluntary treatments and procedures) or for any 
qualifying exigency, leave may be taken on an 
intermittent or reduced schedule basis. Leave for 
bonding with a healthy newborn or placement of a 
healthy child for adoption or foster care is not 
considered medically necessary and, therefore, may 
only be taken on a reduced schedule or intermittent 
basis upon approval of the employee's Department 
Head. Employees needing intermittent leave or reduced 
schedule leave must make a reasonable effort to 
schedule their leave so as not to disrupt unduly the 
District operations. If leave is foreseeable, the District 
may require an employee on intermittent leave or 
reduced schedule leave to temporarily transfer to an 
available alternative position for which the employee is 
qualified if the position has equivalent pay and benefits 
and better accommodates the employee's intermittent 
or reduced schedule leave. Intermittent leave and 
reduced schedule leave reduces the twelve (12) week 
entitlement only by the actual time used. An employee 
who has been transferred under th is section has 
reinstatement rights to his/her former position until the 
end of the 12-month FMLA leave year. 

5. 12.2 Duration of and Reasons for Leave 

Any eligible employee, as defined above, may be granted a 
total of twelve (12) work weeks of unpaid family and medical 
leave (which can run concurrent with paid leave) during a 12-
month period, with the exception of Military Caregiver Leave 
as provided in section 5.12.3 below. This period is measured 
backward from the date an employee uses any FMLA leave. 

A "work week" is defined as a calendar week, regardless of 
the number of days the employee normally works . Twelve (12) 
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weeks does not entitle the employee working three (3) days 
a week to sixty (60) leave days, but rather twelve (12) weeks. 
FMLA may be granted for the following reasons: 

1. The birth of the employee's child and in order to care 
for the child; 

2. The placement of a child with the employee for adoption 
or foster care; 

3. To care for the employee's spouse, child, or parent who 
has a serious health condition; or 

4. An employee's own serious health condition that 
prevents the employee from performing one or more of 
the essential functions of his/her job. Serious health 
conditions may include conditions resulting from job­
related injuries and/or illnesses; or 

5. Due to a qualifying exigency arising when an 
employee's spouse, son, daughter, or parent is a 
covered military member on covered active duty or has 
been notified of an impending call to covered active 
duty. 

Exigency Leave: 

• Short-term notice deployment (deployment in 
seven or less calendar days) 

• Military events and activities 
• Childcare and school activities 
• Family support or assistance programs 
• Financial and legal arrangements 
• Counseling 
• Service member's rest and recuperation leave 

(limited to 15 calendar days for each instance) 
• Post-deployment activities 
• Parental leave for the spouse, son, daughter, or 
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parent of a military member to care for the military 
member's parent who is incapable of self-care. 
The leave may be sued for arranging for alternate 
care, providing care, admitting or transferring the 
patient to a care facility , or attending a meeting 
with care facility staff. Additional activities arising 
out of active duty that the District and employee 
agree upon. 

Covered Active Duty: 

a. In the case of a member of a regular component 
of the Armed Forces, duty during the deployment 
of the member with the Armed Forces to a foreign 
country. 

b. In the case of a member of a reserve 
component of the Armed Fore es, duty during 
the deployment of the member with the Armed 
Forces to a foreign country under a call or order 
to active duty in support of a contingency 
operation. 

A serious health condition is an illness, injury, 
impairment, or physical or mental condition of 
incapacity or treatment that involves: 

1. Inpatient care (overnight stay) in a 
hospital, hospice, or residential medical 
care facility . 

11. Continuing treatment by (or under the 
supervision of a) health care provider for a 
period of incapacity of more than three (3) 
consecutive full calendar days, combined 
with at least two (2) visits to a health care 
provider within thirty (30) days of the first 
day of incapacity or one (1) visit to a 
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health care provider requiring a regimen of 
continuing treatment, e.g., prescription 
medication. 

Unpaid FMLA leave will run concurrently with paid 
vacation, sick, and/or personal leave. Unpaid 
FMLA leave may also run concurrently with 
Workers' Compensation leave or other benefits. 

The entitlement to FMLA for the birth or 
placement of a child for adoption or foster care 
will expire twelve (12) months from the date of 
the birth or placement. If both an employee and 
his/her spouse are employed by the District, 
their combined time off may not exceed twelve 
(12) work weeks during any 12-month period for 
the birth, adoption or foster care of a child, or care 
of a parent with a serious health condition. Each 
spouse is, however, eligible for. the full twelve 
(12) work weeks within a 12-month period to 
care for a son, daughter, or spouse with a serious 
health condition. 

Employees may not take more than a combined 
total of twelve (12) weeks for all FMLA qualifying 
reasons listed in section 5.12.2. 

5.12.3 Military Caregiver Leave 

An eligible employee, as defined in 5.11.1 .1. above, may be 
granted a total of twenty-six (26) weeks of unpaid FMLA leave 
(which can run concurrent with paid leave) during a 12-month 
period to provide caregiver leave for a seriously ill or injured 
covered service member or veteran who is the employee's 
spouse, son, daughter, parent or next of kin . This period is 
always measured forward from the date an employee takes 
FM LA leave to care for the covered service member or 
veteran and ends twelve (12) months after that date. 
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Employees cannot take more than a combined total of twenty­
six (26) weeks for military caregiver leave or because of other 
FMLA qualifying reasons as provided in 5.12.2. above. A 
husband and wife both working for the District are limited to a 
combined total of twenty-six (26) weeks of FMLA military 
caregiver leave. 

The Covered Service member under the Military Caregiver 
leave must be: 

a. A current member of the Armed Forces (including a 
member of the National Guard or Reserves), who is 
undergoing medical treatments, recuperation, or 
therapy, is otherwise in outpatient status; or is 
otherwise on the temporary disability list, for a 
serious injury or illness that: 

• Was incurred by the covered service member 
in the line of duty on active duty in the Armed 
Forces, or 

• Existed before the beginning of the member's 
active duty and was aggravated by service in 
the line of duty on active duty in the Armed 
Forces, and 

• May render the member medically unfit to 
perform the duties of the member's office, 
grade, rank, or rating . 

b. A covered veteran is an individual who was a member 
of the Armed Forces (including a member of the 
National Guard or Reserves), and was discharged or 
released under conditions other than dishonorable at 
any time during the five-year period* prior to the first 
date the eligible employee takes FMLA leave to care for 
the covered veteran who is undergoing medical 
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treatment, recuperation, or therapy, for a serious 
injury or illness that was incurred by the member in the 
line of duty on active duty in the Armed Forces (or 
existed before the beginning of the member's active duty 
and was aggravated by service in the line of duty on 
active duty in the Armed Forces) and manifested itself 
before or after the member became a veteran, and is: 

• A continuation of a serious injury or illness that 
was incurred or aggravated when the covered 
veteran was a member of the Armed forces 
and rendered the service member unable to 
perform the duties of the service member's 
office, grade, rank, or rating; or 

• A physical or mental condition for which the 
covered veteran has received a U. S. 
Department of Veteran Affairs Service-Related 
Disability Rating (VASRD) of 50 percent or 
greater, and such VASRD rating is based in 
whole or in part, on the condition precipitating 
the need for military caregiver leave: or 

• A physical or mental condition that 
substantially impairs the covered veteran's 
ability to secure or follow a substantially gainful 
occupation by reason of a disability or 
disabilities related to military service, or would 
do so absent treatment; or 

• An injury, including a psychological injury, on 
the basis of which the covered veteran has 
been enrolled in the Department of Veteran 
Affairs Program of Comprehensive Assistance 
for Family Caregivers. 

*The period between 10-28-09 and 03-08-13 is 
excluded in the determination of the five-year period. 
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5.12.4 Notice of Leave 

An employee intending to take FMLA leave because of an 
expected birth or placement or child for adoption or foster 
care, a planned medical treatment or medical care, or 
qualifying exigency, shall provide notice for such leave at least 
thirty (30) days before the leave is to begin. If a requested 
leave will begin in less than thirty (30) days, the employee 
must give notice to his/her immediate supervisor and/or 
Human Resources representative as soon as the necessity for 
the leave is known. Reasonable advance notice is required for 
all leaves, even if the event necessitating the leave is not 
foreseeable. 

Within five (5) business days (absent extenuating 
circumstances) of receiving notice that 1) an employee 
requests to use FMLA leave, or 2) the District acquires 
knowledge that a leave may be for a FMLA-qualifying reason, 
the District will complete IVGID's FMLA Designation Notice. 
Completion of this notice will designate if an employee is 
eligible for FMLA or, if an employee is not eligible, the 
reasons(s) why s/he is not eligible. The notice will designate 
if the employee is required to obtain certification related to 
medical conditions and/or required family relationships. The 
District may require the use of FMLA leave for any absence 
which would otherwise qualify as FMLA leave, even if no 
formal application for such leave was made by the 
employee, provided notice is given to the employee. 
Employees cannot waive, nor may the employers induce 
employees to waive their rights under FMLA. 

5.12.5 Certification of Leave 

1. Serious health condition 

A request for leave based on the serious health 
condition of the employee or the employee's spouse, 
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child, or parent requires a statement from the treating 
health care provider. The statement must state the 
date on which the health condition commenced, the 
probable duration of the condition, and the medical facts 
regarding the condition. This statement must be 
received within fifteen (15) calendar days, absent 
extenuating circumstances. 

2. Exiger,cy leave 

Employees requesting FMLA leave for qualifying 
exigency may be required to complete IVIGD's 
Certification of Qualifying Exigency for Military Family 
Leave and provide a copy of the military member's 
active duty orders or other documentation issued by the 
military which indicates that the military member is on 
covered active duty or call to covered active duty status. 
Employees requesting FMLA leave for military caregiver 
leave may be required to complete IVGID's Certification 
for Serious Injury or Illness of Covered Service 
Member for Family Medical Leave within fifteen (15) 
calendar days, barring extenuating circumstance. 

3. Caregiver leave 

Employees requesting FMLA leave for military caregiver 
leave are required to complete IVGID's certification of 
Serious Injury or Illness of Covered Service member for 
Military Family Leave or Certification for Serious Injury 
or Illness of a Veteran for Military Caregiver Leave 
within fifteen (15) calendar days, absent extenuating 
circumstances. Employees may also submit invitational 
travel orders (IT Os) or invitational travel authorizations 
(ITAs) issued to any family member to join an injured or 
ill service member at his/her bedside in lieu of forms. 
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4. Incomplete or Insufficient Certification (cure period) 

If a certification is incomplete or insufficient, the 
employee will be given seven (7) calendar days (unless 
not practicable under the particular circumstances 
despite the employee's diligent good faith efforts) to 
cure any such deficiency. If the deficiencies specified by 
the employer are not cured in the resubmitted 
certification, the employer may deny the taking of FMLA 
leave. A certification that is not returned to the employer 
is not considered incomplete or insufficient, but 
constitutes a failure to provide certification. 

5. Clarification or Authentication of certification 

The District may contact the employee's health care 
provider for the purpose of clarification or authentication 
after giving the employee an opportunity to clarify 
specific discrepancies. Only the Director of Human 
Resources or Human Resources Analyst may contact 
the health care provider. 

6. Second and Third opinions 

If the District questions the validity of the certification, 
the District may require at its expense that the 
employee obtain a second opinion from a health care 
provider designated by the District. If the second opinion 
conflicts with the original opinion , the District may 
require , at its expense, that the employee obtain the 
opinion of a third health care provider designated or 
approved jointly by the District and the employee. This 
third opinion will be considered final and binding on both 
parties. 

Second and third opinions are not permitted for leave to 
care for a covered service member when the 
certification has been completed by a Department of 
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Defense or Department of Veterans Affairs health care 
provider. However, second and third opinions are 
permitted when the certification has been completed by 
other health care providers as provided for by law. 

Second and third opinions are not allowed on a fitness 
for duty certification. 

7. Recertification 

In instances where the minimum duration of leave 
anticipated by the, original certification is more than thirty 
(30) days, the District may require the employee to 
recertify that the original medical condition still exists. 
Such requests can be made no more frequently than 
the minimum duration of the leave requested (e.g., 40 
days) or once every six (6) months in connection with 
an absence. 

In situations where the minimum duration of leave 
anticipated by the original certification is less than thirty 
(30) days, the District may request recertification if the 
employee requests an extension of leave, the 
circumstances described by the original certification 
have changed significantly, or the District receives 
information casting doubt upon the continuing validity of 
the certification. 

Recertification is not permitted for leave to care for a 
covered service member. 

8. Annual Medical Certification 

The District may require the employee to provide new 
medical certification, not recertification, for his/her first 
FMLA-related absence in a new 12-month leave year. 
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5.12.6 Designation Notice 

Within five (5) business days absent extenuating 
circumstances of receipt of all required information, the District 
will make a determination if the employee's request for a 
leave is for FMLA-qualifying reason. The District will notify the 
employee if the leave is approved or not. 

If the District cannot make a determination from the 
information provided, they will use this notice to: 

1. Indicate the information presented is incomplete or 
insufficient and provide the employee seven (7) 
calendar days to provide complete information. 

2. Provide notice to an employee if a second or third 
medical certification is required. 

The District will also use this notice to designate a fitness-for­
duty certificate which will be required prior to returning to work. 

5. 12. 7 Benefits Coverage During Leave 

During a period of FMLA leave, an employee will be 
retained on the District's health plan under the same 
conditions that would apply if the employee was not on FMLA 
leave. To continue health coverage, the employee must 
continue to make any contributions that he/she would 
otherwise be required to make. Failure of the employee to pay 
his/her share of the health insurance premium may result in 
loss of coverage. 

If the employee fails to return to work after the expiration of 
the FMLA leave, the employee may be required to reimburse 
the District for payment of health insurance premiums during 
the leave, unless the reason the employee cannot return is 
due to circumstances beyond the employee's control. The 
definition of beyond the employee's control includes a large 
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variety of situations such as: the employee being subject to 
layoff, continuation, recurrence, or the onset of an FMLA­
qualifying event; or the employee's spouse's unexpected 
worksite relocation of more than seventy-five (75) miles from 
the current worksite. 

An employee who takes family or medical leave will not lose 
any seniority or employment benefits that accrued before the 
date the leave began and will be entitled to any unconditional 
pay increase, such as cost of living increase, granted to all 
employees during the FMLA leave period. 

1. Outside Employment 

An employee may not accept other employment during 
an FMLA absence if the job conflicts with the reason 
the employee is on FMLA leave; e.g., an employee is 
on FMLA leave due to a back injury and accepts a job 
requiring heavy lifting . All other requirements of the 
District's outside employment policy apply. 

2. Periodic Reporting 

Any employee on FMLA leave must notify the District 
periodically of his/her status and intention to return to 
work. The District will determine how often the 
employee must provide this notification. 

3. Change in Duration of Leave and/or Return Prior to· 
Expiration 

If an employee wishes to return to work prior to the 
expiration of a FMLA leave period, s/he must notify the 
Director of Human Resources within three (3) business 
days prior to the employee's planned return . Employees 
may be required to provide a fitness-for- duty 
certification (if indicated on the designation notice) 
specifically addressing the employee's ability to perform 
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the essential functions of his/her job, prior to returning to 
work if the FMLA leave of absence was due to the 
employee's own serious health condition. Employees 
required to present a fitness-for-duty certification may 
be delayed in restoration to employment until 
certification is provided. Second and third opinions are 
not allowed on a fitness-for-duty certification. 

4. Request an Extension of Leave 

An employee who requests an extension of FMLA leave 
due to the continuation of a qualifying exigency, care for 
service member, continuation, recurrence, or onset of 
his/her own serious health condition, or of the serious 
health condition of the employee's spouse, child , or 
parent, must submit a request for an extension, in 
writing, to the District. This written request should be 
made as soon as the employee realizes that s/he will 
not be able to return at the expiration of the leave 
period. Any additional time requested beyond the FMLA 
12 week period (or 26-week period for caregiver leave), 
will not be considered as FMLA. Rather, such time, if 
approved will be characterized as either paid or unpaid 
leave, thereby ending the District's reinstatement 
obligations included in Section 5.12.8 . Nothing in this 
policy limits the District's obligations of reasonable 
accommodation under the Americans with Disabilities 
Act. 

5.12. 8 Return from Leave 

Upon returning to work, an employee on FMLA leave will be restored 
to his/her most recent position or to a position with equivalent pay, 
benefits, and other terms and conditions of employment. In most 
cases, employees return to their most recent position, however the 
District cannot guarantee that an employee will be returned to 
his/her original position. The District will determine whether a 
position is an "equivalent position" as defined by FMLA. Employee's 
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right to restoration, however, cease at the end of the applicable 12-
month FMLA leave year. 

Employees may be required to provide a fitness-for-duty certification 
(if indicated on the designation notice) specifically addressing the 
employee's ability to perform the essential functions of his/her job, 
prior to returning to work if the FMLA leave of absence was due to 
the employee's own serious health condition. Employees required to 
present a fitness-for-duty certification may be delayed in restoration 
to employment until certification is provided. Second and third 
opinions are not allowed on a fitness for duty certification. 

Key employees may be denied job restoration if such denjal is 
necessary to prevent substantial and grievous economic injury to the 
operations of the District and the employee was given written notice 
they were considered a key employee at the time they gave notice of 
FMLA leave or when the leave commenced. 

5.12.9 Failure to Return from Leave 

Failure of an employee to return to work upon the expiration of an 
FMLA leave of absence will subject the employee to disciplinary 
action, up to and including termination, unless the District has 
granted an additional (paid or unpaid) extension. (Note: Refer to the 
District's other leave policies.) 

5.13 Related Forms 

• Employee Rights & Responsibilities under the Family Medical 
Leave Act (FMLA Form WHD-1420) 

• Consanguinity/Affinity Chart -Appendix A 

5-34 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

326 



6. BENEFITS 

G!.N[ RAt IMFltO\lf.MI: f 'D1s riuc r 
o N E b1S1'RICT - · O NE 1'1i.AM 

PERSONNEL POLICIES 

THIS SECTION COVERS BENEFITS FOR YEAR ROUND FULL AND 
PART-TIME BENEFITED POSITIONS, SEASONAL MANAGERS, 
WORKING SEVEN (7) MONTHS OR MORE AND MULTI-SEASONAL 
YEAR ROUND POSITIONS. INFORMATION, FORMS, AND SUMMARY 
PLAN DESCRIPTIONS ARE AVAILABLE FROM HUMAN RESOURCES. 
SECTIONS 6.9, 6.10, AND 6.11 APPLY TO ALL EMPLOYEES 

6.1 General 

The District's benefits philosophy compliments its business 
strategies and objectives by providing part of a competitive total 
compensation framework designed to attract and retain a quality 
workforce. The District will periodically review the benefits offered 
and make adjustments as the District deems appropriate. 

The District's benefits programs and practices will comply with all 
relevant government regulations, meet our business needs, and be 
reflective of appropriate market based data. 

6.2 Health Insurance Coverage 

6.2.1 Eligibility 

Employees are eligible to enroll in group health insurance 
plans (medical, dental, and vision coverage) effective the first 
of the month following date of hire in a benefits eligible 
position . Dependents of employees, as defined in the current 
plan booklet, are also eligible for coverage under the 
insurance plan. Employees hired on or after July 1, 2012, 
seasonal managers working seven (7) months or more and 
multi-seasonal year round employees working in one 
managerial position on or after July 1, 2012 will contribute 
25% of the cost of dependent coverage. The District will 
continue to pay the cost of employee's coverage. 

6-1 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012 ; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

327 



6.2.2 Benefits 

INCLINE 
V ll l AGE 

G LNLRAl iMf ROVl.11 1.Nl -o,s1'R1ci 
ONE O IS1 ' RIC'1' ~· ON£. 1'EAM 

PERSONNEL POLICIES 

The specific terms and conditions of coverage are specified in 
the plan document for medical, prescription drug, dental, and 
vision insurances issued by the insurance companies. 

6.2.3 Plan Changes 

The District will, from time to time, evaluate the health 
coverage plan that is offered and make adjustments, as the 
District deems appropriate, in the level of coverage and the 
amount of premium cost to be paid by the District. 

6.2.4 Privacy Practices 

In order to comply with the Health Insurance Portability and 
Accountability Act (HIPAA) of 1996, the District has developed 
a notice that describes how medical information may be used 
and disclosed and how employees can obtain access to that 
information; see Appendix B for Notice of Privacy Practices. 

6.3 Life Insurance Coverage 

6.3.1 Eligibility 

Employees are eligible to enroll in a term life insurance and 
accidental death and dismemberment insurance plan effective 
the first of the month following date of hire in a benefits eligible 
position . 

6.3.2 Policy 

The specific terms and conditions of coverage are specified in 
the plan document issued by the insurance company and are 
available from the Human Resources Department. 
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Employees are covered by term life insurance policy and 
accidental death and dismemberment (AD&D) policy of 
$25,000 each. Department Heads are covered with term life 
insurance policy and AD&D policy of $50,000 each. 

6.3.4 Plan Changes 

The District will, from time to time, evaluate the term life 
insurance and AD&D plans that are offered and make 
adjustments, as the District deems appropriate, in the level of 
coverage and the amount of premium cost to be paid by the 
District. 

6.3.5 Supplemental Voluntary Life Insurance 

This insurance is available to employees only through payroll 
deductions with the cost based on amount of coverage and 
age of employee. 

6.4 Disability Coverage 

6.4.1 Short Term Disability 

An employee off work due to an illness or injury for more than 
thirty (30) calendar days may be eligible to receive 60% of 
pre-disability earnings with $500 weekly maximum for up to 
ninety (90) days through a District provided program. 

6.4.2 Long Term Disability (All Seasonal Managers are exempt 
from this benefit) 

An employee off work due to an illness or injury for more than 
ninety (90) days may be eligible to receive 66 2/3% of pre­
disability earning with a $7,500 monthly maximum through a 
District provided program. 
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6.4.3 Plan Changes 

The District will, from time to time, evaluate the disability plans 
offered and make adjustments, as the District deems 
appropriate, in the level of coverage and the amount of 
premium cost to be paid by the District. 

6.5 Retirement (All Seasonal Managers are exempt from this 
benefit) 

The District contributes 12.3% of an employee's earnings into a 
Money Purchase Plan (Defined Contribution Plan also known as 
401A plan) after six (6) months of employment in an eligible position. 
Vesting for this plan is: 

1. 25% at one year of employment in an eligible position 

2. 50% at two years of employment in an eligible position 

3. 75% at three years of employment in an eligible position 

4. 100% at four years of employment in an eligible position 

Bargaining unit eligible employees may elect to enroll in the Union 
Retirement Plan in lieu of the District's Money Purchase Plan. 
Details are available from a Union Steward or Union Business 
Representative. 

6.6 Deferred Compensation (All Seasonal Managers are exempt 
from this benefit) 

Employees may defer a portion of their taxable income by 
participation in a deferred compensation plan (457 Plan). The District 
will match 100% of an employee's contribution up to 2% of their 
annual earnings. 
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Initial enrollment may be made at any time during the year for 
earnings beginning the first of the month following employment. 
Changes in contribution are governed by the terms and conditions of 
the particular plan. 

Department Heads are not eligible for the matching contribution as 
the District provides for a 5% contribution into a deferred 
compensation plan beginning the first of the month following 
employment or promotion. 

6. 7 Training and Continuing Education 

The District, subject to availability of budgeted funds, may provide 
educational opportunities for employees. 

6. 7. 1 Seminars/Outside Training 

The District may provide for travel and attendance at a 
seminar or outside training opportunity. An employee must 
obtain approval from his/her Department Head prior to 
registering to attend. The following criteria must be met: 

1. The seminar or outside training opportunity offers 
necessary training that would improve the employee's 
performance in his/her current position , or 

2. The seminar or outside training opportunity offers 
training needed for the employee's developmental 
needs. 

6. 7.2 Educational Assistance 

Employees may be reimbursed up to $1,500 towards an 
undergraduate degree or $4,000 for a graduate degree, 
annually, for tuition and/or fees, other than books, for career­
related education. The following qualifications must be met: 

1. Employees must have minimum one year 
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continuous service or four consecutive seasons with the 
District. 

2. The course must be taken from an accredited institution 
of higher learning. 

3. The course must be job or industry related or be 
required for a degree that is job or industry related. 

4. An employee must request approval for educational 
assistance from his/her Department Head, prior to 
registering for classes. Upon approval by the 
Department Head, the request is forwarded for review 
and approval by the Director of Human Resources and 
General Manager. 

5. Employees who do not complete the course with a grade 
of "C" or better, or who voluntarily terminate their 
employment within twelve (12) months of receiving 
educational assistance, must reimburse the District for the 
full amount of the assistance provided. 

6.8 Benefits for Part-time Positions 

Part-time year round employees working more than 24 hours each 
week in a designated "benefits eligible" position are eligible for 
benefits after one (1) year of continuous employment. 

6.8.1 Eligibility 

1. Employee must work an average 24-39 hours per week 
for one continuous year in a "benefits Eligible" position. 

2. Employee must continue to regularly work 24-39 hours 
per week to remain eligible for part-time benefits. 

3. Where approved, employee may combine two jobs as 
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long as the year-round status is maintained (12 months 
each calendar year). 

4. If an employee works less than 48 hours per pay period 
or less than 24 hours per week they may lose their part­
time year round benefit status. (An exception would be 
an employee off on approved Leave of Absence). 

5. Seasonal, temporary, limited part-time and on-call 
positions are ineligible for part-time year round benefits. 

6. Department Head, Director of Human Resources and 
General Manager must approve offers for "benefits 
eligible" positions and/or individual requests to convert 
from a full-time year round position to a part-time year 
round position. 

6.8.2 Benefits 

1. The District will pay 50% of the cost of health insurance; 
including medical, dental, vision, short-term disability, 
long-term disability, life insurance, and AD&D. 

2. Half-time accruals for vacation and sick leave. 

3. Pro-rated holiday pay. 

4. Pension contributions, deferred compensation, 
employee assistance and recreational privileges are the 
same as full-time year round employees. 

6.9 Employee Assistance Program 

The District provides an Employee Assistance Program (EAP) to all 
employees that provides counseling, confidential support and other 
services to employees and their dependents for both work and life 
challenges; see Human Resources Department for details. 
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6.10 Recreation Privileges 

District employees and their dependents may be ei'igible to receive 
recreation privileges at District facilities during their term of 
employment as presented in the current IVGID Employee Recreation 
Privileges brochure. Participation is strictly voluntary and is not a 
requirement of employment. Employee photo identification must be 
shown when utilizing any of these privileges. Where applicable, peak 
period definitions and restrictions, availability limitations and access 
arrangements will be set by the Department Head. The District's 
paying customers have priority and employees are expected to leave 
an activity if a paying customer would otherwise be turned away. 
The District's employee recreational privileges are subject to change 
by the Board of Trustees and may be revoked if the privilege is 
abused by an employee and/or their qualified dependents. 

Silver Card - An eligible employee with at least ten years of full-time 
service (or equivalent for seasonal manager) but less than twenty 
years of service with the District at the time of separation, will 
receive a Silver Card entitling the employee to 50% discount of the 
applicable resident rate at District recreational facilities for life. 

Gold Card - An eligible employee with at least twenty years of full­
time service (or equivalent for seasonal manager) with the District at 
the time of separation will receive a Gold Card entitling the employee 
to free use of District recreational facilities for life. 

6.11 Workers' Compensatjon (All District employees are covered 
by this benefit) 

Employees and volunteers (excluding Ski Patrol Volunteers) are 
insured under the provisions of the State Workers ' Compensation 
Act for injuries received while at work for the District. Employees are 
required to report all on-the-job accidents , injuries, or illness to their 
immediate supervisor as soon as reasonably possible or within 
twenty-four (24) hours of the accident, injury, or illness. 
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The following provisions are adopted pursuant to and are intended 
to implement the requirements of NRS 616: 

1. When an employee is injured at work, he/she must 
immediately notify his/her supervisor and within seven (7) 
days following the incident complete a "Notice of Injury or 
Occupational Disease" form (commonly referred to as a "C-1" 
form). The employee will now have 90 days to see a doctor. 

2. If the employees sees a doctor within the 90-day period, a 
"Claim For Compensation/Report of Initial Treatment" 
(commonly referred to as a "C-4" form) must be completed by 
both the employee and the doctor. This form is provided and 
completed at the doctor's office or emergency room during the 
initial visit. 

3. Following the doctor's or emergency room visit, the employee 
will receive a copy of the C-4 form. The employee must take 
that copy of the C-4 form to his/her supervisor. The supervisor 
will need to then complete another form, the "Employer's 
Report of Industrial Injury or Occupational Disease" 
(commonly referred to as a "C-3" form). 

4. The C-1 form and the C-3 forms are sent to the District's Third 
Party Administrator, who, in turn, must accept or deny the 
workers' compensation claim within thirty (30) working days of 
receipt of the C-4 form from the doctor or emergency room. 

For additional and more complete information, employees should 
consult the District's Operations and Safety Manual, Section C. 

Employees in benefitted position, who have accrued sick leave, may 
elect to use his/her sick leave to make up the difference between 
his/her normal salary and the amount of any benefit for temporary 
total disability received, exclusive of reimbursement or payment of 
medical or hospital expenses. 

The District is committed to providing work, when possible, for 
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employees who have been restricted by a treating physician due to a 
work-related injury or illness. Such work will be provided subject to 
availability. Work will be assigned according to the nature of the 
injury or illness and the limitations set forth by the treating physician. 
Every effort will be made to place employees in positions within their 
own department. If necessary, an employee will be placed wherever 
an available and appropriate position is available. 

While on temporary modified duty, employees will continue to 
receive their regular rate of pay. 

An employee on temporary modified duty must furnish a written 
update of their medical condition to his/her Department Manager 
from the treating physician after each visit in order to remain in the 
temporary job. 

6.12 Related Forms 

• IVGID Employee Recreation Privileges 
• Notice of Privacy Practices 
• Educational Assistance Form 
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7. TRAVELEXPENSES 

7.1 Policy 

1. Employees will be reimbursed for reasonable travel 
expenses, which are required for the performance of their 
assigned duties, with prior management approval. 

2. To obtain reimbursement, employees must provide 
adequate justification and support for expenses with 
appropriate backup receipts and documentation . 

3. Reimbursement will be made only for actual expenses or 
per diem authorized under this policy. 

7.2 Allowances 

7.2.1 Mileage 

The District will attempt to make a vehicle available to 
employees to use for official travel. If there are no District 
vehicles available and the employee must use a personal 
vehicle, mileage will be reimbursed at the per mile rate set by 
the Internal Revenue Service in effect at the time of the travel. 
If an employee drives a personal vehicle when commercial 
air travel would be more efficient, the mileage reimbursement 
will be limited to the cost of the airfare. 

Mileage reimbursement will be based on actual miles driven 
(evidenced by odometer readings) not to exceed the distance 
of the business destination from your District work location. 
Commuting mileage from an employee's home to the 
employee's work location will not be reimbursed. Mileage 
reimbursement can be requested and approved by using the 
appropriate form available on the District's Intranet. 
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Moderate- cost lodging should be pre-arranged at a location 
nearest to the meeting/training site as possible. 
Reimbursement will be based on the cost of a single room 
if available. A detailed receipt for charges is required for 
reimbursement of incurred lodging expenses. 

7.2.3 Meals 

1. The cost of meals will be reimbursed on a per diem 
rate, in accordance with Internal Revenue Service, 
Publication 1542 "Per Diem Rates". The current table 
has an access link from the District's Intranet. 

2. No reimbursement will be allowed for actual expenses 
for any meal which is provided or made available to an 
employee as part of the cost of a meeting, class, or 
other function, regardless of whether the employee 
partakes of the provided meal or purchases his/her 
meal elsewhere. 

3. Reimbursement for the actual cost of meals (instead of 
using a per diem rate) must be supported by detailed 
receipts . 

7.2.4 Other Expenses 

Necessary business telephone calls, one telephone call home for 
each day away from work, parking charges, and/or ground 
transportation will be reimbursed based upon accompanying 
receipts. 

7.2.5 Unallowable Expenses 

1. The District will not reimburse for fines and parking 
tickets, towing or impounding fees, traffic violations, 
alcoholic beverages, personal entertainment, tobacco, 

7-2 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

338 



INCLINE 
VILLAGE 

GLNtRA t IMfROYlH[ r ,DISTRICT 
ONE t>iSl' f.l.lCI' - O N ~ 11'EAM 

PERSONNEL POLICIES 

or expenses unrelated to the business purpose of the 
travel. 

2. The District discourages combining personal travel with 
business travel due to the public's perception regarding 
the use of District funds. Employees must clearly 
disclose any personal travel and/or vacation time to be 
taken in conjunction with District travel. An employee's 
family may accompany the employee on District 
business, provided travel is not in a District vehicle. 
The District will not, however, pay any additional 
expenses so incurred. 

3. The District will not reimburse tips over 15% of the cost 
of the meal. 

7.3 Processing 

7.3.1 Travel Authorization Forms 

For overnight travel, employees must complete a Travel 
Authorization form and obtain approval from his/her supervisor 
and Department Head prior to the travel taking place. The 
Travel Authorization form should be sent to Accounts Payable 
for scanning and retention. 

7.3.2 Expense Reports 

Expense reports, with required receipts for reimbursement of 
travel expenses, are to be submitted after supervisory 
approval to Accounts Payable within seven (7) working days 
following the trip. 

7.3.3 Advances 

Employees may request an advance to cover anticipated 
expenses of at least fifty dollars ($50.00). When advanced 
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funds have been provided, all unused funds must be returned 
with a completed expense report submitted to Accounts 
Payable within five (5) working days following any trip. 
Expense reports must be approved by the employee's 
supervisor. 

7.4 Related Forms 

• Travel Authorization Form (Completed prior to overnight 
travel) 

• Expense Report (Must be completed when an advance other 
than per diem has been received) 

• Mileage Reimbursement Form (Completed when only mileage 
is being reimbursed) 
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8. PROCUREMENTCARDS 

8.1 Policy 

The Incline Village General Improvement District's Procurement 
Card Program is established as an efficient, cost-effective method 
for purchasing and paying transactions within the established usage 
limits. The program is designed to complement the use of the 
District's Purchase Orders, Direct Pay Invoices, and/or facilitate 
employee travel expenses. 

8.2 Scope 

The Procurement Card is not intended: 

1. To avoid or bypass the District's purchasing or payment 
procedures. 

2. To replace purchase orders issued by the District for purchase 
commitments. 

3. To over ride travel authorization procedures. 

4. For personal use. 

8.3 Authority of Issuance 

The General Manager or designee will approve issuance of all cards 
to cardholders and all credit limits. The District's Accounting 
Department will issue cards upon the General Manager's or 
designee's approval and maintain the original signed Cardholder 
Agreements. Copies may be requested from the Accounting 
Department. 

Any subsequent change in the permanent credit limit must be 
supported by a request from the employee's supervisor, and then 
approved by the General Manager or designee. Supervisors can 
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request a "Set- Up Form" from the Accounting Department. Once all 
approval levels have been received, the Accounting Department will 
submit the form to the credit card issuer. The Accounting 
Department will keep the revised "Set-Up Form" in the cardholder's 
procurement card folder. 

8.4 Termination of Employment with the District 

Upon termination of employment with the District, the Procurement 
Card must be turned in immediately to the employee's Supervisor or 
to the Director of Human Resources. 

8.5 Benefit of the District 

All purchases made with a District Procurement Card must be for the 
use and benefit of the District. No personal purchases are allowed. 

8.6 Verification of Transactions 

The Accounting Department will verify Procurement Card activity. 
The District has established the primary verification and approval 
process for its Procurement Cards is an online system. All receipts 
will be reviewed for accuracy, appropriate activity and inappropriate 
activity. Unauthorized use will result in consequences ranging from 
suspension of card to disciplinary action , up to and including 
termination. 

8. 7 Revocation of a Procurement Card 

District Supervisors, the General Manager, and the Director of 
Finance, Accounting and Risk Management have the right to revoke 
a Procurement Card at any time, for any reason . 

8.8 Splitting of Charges 

Splitting of charges in order to avoid exceeding cardholder's 
individual spending limit is prohibited . 
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8.9 Gratuity 

If the procurement card is used to purchase a meal, a maximum limit 
up to 15% gratuity may be placed on the card. Any additional tip will 
be a personal expense. Provide the charge slips to support the base 
amount of the purchase. 

8.10 Receipts 

All purchases must be evidenced by a receipt which is turned into 
the Accounting Department. The receipts should include details of 
what was purchased and the account codes for posting the charge 
to the procurement card. The receipt should be turned in within five 
(5) days of the charge. 

8.11 Accounting Processing and Reconciliation 

1. All card purchases must be within employees established 
purchase limit. The Accounting Department maintains the 
Procurement Card receipts in a pending file for reconciliation 
with the monthly statement. If a receipt is missing, the 
employee will be contacted immediately. If a receipt is not 
available, the purchase details will be documented and 
approved by the employee's supervisor, and then forwarded to 
the Accounting Department. 

2. The Procurement Card receipts are reviewed to ensure that 
goods purchased are authorized and to ensure that no 
Nevada sales tax was included. 

3. After reconciliation of the individual Procurement Card with the 
online system, all purchases are entered in the database 
system and prepared for payment in accordance with the 
District's Accounting Policies and Procedures. 

4. All Procurement Card payments to the bank are processed 
monthly to assure that they progress through the District's 
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financial system and are paid by the payment deadline set by 
contract. 

5. The cardholder and his/her supervisor approve all purchases 
online. The Accounting Department will maintain all receipts in 
a procurement card provider folder for archiving. 

8.12 Cardholder's Responsibilities 

1. The Procurement Card will be used by the approved 
cardholder, whose name is embossed on the card, or by 
another IVGID employee who has received advanced 
approval from the cardholder. 

2. Cardholders are responsible for the security of the 
Procurement Card and the transactions made against the 
card. The credit card is issued in the approved cardholder's 
name. The cardholder may use their card immediately upon 
receipt, signing for, and online activation. 

3. The cardholder is responsible for not exceeding his/her 
purchase limits. If a purchase is necessary that will exceed 
the established limit, the employee must obtain approval from 
his/her Supervisor. If approved, the Supervisor will notify the 
Accounting Department of this one-time exception, and the 
Accounting Department will then notify the credit card issuer. 

4. The cardholder must report lost or stolen cards to the District's 
Accounting Department and to his/her supervisor immediately. 

5. The cardholder must surrender their Procurement Card to 
their Supervisor or the Director of Human Resources upon 
termination of employment. 

6. It is the cardholder's responsibility, as an agent of the District, 
to ensure that State of Nevada sales tax is not charged. Tax 
exempt cards and forms are available in the Accounting 
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Department and the tax-exempt number is on the front of the 
Procurement Card . 

7. The cardholder must verify the receipt of materials ordered 
with the Procurement Card and must follow-up with the 
merchant to resolve any delivery problems, discrepancies, or 
damaged goods. · 

8. The cardholder is responsible for following up with the 
merchant on any erroneous charges, disputed items, or 
returns as sobn as possible. The District's Accounting 
Department should be notified as soon as possible of any 
Procurement Card credits or disputes with a merchant. 

9. Within five (5) days from date of purchase, coded receipts 
must be sent to the Accounting Department by the employee. 
The receipt must include the employee's printed name, along 
with his/her signature. If it is a food purchase, then the names 
of all persons present must be included and business purpose 
stated. 

10. Each Cardholder is responsible for reconciling and 
approving their transactions online. The cardholder's 
supervisor will also review and approve all items online. 

8.13 Related Forms 

• Procurement Card Ag reement 
• Card Set-up Form 
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9. PERFORMANCE MANAGEMENT 

9.1 Statement 

The District believes that all employees should receive an 
opportunity to discuss their performance and career with their 
supervisor. To that end, the District's performance management 
process is designed to be a formal, objective, constructive, 
consistent, and on-going process to communicate with the employee 
on job performance standards and behaviors. Unsigned behavior 
incident forms may be used as part of the evaluation process when 
co-signed by a witness to the employee's refusal to sign . The 
District views performance management as an on-going process that 
focuses on the future and continued growth of employees. 

9.1.1 Purpose 

The performance management process exists to ensure timely 
and periodic two-way communication between employees and 
supervisors regarding job performance. This process is 
designed to: 

1. Clarify the District goals/objectives and link them to 
performance expectations. 

2. Motivate employees through feedback. 

3. Maximize employee potential by identifying training 
needs and developing specific plans for continual 
improvement. 

4. Document performance achievements. 

5. Identify and resolve performance deficiencies. 

6. Provide on-going opportunities for supervisors to 
coach and encourage personal development and 
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improved job performance. 

7. Assist in planning by identifying high performing and 
under-performing employees and identify plans for 
continued and future growth and/or improvement. 

8. Maximize employee potential. 

9.1.2 Ongoing Communication Regarding Performance 

It is the policy of the District and the responsibility of each 
supervisor to routinely provide employees with accurate, 
constructive feedback regarding job performance 
expectations, accomplishments, deficiencies, and 
opportunities for growth. Recognizing that periodic formal 
performance evaluations cannot take the place of ongoing 
communication and feedback, the District encourages 
frequent, ongoing discussions of job performance and 
expectations between employees and supervisors. 

9.1.3 Frequency of Performance Evaluations 

Formal performance evaluations are to be conducted a 
minimum of once a year or at the end of a season on the 
District's Performance Management Evaluation forms. 
Additionally, supervisors may conduct formal evaluations at 
the following times: 

1. For new employees, after 12 months of employment. 

2. Twelve (12) months following transfer to a new 
position . 

3. When there is a significant change (either improvement 
or deterioration) in performance or behavior affecting 
the job. 

4. Within six (6) months following an evaluation 
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documenting that the employee's performance needs 
substantial improvement. The District encourages 
frequent, ongoing meetings between the employee 
and supervisor and a Performance Improvement Plan. 

5. At any other more frequent interval as the supervisor 
deems appropriate. In addition, informal performance 
communications (feedback) should occur routinely 
and regularly throughout an evaluation cycle. 

9.1.4 Written Record 

Immediate supervisors will conduct evaluations in a private 
meeting with the employee. Formal evaluations will be in 
writing, utilizing the District's Performance Management 
Evaluation forms. All information on the form will be consistent 
with the information communicated verbally during the 
performance evaluation meeting with the employee. 
Employees will be allowed an opportunity to comment on the 
evaluation, sign the forms, and receive a copy. A copy of the 
evaluation, along with any written comments by the employee, 
will be placed in the employee's personnel file. 

9.1.5 Personnel Actions Resulting from Perlormance 
Evaluations 

Personnel actions, whether positive or adverse, are based on 
an assessment of the overall performance and behavior of 
the employee, rather than on a single performance evaluation . 

Substandard performance or violation of a policy or procedure 
which necessitates disciplinary action is not part of the 
performance evaluation process and will be addressed as 
provided in Section 12 Disciplinary Actions and Appeals of 
these policies. 
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9.1.6 Employee Involvement 

The District strongly encourages employee participation in the 
performance evaluation process. Opportunities for 
participation include the following: 

1. Supervisors providing employees with an opportunity 
to present a self-evaluation which the supervisor may 
then consider prior to and discuss during the evaluation 
meeting. 

2. Discussions between the supervisor and the 
employee for the purpose of establishing performance 
expectations for the next evaluation period . 

3. If requested by the employee, a discussion with the 
next level supervisor to review any disagreements over 
a performance evaluation. 

9.2 Procedure 

9.2.1 Steps in the Performance Evaluation Process for year 
round employees 

As part of the performance evaluation process, supervisors 
will: 

1. Establish and communicate expectations and/or 
standard for the employee to meet. Refer to the 
District's Performance Evaluation Users Guide for 
District-wide expectations for each competency. 

2. Review any notes taken on the employee's 
performance since the last formal evaluation and the 
employee's self-evaluation, if provided. 

3. Complete a Performance Management Evaluation form 
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covering the employee's actual performance since last 
formal evaluation. 

4. Have next level management review draft evaluation 
form prior to holding discussion with the employee. 

5. Schedule a meeting with the employee and provide 
them a copy of the evaluation form to read, prior to 
the meeting. 

6. During the evaluation meeting: 

a. Use specific examples to provide a candid, 
objective, constructive, and complete description 
of how the employee performed during the 
evaluation period. Discuss both the "what's" and 
"how's" of the employee's performance, 
strategies for growth and improvement, and the 
employee's goals for personal growth. 

b. Provide a clear assessment of the employee's 
potential and future with the District. 

c. Jointly establish new performance expectations 
for the next performance evaluation cycle. 

d. Obtain appropriate signatures and employee 
comments. 

e. Review and discuss any areas of disagreement. 
Document any agreed upon fol low-up. 

f. Completed performance evaluation forms are to 
be sent to Human Resources to be filed in the 
employee's personnel file. Refer to Annual 
Evaluation Checklist to ensure all items have 
been completed. 
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7. Continue to monitor performance, providing feedback, 
as well as coaching and counseling , throughout the 
evaluation cycle. 

9.2.2 Performance Evaluation Process for seasonal employees 

Prior to the end of the season, supervisors are to complete a 
seasonal performance management evaluation form for each 
employee. Supervisors are to meet with the employee to 
discuss the ratings and comments and to obtain employee 
comments, if any, and have the employee sign their 
evaluation form . Completed evaluation forms are to be sent to 
the Human Resources Department for filing in the employee's 
personnel file. 

9.3 Related Forms 

• Evaluation Form 
• Self Evaluation Form 
• 360 Feedback Form 
• Seasonal and Part-Time Year Round Evaluation Form 
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10. EMPLOYEE SEPARATION 

10.1 Resignation 

10.1.1 Notice 

Employees are requested to provide at least two (2) weeks 
notice, in writing, to their supervisor or manager of their intent 
to resign their employment. At the sole discretion of the 
District, an employee may withdraw a resignation at any time 
prior to its effective date. An employee's failure to give 
appropriate notice when resigning may constitute a conditional 
or no re-hire status with the District. 

10.1.2 Return of District Property 

When separating from employment, an · employee must return 
all District property including employee identification card, 
clothing, keys, tools, equipment, procurement cards, cellular 
telephones and/or radio and other items of value on or prior to 
the last day of employment. Use of a Termination Checklist is 
encouraged for year-round employees. 

10.1.3 Job Abandonment 

Employees who are absent from work without approved leave 
(no call - no show) will result in disciplinary action up to and 
including termination, which will be considered a resignation. 
A no call - no show is determined as up to 3 days of not 
showing up; however department can make the determination 
from 1-3 days of not showing up. 

10.1.4 Final Paycheck 

The District will issue a final paycheck by the next payday 
following the effective date of termination or within seven (7) 
days, whichever is earlier. If sufficient notice is given by the 
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employee, the District may issue a paycheck sooner when the 
employee resigns in good standing. 

10.2 Layoffs 

The District may layoff employees because of the end of a 
season, lack of work, lack of funds, material change in duties 
or organization; or in the interests of economy, efficiency; or 
for other appropriate causes, as determined by the District. 

10.2.1 Alternatives to Layoff (for year round employees) 

Whenever a layoff is anticipated, the District will notify 
employees whose jobs may be affected by the situation and 
explain all available options to them. The District will make 
reasonable efforts to integrate affected employees into other 
available positions. The District may also utilize options in lieu 
of layoffs where feasible such as part-time work schedules, 
reduction in work hours, job sharing , or reductions in 
classification or pay. 

10.2.2 Order of Layoffs 

For year round employees, the order of layoff among 
employees in the same class within a department will be as 
follows: employees serving a probationary period will be 
considered first, and then all other employees will be 
considered . 

In deciding which employees will be laid off and which 
retained , the District will consider job-related factors such as 
job knowledge, ski ll, and ability to do the requ ired work; 
previous work experience, including ability to perform other 
jobs which the employee may be called upon to perform as a 
result of the layoff; attendance, safety, and disciplinary 
records; performance evaluations while with the District; and 
efficiency of operations. 
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Discharges occur when previous counseling and/or disciplinary 
actions fail to help an employee improve their performance, or 
change their behavior or when a single offense warrants such action ; 
see Section 12 Disciplinary Actions and Appeals. 

10.4 Exit Interviews 

Full-time year round employees leaving the District will be asked to 
participate in an exit interview with the Human Resources 
Department. The purpose of conducting exit interviews is to obtain 
honest feedback from each employee as to why they are leaving, 
gather information from their experiences with the District and 
identify where the District can improve in a continuing effort to attract 
and retain quality employees. 

10.5 Related Forms 

• Termination Checklist 
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11. RULES FOR CONDUCT AND BEHAVIOR 

11 .1 Statement 

By accepting employment with the District, an employee has a 
responsibility to the District, and to other employees, to adhere to 
certain rules of behavior and conduct. This is in addition to a duty of 
loyalty based on the District's Vision, Mission and Value Statements. 
The purpose of stating the rules of behavior and conduct is to be 
certain that each employee understands some of the conduct that is 
expected of all District employees. Rules of conduct are needed to 
help everyone work together efficiently, effectively and 
harmoniously. When each person is aware that she/he can fully 
depend upon fellow workers to follow the rules of conduct and 
behavior, the District establishes a better place to work for everyone. 

11.2 Unacceptable Activities and/or Behavior$ 

The District expects each employee to act in a mature and 
responsible manner at all times while at work or representing the 
District. 

Note: The following list does not include all types of conduct and 
behaviors that can result in disciplinary action up to and including 
termination. 

1. Willfully or intentionally violating or failing to comply with the 
District's policies, rules , regulations, and/or procedures. 

2. Violation of security or safety rules or failu re to observe safety 
rules or District's safety practices; failure to wear required 
safety equipment; tampering with District equipment or safety 
equipment; or engaging in conduct that creates a safety or 
health hazard to other employees, the public, and/or 
him/herself. 

3. Negligence or any careless action which endangers the life or 
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safety of another person. 

4. Being intoxicated or under the influence of a controlled 
substance while at work or on-call status; use, possession or 
sale of a controlled substance in any quantity while on District 
premises, except medications prescribed by a physician which 
does not impair work performance. 

5. Possession, bringing, or aiding others in bringing unauthorized 
firearms, weapons, hazardous biological material or 
chemicals, or other dangerous substances onto property 
owned or controlled by the District. 

6. Engaging in criminal conduct or acts of violence, or making 
threats of violence toward anyone on District premises or 
when representing the District; fighting, or provoking a fight on 
District property, or negligent damage of property. 

7. Refusing to obey instructions properly issued by a supervisor 
or manager pertaining to work; refusal to assist where needed, 
or other disrespectful conduct directed toward a supervisor or 
manager. 

8. Threatening, intimidating, or coercing fellow employees on or 
off the premises at any time, for any purpose. 

9. Engaging in an act of sabotage; negligently causing the 
destruction or damage of property, or the property of fellow 
employees, customers, suppliers, or visitors in any manner. 

10. Theft or unauthorized possession of District property or 
the property of fellow employees; unauthorized possession or 
removal of any District property, including documents, from 
the premises without prior permission from management; or 
unauthorized use of District equipment or property for 
personal reasons. 

11. Dishonesty; falsification or misrepresentation on an application 
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for employment or other District records, forms or reports. 

12. Spreading malicious gossip and/or rumors; engaging in 
behavior which creates discord and lack of harmony; 
interfering with another employee on the job; restricting work 
output or encouraging others to do the same. 

13. Conducting a lottery or gambling on District premises, other 
than a small Super Bowl and/or World Series pool. 

14. Unsatisfactory or careless work; failure to meet production or 
quality standards. 

15. Any act of harassment, sexual, racial or other; telling sexist or 
racist jokes; making racial or ethnic slurs; any act of bullying. 

16. Leaving work before the end of a workday or not being ready 
to work at the start of a workday, without appropriate approval; 
stopping work before time specified for such purposes. 

17. Sleeping during working hours. 

18. Failure to report an absence or late arrival; frequent and/or 
unexplained absences; tardiness; no call/no show for 
scheduled work period; walking off the job; failure to follow 
departmental procedure for notification of absence or late to 
work; misuse of sick leave. 

19. Obscene or abusive language toward any manager, employee 
or visitor; indifference or rudeness toward a visitor or fellow 
employee; any disorderly/antagonistic conduct on District 
premises. 

20. Speeding or careless driving of District vehicles. 

21. Failure to immediately report damage to, or an accident 
involving District vehicle and/or equipment. 
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22. Soliciting during working hours and/or in working areas on 
District premises. 

23. Undermining the confidence of the Board of Trustees and/or 
other District management with public statements prior to 
internal resolution. 

24. Conduct that is deemed unbecoming an employee in the 
District's service, or discourteous treatment of members of the 
public or a fellow employee, or any other act of omission or 
commission that impacts negatively on the public's perception 
of the integrity or credibility of the District or erodes the public 
confidence in the District. 

11.3 Related Forms 

None 
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12. DISCIPLINARY ACTIONS AND APPEALS 

THIS SECTION COVERS DISCIPLINARY ACTIONS AND APPEALS 
FOR YEAR-ROUND FULL AND PART-TIME BENEFITED 
POSITIONS, SEASONAL MANAGER AND MULTI- SEASONAL 
YEAR-ROUND POSITIONS. SECTION 12. 6 IS APPLICABLE TO 
SEASONAL, PART-TIME YEAR-ROUND, LIMITED PART-TIME AND 
ON-CALL POSITIONS. 

12.1 Progressive Discipline 

Disciplinary actions are usually required when discussions, 
clarifications, coachings, directions or explanations of duties, 
standards, policies, procedures, rules and guidance with respect to 
performance and/or behavior does not produce required results. 

Performance, behavior and circumstances are not all alike and it 
should be recognized that there cannot be a single standard for all 
disciplinary actions and progressive disciplinary action is not 
required or appropriate in every situation. 

Disciplinary actions are a twofold process: 1) to correct performance, 
behavior or other issues; and 2) to document substandard 
performance and/or conduct and the steps taken to correct the 
performance and/or behavior. 

The District normally uses a system of progressive discipline; 
however, depending on the severity of the infraction, misconduct, or 
inappropriate behavior, warnings and/or reprimands may be 
bypassed. 

Disciplinary actions received by an employee will be treated in a 
cumulative manner. Infractions of different natures will be considered 
together when assessing whether discharge is warranted. The 
nature of infractions or performance deficiencies need not be related 
to warrant discharge, e.g ., a performance warning coupled with a 
work rule violation may result in discharge when their cumulative 
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effect is considered. 

12.2 Types of Disciplinary Action 

1. Verbal Warning - A documented formal discussion with an 
employee about performance, behavior, conduct, and/or other 
problems. The supervisor or manager will summarize the 
discussion, including date when it occurred and those present. 
Both the supervisor/manager and the employee will sign the 
documentation. 

2. Written Warning - A written document is presented to the 
employee regarding performance, behavior, conduct and/or 
other problems. An Incident Report form is available. The 
documentation will include: 

a. Date 

b. Statement of performance problem(s), behavior and/or 
other problems being addressed, including policy, 
procedure or rule violations, if appropriate. 

c. Summary of prior counseling , warnings or disciplinary 
actions that are related to the performance, behavior 
and/or other problems. 

d. Statement of expected/required change. 

e. Statement of consequences if issue is not resolved 
and/or corrected. 

3. Suspension - Involuntary absence for a specified period 
normally not exceeding five (5) days. Generally, when a 
suspension is for disciplinary purposes, it is without pay. 
However, there may be instances where suspension is 
imposed with pay, such as when an employee is suspended 
with pay pending the results of an administrative investigation 
or given a decision day. 
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4. Salary Reduction - A reduction in pay from the employee's 
current level within a salary range to a lower level within that 
same salary range. 

5. Demotion - A reduction from a position in one salary 
range to a position having a lower salary range. 

6. Discharge - This course of action is taken when all 
previous disciplinary action has failed to improve performance, 
change behavior, or when a single offense warrants such 
action; see Section 12.4 for details. 

Note: Employees in FLSA exempt positions are subject to the 
following regarding disciplinary pay deductions and unpaid 
suspensions: 

a. Pay deductions may only be made in cases of violations 
of safety rules of major significance, including those 
rules related to the prevention of serious danger in the 
workplace or to other employees. 

b. Unpaid suspensions may be imposed for infractions of 
workplace conduct rules, such as rules prohibiting 
harassment, workplace violence, drug or alcohol use, or 
for violating state or federal laws. The suspensions must 
be for serious misconduct, not performance issues. 
Suspensions must be in full-day increments. 

c. Unpaid suspensions for performance issues must be 
made in full-week increments. 

12.3 Due Process 

Prior to taking disciplinary action involving suspension , reduction in 
pay, demotion or termination, the District will take action to ensure 
the employee is afforded due process. Due process in regard to 
employment-related disciplinary action includes making certain the 
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employee is provided notice of the reason for disciplinary action and 
is given the opportunity to provide a response to the proposed 
disciplinary action prior to the supervisor/manager making a final 
decision regarding disciplinary action. 

12.4 Discharge 

The final step in the discipline process is discharge. In some 
situations this action is taken when all previous or cumulative 
disciplinary actions have failed to achieve desired results or other 
situations where a single offense warrants such action. When the 
proposed disciplinary action is discharge, a written notice of the 
proposed disciplinary action will be hand delivered or sent certified 
mail to the employee. The notice will include: 

a. The intended disciplinary action and effective date. 

b. A statement of what led to the proposed disciplinary 
action with supporting documentation and/or other evidence 
( except for confidential and privileged documents). 

c. Any other facts or circumstances considered by the manager 
or Department Head in deciding the proposed disciplinary 
action. 

d. A statement advising the employee of his/her right to file a 
written response or request a pre-disciplinary conference with 
his/her Department Head, within three (3) work-days of receipt 
of the notice of proposed disciplinary action . 

e. A statement that the employee's failure to file a written 
response or request a pre-disciplinary conference in a timely 
manner will constitute forfeiture on the employee's rights to 
any further appeal. 

f. If the employee requests a pre-disciplinary conference, the 
Department Head will schedule a meeting with the 
employee in a timely manner to review the reason and basis 
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of the proposed discharge. During this pre- disciplinary 
conference the employee will have the opportunity to present 
relevant information that may impact the nature or severity of 
the proposed disciplinary action. 

g. Within three (3) work days from receipt of the employee's 
written response or conclusion of the pre-disciplinary 
conference, the Department Head will issue a written decision 
to the employee. The written decision will inform the employee 
that: 

1. The proposed discharge will be implemented; or 

2. The proposed discharge will be modified, with an 
explanation; or 

3. The proposed discharge will be rescinded , with an 
explanation. 

h. The employee may appeal the discharge to the General 
Manager using Step 3 of the Concern/Dispute Resolution. 
The decision of the General Manager is final. 

12.5 Admjnistrative Leave During Disciplinary Proceedings 

By notifying an employee, the District may place an employee on 
administrative leave, with or without pay pending an investigation of 
alleged misconduct or performance deficiencies, prior to or during a 
disciplinary proceeding, or during the review of the employee's 
response to a proposed disciplinary action. The notice will include a 
statement that the leave is not a disciplinary action. An employee 
placed on administrative leave without pay who is later reinstated 
without disciplinary action being taken will be reimbursed for any pay 
lost during the administrative leave. 
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12.6 Discharge of Employees in Seasonal. Part-time, On-Call and 
Temporary positions 

Employees in seasonal , part-time, on-call and temporary positions 
will be coached, counseled and/or informed of performance or 
behavioral deficiencies and provided an opportunity to correct their 
performance and/or behavior. Prior to discharge, an employee 
should be told continued performance and/or behavioral deficiencies 
will lead to termination, unless the performance and/or behavior 
warrants immediate discharge. Immediate discharges must be 
approved by the Department Head or designee prior to the 
immediate discharge and documented for the employee's personnel 
file. 

12. 7 Related Forms 

• Incident Report Form 
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13. CONCERN/DISPUTE RESOLUTION 

13.1 Concern/Dispute 

When an employee believes he or she has not been treated 
consistently by the District, or when an employee believes a mistake 
has been made in the administration of the District's personnel 
policies or a departmental rule or procedure, every effort will be 
made to resolve the issue by the District management team. The 
term "dispute," as used herein , excludes the following: 

1. Disciplinary action. 

2. Any impasse or dispute in collective bargaining negotiations. 

3. Any matter within the scope of representation for employees in 
a recognized bargaining unit. 

4. Any matter which may be or has been grieved under an 
applicable collective bargaining agreement. 

5. Termination of a probationary employee. 

6. Termination of an at-will employee. 

13.2 No Retaliation 

The District shall not restrain, coerce, retaliate, interfere with , or 
discriminate against any employee based on the employee's use of 
the dispute resolution process. 

13.3 Time Limits 

1. The time limits set here are essential to the concern/dispute 
resolution process and will be strictly observed. The time limits 
may be extended by written agreement, signed by the 
employee and the District. 
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2. If, at any stage of the concern/dispute resolution process, the 
employee is dissatisfied with the decision rendered, the 
employee will be responsible for submitting the dispute to the 
next- designated level within the delineated time limits. If 
the employee fails to submit the concern/dispute to the next 
designated level within the time limits imposed, the 
concern/dispute resolution process will be considered 
terminated, the concern/dispute will be considered settled on 
the basis of the last decision, and the concern/dispute will not 
qualify for further appeal or reconsideration. 

3. If the appropriate District representative fails to respond within 
the time limits specified , the employee has the right to proceed 
to the next step within the prescribed time limits. Any such 
failure by a District representative will not constitute an 
admission of the validity of the concern/dispute. 

13.4 Concern/Dispute Resolution Process 

13.4.1 Discussion with Immediate Supervisor (Step 1.) 

1. The employee will first discuss the concern with the 
immediate supervisor. The discussion should be held 
within five (5) work days of the action causing the 
concern or of the date the action reasonably could have 
been expected to be known to the employee. In no 
event will any concern/dispute be accepted for 
consideration more than six (6) months from the date of 
the initial occurrence causing the concern/dispute, 
regardless of the date the action became known to the 
employee. 

2. The immediate supervisor will respond to the employee, 
in writing, within three (3) work days of the discussion 
between the employee and supervisor. 
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13.4.2 Formal Written Notice of Concern/Dispute (Step 2.) 

1. In the event the employee believes the concern/dispute 
has not been satisfactorily resolved at Step 1, the 
employee may submit the concern/dispute, in writing, to 
his/her Manager within five (5) work days after receipt of 
the immediate supervisor's response. The employee 
may also file a copy with the Director of Human 
Resources. If the written notice of dispute is not 
presented within the time limits provided herein, it shall 
be waived. The Manager must respond, in writing , 
within five (5) work days. If the employee is not satisfied 
with the Manager's decision, the employee may request 
a review by the Department Head, within five (5) work 
days. The Department Head will make a decision and 
inform the employee, in writing, within five (5) work 
days. The Department Head's decision is final for all 
seasonal and temporary employees. The written notice 
of concern/dispute should: 

a. Fully describe the concern/dispute and how the 
employee was adversely affected. 

b. Set forth the section(s) of the written policy or 
departmental rule allegedly violated and state the 
specific nature of the violation. 

c. Indicate the date(s) of the incident(s). 

d. Specify the remedy or solution to the dispute 
sought by the employee. 

e. Be signed by the employee. 

2. No modifications in the alleged basic violation will be 
made subsequent to the filing of a dispute, unless 
mutually agreed to by both the District and the 
employee. However, corrections in citations can be 
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made at any time by the employee representative. 

13.4.3 General Manager Review (Step 3.) 

13.5 Other 

1. If a concern/dispute is not settled at Step 2. of this 
procedure, the concern/dispute may be appealed in 
writing to the General Manager within five (5) work days 
from receipt of the written response from the 
Department Head. The concern/dispute decision appeal 
must specifically state the reason the answer(s) 
previously provided is/are not satisfactory. A meeting, 
coordinated by the Human Resources Department, may 
be held with the employee to discuss the 
concern/dispute. 

2. The General Manager will deliver a written decision to 
the employee within five (5) work days of the meeting 
outlining the reasons behind the decision. The decision 
will be final and binding. 

There may be certain situations where an employee is unable or 
unwilling to approach a supervisor or manager with a 
concern/dispute, as the supervisor or manager may be the issue, or 
the situation involves concerns of harassment, or retaliation, and/or 
discriminatory practices. In these situations, the employee may 
immediately contact the Department Head of Human Resources to 
discuss the situation. If Human Resources does not resolve the 
employee's concern/dispute, the employee may request a meeting 
with the General Manager. 

The Human Resources Department acts as the central repository for 
all concern/dispute records. 

13.6 Related Forms 

None 
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14. HEALTH AND SAFETY 

The District is committed to the health, safety, and well being of all its 
employees and guests. As a result, the District has an established 
comprehensive safety and loss prevention program for all employees. The 
goal is to provide a safe working envi ronment for all employees by 
reducing their exposure to risks and establishing a program that 
subscribes to loss prevention, loss control, and loss financing. We will 
accomplish our goal through the use of standard safety policies, 
practices, and procedures, continually monitoring of all locations, 
employee training, accident investigation, accident prevention and claims 
management. 

14.1 Responsibilities 

1. Director of Finance, Accounting & Risk Management 

The Director of Finance, Accounting & Risk Management is 
responsible for the development, coordination and 
implementation of safety programs and safety education. 
Responsibilities also include work-site inspections, hazard 
reduction and/or elimination and accidenU injury investigation, 
analysis, reporting, employee training programs, and 
management. 

The Director of Finance, Accounting & Risk Management will 
advise the General Manager as well as Department Heads, 
supervisors and employees of unsafe conditions, problems 
related to accident prevention and recommendations for loss 
control. 

The Director of Finance, Accounting & Risk Management will 
work with employees and Supervisors in consultation with the 
Washoe County Health officials involving actions to be taken 
when an employee notifies the District that he/she has a 
communicable disease. 
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2. Department Head 

The Department Head is responsible for fulfillment of 
departmental goals and objectives while focusing on the 
health and welfare of each employee and customers; with the 
highest priority being placed on employee safety. It is 
normal practice for supervisors and other designated 
employees to be delegated the authority to carry out safety 
policy, practices and procedures for their area of 
responsibility; but the responsibility for meeting objectives and 
the protection of employees in performance of their 
assignments cannot be delegated. 

3. Supervisor 

Supervisors will assume the responsibility of their personnel 
receiving thorough instructions in the safe practices and 
procedures to be observed in their work situations. They will 
consistently enforce safety standards and requirements to 
the utmost of their ability and authority. "Safety First". 
Supervisors will act positively to assess risks and eliminate 
any potential hazards within the activities under their 
jurisdiction and they will set the example of good safety 
practice. Safety performance will be assessed along with 
other phases of supervisor performance. Therefore, it is 
essential that such records are complete and accurate and 
that all accidents be fully reported. 

Supervisors will work with the Director of Finance, Accounting 
& Risk Management and an employee who has advised that 
he/she has a communicable disease to prevent transmission 
of the disease. 

4. Employee 

Each employee, as a part of the comprehensive safety and 
loss prevention program, is expected to place safe work 
practices and procedures as their highest priority while 
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performing their daily tasks. Each employee's commitment to 
safety must include the tasks of recognizing, identifying, 
mitigating and reporting hazards to their supervisors that could 
result in an injury to themselves or others as well as damage 
to District equipment. Employees must report all accidents or 
on-the-job injuries to their supervisor, Human Resources or 
the Director of Finance, Accounting & Risk Management. 

Each employee is responsible to fully disclose a 
communicable disease to his/her Supervisor and/or the 
Director of Finance, Accounting & Risk Management as soon 
as the condition is known. Additionally, employees who are 
sick with a common cold or virus should be responsible and 
not report to work if they believe they are contagious. 

The District will maintain safety and health practices 
consistent with established policies and regulations. Any 
suspected unsafe condition, all accidents and/or injuries that 
occur on the job, and any communicable disease must be 
reported immediately to a supervisor, Human Resources or 
the Director of Finance, Accounting & Risk Management. 

Compliance with the District's safety rules is considered a 
condition of employment. Therefore, it is a requirement that 
each supervisor and employee ensure that safety is an 
integral part of his/her regular job functions and accept and 
follow established safety regulations and procedures outlined 
in the District's Operations and Safety Manual and the 
District's Occupational Safety and Health Administration 
(OSHA) Standards Manual. 

14.2 Related Forms 

District Safety Manual 
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Alcohol: The intoxicating agent in beverage alcohol, ethyl alcohol, or other low 
molecular weight alcohol including methyl and isopropyl alcohol. 

Alcohol Use: The drinking or swallowing of any beverage, liquid mixture, or 
preparation (including any medication) containing alcohol. 

Applicant: A person, including a current employee, who is applying for any 
position with the District; may also be referred to as a candidate. 

Appropriate Action: With regard to discipline; depending on the circumstances 
and severity of the offense, appropriate action may include, but is not limited to , a 
verbal or written reprimand, counseling, transfer, suspension without pay, and/or 
termination at the District's sole discretion. 

At-Will: Employment status wherein the employee may be terminated at any 
time, with or without case. An employee in an at-will status has neither property 
right nor an expectation of continued employment with the District. 

Benefit: A form of valuable consideration paid or provided to an employee, other 
than salary, overtime pay, on-call pay, and bonuses. Benefits include holidays, 
leaves, insurance and allowances. 

Contraband: Any item such as illegal drugs, drug paraphernalia, or other related 
items whose possession is prohibited by this policy. 

Conviction: A finding of guilt, including a plea of no contest or imposition of 
sentence or both , by any judicial body charged with the responsibility to 
determine violations of the federal or state criminal laws. 

Demotion: Involuntary movement of an employee from one job class to another 
job class having a lower maximum base rate of pay, as a result of disciplinary 
action. 

Department Head/Department Manager: An individual or position designated 
by the General Manager to be in charge of a District Department. 
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Disability-Related Inquiry: A question (or series of questions) that is likely to 
elicit information about a disability. (See Section 2.6.8. (2) of these policies for a 
more complete description.) 

Disciplinary Actions: A suspension (generally without pay), involuntary 
demotion, reduction in pay, discharge, written reprimand and/or verbal warning. 

Discrimination: Employment decisions or actions which are inappropriately 
taken or not, because of the applicant's or employee's race, color, religion, age, 
gender (including pregnancy), marital status, sexual orientation , national origin, 
ancestry, disability and/or veteran status. 

Dispute: Unresolved work-related problems identified by an employee or group 
of employees pertaining to work-related issues. Disputes may not be related to 
disciplinary action. 

District Premises: All District property and facilities, the surrounding grounds 
and parking lots, leased space, District-motor driven equipmenUvehicles, offices, 
desks, cabinets, closets, etc. 

Discharge: Termination, separation, dismissal, or removal from employment for 
cause. 

Distribution: The act of passing out handbills, circulars, petitions and other 
printed material. 

Domestic Partner: Two individuals (all genders included) who have registered 
with the appropriate office of the State in which they reside and have received a 
state issued certificate of domestic partnership. 

Drug Test: A urinalysis (urine) test that includes specimen collection and testing 
by a Department of Health and Human Services (DHHS)-certified laboratory. 
Both a screening test and a confirmation test must be used to establish a 
positive test result. 

Employee: A person employed in a budgeted position in one of the following 
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statuses: 

Full-Time Year-Round: Works forty (40) hours per week in a year round 
capacity, in a benefitted position. 

Multi-Seasonal Year-Round 2: Works 40 hours per week in two six-month 
positions, both of which are in management. 

Multi-Seasonal Year-Round 1: Works 40 hours per week in two six-month 
positions, one of which is in management. 

Seasonal Manager 10: Works 40 hours per week for 10 months in a 
seasonal venue in a management capacity. 

Seasonal Manager 7: Works 40 hours per week for 7 to 1 0 months in a 
seasonal venue in a management capacity. 

Seasonal Manager 6: Works 40 hours per week for 6 months during a 
season in a management capacity. 

Part-Time Year-Round, Benefited: Works at least 24 hours a week, year 
round in a benefits eligible position. 

Part-Time Year-Round: Works 20 or more hours in a week, in a year 
round capacity. 

Limited Part-Time Year-Round: Works 6 or more hours but less than 20 
hours per week, in a year round capacity. 

On-Call: Works only when scheduled, called in to work or to cover for 
others. 

Seasonal: Works only for a seasonal operation, during seasons (summer 
or winter) either full-time or part-time capacity. 

Exempt Employee: An employee in a position that is exempt from the 
overtime provisions of the Fair Labor Standards Act. (Such determination 
is made on the basis of duties and responsibilities performed and the 
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method of pay computation). 

Non-Exempt Employee: An employee in a position that is subject to 
the overtime provisions of the Fair Labor Standards Act. 

Recreational-Exempt Employee: An employee working in a position in a 
seasonal operation and as such employees in recreational-exempt 
positions are not eligible for overtime compensation. Employees working in 
dual positions are overtime eligible if one of the positions is designated as 
non-exempt. 

Essential Function: A fundamental job duty of the position held or desired. A 
function is essential if the job exists to perform that function, a limited number of 
other employees are available to perform the function, or the function requires 
special skill or expertise. (See Section 2.6.8. (1) of these policies for a more 
complete description). 

Equal Employment Opportunity (EEO) Officer: The staff member assigned the 
responsibility and authority to receive, investigate, and resolve complaints of 
alleged discrimination/harassment. This individual also has the responsibility to 
provide training to the District and assure appropriate notices are posted. The 
District's EEO Officer is the Director of Human Resources. 

Job Description: A description of the essential functions of a job, and the factors 
and conditions that make it unique from other positions, described in terms of 
duties, responsibilities, and qualifications. 

Illegal Drugs: Any controlled substance or drug which is illegal to sell, possess, 
cultivate, transfer, use, purchase, or distribute. Illegal drugs include prescription 
drugs not legally obtained and/or prescription drugs not being used in the 
manner, combination , or quantity prescribed , or by the individual for whom 
prescribed. 

Layoff: A separation from the District's service because of a shortage of funds, 
lack of work, end of season, abolishment of a position , reorganization, or for 
other reasons not reflecting discredit on an employee and for reasons outside of 
the employee's control. 
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Leave Without Pay: Authorized leave in a non-paid status. 

Legal Drugs: Prescription drugs and over-the-counter drugs that have been 
legally obtained and are being used in the manner, combination, and quantity for 
which they were prescribed or manufactured. 

Medical Examination: A procedure or test usually given by a health care 
professional or in a medical setting that seeks information about an individual's 
physical or mental impairments or health. (See Section 2.6.8. (3) of these policies 
for a more complete description). 

Non-work Hours: Include break periods, meal periods or the time before or after 
the employee's scheduled work period. 

Outside Employment: Employment with other than the District that may 
interfere with an employee's ability to perform his/her assigned job with the 
District. 

Positive Drug or Alcohol Test: Any detectable level of drugs or its metabolite 
(in excess of trace amounts attributable to secondary exposure) in an employee's 
urine or blood. With respect to alcohol , a blood alcohol concentration of 0.02 or 
higher constitutes a positive test. 

Probationary Period: A 12 month period beginning with the day the employee 
initially reports for work or starts in a benefit eligible position. 

Promotion: The movement of an employee from one salary range to another 
range having a higher maximum base rate of pay. 

Reassignment: An employee from one position to another position - a 
reasonable attempt will be made to leave pay and/or benefits the same. 

Rate of Pay: An employee's current salary. 

Reinstatement: The restoration of a laid-off employee to a position in which the 
employee formerly served as a benefited employee. 

Reprimand: A verbal/written notice with an employee about performance, 
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behavior, conduct and/or other problems. 

Resignation: A notice by an employee that s/he intends to separate from the 
District's service; see Section 10.1 (1) of these policies for more details. 

Salary Grade: The designation of a salary range for a position. 

Salary Range: The minimum and maximum salary set for each grade as 
designated in the Board Approved Standard Salary Ranges. 

Solicitation: The act of approaching a person with a request or plea. 

Substance Abuse Professional (SAP): A licensed physician, or a licensed or 
certified psychologist, social worker, employee assistance professional, or 
addiction counselor ( certified by the National Association of Alcoholism and Drug 
Abuse Counselors Certification Commission) with knowledge of and clinical 
experience in the diagnosis and treatment of drug- and alcohol-related disorders. 

Supervisor: An employee who has been authorized to select, train, schedule, 
and evaluate the work of other employees, and to make decisions or effectively 
recommend actions related to the hiring , evaluation , and discipline of assigned 
employees. This person may also serve as the Department Head. 

Suspension: The temporary separation from service, with or without pay, of an 
employee for disciplinary reasons or pending investigation of an employee's 
conduct. 

Transfer: A lateral change of an employee from one position to another position 
in the same salary grade. 

Uniformed Service: Included active duty, active duty for tra ining, inactive duty 
training (such as drills), initial active duty training , and funeral honors duty 
performed by National Guard and reserve members, as well as the period for 
which a person is absent from a position of employment for the purpose of an 
examination for determine fitness to perform any such duty. 

Vending: The act of selling or attempting to sell goods, services or materials. 

15-6 

Adopted September 30, 2009; Effective November 1, 2009 
Adopted and Effective February 10, 2010 

Adopted June 13, 2012; Effective July 1, 2012 
Adopted March 12, 2014; Effective April 1, 2014 

377 



PERSONNEL POLICIES 

Warning: Verbal or written notice or counseling of an employee specifying 
required changes in work performance or on-the-job behavior and/or conduct. 

Work Week: The normal work week begins at 12:00 a.m., on Sunday and ends 
seven (7) days (168 hours) later at 11 :59 p.m. on the next Saturday. Employees 
working a "flex schedule" have a documented different work week. 

Y-Rating: The change of a position to a different Salary Grade which results from 
changes in duties and responsibilities where a current employee's rate of pay is 
above the top of the range; see Section 4.7.4 of these policies for a more 
complete description. 
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Appendix A: Consanguinity/Affinity Chart 

4th Degree 

3rd Degree 

2nd Degree 

1st Degree 

1st Degree 

2nd Degree 

3rd Degree 

4th Degree 

Great Great Grandparent 
Great Aunt/Uncle 
First Cousin 
Grand Nephew/Niece 

Great Grandparent 
Aunt/Uncle 
Niece/Nephew 
Great Grandchild 

Grandparent 
Brother/Sister 
Grandchild 

Parent 
Child 

YOU 

/ 
Spouse 

Parent-in-Law 
Daughter/Son-in-Law 

Grandparent-in-Law 
Brother/Sister-in-Law 
Grandchild-in-Law 

Great Grandparent-in-Law 
Aunt/Uncle-in-Law First 
Cousin-in-Law 
Niece/Nephew-in-Law 
Great Grandchild-in-Law 

Note: Step relationships (step-brother, step-father, etc.) are cons idered to be the same as blood relationships. 
Registered Domestic Partners are considered the same as spouse. 
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APPENDIX 8 : NOTICE OF PRIVACY PRACTICES 

THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE 
USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS 
INFORMATION. PLEASE REVIEW IT CAREFULLY. 

This notice is provided to you in accordance with federal and state privacy laws enacted 
to protect your medical information. This notice describes the privacy practices of health 
care carriers listed below and of our Plan, our legal duties, and your rights concerning 
your medical information. 

Health care carriers and our Plan are required to follow the privacy practices that are 
described in this notice while it is in effect. However, health care carriers and our Plan 
reserve the right to change privacy practices and the terms of this notice at any time, 
provided that applicable law permits such changes. If health care carriers and/or our 
Plan make any substantive changes to our privacy practices, we will modify this notice 
and send you a new notice within 60 days of the change of the health care carrier 
and/or our practices. 

You may request a copy of this notice at any time. For more information about our 
privacy practices, or for additional copies of this notice; please contact the Human 
Resources Department. 

This notice applies to the privacy practices of the health care carriers, third party 
administrators and our group health plan listed below: 

NAME TYPE OF COVERAGE 
Saint Mary's Preferred Health Insurance MEDICAL 
Company, Inc. 
Saint Mary's Preferred Health Insurance PRESCRIPTION 
Company, Inc. 
Humana DENTAL 
VSP Vision Care MSION 
Horizon Health EMPLOYEE ASSISTANCE PROGRAM 
~merican Family Life Assurance Co FLEXIBLE SPENDING ACCOUNT 
(AFLAC) 

USES AND DISCLOSURES OF YOUR MEDICAL INFORMATION 

Health care carriers, Third Party Administrators and our Plan are permitted to use or 
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disclose your protected health information (PHI) for the following purposes: 

Treatment Health care carriers, Third Party Administrators, and our Plan may use and 
disclose your protected health information in order to assist your health care provider 
(doctors, hospitals, pharmacies, and others) in your diagnosis and treatment. 

Payment Health care carriers, Third Party Administrators, and our Plan use and 
disclose your protected health information to pay claims from doctors, hospitals and 
other providers for services delivered to you that are covered by your plan, to determine 
your eligibility for benefits, to coordinate benefits, to examine medical necessity, to 
obtain premiums, or to be reimbursed by another entity that may be responsible for 
payment. 

Health Care Operations Health care carriers, Third Party Administrators, and our Plan 
use and disclose your protected health information in order to perform our plan 
activities, such as quality assessment activities or administrative activities, including 
data management or customer service. In some cases, we may use or disclose your 
information for underwriting purposes, determining premiums, and the detection and 
investigation of fraud. 

OTHER PERMITTED OR REQUIRED DISCLOSURES 

Health care carriers, Third Party Administrators, and our Plan may also use or disclose 
your protected health information in support of: 

As Required By Law Health care carriers, Third Party Administrators, and our Plan 
must disclose protected health information about you when required to do so by law. 

Plan Administration To the plan sponsor, employer or other organization that 
sponsors your group health plan, to permit the plan sponsor to perform plan 
administration functions, as described in your plan documents. 

Public Health Activities Health care carriers, Third Party Administrators, and our Plan 
may disclose protected health information to public health agencies for reasons such as 
prevention or controlling disease, injury or disability. 

Business Associates To persons who provide services to us and assure health care 
carriers, Third Party Administrators, and our Plan that they will comply with privacy 
regulations and our procedures on the use of protected health information. 
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Law Enforcement Health care carriers, Third Party Administrators, and our Plan may 
disclose protected health information under limited circumstances to a law 
enforcement official in response to a warrant or similar process; to identify or locate a 
suspect; or to provide information about the victim of a crime. 

Research Under certain circumstances, health care carriers, Third Party Administrators, 
and our Plan may disclose protected health information about you for research 
purposes, provided certain measures have been taken to protect your privacy. 

Special Government Functions Health care carriers, Third Party Administrators, and 
our Plan may disclose information as required by military authorities or to authorized 
federal officials for national security and intelligence activities. 

Judicial and Administrative Proceedings Health care carriers, Third Party 
Administrators, and our Plan may disclose protected health information in response to a 
court or administrative order. Health care carriers , Third Party Administrators, and our 
Plan may also disclose protected health information about you in certain cases in 
response to a subpoena, discovery request or other lawful process. 

Industry RegulationHealth care carriers, Third Party Administrators , and our Plan may 
disclose you protected health information to state insurance departments, the U.S. 
Department of Labor and other government agencies, for activities authorized by law. 

Workers' Compensation Health care carriers, Third Party Administrators, and our Plan 
may disclose protected health information to the extent necessary to comply with state 
laws for workers' compensation programs. 

Coroners, Funeral Directors, Organ Donation Health care carriers, Third Party 
Administrators, and our Plan may disclose the protected health information of a 
deceased person to a coroner, medical examiner, funeral director, or organ 
procurement organization for certain purposes. 

OTHER USES OR DISCLOSURES WITH AN AUTHORIZATION 

Other uses or disclosures of your protected health information will be made only with 
your written authorization, unless otherwise permitted or required by law. You may 
revoke an authorization at any time in writing, except to the extent that we have already 
taken action on the information disclosed or if we are permitted by law to use the 
information to contest a claim or coverage under the Plan. 
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YOUR RIGHTS REGARDING YOUR PROTECTED HEAL TH INFORMATION 

Right To Access Your Protected Health Information You have the right to review or 
obtain copies of your protected health information records, with some limited 
exceptions. Usually the records include enrollment, billing, claims payment and case 
or medical management records. Your request to review and/or obtain a copy of your 
protected health information records must be made in writing. Health care carriers, Third 
Party Administrators, and/or our Plan may charge a fee for the costs of producing, 
copying and mailing your requested information, but we will inform you of the cost in 
advance. 

Right To Amend Your Protected Health Information If you feel that protected 
health information maintained by the Plan is incorrect or incomplete, you may request 
that we amend the information. Your request must be made in writing and must include 
the reason you are seeking a change. Health care carriers, Third Party Administrators, 
and/or our Plan may deny your request if, for example, you ask to amend information 
that was not created by the Plan, as is often the case for health information in our 
records, or you ask to amend a record that is already accurate and complete. 

If Health care carriers , Third Party Administrators, and/or our Plan deny your request to 
amend, you will be notified in writing. You then have the right to submit to the Health 
care carrier, Third Party Administrator, and/or our Plan a written statement of 
disagreement with our decision and the Health care carrier, Third Party Administrator, 
andto·r our Plan have the right to rebut that statement. 

Right to an Accounting of Disclosures by the Plan You have the right to request an 
accounting of disclosures Health care carriers, Third Party Administrators, and/or our 
Plan have made of your protected health information. The list will not include 
disclosures related to your treatment, or payment, or health care operations, or 
disclosures made to you or with your authorization . The list may also exclude certain 
other disclosures, such as for national security purposes. 

Your request for an accounting of disclosures must be made in writing and must state 
a time period for which you want an accounting. This time period may not be longer 
than six years and may not include dates before April 14, 2003. Your request should 
indicate in what form you want the list (for example, on paper or electronically). Health 
care carriers, Third Party Administrators, and our Plan , may charge for providing the 
accounting disclosures, but we will inform you of the cost in advance. 

Right To Request Restrictions on the Use and Disclosure of Your Protected 
Health Information You have the right to request that Health care carriers, Third 
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Party Administrators, and our Plan restrict or limit how we use or disclose your 
protected health information for treatment, payment or health care operations. We may 
not agree to your request. If we do agree, we will comply with your request unless the 
information is needed for an emergency. Your request for a restriction must be made 
in writing. In your request, you must tell us (1) what information you want to limit; (2) 
whether you want to limit how we use or disclose your information, or both; and (3) 
to whom you want the restrictions to apply. 

Right To Receive Confidential Communications You have the right to request that 
Health care carriers, Third Party Administrators, and our Plan use a certain method 
to communicate with you about the Plan or that we send Plan information to a certain 
location if the communication could endanger you. Your request to receive confidential 
communications must be made in writing. Your request must clearly state that all or 
part of the communication from us could endanger you . We will accommodate all 
reasonable requests. Your request must specify how or where you wish to be 
contacted . 

Right to a Paper Copy of This Notice You have a right at any time to request a 
paper copy of this Notice, even if you had previously agreed to receive an electronic 
copy. 

Contact Information for Exercising Your Rights You may exercise any of the rights 
described above by contacting our privacy office. See the end of this Notice for the 
contact information. , 

If you receive this notice on our web site or by electronic mail (e-mail), you are entitled 
to receive this notice in written form. Please contact IVGID Human Resources 
Department to obtain a copy of this notice in written form. 

HEAL TH INFORMATION SECURITY 

Health care carriers , Third Party Administrators, and our Plan require our employees 
and business associates to follow the Company's security policies and procedures that 
limit access to health information about members to those employees and or entities 
that need it to perform their job responsibilities. In addition, we maintain physical, 
administrative and technical security measures to safeguard your protected health 
information. 

COMPLAINTS 

If you believe that your privacy rights have been violated , you may file a complaint with 
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the carrier, Third Party Administrator, or our Plan as listed on page five of this notice 
and/or with the Secretary of the Department of Health and Human Services. All 
complaints to the Health care carriers, Third Party Administrators, and our Plan , must 
be made in writing and sent to the address listed below. 

CARRI ER/TP A/PLAN CONT ACT INFORMATION 

Saint Mary's Lois J. Paynter - Privacy Office, Senior Director of Operations 
Preferred Health Saint Mary's Preferred Health Insurance Company, Inc. 
Insurance Company, Member Services Department 
Inc. 1510 Meadow Wood Lane Reno, Nevada 89502 

(775) 770-6232 
(775) 770-6253 
www.SaintMarysHealthplans.com 

Standard Insurance Privacy Notice (P7E) 
Company P.O. Box 711 

Portland, OR 97207-0711 
'800) 521-8780 

Medical Eye Medical Eye Services 
Services ~ttn : Regulatory/Compliance Department 

PO Box 25209 
Santa Ana, CA 92799-5209 
800.877.6372 or 714.619.4660 

Horizon Health 1500 Waters Ridge Drive 
EAP Lewisville, TX 75057 

888-293-6948 
~merican Family Life Flex Benefit Services 
Insurance Co 1932 Wynnton Road 
(AFLAC) Columbus, GA 31999 

1-800-323-5391 

We support your right to protect the privacy of your medical information. We will not 
retaliate in any way if you choose to file a complaint with us, the Health care carriers, 
the Third Party Administrators listed above, or the Department of Health and Human 
Services. 
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ONE DISTRICT - ONE TEAM 

INCLINE VILLAGE GENERAL IMPROVEMENT DISTRICT 
PROCUREMENT CARD PROGRAM 

A) The purpose of the Incline Village General Improvement District's Procurement Card 
Program is to establish a more efficient, cost-effective method for purchasing and 
paying transactions within the established usage limits. The program is designed to 
complement the use of the District's Purchase Orders. 

8) The Procurement Card is NOT intended: 
1. To avoid or bypass the District's purchasing or payment procedures. 
2. To replace purchase orders issued by the District for requisitioned items. 
3. To replace travel authorization procedures. 
4. For personal use. 

C) The Finance Director approves issuance of all cards to cardholders and all credit 
limits. The District's Administrative Technician will issue cards upon the Finance 
Director's approval and maintain the original signed Cardholder Agreements. 
Copies may be requested from the Administrative Technician. 

D) Any change in credit limit must be supported by a request of their supervisor, and 
then approved by the Finance Director. Requesting a "Set-Up Form" from the 
Administrative Technician may do this. Once all approval levels have been 
received, the Administrative Technician will submit the form to the bank. The 
Administrative Technician will keep the revised "Set-Up Form" in the cardholder's 
procurement card folder. 

E) Upon termination of employment with the District or transfer to another department, 
the procurement card must be turned in immediately to the employee's Supervisor 
or to the Human Resources Manager. 

F) All purchases must be for the use and benefit of the District. No personal 
purchases are allowed. 

G) The Administrative Technician will audit procurement card activity. All receipts will 
be audited for accuracy and appropriate activity. Inappropriate activity will result in 
consequences ranging from suspension of card to disciplinary action, up to and 
including termination. 
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H) District Supervisors, the General Manager, the Finance Director and the Accounting 

Office have the right to revoke a Procurement Card at any time. 

I) Splitting of charges in order to avoid exceeding cardholder's individual spending 
limit is prohibited. 

II. ACCOUNTING POLICY AND RECONCILIATION 

A) All card purchases must be within employees established purchase limit. The 
Administrative Technician maintains the Procurement Card receipts in a pending 
file for reconciliation with the bank's monthly statement. If a receipt is missing, the 
employee will be contacted immediately. If a receipt is not available, the purchase 
details will be documented and approved by the employee's supervisor, and then 
forwarded to the Administrative Technician. 

8) The procurement card receipts are reviewed to ensure that goods purchased are 
authorized, and to ensure that no Nevada sales tax was included. 

C) After reconciliation of the individual Procurement Card with the bank statement, all 
purchases are entered in the database system and prepared for payment in 
accordance with the District's accounting policies and procedures. 

D) All procurement card payments to the bank are processed monthly to assure that 
they progress through the District's financial system and paid by the payment 
deadline set by contract with the bank. 

E) A monthly statement along with receipts will be sent to each cardholder detailing 
the monthly card transactions. After the cardholder and his/her supervisor have 
approved all purchases, the statement and receipts are returned to the accounting 
office. The accounting office will maintain all receipts in a Bank of America folder 
for archiving. 

Ill. CARDHOLDER'S RESPONSIBILITIES 

A) The Procurement Card will be used by the approved cardholder, whose name is 
embossed on the card, or by another IVGID employee who has received advanced 
approval from the cardholder. 

8) Cardholders are responsible for the security of the procurement card and the 
transactions made against the card. The credit card is issued in the approved 
cardholder's name. The cardholder may use their card immediately upon receipt, 
signing for, and calling the 800 number to activate the card. 
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C) The cardholder is responsible for not exceeding his/her purchase limits. If a 
purchase is necessary that will exceed the established limit, the employee must 
obtain approval from his/her Supervisor. If approved, the Supervisor will notify the 
Administrative Technician of this one-time exception, and the Administrative 
Technician will then notify the bank. 

D) The cardholder must report lost or stolen cards to the District's accounting office 
and to their supervisor immediately. 

E) The cardholder must surrender their Procurement Card to their Supervisor or the 
Human Resources Manager upon termination of employment or transfer to another 
department. 

F) It is the cardholder's responsibility as an agent of the District to ensure that State of 
Nevada sales tax is not charged. Tax exempt cards and forms are available in the 
accounting office, and the tax-exempt number is on the front of the procurement 
card. 

G) The cardholder must verify the receipt of materials ordered with the procurement 
card and must follow-up with the merchant to resolve any delivery problems, 
discrepancies, or damaged goods. 

H) The cardholder is responsible for following up with the merchant on any erroneous 
charges, disputed items, or returns as soon as possible. The District's accounting 
office should be notified as soon as possible of any procurement card credits or 
disputes with a merchant. 

I) within 10 days from date of purchase, coded receipts must be sent to the 
accounting office by the employee. The receipt must include the employee's 
printed name, along with his/her signature. If it is a food purchase, then the names 
of all persons present must be included and business purpose stated. 

J) Each Cardholder is responsible for reconciling his/her own statement. Upon receipt 
of statement, the Administrative Technician will send a copy of the statement and 
receipts to each cardholder. The cardholder will then match receipts to the 
statement, provide any missing codes, and provide details of purchase. The 
cardholder will forward the statement and receipts to his/her supervisor for 
approval. The cardholder or supervisor will then return all documents to the 
Administrative Technician. 
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PROCUREMENT CARD PROGRAM CARDHOLDER AGREEMENT 

As the holder of a District's procurement card, I agree to accept responsibility for the 
protection and proper use of this card. I understand that the District will audit the use 
of the procurement card. I understand that I CANNOT use the Procurement Card for the 
purchase of goods not authorized by the District. I further understand and agree that I 
will not allow any unauthorized person(s) to use my procurement card. 

I further understand that improper or fraudulent use of my procurement card may result 
in disciplinary action, up to and including termination of employment and/or personal 
liability. I authorize Incline Village General Improvement District (the District) to deduct 
from my salary or from any other monies due to me, the amount equal to the total of the 
improper or fraudulent amount. I acknowledge that the District may collect any 
amounts owed by me, even if the District no longer employs me. If the District initiates 
legal proceedings to recover amounts owed by me under this agreement, I agree to pay 
legal fees or collection costs incurred by the District in such proceedings. 

I understand that the District may terminate my right to use the procurement card at any 
time, for any reason. I agree to return the card to the District immediately upon request 
or immediately upon termination of employment. 

I hereby acknowledge receipt of Procurement Card # 
I have read initialed pages 1 through 3, understood, and agreed to the terms stated in 
this document. 

Date Procurement Card Received: 

Print Name: 

Signature: 

Cc: personnel file 
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