
McCloud Community Services District 
220 West Minnesota Avenue     P.O. Box 640 

McCloud, California 96057 
Phone (530) 964-2017 Fax (530) 964-3175 e-mail mcsd@ci.mccloudcsd.ca.us 

REGULAR MEETING OF THE POLICY REVIEW COMMITTEE 
Scout Hall – 405 E. Colombero Drive 

May 8th, 2024 at 3pm  

1) Discussion of Policy MCSD 7000 Fire Department Membership.

2) Discussion of Policy MCSD 2305 Finance Officer - Job Description.

3) Discussion of Policy MCSD 2310 Public Works Superintendent - Job Description.

4) Discussion of Policy MCSD 2320 Utility Worker II - Job Description.

5) Discussion of Policy MCSD 2335 Interim Utility Worker - Job Description.

6) Discussion of Policy MCSD 2340 Utility Worker I - Job Description.

7) Discussion of Policy MCSD 2350 Refuse Equipment Operator - Job Description

8) Discussion of Policy MCSD injury and illness prevention plan safety policies.

9) Discussion of Policy MCSD workplace violence prevention plan general industry.

10) Discussion of Policy MCSD DHS Notice and Policy of Non-Discrimination.

11) Discussion of Reserve Policy Appendix A revisions.

12) General Discussion.

13) Adjourn.

MCSD Mission Statement 

McCloud Community Services District will strive to provide the full range of 
municipal services, at a reasonable cost applied consistently to all customers, 

while maintaining a healthy infrastructure and environmental integrity. 

1 of 124



MCSD 7000 Fire Department Membership 
Page 1 of 1 

 
 
POLICY TITLE: Fire Department Membership 
POLICY NUMBER: 7000 
ADOPTED: September 28, 2009   
REVIEWED: September 08, 2009; June 13, 2018,  August 5, 2021 
REVISED: March 24, 2014; July 9, 2018, September 13, 2021 
 

 
7000.10 Membership in the department shall consist of no more than thirty-five (35) from the  
town of McCloud, the Squaw Valley area, Mt. Shasta Forest Estates and Wilderness Estates. 
 
 7000.11  Members must reside within the area and are subject to the discretion of the 

Fire Chief.  Members must reside within the area twenty-five percent (25%) of the 
calendar year to be considered for membership. 

 
7000.20 Members shall be of sound physical condition and good moral character. 
 
 7000.21 All prospective members shall be evaluated in accordance with Policy 2280 - 

Employment Entrance Program. 
    
7000.30 Members must adhere to the District’s policies and procedures.  All members shall receive 
a copy of the District’s policies and procedures that pertain to the Fire Department upon appointment 
to the department subject to membership vote per the by-laws of the department. 
 
7000.40 Any member leaving the department for any reason shall have no claim or privileges 
specified to the general membership.  Members must return all department property upon separation. 
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POLICY TITLE: Finance Officer – Job Description 
POLICY NUMBER: 2305 
ADOPTED:  October 28, 2002 
REVIEWED:   02/11/13; 02/25/13; 09/08/15; 10/03/16; 01/10/17; 06/10/20   
REVISED:  10/27/14; 10/12/15; 02/13/17; 07/13/20 
 
 
2305.10 The Finance Officer, a member of the District management team, is hired by the 
General Manager, working under the broad policy guidance of the General Manager and with a 
minimum of supervision.  This position exercises independent decision-making authority and 
discretion and works under minimal supervision with regard to the duties listed herein. 
 
  2305.11 The Finance Officer will be annually evaluated by the General Manager.  
 
2305.20 The Finance Officer:  
 

2305.21  Serves as office manager and supervises, evaluates and trains all clerical 
staff, including reviewing their work for accuracy and organizing work schedules and 
priorities and provides back-up to the District Secretary as needed. 
 
2305.22 Supervises and performs a variety of duties related to the recording, 
classifying, examining and analyzing of District financial transactions and associated 
data and records. 
 
2305.23 Provides accounting services to management and the Board of Directors by 
maintaining the records of accounts, accumulating cost and other similar data, 
preparing checks, reports and statements.  Will give the board no less than the 
quarterly printed financial reports of the budget and LAIF accounts. 
 
2305.24 Supervises and performs a variety of duties relating to maintenance of the 
District's accounting system by interpreting, supplementing and revising the system as 
necessary, 
 
2305.25 Supervises and performs a variety of duties relating to the resolution of 
customer problems, and providing information requested by customers and other 
members of the public having an interest in District finances. 
 
2305.26    Provides the services thereof as prescribed in Government Code section 
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MCSD 2305 Finance Officer Job Description 

Page 2 of 5 

61240, being responsible, under the direction of the General Manager, for depositing, 
transferring and investing District funds pursuant to the District’s investment policy 
adopted per the requirements of Government Code section 53646, maintaining 
efficient fiscal practices to maximize non-operational earnings, maintaining cash flow 
for needed liquidity and makes deposits and transfers. 
 
2305.27 Invests District funds and prepares associated reports as required by the 
investment policy mentioned above and provides annual review of the investment 
policy as required by law. 
 
2305.28 Attends meetings of the Board of Directors, Finance and Audit Committee 
meetings and such other meetings as the Board specifies from time to time. 
 
2305.29  Responsible for signing liens for the District. 
 

2305.30 The Finance Officer further:  
 
2305.31 Supervises and maintains the District's various insurance policies to ensure 
appropriate coverage. 
 
2305.32 Assists the General Manager in the coordination, formulation and 
implementation of budgets for the various service departments, effectively works as a 
member of a problem-solving team to resolve, within set time schedules, a variety of 
accounting and administration tasks in support of the General Manager. 

 
2305.40 Prerequisite Qualifications 
 
  2305.41  A pre-employment physical shall be performed, at district expense, prior to  
  employment.  As this position requires manual dexterity, the successful employee will be 
  of adequate health and physical fitness, as determined by a physician, to perform the  
  required duties.  A pre-employment drug screening, and a live scan is also required as a 
  condition of district employment. 
 

2305.42 High School Diploma required.  Bachelor's degree desirable. Accounting, 
economics, business administration or a related field, experience and/or training in 
public agency accounting, payroll management and bookkeeping is required.  Experi-
ence with public agency accounting computer software, the District’s current word 
processing and spreadsheet software, or equivalent combination of education and 
experience. 

 
2305.43 Valid California driver license and satisfactory driving record. 
 
 

 
2305.50 Basic Work Hours:  Office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday, 
however, this position requires regular work before and/or after normal office hours as necessary 
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to effectively administer the affairs of the District. The Finance Officer is exempt from overtime 
pay and compensatory time off as an administrative employee pursuant to Section 2080.60 of 
Board Policy. 
 
2305.60 Essential Job Duties:  The Finance Officer is required to work as necessary to 
complete projects and job functions.  The physical demands described herein are representative 
of those that must be met by an employee to successfully perform the essential functions of this 
job. The essential job duties for this position include, but are not limited to:  
 
  2305.61  Task:  Supervises and assists clerical staff, library aid and janitor in their   
  daily work activities. 

  
 Physical Demand:  Sitting, standing, stooping, bending, squatting, close vision, speaking, 
 hearing, use of hands to finger, handle or feel objects, tools or controls. 

 
  2305.62 Task:  Performs accounting tasks, including writing journal entries,    
  inputting data to the computer system, and using calculator and computer to balance   
  general ledgers and do other accounting calculations. 
 

 Physical Demand:  Sitting, close vision, use of hands to finger, handle or feel objects 
 tools or controls, operating a computer. 

 
  2305.63 Task:  Does District banking. 
 

 Physical Demand:  Sitting, standing, walking, driving vehicle, close and distance vision, 
 speaking, hearing, use of hands to finger, handle or feel objects, tools or controls. 

 
  2305.64 Task:  Prepares handwritten and typewritten reports, forms, questionnaires, etc. 
  in response to inquiries or requirements of financial institutions and other county, state or 
  federal agencies. 
 
  Physical Demand:  Sitting, close vision, speaking, hearing, use of hands to finger, 
  handle or feel objects, tools or controls, operating a computer and typewriter. 
 
  2305.65 Task:  Writes/prints checks and warrants. 
 

 Physical Demand:  Sitting, close vision, use of hands to write and to finger, handle or 
 feel objects, tools or controls. 

 
  2305.66 Task:  Interacts with other special districts, county, state and federal 

   agencies, to obtain financial information, and to respond to inquiries for information 
from same. 

 
 Physical Demand: Sitting, standing, walking, close and distance vision, speaking, 
 hearing, driving vehicle. 
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   2305.67 Task:  Assists General Manager/Public Works Superintendent and other 
field personnel in determining appropriate classifications within the accounting system 
for expense designations. 

 
 Physical Demand:  Sitting, standing, walking, close vision, speaking, hearing, use of 
 hands to finger, handle or feel objects, tools or controls. 

 
  2305.68  Task:  Inspects and evaluates inventory control system to assure accuracy 
  and appropriateness of distribution and use of materials, tools and equipment 
 

 Physical Demand:  Sitting, standing, walking over uneven ground, distance vision, 
 speaking, hearing, use of hands to finger, handle feel objects, tools or controls, driving 
 vehicle. 

 
  2305.69   Task:  Communicates with District customers and members of the public 
  having an interest in District affairs, to provide requested information and resolve 
  complaints and/or problems. 
 

 Physical Demand:  Sitting, standing, walking, close vision, speaking, hearing, driving 
 vehicle. 
 

2305.70 Marginal Job Duties 
 
  2305.71 Task:  Operation of telephone, two-way radio, cash register, copier, 
  facsimile machine, typewriter, printers and other related business machines, and 
  accesses file cabinets and data storage facilities. 
 

 Physical Demand:  Sitting, standing, stooping, bending, squatting, walking, occasionally 
   lifting and carrying up to 50 lbs., pushing, pulling, close vision, speaking, hearing, us of 

hands to finger, handle feel objects, tools or controls. 
 
2305.80 Environmental Demands: 
 
  2305.81  Outside:  Travels to do out-of-office business in a variety of weather 
  conditions including rain, snow and heat to +100 degrees Fahrenheit. 
 
  2305.82 Inside:  Usually works indoors in temperature-controlled environment. 
 
  2305.83 Fumes/Gases:  Exposure to various colognes/perfumes, infrequent exposure to 
  fumes/dust from printing cartridges. 
 
 
   2305.84 Noise/Vibration:  Business/office machines, office located in close proximity to 
   highway traffic. 
 
2305.90    Mental Requirements: 
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  2305.91  Reading:  Reads complex manuals and instructions for computer software 
  and hardware, letters, reports, memos, messages, etc. 
 
  2305.92  Writing:  Creates reports, presentations, memos, messages, and fills out    

information forms.  Needs ability to use or quickly learn the latest version of the 
    District’s word-processing software. 
 
  2305.93  Math:  Ability to work with mathematical concepts such as algebra. 
  Ability to apply concepts such as fractions, percentages, ratios, and proportions to 
  practical situations. Ability to use or quickly learn the District’s current spreadsheet 
  software. 
 
  2305.94  Attention to Detail:  High level concentration and attention to detail for 
  extended periods of time required to produce reports and spreadsheets. 
 
  2305.95  Repetition: Repetitive data entry to journals and computer system for 
  accounting purposes. 
 
  2305.96 Judgment:  Ability to work independently, prioritize work and make 
  decisions regarding correct formatting of work and implementation of same.  Ability 
  to define problems, collect data, establish facts, and draw valid conclusions.  Ability 
  to interpret an extensive variety of audit instructions in mathematical or verbal form, 
  and deal with several abstract and concrete variables.  Ability to work with others 
  and formulate appropriate instructions to achieve desired goals 
 
  2305.97 Social Skills:  Ability to relate cooperatively with members of the 

    public, Directors and District personnel on a constant and face-to-face basis. 
 
  2305.98 Communication Skills:  Ability to quickly organize and communicate 
  thoughts orally, written or graphically.  Ability to understand communications from 
  others. 
 
2305.100 This job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the employer 
and requirements of the job change. 
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POLICY TITLE:  Public Works Superintendent – Job Description 
POLICY NUMBER:  2310 
ADOPTED:   November 12, 2002 
REVIEWED:   02/25/13; 03/11/13; 10/13/15; 04/11/18; 05/13/20; 2/14/24 
REVISED:       03/11/3; 02/22/16; 05/14/18; 06/08/20 
 
2310.10  The Public Works Superintendent is hired and evaluated annually by the General 
Manager.  The Public Works Superintendent, a member of the District management team, is the 
supervisor of the Public Works Department, working under District Board policy and guidance 
of the General Manager.  This position exercises independent decision-making authority and 
discretion and works under minimal supervision with regard to the duties listed herein and is 
accountable to the General Manager.  
 

2310.11 The Public Works Superintendent is exempt from overtime pay as an executive 
employee pursuant to Section 2080.60 of Board Policy.   
 
2310.12 The Public Works Superintendent is required to carry the on-call phone when 
the District has less than two (2) operators on staff and will be paid according to the 
District MOU with Operating Engineers Local Union NO. 3.  

 
2310.20 The Public Works Superintendent:  
 
 2310.21   Performs complex and specialized supervisory, administrative tasks,     
 technical and maintenance work in the planning, construction, operation,   
 repair and maintenance of the District’s water and sewer infrastructure and treatment  
 systems, refuse operations, public buildings, facilities, grounds, parks and rolling stock. 
 
 2310.22  Trains, directs and supervises District’s maintenance, utility, refuse,   
 assigned clerical and professional staff. 
 
 2310.23  Assists the General Manager in preparation of the annual budget, plans   
 purchases and capital improvements for the field operations departments, administers  
 adopted budget in assigned area of responsibility. 
 
 2310.24  Evaluates daily work load, creates work schedules daily, determines 
 priorities, insures that operations, plans and personnel are sufficient to meet day-to-day 
 as well as emergency situations, determines applicable codes, regulations and 
 requirements for assigned projects. 
 

 McCLOUD COMMUNITY SERVICES DISTRICT 
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 2310.25  Responsible for maintaining compliance with various operating permits such 
 as the Department of Health Services Drinking Water Permit, Regional Water Quality 
 Control Board Stormwater, Refuse Collection Permit and Waste Discharge Permits. 
 
 2310.26  Coordinates work with other agencies. 
 
 2310.27  Responds to public inquiries, complaints and/or requests for emergency 
 service in a courteous manner, provides information within areas of assignment, 
 resolves complaints in an efficient and timely manner. 
 
 2310.28  Evaluates performance and completes annual written performance 
 evaluations of all public works employees.  
 
 2310.29  Attends board meetings of the Board of Directors, training programs and 
 meetings. 
 
2310.30  The Public Works Superintendent further:  
 
 2310.31 Consults with the General Manager on priorities, plans and policies. 
 
 2310.32 Reviews project development plans for compliance with ordinances, 
 regulations and standards, adequacy of applications for service or development and 
 compliance with approved plans. 
 
 2310.33 Prepares and/or reviews safety reports and programs, conducts safety 
 meetings and training, prepares and implements operating procedures in compliance 
 with the District Injury and Illness Prevention Program.  
 
 2310.34 Prepares required state, federal and local agency reports. 
 
 2310.35 Maintains harmony among workers and resolves grievances. 
 
 2310.36 Assists the General Manager in the development of sewer and water master 
 plans, capital improvement programs and other plans involving District infrastructure. 
 

2310.37 Develops, implements and oversees maintenance programs for the District 
infrastructure and equipment. 

 
 2310.38 Maintains regular contact with consulting engineers, construction project 
 engineers, county, state and federal agencies, professional and technical groups and 
 associations and the general public regarding District operational activities and 
 services.  Effectively communicates pertinent information from such contacts to all 
 effected District staff. 
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 2310.39 Responsible for supervision of the coordination, purchase and inventory of all 
 materials and supplies needed for construction projects, operation and maintenance of the 
 District facilities, equipment, water and sewer systems within the approved budget.  
 
2310.40 The Public Works Superintendent also: 
 

2310.41 Issues oral and written disciplinary action within established guidelines, 
agreements and Board Policy for all public works employees of the District. 

 
 2310.42  Studies and standardizes operational procedures and related policies to improve 
 efficiency and effectiveness of operations. 
 
  2310.43 Evaluates Public Works needs and assists the General Manager in the   
  formation of short and long range plans to meet the community public service needs. 
 
 2310.44 Assists the General Manager in overseeing project management for the 
 construction of municipal public works projects.  Oversees assigned projects to ensure 
 contractor compliance with time, budget and specifications for the project. 
 
 2310.45 Assures that vehicles, equipment and facilities are maintained in proper 
 working order and in compliance with state and federal standards and the District 
 Injury and Illness Prevention Program. 
 

2310.46 Serves as Interim General Manager in the event of the General Manager’s 
extended absence or unavailability.  

 
2310.50 Prerequisite Qualifications  
  
 2310.51  High school diploma or the equivalency thereof. 
 
 2310.52  Five (5) years of experience, or combination of training and experience, as a 
 District Utility Worker I or II, Maintenance Worker or comparable non-District 
 position. A minimum of one (1) year of experience in operation and maintenance of a 
 public water and/or sewer system is required.  
 

2310.53  The Public Works Superintendent must posses and continuously maintain a 
valid D-2 Water Distribution System Operator Certificate issued by the California 
Department of Health Services.   

 
 2310.54  Prefer the Public Works Superintendent has and continuously maintain a 
 valid Grade 1 Sewer Collection System Operator Certificate issued by the California 
 Water Environmental Association (or comparable certificate) within eighteen (18) 
 months of regular appointment to this position. 
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 2310.55  Knowledge of capability and operation of construction tools and  equipment. 
 
 2310.56 Knowledge of pipe, valves, fittings, and other appurtenant materials, 
 including costs, used in potable water transmission, irrigation and sewage collection 
 systems. 
 
 2310.57  Knowledge of the practices, principles, methods, tools and equipment used in 
 building construction, maintenance and repair, grounds maintenance and janitorial 
 work. 
 
2310.60 Prerequisite Qualifications – Continued 
  
 2310.61 Ability to use, or learn within a reasonable time, the District’s current word 
 processing and spreadsheet software. 
 
 2310.62   Valid California driver license and satisfactory driving record.  Possession of 
 a Class A or B California Driver’s license with an airbrake endorsement. 
 
 2310.63  Knowledge of OSHA General and Construction Industry Safety orders, 
 California Department of Transportation Manual of Traffic Control Safety and other 
 laws and regulations governing the utility and construction industries, facility 
 maintenance and operation of water and sewer systems. 
 
  2310.64 Knowledge of Safe Drinking Water Standards and Wastewater Discharge   
  requirements applicable to the District, Storm water Discharge requirements applicable   
  to the operation and maintenance of the District closed landfill site. 
 

2310.65 Knowledge of civil engineering principles, practices and methods, as 
applicable to a municipal setting. 

 
2310.70 Basic Work Hours 
 
 Office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday, however this position 
 requires regular work before and/or after normal office hours, including weekend work 
 and out of town travel for more than one day. The Public Works Superintendent is 
 paid a fixed salary intended to cover all compensation to which the employee is 
 entitled regardless of the number of hours worked in any work week.  Therefore, this 
 position is not entitled to receive payment of overtime compensation pursuant to 
 Section 2080.60 of Board Policy.   
 
2310.80 Essential Job Duties 
 
  The Public Works Superintendent is required to work the hours necessary or required 
 to complete necessary projects or job functions.  The physical demands described 
 herein are representative of those that must be met by an employee to successfully 
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 perform the essential functions of this job. The essential job duties for this position 
 include, but are not limited to: 
 

    2310.81  Task: Administration and supervision of water and sewer system maintenance, 
  repair and construction tasks, grounds and equipment maintenance. 
 

   Physical Demand:  Close and distance vision, color perception, hearing, clear speech,   
   use of hands to finger, handle or feel objects, tools or controls, walking over uneven   
   ground, climbing, kneeling, stooping, bending, sitting, squatting, upper and lower   
   body flexibility, standing and driving vehicle and heavy equipment. Must occasionally 

  
   wear a self-contained breathing apparatus, climb stairs or ladders.   

 
2310.82 Task: Prepare work schedules, written instructions and drawings, supervise the 
coordination of inventory control and purchasing functions, read contracts, specifications, 
details and plans, and perform related paperwork. 

 
   Physical Demand:  Sitting, standing, walking; close vision; reading; handwriting; use   
   of hands to finger, handle, or feel objects, tools or controls, reading, handwriting,    
   operation of a computer and other office equipment. 

 
    2310.83 Task: Use computers, copiers, calculators and other business machines. 

 
 Physical Demand:  Sitting, close vision, use of hands to finger, handle, or feel objects, 
 tools or controls. 

 
  2310.84 Task: Prepare and evaluate reports. 
 

   Physical Demand:  Sitting, close vision, use of hands to finger, handle, or feel objects, 
 tools or controls, reading, operation of a computer and other office equipment. 

 
    2310.85 Task: Conducts meetings of personnel. 

 
 Physical Demand:  Sitting, standing, speaking, hearing. 

 
  2310.86 Task: Performs construction inspection work and related documentation. 
 

   Physical Demand:  Standing, walking over uneven ground, stooping, bending, 
 squatting, climbing, sitting, close and distance vision, speaking, hearing, use of hands   

   to finger, handle, or feel objects, tools or controls, driving vehicle. 
     
    2310.87 Task: Perform customer service work. 

 
   Physical Demand:  Sitting, standing, speaking, hearing, close and distance vision,   
   walking over uneven ground, driving vehicle. 
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    2310.88 Task: Inspect District park, buildings, facilities and infrastructure to plan  
  repairs, maintenance and construction projects. 
 

   Physical Demand:  Sitting, standing, stooping, bending, squatting, climbing, close and  
   distance vision, hearing, use of hands to finger, handle, or feel objects, tools or 

 controls, driving vehicle. 
 

    2310.89 Task: Prepare drawings, reviews plans and specifications. 
 

   Physical Demand:  Sitting, standing, stooping, bending, squatting, climbing, close and  
   distance vision, walking over uneven ground, use of hands to finger, handle, or feel  
   objects tools or controls, reading, handwriting. 
 

2310.90 Marginal Job Duties 
 

    2310.91  Task: Serves as Interim General Manager in the absence of the General Manager. 
 

 Physical Demand: Sitting, standing, stooping, bending, squatting, close vision,  
 speaking, hearing, use of hands to finger, handle, or feel objects, tools or controls,   
 operate computer, attend out of town meetings with possible overnight stays, training   
 and functions, driving vehicles.  

 
  2310.92   Task: Perform snow removal operations. 
 
   Physical Demand:  Standing, walking on deep snow, stooping and bending to shovel   
   snow for up to 4 hours (continuously with shovel weights of up to 15 lbs., regularly   
   with shovel weights of up to 25 pounds), squatting, close vision, distance vision, use   
   of hands to finger, handle, or feel objects, tools or controls, driving vehicle and   
   operating plowing equipment. 
 
  2340.93  Task: Operate and maintain park maintenance equipment, prepare park facilities 
  for special events. 
 

   Physical Demand:  Standing, walking, kneeling, stooping, bending, squatting, close   
   vision, distance vision, use of hands to finger, handle, or feel objects, tools or controls, 

 driving vehicle, operating mowing equipment for up to 5 hours under continuous   
   bouncing and jarring conditions, exposure to fertilizers and pesticides. 

 
  2310.94 Task:  Assist in performing general building and facility maintenance, and green 
  waste removal. 
 

   Physical Demand:  Sitting, standing, walking, lifting, pushing, pulling and carrying  
   (regularly up to 25 lbs., frequently up to 50 lbs., and infrequently up to 70 lbs.),   
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   climbing stairs, kneeling, stooping, bending, squatting, close and distance vision, use   
   of hands to finger, handle, or feel objects, tools or controls; driving vehicle. 
 
  2310.95 Task: Operate, maintain refuse collection equipment and assist in providing   
  collection services.  
 

Physical Demand: Standing, walking, lifting, pushing, pulling and carrying 
(regularly up to 50 lbs., frequently up to 100 lbs. and infrequently up to 195 lbs.), 
kneeling, stooping, bending, squatting, close vision, distance vision, use of hands 
to finger, handle or feel objects, tools or controls, driving vehicle and heavy 
equipment, working for extended periods in extremely hot or cold weather, 
exposure to household solid waste and green waste. 

2310.100 Environmental Demands 
 

   2310.011  Outside: Works outside frequently in a variety of weather conditions ranging 
 from deep snow to +100 degrees Fahrenheit. 
 
 2310.102  Inside: Regularly works indoors in temperature-controlled environment. 
 

   2310.103  Fumes/Gases:  Exposure to perfumes and colognes, fumes from 
 construction equipment, sewer gases and dust from construction operations. 
 

   2310.104  Noise/Vibration:  Moderate exposure to noise and vibration from construction 
  tools and equipment. 

 
2310.110 Mental Requirements 

 
   2310.111  Reading:  Reads complex technical manuals, District maps, written memos   
   and  directives, plans, specifications and details, work orders, material data sheets,   
   safety manuals, and other documents pertinent to the construction, repair and 

 replacement of water distribution facilities. 
 
 2310.112  Writing: Writes daily work orders, reports, memos, messages, prepares   
 letters, faxes and other word processing documents, prepares as-built sketches and fills 
 out other information forms. 
 
 2310.113  Math: Ability to perform basic math calculations.   Ability to apply 
 concepts such as fractions, percentages, ratios, and proportions to practical situations,   
 prepares and enters information into spreadsheets. 
 

   2310.114  Attention to Detail:  High level concentration and attention to detail for   
   extended periods of time to insure safe, efficient and productive operations. 

 
 2310.115  Repetition: Minimal repetitive work. 
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   2310.116  Judgment: Ability to work independently, prioritize work and make 

 decisions regarding correct application and implementation of work procedures.   
   Ability to define problems, collect data, establish facts and draw valid conclusions.    
   Ability to work with others and to formulate appropriate instructions to achieve   
   desired goals.   

 
   2310.117  Social Skills: Ability to relate cooperatively with members of the public,   
   regulatory agencies and District personnel. 

 
   2310.118  Communication Skills:  Ability to quickly organize and communicate   
   thoughts orally and written.  Ability to understand communications from others.    
   Ability to communicate all hand signals related to construction operations. 
 

  2310.120 This job description does not constitute an employment agreement between the employer 
  and employee and is subject to change by the employer as the needs of the employer and requirements of 
  the job change. 
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POLICY TITLE: Utility Worker II – Job Description 
POLICY NUMBER: 2320 
ADOPTED: October 28, 2002 
REVIEWED: August 17, 2015, 04/11/18, 10/21/20, 2/14/24 
REVISED: 08/12/13; 02/22/16; 05/14/18; 12/14/20 

 
 
2320.10 General Job Description the Utility Worker II is hired by the General Manager and 

evaluated annually by the Public Works Superintendent and presented to the General 
Manager for recommendations. He or she works under the direction and supervision 
of the Public Works Superintendent and/or General Manager. 

 

2320.12 Performs a wide variety of skilled and semi-skilled manual labor and 
automated tasks. 

 
2320.13 Reads and interprets construction contracts, specifications, details and plans 
for the purpose of correctly installing, repairing and/or replacing pipelines, buildings, 
and appurtenant facilities. 

 
2320.14 Accurately estimates and prepares quantity lists of labor, material and 
equipment needed for construction, replacement and/or repair projects. 

 
2320.15 Responsible for fostering positive public relations in responding to questions 
and requests from District customers regarding service and maintenance. 

 

2320.16 Develops and presents to subordinates information relating to safety in 
conformance with District's safety program.

McCLOUD COMMUNITY SERVICES DISTRICT 
Policy and Procedure Manual 

16 of 124



Policy 2320 Utility Worker II - Job Description 
Page 2 of 7 

 

2320.20 Under the direction and supervision of the Public Works Superintendent: 
 

2320.21 Processes records relating to job costs and time expenditures of equipment 
and District personnel. 

 
2320.22 Coordinates purchases of all materials, supplies, parts and other inventory 
needed for operation and maintenance of the District’s equipment, facilities, buildings 
and infrastructure. Completes the associated purchase orders, bid packets and required 
documentation for such inventory maintenance. 

 
2320.23 Responsible for developing, implementing and updating as needed the 
District’s inventory control system. 

 
2320.24 Assists in the preparation of the utility and maintenance department budgets. 

 
2320.25 Assists the District Interim Utility and Utility Worker I crew as needed to 
maintain, repair and perform light to heavy construction work on the District’s park, 
buildings and grounds, repair vehicles and equipment efficiently and productively. 

 
2320.26 Share standby and emergency service responsibilities with other field 
personnel. 

 
2320.27 Assist in refuse collection operations and maintenance of related equipment. 

 
2320.28 And other duties as assigned. 

 
2320.29 Under the direction of the Public Works Superintendent assists in the 
planning and preparation of project and work schedules and assigning individual 
employees and crews to specific tasks. 

 
2320.30 Assists individual employees and crews in performing maintenance, 
construction, replacement and/or repair project tasks to assure satisfactory 
performance of the District’s domestic water and sewer systems, buildings, facilities, 
grounds and equipment and snow removal operations. 

 
2320.31 Trains or assists in training of subordinates. 

 
2320.30 Prerequisite Qualifications 

 

2320.31 High school diploma or the equivalency thereof. 
 

2320.32 Five (5) years of experience, or combination of training and experience, as a 
District Utility Worker I, Maintenance Worker or comparable non-District position. 
Supervises employees in the positions of Interim Utility Worker, Park Maintenance 
Worker, part-time, seasonal and temporary classifications. 
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2320.33 The Utility Worker II must have and continuously maintain a valid D-2 
Water Distribution System Operator Certificate issued by the California 
Department of Health Services. 

 
2320.34 Knowledge of capability and operation of construction tools and equipment. 

 
2320.35 Knowledge of water distribution and sewage collection systems and 
wastewater treatment facilities. 

 

2320.36 Knowledge of pipe, valves, fittings, and other appurtenant materials, 
including costs, used in potable water transmission, irrigation and sewage collection 
systems. 

 
2320.37 Knowledge of the practices, principles, methods, tools, and equipment used 
in building construction, maintenance and repair, grounds maintenance and janitorial 
work. 

 
2320.40 Prerequisite Qualifications – Continued 

 

2320.41 Ability to use, or learn within a reasonable time, the District’s current word 
processing and spreadsheet software. 

 
2320.42 Valid California driver license and satisfactory driving record. Possession of 
a Class A or B California Driver’s license is required with an air brake endorsement. 

 
2320.50 Basic Work Hours 

 

Regular Office hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. Regular 
field staff hours are 7:00 a.m. to 3:30 p.m. Alternative work hours may be established 
by the District as necessary to facilitate snow removal and/or emergency situations. 

 
2320.60 Essential Job Duties 

 

The Utility Worker II is required to work overtime as necessary or required to 
complete necessary projects or job functions. The physical demands described herein 
are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. The essential job duties for this position include, but 
are not limited to: 

 
2320.61 Task: Performance and supervision of water and sewer system maintenance, 
repair and construction tasks, grounds and equipment maintenance. 

 
Physical Demand: Close and distance vision, color perception, hearing, clear speech, 
use of hands to finger, handle or feel objects, tools or controls, walking over uneven 
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ground, climbing, kneeling, stooping, bending, sitting, squatting, upper and lower 
body flexibility, standing, lifting, pushing, pulling and carrying (regularly up to 25 
lbs., frequently up to 50 lbs. and infrequently up to 70 lbs.), and driving vehicle 
and heavy equipment. Must occasionally wear a self-contained breathing apparatus, 
climb stairs or ladders. 

 
2320.62 Task: Prepare work schedules, written instructions, and drawings, reads 
contracts, specifications, details and plans, and perform related paperwork. 

 
Physical Demand: Sitting, standing, walking, close vision, reading, handwriting, use 
of hands to finger, handle or feel objects, tools or controls, reading, handwriting, 
operation of a computer and other office equipment. 

 
2320.63 Task: Use computers, copiers, calculators and other business machines. 

 
Physical Demand: Sitting, close vision, use of hands to finger, handle or feel objects, 
tools or controls. 

 
2320.64 Task: Prepare and evaluate reports. 

 
Physical Demand: Sitting, close vision, use of hands to finger, handle or feel objects, 
tools or controls, reading, operation of a computer and other office equipment. 

 
2320.65 Task: Conducts meetings of personnel. 

Physical Demand: Sitting, standing, speaking, hearing. 

2320.66 Task: Performs construction inspection work and related documentation. 
 

Physical Demand: Standing, walking over uneven ground, stooping, bending, 
squatting, climbing, sitting, close and distance vision, speaking, hearing, use of hands 
to finger, handle or feel objects, tools or controls, driving vehicle. 

 
2320.67 Task: Perform customer service work. 

 
Physical Demand: Sitting, standing, speaking, hearing, close and distance vision, 
walking over uneven ground, driving vehicle. 

 
2320.68 Task: Inspects District park, buildings, facilities and infrastructure to plan 
repairs, maintenance and construction projects. 

 
Physical Demand: Sitting, standing, stooping, bending, squatting, climbing, close and 
distance vision, hearing, use of hands to finger, handle or feel objects, tools or 
controls, driving vehicle. 
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2320.69 Task: Prepare drawings. 
 

Physical Demand: Sitting, standing, stooping, bending, squatting, climbing, 
close and distance vision, walking over uneven ground, use of hands to finger, handle 
or feel objects tools or controls, reading, handwriting. 

 
2320.70 Essential Job Duties – Continued 

 

2320.71 Coordinates and performs inventory control and purchasing functions. 
 

Physical Demand: Sitting, standing, stooping, bending, squatting, climbing, 
close and distance vision, walking over uneven ground, climbing stairs or ladders, 
use of hands to finger, handle or feel objects, tools or controls, reading, operation of a 
computer. 

 
2320.80 Marginal Job Duties 

 

2320.81 Task: Assist in green waste operations. 
 

Physical Demand: Standing, walking continuously for up to 4 hours in normal or 
adverse weather conditions, lifting, pushing, pulling and carrying (continuously over 
40 lbs., frequently up to 70 lbs. and infrequently up to 70 lbs.), kneeling, stooping, 
bending, squatting, close vision, distance vision, use of hands to finger, handle or feel 
objects, tools or controls, driving vehicle and heavy equipment, exposure to paints, 
chemicals and household hazardous waste 

 
2320.82 Task: Perform park maintenance duties. 

 
Physical Demand: Standing, walking, kneeling, stooping, bending, squatting, close 
vision, distance vision, use of hands to finger, handle or feel objects, tools or controls, 
driving vehicle, operating mowing equipment for up to 5 hours under continuous 
bouncing and jarring conditions, exposure to fertilizers and pesticides. 

 
2320.83 Task: Perform snow removal operations. 

 
Physical Demand: Standing, walking on deep snow, stooping and bending to shovel 
snow for up to 4 hours (continuously with shovel weights of up to 15 lbs., regularly 
with shovel weights of up to 25 pounds), squatting, close vision, distance vision, use 
of hands to finger, handle or feel objects, tools or controls, driving vehicle and 
operating plowing equipment. 

 
2340.84 Task: Assist in performing general building and facility maintenance. 

 
Physical Demand: Sitting, standing, walking, lifting, pushing, pulling and carrying 
(regularly up to 25 lbs., frequently up to 50 lbs. and infrequently up to 70 lbs.), 
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climbing stairs, kneeling, stooping, bending, squatting, close and distance vision, use 
of hands to finger, handle or feel objects, tools or controls, driving vehicle. 

 
2320.85 Task: Assist in refuse collection services 

 
Physical Demand: Standing, walking, lifting, pushing, pulling and carrying 
(regularly up to 50 lbs., frequently up to 100 lbs. and infrequently up to 195 lbs.), 
kneeling, stooping, bending, squatting, close vision, distance vision, use of hands to 
finger, handle or feel objects, tools or controls, driving vehicle and heavy 
equipment, working for extended periods in extremely hot or cold weather, 
exposure to household solid waste and green waste. 

 
2320.90 Environmental Demands 

 

2320.91 Outside: Works outside frequently in a variety of weather conditions ranging 
from deep snow to +100 degrees Fahrenheit. 

 
2320.92 Inside: Occasionally works indoors in temperature-controlled environment. 

 
2320.93 Fumes/Gases: Exposure to fumes from construction equipment, sewer gasses 
and dust from construction operations. 

 
2320.94 Noise/Vibration: Moderate exposure to noise and vibration from 
construction tools and equipment. 

 
2320.100 Mental Requirements 

 

2320.101 Reading: Reads technical manuals, District maps, written memos and 
directives, plans, specifications and details, work orders, material data sheets, safety 
manuals, and other documents appurtenant to the construction, repair and 
replacement of water distribution facilities. 

 
2320.102 Writing: Writes daily work orders, reports, memos, messages, purchase 
orders, prepares letters, faxes and other word processing documents, prepares as-  
built sketches, and fills out other information forms. 

 
2320.103 Math: Ability to perform basic math calculations. Ability to apply 
concepts such as fractions, percentages, ratios, and proportions to practical 
situations, prepares and enters information into spreadsheets. 

 
 

2320.104 Attention to Detail: High level concentration and attention to detail for 
extended periods of time to insure safe, efficient and productive operations. 

 
2320.105 Repetition: Minimal repetitive work. 
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2320.106 Judgment: Ability to work independently, prioritize work and make 
decisions regarding correct application and implementation of work procedures. 
Ability to define problems, collect data, establish facts, and draw valid conclusions. 
Ability to work with others and to formulate appropriate instructions to achieve 
desired goals. 

 
2320.107 Social Skills: Ability to relate cooperatively with members of the 
public, regulatory agencies and District personnel. 

 
2320.108 Communication Skills: Ability to quickly organize and communicate 
thoughts orally and written. Ability to understand communications from others. 
Ability to communicate all hand signals related to construction operations. 

 
2320.20 This job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the employer 
and requirements of the job change. 
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POLICY TITLE: Interim Utility Worker – Job Description 
POLICY NUMBER: 2335 
ADOPTED: November 12, 2002 
REVIEWED: 7/22/13; 8/12/13; 8/17/15; 2/09/16; 4/11/18; 10/21/20; 

2/14/24 
 REVISED: 08/12/13; 03/14/26; 05/29/18, 12/14/20 

 
 
2335.10 General Job Description 

 

The Interim Utility Worker is hired by the General Manager and evaluated annually by the 
Public Works Superintendent, which evaluation is presented to the General Manager for 
recommendations. He or she works under the direction and supervision of the Public Works 
Superintendent and/or the General Manager. 

 
2335.11 Works independently or as a member of a crew to efficiently and productively 

operate, repair, construct, replace and maintain the District water and sewer 
systems. 

 
2335.12 Performs a wide variety of unskilled and semi-skilled manual labor and automated 

tasks. 
 

2335.13 Share standby and emergency service responsibilities with other field personnel. 
 

2335.14 Respond to public inquiries, complaints and/or requests for emergency service in 
a courteous manner, provide information within areas of assignment and resolve 
complaints in an efficient and timely manner. 

 
2335.15 Assist in cleaning up work sites, assure proper disposal of hazardous materials as 

established by District guidelines, perform work related to the handling 
of sludge at the wastewater treatment facilities. 

 
2335.16 Operate control valves, record levels and perform effluent quality analysis work at 

the wastewater treatment facility. 
 

2335.17 Perform chlorine residual testing and recording of related data. 

McCLOUD COMMUNITY SERVICES DISTRICT 
Policy and Procedure Manual 
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2335.18 Operate and perform light maintenance on a range of vehicles, heavy equipment 
and construction equipment including cranes, loaders, trenchers, backhoe, motor 
grader, compaction equipment and various trucks used in the repair and 
maintenance of pipes, channels, roads, rights-of-way and other water distribution 
and wastewater collection facilities. 

 
2335.19 Performing preventative maintenance on pumps, valves, hydrants and other water 

distribution facilities, performs various mechanical, electrical, carpenter and 
painting tasks. 

 
2335.20 General Job Description – Continued 

 
2335.21 Perform traffic control functions, set up traffic warning devices and barricades, 

direct traffic around work sites, maintain related equipment. Performs other duties 
as assigned. 

 

2335.22 Operate and perform light maintenance on a variety of equipment, including 
air and power tools, generators, whackers, compressors, cement mixers and trucks. 

hand, 

2335.23 Check job sites for potential hazards, determine precautions for safe equipment 
operation, perform assignment in compliance with safety regulations and the 
District’s code of safe practices, perform scheduled facility safety inspections. 

 

2335.24 Haul or transport equipment to and from job sites, inspect equipment, make 
operating adjustments and perform preventative maintenance and repair. 

 

2335.25 Maintain accurate and complete records of work performed.  

2335.26 Assist in snow removal operations as needed and maintenance of related 
equipment. 

 

2335.27 Assists with Park Maintenance as directed to efficiently and productively maintain, 
and perform light construction work on the District’s park, buildings and grounds, 
repair vehicles and equipment. 

repair 

2335.28 Assist in refuse collection operations and maintenance of related equipment.  

 
2335.281 Cannot operate District vehicles or equipment without the proper 
training, required license/s and/or endorsements to do so. 

 
 

2335.30 Prerequisite Qualifications 
 

2335.31 High school diploma or the equivalency thereof. 
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2335.32 Knowledge of basic construction tools and equipment; basic knowledge of 
District operations and materials used in potable water transmission systems. 

 
 

2335.33 Must have a satisfactory driving record, a valid California driver’s license and be 
able to obtain a valid Class B driver’s license with air brake endorsement within 
twelve (12) months of the date of designation as a result employee. If the employee 

successfully receives the Class B driver’s license with air brake endorsement the 
employee will go to the first step at Utility Worker I. 

 
2335.34 Two (2) years of experiences, or combination of training and experience, as a 

District Park Worker or comparable non-District position. 
 
 

2335.40 Basic Work Hours 
 

Regular office staff hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. Regular field 
staff hours are 7:00 a.m. to 3:30. Alternative work hours may be established by the District as 
necessary to facilitate snow removal and/or emergency situations. 

 
2335.50 Essential Job Duties 

 

The Interim Utility Worker is required to work overtime as necessary or required to complete 
necessary projects or job functions. The physical demands described herein are representative 
of those that must be met by an employee to successfully perform the essential functions of 
this job. The essential job duties for this position include, but are not limited to: 

 
2335.51 Operate, repair and install valves, fire hydrants, water mains, service connections, 
chlorination equipment. 

 
Physical Demand: Standing, walking, lifting, pushing, pulling and carrying (regularly up to 
25 lbs., frequently up to 50 lbs. and infrequently up to 70 lbs.), kneeling, stooping, bending, 
squatting, close vision, distance vision, use of hands to finger, handle or feel objects, tools or 
controls, driving vehicle and heavy equipment, working for extended periods in extremely 
hot or cold weather, cold water and untreated sewage, exposure to chlorine chemicals. 

 
2335.52 Task: Construction of water and sewer main services. 

 
Physical Demand: Standing, walking lifting, pushing, pulling and carrying regularly up to 25 
lbs., frequently up to 50 lbs. and infrequently up to 70 lbs.; kneeling, stooping, bending, 
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squatting, close vision, distance vision, use of hands to finger, handle or feel objects, tools or 
controls, driving vehicle and heavy equipment; working for extended periods in extremely 
hot or cold weather. 

 
2335.53 Task: Assists in emergency standby rotation with other utility and maintenance staff; 
responding to customer complaints and questions. 

 
Physical Demand: Sitting, standing, walking close vision, speaking, hearing, use of hands 
to finger, handle or feel objects, tools or controls, drive vehicle. 

 
2335.54 Task: Prepared hand written and typewritten reports, forms, questionnaires, etc. 
as required to document work performed and maintain compliance with the various water 
and sewer operating permits and construction projects. 

 
Physical Demand: Sitting, close vision, reading; handwriting, speaking, hearing, use of 
hands to finger, handle or feel objects, tools or controls, operating a computer and typewriter. 

 
2335.55 Task: Perform water quality sampling. 

 
Physical Demand: Sitting, standing, walking 
on even ground in adverse weather conditions and/or deep snow, close vision, reading; 
handwriting, use of hands to finger, handle or feel objects, tools, or controls; driving vehicle. 

 
2335.56 Task: Heavy Equipment, construction equipment, pump and vehicle maintenance. 

 
Physical Demand: Sitting, standing, walking lifting, pushing, pulling and carrying (regularly 
up to 25 lbs., frequently up to 50lbs.) kneeling, stooping, bending for periods of up to 1 hour, 
squatting, close vision, use of hands to finger, handle or feel objects, tools or controls, 
driving vehicle and/or equipment in road conditions that cause continuous bouncing and 
jarring. 

 
2335.57 Task: Location of District facilities (infrastructure). 

 
Physical Demand: Sitting, standing, walking over uneven ground, close and distance vision, 

use of hands to operate locating equipment, driving vehicle. 

2335.58 Task: Perform traffic control operations to facilitate the repair, replacement, 
operating and maintenance of District facilities. 

 
Physical Demand: Standing continuously in one location, walking over uneven ground, 
distance vision, speaking, hearing, use of hands to hold and manipulate signs, and to 
give direction to vehicle operations; driving vehicle. 

 
 
2335.60 Essential Job Duties 
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2335.61 Task: Perform safety inspections. 
 

Physical  Demand: Sitting, standing, walking, climbing stairs, close vision, speaking, 
hearing, use of hands to finger, handle or feel objects, tools or controls, vehicle. 

 
2335.62 Task: Perform water and sewer easement operations. 

 
Physical Demand: Sitting, standing, walking, lifting, pushing, pulling and carrying 
(regularly up to 25 lbs., frequently over 50 lbs., and infrequently up to 70 lbs.), kneeling, 
stooping, bending, squatting, close vision, distance vision, use of hands to finger, handle or 
feel objects, tools or controls, driving vehicle and heavy equipment, working for extended 
periods in extremely hot or cold weather, exposure to wasp and bee stings. 

 
2335.70 Marginal Job Duties 

 

2335.71 Task: Assist in green waste operations. 
 

Physical Demand: Standing, walking continuously for up to 4 hours in normal or adverse 
weather conditions, lifting, pushing, pulling and carrying (continuously over 25 lbs., 
frequently up to 50 lbs. and infrequently up to 70 lbs.), kneeling, stooping, bending, 
squatting, close vision, distance vision, use of hands to finger, handle or feel objects, tools 
or controls, driving vehicle and heavy equipment; exposure to paints, chemicals and 
household hazardous waste. 

 
2335.72 Task: Perform park maintenance duties. 

 
Physical Demand: Standing, walking, kneeling, stooping, bending, squatting, close vision; 
distance vision, use of hands to finger, handle or feel objects, tools or controls, driving 
vehicle, operating mowing equipment for up to 5 hours under continuous bouncing and 
jarring conditions, exposure to fertilizers and pesticides. 

 
2335.73 Task: Perform snow removal operations. 

 
Physical Demand: Standing, walking on deep snow, stooping and bending to shovel snow 
for up to 4 hours (continuously with shovel weights of up to 15 lbs., regularly with shovel 
weights of up to 25 pounds), squatting, close vision, distance vision, use of hands to finger, 
handle or feel objects, tools or controls, driving vehicle and operating plowing equipment. 

 
2335.74 Task: Perform general building and facility maintenance. 

 
Physical Demand: Sitting, standing, walking, lifting, pushing, pulling and carrying 
(regularly up to 25 lbs., frequently up to 50 lbs., and infrequently up to 70 lbs., climbing 
stairs, kneeling, stooping, bending, squatting, close and distance vision, use of hands to 
finger, handle or feel objects, tools or controls, driving vehicle. 
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2335.75 Task: Assist in refuse collection services 
 

Physical Demand: Standing, walking, lifting, pushing, pulling and carrying (regularly up 
to 50 lbs., frequently up to 100 lbs. and infrequently up to 195 lbs.), kneeling, stooping, 
bending, squatting, close vision, distance vision, use of hands to finger, handle or feel 
objects, tools or controls, driving vehicle and heavy equipment, working for extended 
periods in extremely hot or cold weather, exposure to household solid waste and green 
waste. 

 
2335.80 Environmental Demands 

 

2335.81 Outside: Usually works outside in a variety of weather conditions ranging 
from snow to +100 degrees Fahrenheit. 

 
2335.82 Inside: Seldom. Works indoors in temperature-controlled environment. 

 
2335.83 Fumes/Gases: Exposure to fumes from internal combustion engines, 
exposure to dust generated during construction operations, exposure to fumes from 
sewer gasses and weed control chemicals. 

 
2335.84 Noise/Vibration: Moderate exposure to noise, minimal vibration from tools 
and equipment. 

 
2335.90 Mental Requirements 

 

2335.91 Reading: Reads road maps, instructions, work orders, safety manuals, 
letters, reports, memos and messages. 

 
2335.92 Writing: Annotates work orders with materials used, equipment used, as-built 
facility information, hours worked and descriptions of work done. 

 
2335.93 Math: Ability to perform basic math calculations. Ability to count and measure. 

 
2335.94 Attention to Detail: Medium-level concentration and attention to detail to 
produce an acceptable level of workmanship. 

 
2335.95 Repetition: Routine daily work practices. 

 
2335.96 Judgment: Works under direct supervision; minimal judgment required. 

 
2335.97 Social Skills: Ability to relate cooperatively with members of the Public and 
District personnel. 
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2335.98 Communication Skills: Ability to understand communications from others. 
Ability to communicate all hand signals related to construction operations. 

 
2335.100 This job description does not constitute an employment agreement between the 

employer and employee and is subject to change by the employer as the needs of the 
employer and requirements of the job change. 
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POLICY TITLE: Utility Worker I – Job Description 
POLICY NUMBER: 2340 
ADOPTED: October 28, 2002  
REVIEWED: 08/17/15; 04/11/18; 10/21/20; 2/14/24 
AMENDED: 08/23/14; 02/22/16; 05/14/18, 12/14/20 

 
2340.10 General Job Description: The Utility Worker I is hired by the General Manager and 

evaluated annually by the Public Works Superintendent. The evaluation is presented 
to the General Manager for recommendations. He or she works under the direction 
and supervision of the Public Works Superintendent and/or General Manager. 

 
2340.11 Assists the Public Works Superintendent in the planning and preparation of 
project and work schedules and assigning individual employees and crews to specific 
tasks. 

 
2340.12 Assists individual employees and crews in performing maintenance, 
construction, replacement and/or repair project tasks to assure satisfactory 
performance of the District’s domestic water and sewer systems, buildings, facilities, 
grounds and equipment and snow removal operations. 

 
2340.13 Performs a wide variety of skilled and semi-skilled manual labor and 
automated tasks. 

 
2340.14 Reads and interprets construction contracts, specifications, details and plans 
for the purpose of correctly installing, repairing and/or replacing pipelines, buildings 
and appurtenant facilities. 

 
2340.15 Accurately estimates and prepares quantity lists of labor, material and 
equipment needed for construction, replacement and/or repair projects. 

 
2340.16 Responsible for fostering positive public relations in responding to questions 
and requests from District customers regarding service and maintenance. 

 

2340.17 Trains or assists in training of subordinates. 
 

2340.18 Develops and presents to subordinates information relating to safety in 

McCLOUD COMMUNITY SERVICES DISTRICT 
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conformance with District's safety program. 
 

2340.19Under the direction and supervision of the Public Works Superintendent: 
 

2340.20 Processes records relating to job costs and time expenditures of equipment 
and District personnel. 

 
3420.21 Coordinates purchases of all materials, supplies, parts, and other inventory 
needed for operation and maintenance of the District’s equipment, facilities, buildings 
and infrastructure. Completes the associated purchase orders, bid packets, and 
required documentation for such inventory maintenance. 

 
2340.22 Responsible for developing, implementing, and updating as needed the 
District’s inventory control system. 

 
2340.23 Assists in the preparation of the utility and maintenance department 
budgets. 

 
2340.24 Assists the District’s Interim Utility Workers as needed to maintain, repair 
and perform light to heavy construction work on the District’s park, buildings and 
grounds, repair vehicles and equipment efficiently and productively. 

 
2340.25 Share standby and emergency service responsibilities with other field 
personnel. 

 
2340.26 Assist in refuse collection operations and maintenance of related 
equipment. 

 
2340.27 And other duties as assigned. 

 

2340.30 Prerequisite Qualifications 
 

2340.31 High school diploma or the equivalency thereof. 
 

2340.32 Two (2) years of experience, or combination of training and experience, as a 
District Interim Utility Worker, Park Maintenance Worker, or comparable non-
District position. 

 
2340.33 The Utility Worker I must obtain and continuously maintain a valid D-1 
Water Distribution System Operator Certificate issued by the California Department 
of Health Services within 2 years of regular appointment to this position, at which time 
he/she will receive a step increase. 

 
2340.34 The Utility Worker I may obtain a valid D-2 Water Distribution System 
Operator Certificate issued by the California Department of Health Services. If 
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the employee successfully receives the D-2 Water Distribution System Operator 
Certificate issued by the California Department of Health Services the employee will 
go to the step at Utility Worker II which provides the next highest salary. 

 
2340.35 Knowledge of capability and operation of construction tools and equipment. 

 
2340.36 Knowledge of District's water distribution and sewage collection system and 
wastewater treatment facilities. 

 

2340.37 Knowledge of pipe, valves, fittings, and other appurtenant materials, 
including costs, used in potable water transmission, irrigation, and sewage 
collection systems. 

 
2340.38 Knowledge of the practices, principles, methods, tools and equipment used in 
building construction, maintenance and repair, grounds maintenance and janitorial 
work. 

 
2340.40 Prerequisite Qualifications – Continued 

 

2340.41 Ability to use, or learn within a reasonable time, the District’s current word 
processing and spreadsheet software. 

 
2340.42 Valid California driver license and satisfactory driving record. Possession of 
a Class A or B California Driver’s license is required with an air brake endorsement. 

 
2340.50 Basic Work Hours 

 

Regular office staff hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. Regular 
field staff hours are 7:00 a.m. to 3:30 p.m. Alternative work hours may be established 
by the District as necessary to facilitate snow removal and/or emergency situations. 

 
2340.60 Essential Job Duties 

 

The Utility Worker I is required to work overtime as necessary or required to complete 
necessary projects or job functions. The physical demands described herein are 
representative of those that must be met by an employee to successfully perform the 
essential functions of this job. The essential job duties for this position include, but are 
not limited to: 

 
 

2340.61 Task: Performance and supervision of water and sewer system maintenance, 
repair and construction tasks, grounds, and equipment maintenance. 

 
Physical Demand: Close and distance vision, color perception, hearing, clear speech, 
use of hands to finger, handle, or feel objects, tools or controls, walking over uneven 
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ground, climbing, kneeling, stooping, bending, sitting, squatting, upper and lower 
body flexibility, standing, lifting, pushing, pulling and carrying (regularly up to 25 
lbs., frequently up to 50 lbs. and infrequently up to 70 lbs.), and driving vehicle 
and heavy equipment. Must occasionally wear a self-contained breathing 
apparatus, climb stairs or ladders. 

 
2340.62 Task: Prepare work schedules, written instructions, and drawings, reads 
contracts, specifications, details and plans, and perform related paperwork. 

 
Physical Demand: Sitting, standing, walking, close vision, reading, handwriting, use 
of hands to finger, handle, or feel objects, tools or controls, reading, handwriting, 
operation of a computer and other office equipment. 

 
2340.63 Task: Use computers, copiers, calculators, and other business machines. 

 
Physical Demand: Sitting, close vision, use of hands to finger, handle, or feel objects, 
tools or controls. 

 
2340.64 Task: Prepare and evaluate reports. 

 
Physical Demand: Sitting, close vision, use of hands to finger, handle, or feel objects, 
tools or controls, reading, operation of a computer and other office equipment. 

 
2340.65 Task: Conducts meetings of personnel. 

Physical Demand: Sitting, standing, speaking, hearing. 

2340.66 Task: Performs construction inspection work and related documentation. 
 

Physical Demand: Standing, walking over uneven ground, stooping, bending, 
squatting, climbing, sitting, close and distance vision, speaking, hearing, use of hands 
to finger, handle or feel objects, tools or controls, driving vehicle. 

 
2340.67 Task: Perform customer service work. 

 
Physical Demand: Sitting, standing, speaking, hearing, close and distance vision, 
walking over uneven ground, driving vehicle. 

 
2340.68 Task: Inspects District park, buildings, facilities, and infrastructure to plan 
repairs, maintenance and construction projects. 

 
Physical Demand: Sitting, standing, stooping, bending, squatting, climbing, close and 
distance vision, hearing, use of hands to finger, handle, or feel objects, tools or 
controls, driving vehicle. 
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2340.69 Task: Prepare drawings. 
 

Physical Demand: Sitting, standing, stooping, bending, squatting, climbing, 
close and distance vision, walking over uneven ground, use of hands to finger, handle 
or feel objects tools or controls, reading, handwriting. 

 
2340.70 Essential Job Duties – Continued 

 

2340.71 Coordinates and performs inventory control and purchasing functions. 
 

Physical Demand: Sitting, standing, stooping, bending, squatting, climbing, 
close and distance vision, walking over uneven ground, climbing stairs or ladders, 
use of hands to finger, handle or feel objects, tools or controls, reading, operation of a 
computer. 

 
2340.80 Marginal Job Duties 

 

2340.81 Task: Assist in green waste operations. 
 

Physical Demand: Standing, walking continuously for up to 4 hours in normal or 
adverse weather conditions, lifting, pushing, pulling and carrying (continuously over 
40 lbs., frequently up to 70 lbs. and infrequently up to 70 lbs.), kneeling, stooping, 
bending, squatting, close vision, distance vision, use of hands to finger, handle or feel 
objects, tools or controls, driving vehicle and heavy equipment, exposure to paints, 
chemicals and household hazardous waste 

 
2340.82 Task: Perform park maintenance duties. 

 
Physical Demand: Standing, walking, kneeling, stooping, bending, squatting, close 
vision, distance vision, use of hands to finger, handle or feel objects, tools or controls, 
driving vehicle, operating mowing equipment for up to 5 hours under continuous 
bouncing and jarring conditions, exposure to fertilizers and pesticides. 

 
 
 

2340.83 Task: Perform snow removal operations. 
 

Physical Demand: Standing, walking on deep snow, stooping and bending to shovel 
snow for up to 4 hours (continuously with shovel weights of up to 15 lbs., regularly 
with shovel weights of up to 25 pounds), squatting, close vision, distance vision, use 
of hands to finger, handle or feel objects, tools or controls, driving vehicle and 
operating plowing equipment. 

 
2340.84 Task: Assist in performing general building and facility maintenance. 
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Physical Demand: Sitting, standing, walking, lifting, pushing, pulling and carrying 
(regularly up to 25 lbs., frequently up to 50 lbs. and infrequently up to 70 lbs.), 
climbing stairs, kneeling, stooping, bending, squatting, close and distance vision, use 
of hands to finger, handle or feel objects, tools or controls, driving vehicle. 

 
2340.85 Task: Assist in refuse collection services 

 
Physical Demand: Standing, walking, lifting, pushing, pulling and carrying 
(regularly up to 50 lbs., frequently up to 100 lbs. and infrequently up to 195 lbs.), 
kneeling, stooping, bending, squatting, close vision, distance vision, use of hands to 
finger, handle or feel objects, tools or controls, driving vehicle and heavy 
equipment, working for extended periods in extremely hot or cold weather, 
exposure to household solid waste and green waste. 

 
2340.90 Environmental Demands 

 

2340.91 Outside: Works outside frequently in a variety of weather conditions 
ranging from deep snow to +100 degrees Fahrenheit. 

 
2340.92 Inside: Occasionally works indoors in temperature-controlled environment. 

 
2340.93 Fumes/Gases: Exposure to fumes from construction equipment, sewer 
gasses and dust from construction operations. 

 
2340.94 Noise/Vibration: Moderate exposure to noise and vibration from 
construction tools and equipment. 

 
2340.100 Mental Requirements 

 

2340.101 Reading: Reads technical manuals, District maps, written memos and 
directives, plans, specifications and details, work orders, material data sheets, safety 
manuals, and other documents appurtenant to the construction, repair and 
replacement of water distribution facilities. 

 
2340.102 Writing: Writes daily work orders, reports, memos, messages, purchase 
orders, prepares letters, faxes, and other word processing documents, prepares as- 
built sketches, and fills out other information forms. 

 
2340.103 Math: Ability to perform basic math calculations. Ability to apply 
concepts such as fractions, percentages, ratios, and proportions to practical 
situations, prepares and enters information into spreadsheets. 

 
2340.104 Attention to Detail: High level concentration and attention to detail for 
extended periods of time to insure safe, efficient, and productive operations. 
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2340.105 Repetition: Minimal repetitive work. 
 

2340.106 Judgment: Ability to work independently, prioritize work and make 
decisions regarding correct application and implementation of work procedures. 
Ability to define problems, collect data, establish facts, and draw valid conclusions. 
Ability to work with others and to formulate appropriate instructions to achieve 
desired goals. 

 
2340.107 Social Skills: Ability to relate cooperatively with members of the 
public, regulatory agencies and District personnel. 

 
2340.108 Communication Skills: Ability to quickly organize and communicate 
thoughts orally and written. Ability to understand communications from others. 
Ability to communicate all hand signals related to construction operations. 

 
2340.20 This job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the employer 
and requirements of the job change. 
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POLICY TITLE: Refuse Equipment Operator – Job Description 
POLICY NUMBER: 2350 
ADOPTED: May 14, 2018 
REVIEWED:  10/21/20; 2/14/24 
REVISED: 12/14/20 

 
 
2350.10 General Job Description 

 

The Refuse Equipment Operator is hired by the General Manager and evaluated annually by the 
Public Works Superintendent, which evaluation is presented to the General Manager for 
recommendations. He or she works under the direction and supervision of the Public Works 
Superintendent and/or the General Manager. 

 
2350.11 Operates various types of solid waste collection vehicles and equipment on assigned 
route; performs commercial and residential refuse collection activities; drives to designated 
landfill, transfer site or other disposal site and deposits materials as instructed; performs minor 
maintenance on solid waste vehicles and equipment in a safe and efficient manner. 

 
2350.12 Performs pre-trip and post-trip truck and equipment inspections to ensure safe 
operating conditions. Performs regular servicing as recommended in manufacturers operations 
manuals and outlined in District equipment maintenance policy and procedures. 
 
2350.13 Effectively operates heavy duty automated and semi-automated equipment in the      
routine collection of domestic refuse, dry trash throughout the District. 

 

2350.14 Drives and operates District vehicles and equipment including vehicles requiring a 
Class B Driver’s License with air brake endorsement. 
 
2350.15 Drives trucks along established routes through residential streets, alleys and          
commercial areas. 

 
2350.16 Drives to disposal sites to empty trucks that have been filled. Operates equipment that 
compresses the collected refuse. Operates automated or semi-automated hoisting devices that 
raise refuse bins and dump contents into openings in truck bodies. 

 
2350.17 Demonstrates proper methods, standards and use of equipment, responsible for 
personal safety as well as safe operation of equipment and safety of the general public in 
proximity. 

McCLOUD COMMUNITY SERVICES DISTRICT 
Policy and Procedure Manual 
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2350.18 May dismount refuse trucks to collect garbage and remount trucks to proceed to the 
next collection point. 

 
2350.19 Coordinates routes, work schedules and special events with the Public Works 
Superintendent and co-workers to ensure all solid waste collection needs are met in a safe 
efficient manner. Communicates with the Public Works Superintendent concerning delays, 
unsafe sites, accidents, equipment breakdowns, and other maintenance problems. 

 
2350.20 Job Description Continued 

 
2350.21 Keeps informed of road and weather conditions to determine how routes will be 
affected. 

 
2350.22 Responds to public inquiries and provides information within areas of assignment in a 
courteous manner. Reports public inquiries, complaints and/or requests for emergency service 

 to the Public Works Superintendent in a timely manner. 
 

2350.23 Check job sites for potential hazards, determine precautions for safe equipment 
operation, performs assignments in compliance with safety regulations and the District’s code 
of safe practices, performs scheduled facility safety inspections. 

 
2350.24 Haul or transport equipment to and from job sites, inspect equipment, make operating 
adjustments and perform preventative maintenance and repair. 

 
2350.25 Maintain accurate and complete records of work performed. 

 
2350.26 Assist in snow removal operations as needed and maintenance of related equipment. 

 
2350.27 Assists the District Park Worker as directed to efficiently and productively maintain, 
repair and perform light construction work on the District’s park, buildings and grounds, repair 
vehicles and equipment. 

 
2350.28 Assist the District Utility Workers as directed to efficiently and productively 
maintain, repair and perform light construction work on the District’s water distribution and 
wastewater collection systems (under supervision) , buildings and grounds, repair vehicles and 
equipment. 

 
2350.29 This position may occasionally supervise up to one person in the training of relief 
operators. 

 
2350.30 Prerequisite Qualifications 

 

2350.31 High school diploma or the equivalency thereof. 
 

2350.32 Must have a satisfactory driving record. 
 

2350.33 Must possess a valid Class B driver’s license with air brake endorsement. 
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2350.34 Knowledge of safety standard practices governing the operation of vehicles. 
 

2350.35 Knowledge of traffic laws. 
 

2350.36 Knowledge of the principles, operation and servicing of trucks and related equipment. 
 

2350.37 Ability to perform routine maintenance and minor repairs to equipment. 
 

2350.38 Ability to read and understand vehicle operator’s manuals, maps and miscellaneous 
instructions, forms and reports. 

 
2350.39 Must exhibit regular and reliable attendance. 

 
2350.40 Basic Work Hours 

Regular office staff hours are 8:00 a.m. to 5:00 p.m., Monday through Friday. Regular field staff 
hours are 7:00 a.m. to 3:30. Alternative work hours may be established by the District as necessary to 
facilitate snow removal an in a safe and efficient manner d/or emergency situations. 

 
2350.50 Essential Job Duties 

The Refuse Equipment Operator is required to work overtime as necessary or required to complete 
necessary projects or job functions. The physical demands described herein are representative of those 
that must be met by an employee to successfully perform the essential functions of this job. The 
essential job duties for this position include, but are not limited to: 

 
2350.51 Task: Operates various types of solid waste collection vehicles and equipment on 
assigned route; performs commercial and residential refuse collection activities; drives to 
designated landfill, transfer site or other disposal site and deposits materials as instructed; 
performs minor maintenance on solid waste vehicles and equipment in a safe and efficient 
manner. 

 
Physical Demand: Standing, walking, lifting, pushing, pulling and carrying (regularly up to 
50 lbs., frequently up to 100 lbs. and infrequently up to 195 lbs.), kneeling, stooping, 
bending, squatting, close vision, distance vision, use of hands to finger, handle or feel 
objects, tools or controls, driving vehicle and heavy equipment, working for extended 
periods in extremely hot or cold weather, exposure to household solid waste and green waste. 

 
2350.52 Task: Perform safety inspections. 

 
Physical Demand: Sitting, standing, walking, climbing stairs, close vision, speaking, 
hearing, use of hands to finger, handle or feel objects, tools or controls, vehicle. 

 
2350.60 Marginal Job Duties 

2350.61 Task: Assist in water and sewer operation, construction and maintenance. 
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Physical Demand: Standing, walking continuously for up to 4 hours in normal or adverse 
weather conditions, lifting, pushing, pulling and carrying (continuously over 25 lbs., 
frequently up to 50 lbs. and infrequently up to 70 lbs.), kneeling, stooping, bending, 
squatting, close vision, distance vision, use of hands to finger, handle or feel objects, tools or 
controls, driving vehicle and heavy equipment; exposure to paints, chemicals and household 
hazardous waste. 

 
2350.62 Task: Assist in park maintenance duties. 

 
Physical Demand: Standing, walking, kneeling, stooping, bending, squatting, close vision; 
distance vision, use of hands to finger, handle or feel objects, tools or controls, driving 
vehicle, operating mowing equipment for up to 5 hours under continuous bouncing and jarring 
conditions, exposure to fertilizers and pesticides. 

 
2350.63 Task: Perform snow removal operations. 

 
Physical Demand: Standing, walking on deep snow, stooping and bending to shovel snow for 
up to 4 hours (continuously with shovel weights of up to 15 lbs., regularly with shovel 
weights of up to 25 pounds), squatting, close vision, distance vision, use of hands to finger, 
handle or feel objects, tools or controls, driving vehicle and operating plowing equipment. 

 
2350.64 Task: Perform general building and facility maintenance. 

 
Physical Demand: Sitting, standing, walking, lifting, pushing, pulling and carrying (regularly 
up to 25 lbs., frequently up to 50 lbs., and infrequently up to 70 lbs., climbing stairs, 
kneeling, stooping, bending, squatting, close and distance vision, use of hands to finger, 
handle or feel objects, tools or controls, driving vehicle. 

 
2350.65 Task: Assist in green waste operations. 

 
Physical Demand: Standing, walking continuously for up to 4 hours in normal or adverse 
weather conditions, lifting, pushing, pulling and carrying (continuously over 40 lbs., frequently 
up to 70 lbs. and infrequently up to 70 lbs.), kneeling, stooping, bending, squatting, close vision, 
distance vision, use of hands to finger, handle or feel objects, tools or controls, driving vehicle 
and heavy equipment, exposure to paints, chemicals and household hazardous waste. 

 
2350.70 Environmental Demands 

 

2350.71 Outside: Usually works outside in a variety of weather conditions ranging 
from snow to +100 degrees Fahrenheit. 

 
2350.72 Inside: Seldom. Works indoors in temperature-controlled environment. 

 
2350.73 Fumes/Gases: Exposure to fumes from internal combustion engines, exposure 
to dust generated during construction operations, exposure to fumes from sewer gasses 
and weed control chemicals. 
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2350.74 Noise/Vibration: Moderate exposure to noise, moderate vibration from tools 
and equipment. 

 
2350.80 Mental Requirements 

 
 
 

2350.81 Reading: Reads road maps, instructions, work orders, safety manuals, letters, 
reports, memos and messages. 

 
2350.82 Writing: Annotates work orders with materials used, equipment used, as-built facility 
information, hours worked, and descriptions of work done. 

 
2350.83 Math: Ability to perform basic math calculations. Ability to count and measure. 

 
2350.84 Attention to Detail: Medium-level concentration and attention to detail to 
produce an acceptable level of workmanship. 

 
2350.85 Repetition: Routine daily work practices. 

 
2350.86 Judgment: Works under general supervision; moderate judgment required. 

 
2350.87 Social Skills: Ability to relate cooperatively with members of the Public and District 
personnel. 

 
2350.88 Communication Skills: Ability to understand communications from others. 
Ability to communicate all hand signals related to construction operations. 

 
2350.90 This job description does not constitute an employment agreement between the employer 
and employee and is subject to change by the employer as the needs of the employer and 
requirements of the job change. 
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Appendices 

A. Workplace Violent Incident Log 

B. Workplace Violence Prevention Hazard Assessment & Correction Form 

C. Workplace Violence Emergency Response Scenarios & Procedures 

- Workplace Violence Act or Threats 

- Active Shooter 

- Bomb Threat 

- Civil Unrest 

- Medical Emergencies 

- Suspicious Package 
 

2430.10 Policy 

MCSD is committed to providing a work environment that is free of disruptive, 
threatening, or violent behavior involving any employee, appointed or elected official, 
volunteer, contractor, client, or visitor. Our policy is to establish, implement, and maintain 
an effective Workplace Violence Prevention Plan (Plan) that addresses the hazards 
known to be associated with four types of workplace violence as defined by Labor Code 
Section 6501.9. Our written Plan is located at 220 W. Minnesota Ave. McCloud, CA 
96057. 

 
The following employers, employees, and places of employment are exempt from 
these requirements: 

- Those who are required to comply with CCR 3342, Violence Prevention in 
Healthcare. This includes firefighters and other emergency responders when 
providing emergency medical services and medical transport. 

- Employers with less than 10 employees and no public access. 
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2430.20 Definitions 
 

2430.21 Emergency: Unanticipated circumstances that can be life threatening or 
pose a risk of significant injuries to employees or other persons. 

2430.22 Engineering Controls: An aspect of the built space or a device that removes a 
hazard from the workplace or creates a barrier between the employee and the hazard. 

2430.23 Log: The violent incident log required (Appendix A). 
 

2430.24 Plan: The workplace violence prevention Plan. 
 

2430.25 Serious lniurv or Illness: Any injury or illness occurring in a place of 
employment or in connection with any employment that requires inpatient hospitalization 
for other than medical observation or diagnostic testing, or in which an employee suffers 
an amputation, the loss of an eye, or any serious degree of permanent disfigurement, but 
does not include any injury or illness or death caused by an accident on a public street or 
highway, unless the accident occurred in a construction zone. 

2430.26 Threat of Violence: Any verbal or written statement, including, but not limited 
to, texts, electronic messages, social media messages, or other online posts, or any 
behavioral or physical conduct, that conveys an intent, or that is reasonably perceived to 
convey an intent, to cause physical harm or to place someone in fear of physical harm, 
and that serves no legitimate purpose. 

 
2430.27 Work Practice Controls: Procedures and rules which are used to 
effectively reduce workplace violence hazards. 

 
 
2430.28 Workplace Violence: Any act of violence or threat of violence that occurs 
in a place of employment. Includes, but is not limited to the following: 

 
• The threat or use of physical force against an employee that results in, or has a 

high likelihood of resulting in, injury, psychological trauma, or stress, regardless 
of whether the employee sustains an injury. 

• An incident involving a threat or use of a firearm or other dangerous weapon, 
including the use of common objects as weapons, regardless of whether the 
employee sustains an injury 

■ The following four workplace violence types: 

- Type 1 violence - Workplace violence committed by a person who has 
no legitimate business at the worksite and includes violent acts by 
anyone who enters the workplace or approaches employees with the 
intent to commit a crime. 
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- Type 2 violence - Workplace violence directed at employees by 
customers, clients, patients, students, inmates, or visitors. 

- Type 3 violence - Workplace violence against an employee by a 
present or former employee, supervisor, or manager. 

- Type 4 violence - Workplace violence committed in the workplace by a 
person who does not work there but has or is known to have had a personal 
relationship with an employee. 

- Workplace violence does not include lawful acts of self-defense or 
defense of others. 

 
2430.30 Responsibility and Authority 

2430.31 Workplace Violence Prevention Plan Administrator 
The Public Works Superintendent is the designated Workplace Violence 
Prevention Plan Administrator and has the authority and responsibility for 
developing, implementing, and maintaining this Plan. 

 
2430.32 Managers and Supervisors 
 
Responsibilities include: 

• Implementing the Plan in their respective work areas. 

• Providing input to the Administrator regarding the Plan. 

• Participating in investigations of workplace violence reports. 

• Answering employee questions concerning this Plan. 
 

2430.33 Employees 
 
Responsibilities include: 

• Complying with the Plan. 

• Maintaining a violence-free work environment. 

• Attending all training. 

• Following all directives, policies, and procedures. 

• Reporting suspicious persons in the area and alerting the proper authorities 
when necessary. 
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2430.40 Employee Active Involvement 

The District ensures the following policies and procedures to obtain the active 
involvement of employees and authorized employee representatives in developing and 
implementing the Plan. 

•     Management will work with and allow employees and authorized 
employee representatives to participate in: 

-   Identifying, evaluating, and determining corrective measures to 
prevent workplace violence. This includes, but is not limited to, 
periodic safety meetings with employees and their representatives to 
discuss the identification of workplace violence related concerns and 
hazards, and to evaluate the concerns to identify corrective action. 

-   Designing and implementing training by encouraging employees to 
provide feedback and suggestions to help customize the training 
materials and sessions. 

- Reporting and potentially assisting in the investigating of workplace 
violence incidents. 

 
• Management will ensure that all workplace violence policies and procedures 

within this Plan are clearly communicated and understood by all employees. 
Managers and supervisors will enforce the rules fairly and uniformly. 

 
• All employees will follow all directives, policies, and procedures, as outlined in this 

Plan, and assist in maintaining a safe work environment. 
 

• The Plan shall be in effect at all times, and in all work areas and be specific 
to the hazards and corrective measures for each work area and operation. 

 
2430.50 Compliance 

The Administrator is responsible for ensuring the Plan is clearly communicated and 
understood by all employees. The following techniques are used to ensure all employees 
understand and comply with the Plan: 

• Informing all employees of the Plan during new employee safety orientation 
training and ongoing workplace violence prevention training.

 
• Providing comprehensive workplace violence prevention training to managers 

and supervisors concerning their roles and responsibilities for Plan 
implementation. 

• Evaluating employees to ensure their compliance with the Plan, and recognizing 
employees who demonstrate safe work practices that promote the elements of the 
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• Disciplining employees for failure to comply with the Plan in accordance with the 
compliance requirements outlined in our District's Injury & Illness Prevention 
Program. 

 
2430.60 Communication 

We recognize that open, two-way communication between our management team, staff, 
and other employers, about workplace violence issues is essential to a safe and 
productive workplace. The following communication system is designed to facilitate a 
continuous flow of workplace violence prevention information between management and 
staff in a form that is readily understandable by all employees, and consists of the 
following: 

• New employee orientation includes workplace violence prevention policies 
and procedures. 

• Workplace violence prevention training, at least annually. 

• Regularly scheduled meetings that address security issues and potential 
workplace violence hazards. 

• Effective communication between employees and supervisors about workplace 
violence prevention and concerns. 

• Posted or distributed workplace violence prevention information. 

• Encouraging employees to inform their supervisors about any threats of violence or 
workplace violence. Employees may use the Workplace Violent Incident Log 
(Appendix A) to assist in their reporting of incidents. No employee will be 
disciplined for reporting any threats of violence or workplace violence. 

• Employees will not be prevented from accessing their mobile or other 
communication devices to seek emergency assistance, assess the safety of a 
situation, or communicate with a person to verify their safety. Employees' concerns 
will be investigated in a timely manner, and they will be informed of the results of the 
investigation and any corrective actions to be taken. 

 
2430.70 Coordination with Other Employers 

MCSD will implement the following effective procedures to coordinate implementation of 
our Plan with other employers to ensure those employers and their employees understand 
their respective roles: 

• All employees will be trained in workplace violence prevention. 

• Workplace violence incidents involving any employee are reported, investigated, 
and recorded.
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• At a multiemployer worksite, the MCSD will ensure that if our employees 
experience a workplace violence incident, we will record the information in the 
Violent Incident Log and provide a copy to the controlling employer. 

 
2430.80 Workplace Violence Incident Reporting Procedures 

Employees should report all threats or acts of workplace violence to their supervisor or 
manager. The supervisor or manager will be required to inform the Administrator. In the 
event a supervisor or manager is not available, the employee can report an incident 
directly to the Administrator or Human Resources. A strict non-retaliation policy is in 
place. 

 
2430.90 Emergency Response Procedures 
 
In the event of an actual or potential workplace violence emergency, the employee should 
determine the best immediate reporting option based on the situation and circumstances. 
The methods of reporting emergencies include, but are not limited to: 

- Dialing 911. 

- Immediately notify the manager, supervisor, or Administrator. 

Upon being notified of a workplace violence emergency, the Administrator or 
designated "person-in-charge" will determine if emergency procedures should be 
activated and if evacuation or shelter-in-place procedures should be implemented. 

Refer to Appendix C for procedures on how to respond to specific workplace 
violence emergency scenarios. 

 
2430.100 Workplace Violence Hazard Assessment 

A Workplace hazard assessment will be conducted by the Administrator, and other 
selected employees, utilizing the Workplace Violence Prevention Hazard Assessment & 
Correction Form (Appendix B). An annual review of the past year's workplace violence 
incidents will be conducted. 

 
Inspections are performed according to the following schedule: 

• When the Plan is first established. 

• Annually. 

• When new, previously unidentified workplace violence/security hazards are recognized. 

• After each workplace violence incident or threats occur. 
 
 
 
 

94 of 124



 
 

 
2430.110 Workplace Violence Hazard Correction 

Workplace violence hazards will be evaluated and corrected in a timely manner. 
The Administrator will implement the following procedures to correct the identified 
workplace violence hazards: 

• If an imminent workplace violence hazard exists that cannot be immediately 
abated without endangering employee(s), all exposed employee(s) will be 
removed from the situation except those necessary to correct the existing 
condition. Employees necessary to correct the hazardous condition will be 
provided with the necessary protection, depending on the exposure. 

• All corrective actions taken will be documented and dated on the appropriate 
forms. Such as the Workplace Violence Hazard Assessment and Correction 
form (Appendix C), or other tracking measures. 

 
2430.120 Post Incident Response and Investigation 

After a workplace incident, the Administrator or their designee will implement the 
following post-incident procedures: 

• Visit the scene of an incident as soon as safe and practicable. 

• Interview involved parties, such as employees, witnesses, law enforcement, 
and/or security personnel. 

• Review security footage of existing security cameras if applicable. 

• Examine the workplace for security risk factors associated with the incident, 
including any previous reports of inappropriate behavior by the perpetrator. 

• Determine the cause of the incident. 

• Take corrective action to prevent similar incidents from occurring. 

• Complete the Violent Incident log (see Appendix A) for every workplace violence 
incident and ensure corrective actions are taken. 

• Obtain any reports completed by law enforcement. 
 

2430.130 Training & Instruction 

All employees, including managers and supervisors, will have training and 
instruction on general and job-specific workplace violence practices. 

 
Training will occur: 

• When the Plan is first established. 

• When hired. 

• Annually to ensure all employees understand and comply with the Plan. 

• When a new or previously unrecognized workplace violence hazard has been identified. 
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Employee training on workplace violence will include: 

• A review of the Plan, how to obtain a copy of the Plan, and how to participate in 
the development and implementation of the Plan. 

• How to report workplace violence incidents or concerns to the District or 
law enforcement, without fear of reprisal. 

• Workplace violence risks that employees may encounter in their jobs. 

• How to recognize the potential for violence and escalating behavior. 

• General and personal safety measures. 

• Strategies to de-escalate behaviors and to avoid physical harm. 

• The MCSD’s alerts, alarms, or systems that are in place to warn of emergencies. 

• Information about the Violent Incident Log and how to obtain copies of records 
pertaining to completed logs, hazard identification, evaluation and correction, and 
training records. 

Employees will always have opportunities for interactive questions and answers 
with the Administrator or a person knowledgeable about the District's Plan. 

 
2430.140 Recordkeeping 

Records of violent incidents (Violence Incident Log), workplace violence hazard 
identification, evaluation and correction, and incident investigations will be 
maintained for (5) five years. No records shall contain medical information. 

Training for each employee, including the employee's name, training dates, type of 
training, and training provider will be maintained for a minimum of (2) years. 

 
2430.150 Cal/OSHA Reporting of Work-Related Fatalities and Serious Injuries 

MCSD will immediately, but no later than 8 hours after awareness, report to Cal/OSHA 
any work-related death or serious injury or illness, including any due to workplace 
violence, of an employee occurring at the workplace or in connection with any 
employment. 

A serious injury or illness (CCR330) is defined as: 

- Any inpatient hospitalization for more than observation 

- Amputation 

- Loss of an eye 

- Serious degree of permanent disfigurement. 

It does not include any injury or illness, or death caused by an accident on a public 
street or highway unless the accident occurred in a construction zone. 
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2430.160 Annual Review 

The MCSD’s Workplace Violence Prevention Plan will be reviewed for effectiveness: 

• At least annually. 

• When a deficiency is observed or becomes apparent. 

• After a workplace violence incident. 

• As needed. 
 

Review of the Plan will include measures outlined in the Employee Active Involvement 
section as well as the following: 

• A review of the incident investigations and violent incident log. 

• Assessment of the effectiveness of security systems, including alarms, 
emergency response, and available security personnel, if applicable. 

• Review if violence risks are being properly identified, evaluated, and corrected. 

• Any revisions should be made promptly and communicated to all employees. 
 
 
 
 
 
 
 
 
 
 
 
Appendix A    WORKPLACE VIOLENT INCIDENT LOG 

This form must be completed for every record of violence in the workplace. 
 

Incident ID#*: Date and Time of Incident: Department: 

 
* Do not identify employee by name, employee#, or SSI. The Incident ID must not reflect the 
employee's identity. 

 
Describe Incident (provide detailed description and information on the violence incident tvpe. Include 
additional pages if needed): 

 
 
 
 
 

Specific Location(s) of Incident & Workplace Violence Type (see definitions, enter 1, 2, 3 or 4) 
 01 02 03 04 
 01 02 03 04 
Where Incident Occurred: 

I O Workplace O Parking lot 0 Outside of Building 0 Outside of 

workplace 
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I  

 I  

 

Location(s) Assessed: 

Title

 

Assessed 
 

Type of Incident (check as many as apply)· 

0 Robbery 0 Grabbed 0 Pushed 
0 Verbal threaUharassment 0 Kicked 0 Scratched 
0 Sexual threat/harassmenUassault 0 Hit with an object 0 Bitten 
0 Animal attack 0 Shot (or attempted) 0 Slapped 
0 Threat of physical force 0 Bomb threat 0 Hit with fist 
0 Threat of use of weapon or object 0 Vandalism (of victim's property) 0 Knifed (or attempted) 
0 Assault with a weapon or object 0 Vandalism (of employer's property) 0 Arson 
0 Robbery 0 other:   

Workplace violence committed bv: 
0 Family or friend 0 Client 0 Coworker 
0 Partner/Spouse 0 Family or friend of client 0 Manager/Supervisor 
0 Former Partner/Spouse 0 Customer 0 Stranger w/criminal intent 

0 ParenURelative 0 Family or friend of customer 0 Other: 

Circumstances at time of incident: 

 
Consequences of incident: 
Law enforcement or Security called? 0 Yes O No. If yes, explain: 

Were actions taken to protect employees from continuing threat or other hazards? 0 Yes O No. If yes, explain: 

Any injuries? 0 Yes O No. If yes, explain: 

Emergency medical responders contacted, including on-site First Aid/CPR?0 Yes O No. If yes, explain: 

Did severity of injuries require reporting to Cal/OSHA? 0 Yes O No. If yes, enter date, time, and representative contacted: 

 

 
 

Appendix B. 

WORKPLACE VIOLENCE PREVENTIONHAZARD ASSESSMENT & CORRECTION FORM 
 

 
This checklist is designed to evaluate the workplace and job tasks to help identify situations that may place 
employees at risk of workplace violence. 

Step 1: Identify risk factors that may increase the District's vulnerability to workplace violence events. 

Step 2: Conduct a workplace assessment to identify physical and process vulnerabilities. 

Step 3: Develop a corrective action Plan with measurable goals and target dates. 
 
 
 
 
 
 
 
 

0 Employee performing normal 

duties 

O Employee isolated or alone 

     

 

O 
O 
O 

Working in poor lighting 
Unable to get help or 

 

O 
O 

Working in unfamiliar/new 

  

Employee rushed 

Working during low 

staffing levels Other: 
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STEP 1: IDENTIFY RISK FACTORS 

 
Yes No Risk Factors Comments: 

  Does staff have contact with the public?  

  Does staff exchange money with the public?  

  Does staff work alone?  

  Is the workplace often understaffed?  

  Is the workplace located in an area with a 
high crime rate? 

 

  Does staff enter areas with high crime rates?  

  Does staff have mobile workplaces?  

  Does staff perform public safety functions 
that might put them in conflict with others? 

 

  Does staff perform duties that may upset 
people? 

 

  Does staff work with people known or 
suspected to have a history of violence? 

 

  Do any employees have a history of threats 
of violence? 

 

    

    

    

 
 
 
 
 
 
 

STEP 2: CONDUCT ASSESSMENT 
 

Yes No Building Interior Comments: 
  Are employee ID badges required?  

  Are employees notified of past workplace 
violence events? 

 

  Are trained security personnel or staff 
accessible to employees? 

 

  Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

99 of 124



  Are areas where money is exchanged 
visible to others? 

 

  Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  Could someone hear an employee who 
called for help? 

 

  Do employees have a clear line of sight of 
visitors in waiting areas? 

 

  Do areas used for client or visitor interviews 
allow co-employees to observe problems? 

 

  Are waiting and work areas free of objects 
that could be used as weapons? 

 

  Is furniture in waiting and work areas 
arranged to prevent employee entrapment? 

 

  Are clients and visitors clearly informed how 
to use the department services so they will 
not become frustrated? 

 

  Are private, locked restrooms available for 
employees? 

 

  Do employees have a secure place to store 
personal belonging? 

 

    

    

    

    

    

    

    

 
 
 
 

Yes No Building Exterior/Parking Lot Comments: 
  Do employees feel safe walking to and from 

the workplace? 
 

  Are the entrances to the building clearly 
visible from the street? 

 

  Is the area surrounding the building free of 
bushes or other hiding places? 

 

  Are security personnel provided outside the 
building? 

 

  Is video surveillance provided outside the 
building? 
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  Is there enough lighting to see clearly?  

  Are all exterior walkways visible to security 
personnel? 

 

  Is there a nearby parking lot reserved for 
staff? 

 

  Is the parking lot attended and secure?  

  Is the parking lot free of blind spots and 
landscape trimmed to prevent hiding? 

 

  Is there enough lighting to see clearly?  

  Are security escorts available?  

    

    

    

    

    

    

    

    

    

    
 
 
 
 
 
 
 
 

Yes No Security Measures Comments: 
  Is there a response Plan for workplace 

violence emergencies? 
 

  Are there physical barriers? (between staff 
and clients) 

 

  Are there security cameras?  

  Are there panic buttons?  

  Are there alarm systems?  
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  Are there metal detectors?  

  Are there X-ray machines?  

  Do doors lock?  

  Does internal telephone system activate 
emergency assistance? 

 

  Are telephones with an outside line 
programed for 911? 

 

  Are there two-way radios, pagers, or cell 
phones? 

 

  Are there security mirrors?  

  Is there a secured entry?  

  Are there personal alarm devices?  

  Are there "drop safes" to limit available 
cash? 

 

  Are pharmaceuticals secured?  

  Is there a system to alert staff of the 
presence, location, and nature of a security 
threat? 

 

  Is there a system in place for testing security 
measures? 

 

    

, 
   

    

    

 
 
 
 
 
 

STEP 3: DEVELOP CORRECTIVE ACTION PLAN 
(Action Plan Types: Bl - Building Interior, BE - Building Exterior, PA - Parking 
Area, SM - Security Measure) 

 

Type Action Item Person(s) 
Responsible 

Target 
Date 

Status Comments 

      

      

102 of 124



      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

 
 
 
 
 
 

Appendix C  
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WORKPLACE VIOLENCE 

EMERGENCY RESPONSE SCENARIOUS & PROCEDURES 
 
 

WORKPLACE VIOLENCE ACTS OR THREATS 
 

Workplace violence is any act or threat of violence that occurs at the workplace. These incidents can include 
acts or threats of physical violence, intimidation, or harassment. Verbal abuse, physical assault, and homicide 
are all examples of workplace violence. We have zero tolerance toward all forms of violence. 

 

FOUR TYPES OF WORKPLACE VIOLENCE 

■ Type 1 violence - Workplace violence committed by a person who has no legitimate business 
at the worksite and includes violent acts by anyone who enters the workplace or approaches 
employees with the intent to commit a crime. 

■ Type 2 violence - Workplace violence directed at employees by customers, clients, patients, 
students, inmates, or visitors. 

• Type 3 violence - Workplace violence against an employee by a present or former employee, 
supervisor, or manager. 

■ Type 4 violence - Workplace violence committed in the workplace by a person who does not 
work there but has or is known to have had a personal relationship with an employee. 

Workplace violence does not include lawful acts of self-defense or defense of others. 
 

EMPLOYEE WARNING SIGNS 

Often, warning signs are observed in employees, customers, and others who may behave violently on a work 
site. These behaviors may include: 

- Intimidation. 
- Rude behavior toward fellow employees. 
- Frequent arguments with co-workers or clients. 
- General aggressive behavior like hitting or kicking objects, breaking things, or screaming. 
- Acts of revenge like stealing or property damage. 
- Verbal wishes to harm other workers. 

 
While there is no perfect way to predict violence will occur, any combination of these behaviors may be a 
signal. Employees are encouraged to report these actions to the Administrator to prevent further escalation of 
any type of violent situation. 
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WARNING SIGNS FROM CUSTOMERS 

• The person is not satisfied with any solutions you offer. 

• Unreasonably agitated. 

• Physical posturing (clenched fists). 
If the verbal confrontation starts to escalate, remain calm, courteous, and stay neutral. Let them know you are 
contacting a manager to further assist them. Trust your intuition to determine if help is needed. 

WHEN HELP IS NEEDED 

•  Continue to try and help the person by listening and providing feedback until law enforcement has 
arrived. 

• If at any time you believe you are potentially in physical danger, yell for Help! 
• If you are being assaulted: 

Yell for help. 
- Look for a way to escape. 
- Act with aggression. 

PERSONAL SAFETY 

• When leaving the building: 

- Be alert to your surroundings and look around the area outside before exiting the building. Do not 
use or look at your phone. 

- Attackers expect passive victims, so walk with a steady pace, appear purposeful, and project 
confidence. 

• While in your vehicle: 

- Have your keys in your hand as you approach your vehicle so that you do not have to search for 
them. 

-  Before entering your vehicle quickly check the back seat and around the vehicle for anything 
unusual. 

- Always lock your car doors as soon as you enter the vehicle. 

 

ACTIVE SHOOTER 
The three most common response options for an active shooter event are evacuate, hide out, or take action. 
During an active shooter event, employees need to be able to determine their best course of action for the 
situation they are facing. 

 
CHARACTERISTICS OF AN ACTIVE SHOOTER SITUATION 
An active shooter is an individual actively engaged in killing or attempting to kill people in a confined and 
populated areas, typically through the use of firearms. Victims are typically selected at random. The event is 
unpredictable and evolves quickly. Law enforcement is usually required to end an active shooter situation. 
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1. EVACUATE • Have an escape route in mind. 
• Leave immediately. 
• Keep hands visible. 

2. HIDE 
OUT 

 

 
3.TAKE 
ACTION 

• Hide in an area out of the shooter's view. 
• Block the entry to your hiding place and lock doors, if possible. 
• Silence your cell phone. 
• Last resort when your life is in imminent danger. 
• Attempt to incapacitate the shooter. 
• Act with physical aggression and throw items at shooter. 
• Have an escape route in mind. 

 
CALL 911 WHEN IT IS SAFE TO DO SO 
When law enforcement arrives remain calm and follow all instructions. 

• Put down any items in your hands (i.e., bags, jackets). 
• Raise hands and spread fingers. 
• Always keep your hands visible. 
• Avoid quick movements toward officers. 
• Avoid pointing, screaming or yelling. 
• Do not stop to ask officers for help or direction when evacuating. 

 
Information to provide law enforcement when asked: 

• Location of the active shooter. 
• Number of shooters. 
• Physical description of shooters. 
• Type of weapons if known. 

 
Training resource: 

- Department of Homeland Security 
- OHS Active Shooter Preparedness Video 

 

BOMB THREAT 

Most bomb threats are false and primarily intended to elicit a response from building 
occupants. However, no bomb threat should be assumed fake. If a potentially harmful device 
is found, call 911 for assistance. 

PHONE THREAT 

• Remain calm. 

• Immediately use the Bomb Threat Checklist for guidance and to document the call. 

• After the caller has ended the call, notify the Administrator. 

• If the threat was left on your voicemail, do not erase and immediately notify the Administrator. 

WRITTEN THREAT 

• Handle the document as little as possible and immediately notify the Administrator. 

• If the threat should come via e-mail, save the information. 
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POSSIBLE EVACUATION 

• The Administrator will call law enforcement and follow their instructions. 
The decision to evacuate is handled on a case-by-case basis on instructions given by 
law enforcement. 
 

BOMB THREAT CHECKLIST 
REMAIN CALM 
Time call received: I Time call ended: 

Document any information from the phone display window: 

Engage caller as long as possible and document their words: 

Attempt to obtain information about the device: 

When will the device detonate or activate? 

Where is the device located? 

What kind of device is it? 

What does the device look like? 

Voice Description  

□Male D Young □Calm Accent? □Yes □No 

D Female 0 Adult D Nervous Describe: 

D Senior  

Did you recognize the voice? Who? 

Did caller have knowledge of building? 

Unusual phrases: 

Any background noise or distinctive sounds? 

Name of person received call 
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CIVIL UNREST 
Civil unrest events are often associated with riots, looting, or protests. In these instances, sheltering-in-place is 
an action taken to protect the building occupants from external hazards, minimizing the chance of injury and/or 
providing the time necessary to allow for a safe evacuation. 

 

SHELTER IN PLACE 

If there is a need to shelter-in-place the Administrator or person-in-charge will advise employees and 
guests of the emergency. Please note employees and guests cannot be forced to shelter-in-place. 

• The person-in-charge will collect the names of everyone in the shelter area. 

• If possible, the business voicemail recording will be updated to indicate the building is 
closed due to the emergency. 

• If the civil unrest includes hazardous chemicals, the HVAC systems may be shut off. 

• If in danger of broken glass, window shades will be closed. 

• Emergency supplies will be moved to the shelter area. 

• The District will listen/read available mediums (radio, internet) for further instructions until 
we are told all is safe or to evacuate. 

 

MEDICAL EMERGENCY 

CPR/AED 
NON-Trained Responder: 

• Call 911 and designate a person to direct EMS personnel as they arrive. 

• Do not move person unless absolutely necessary. 

 
Trained and Certified CPR Responder Only: 

• Designate someone to call 911 and direct EMS when they arrive. 

• Check the person for responsiveness. 

• Conduct a primary assessment (breathing) while checking responsiveness. 

• Initiate CPR and/or AED if necessary. 

FIRST AID ONLY 
Non-Trained First Aid Responder: 

• Call 911 and designate a person to direct EMS as they arrive. 

• Do not move person unless absolutely necessary. 

• Use universal precautions, such as disposable gloves, face mask if comforting person while 
waiting. Trained First Aid Responder Only: 

• Designate someone to call 911 (if necessary) and direct EMS as they arrive. 

• Do not move the person unless absolutely necessary. 
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• Use universal precautions, such as disposable gloves, face mask. 

• Follow any directions provided by the 911 operator. 

• Designate a person to direct EMS personnel as they arrive. 

• Provide person information to the EMS personnel. 
 

SUSPICIOUS PACKAGE 
Explosives or other life-threatening items can be enclosed in either a parcel or an envelope, and its 

outward appearance is limited only by the imagination of the sender. However, suspicious packages have 
exhibited some unique characteristics that might assist you. To apply these factors, it is important to know 
the type of mail normally received. 

CHARACTERISTICS TO LOOK FOR IN A SUSPICIOUS PACKAGE OR LETTER 

• Restricted endorsements such as "personal" or "private." This is important when the 
addressee does not normally receive personal mail at the office. 

• The addressee's name and/ title might be inaccurate. 

• Distorted handwriting, or the name and address might be prepared with homemade labels or 
cut- and-paste lettering. 

• Protruding wires, aluminum foil or oil stains visible. 

• Emit a peculiar odor. 

• Envelope might feel rigid or appear uneven or lopsided. 

• Unprofessionally wrapped with several combinations of tape. Might be endorsed "Fragile-
Handle With Care" or "Rush-Do Not Delay." 

• Making a buzzing or ticking noise or sloshing sound. 

IF YOU SUSPECT A SUSPICIOUS PACKAGE OR LETTER 

• Do not take a chance. Immediately call 911. 

• Do not move, alter, open, examine, or disturb the article. 

• Do not put in water or a confined space such as a desk drawer or filing cabinet. 
Isolate the suspicious package or article and clear the immediate area until law 
enforcement arrives. 
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Location(s) Assessed: 

I 

 

Assessed 
 

 
 
 
 
 
 

WORKPLACE VIOLENCE PREVENTION 
HAZARD ASSESSMENT & CORRECTION 

FORM 
 

 
This checklist is designed to evaluate the workplace and job tasks to help identify situations that may place 
employees at risk of workplace violence. 

Step 1: Identify risk factors that may increase the District's vulnerability to workplace violence 

events. Step 2: Conduct a workplace assessment to identify physical and process vulnerabilities. 

Step 3: Develop a corrective action plan with measurable goals and target dates. 
 

STEP 1: IDENTIFY RISK FACTORS 
 

Yes No Risk Factors Comments: 
  Does staff have contact with the public?  

  Does staff exchange money with the public?  

  Does staff work alone?  

  Is the workplace often understaffed?  

  Is the workplace located in an area with a 
high crime rate? 

 

  Does staff enter areas with high crime rates?  

  Does staff have mobile workplaces?  

  Does staff perform public safety functions 
that might put them in conflict with others? 

 

  Does staff perform duties that may upset 
people? 

 

  Does staff work with people known or 
suspected to have a history of violence? 

 

  Do any employees have a history of threats 
of violence? 
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STEP 2: CONDUCT ASSESSMENT 
 

Yes No Building Interior Comments: 
  Are employee ID badges required?  

  Are employees notified of past workplace 
violence events? 

 

  Are trained security personnel or staff 
accessible to employees? 

 

  Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

  Are areas where money is exchanged 
visible to others? 

 

  Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  Could someone hear an employee who 
called for help? 

 

  Do employees have a clear line of sight of 
visitors in waiting areas? 

 

  Do areas used for client or visitor interviews 
allow co-employees to observe problems? 

 

  Are waiting and work areas free of objects 
that could be used as weapons? 

 

  Is furniture in waiting and work areas 
arranged to prevent employee entrapment? 

 

  Are clients and visitors clearly informed how 
to use the department services so they will 
not become frustrated? 

 

  Are private, locked restrooms available for 
employees? 

 

  Do employees have a secure place to store 
personal belonging? 
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STEP 2: CONDUCT ASSESSMENT 
 

Yes No Building Interior Comments: 
  Are employee ID badges required?  

  Are employees notified of past workplace 
violence events? 

 

  Are trained security personnel or staff 
accessible to employees? 

 

  Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

  Are areas where money is exchanged 
visible to others? 

 

  Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  Could someone hear an employee who 
called for help? 

 

  Do employees have a clear line of sight of 
visitors in waiting areas? 

 

  Do areas used for client or visitor interviews 
allow co-employees to observe problems? 

 

  Are waiting and work areas free of objects 
that could be used as weapons? 

 

  Is furniture in waiting and work areas 
arranged to prevent employee entrapment? 

 

  Are clients and visitors clearly informed how 
to use the department services so they will 
not become frustrated? 

 

  Are private, locked restrooms available for 
employees? 

 

  Do employees have a secure place to store 
personal belonging? 
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Yes No Building Exterior/Parking Lot Comments: 
  Do employees feel safe walking to and from 

the workplace? 
 

  Are the entrances to the building clearly 
visible from the street? 

 

  Is the area surrounding the building free of 
bushes or other hiding places? 

 

  Are security personnel provided outside the 
building? 

 

  Is video surveillance provided outside the 
building? 

 

  Is there enough lighting to see clearly?  

  Are all exterior walkways visible to security 
personnel? 

 

  Is there a nearby parking lot reserved for 
staff? 

 

  Is the parking lot attended and secure?  

  Is the parking lot free of blind spots and 
landscape trimmed to prevent hiding? 

 

  Is there enough lighting to see clearly?  

  Are security escorts available?  
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Yes No Security Measures Comments: 
  Is there a response plan for workplace 

violence emergencies? 
 

  Are there physical barriers? (between staff 
and clients) 

 

  Are there security cameras?  

  Are there panic buttons?  

  Are there alarm systems?  

  Are there metal detectors?  

  Are there X-ray machines?  

  Do doors lock?  

  Does internal telephone system activate 
emergency assistance? 

 

  Are telephones with an outside line 
programed for 911? 

 

  Are there two-way radios, pagers, or cell 
phones? 

 

  Are there security mirrors?  

  Is there a secured entry?  

  Are there personal alarm devices?  

  Are there "drop safes" to limit available 
cash? 

 

  Are pharmaceuticals secured?  

  Is there a system to alert staff of the 
presence, location, and nature of a security 
threat? 

 

  Is there a system in place for testing security 
measures? 
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STEP 3: DEVELOP CORRECTIVE ACTION PLAN 

(Action Plan Types: Bl - Building Interior, BE - Building Exterior, PA - Parking Area, SM - 
Security Measure) 

 

Type Action Item Person(s) 
Responsible 

Target 
Date Status Comments 
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Location(s) Assessed: 

I 

 

Assessed 
 

      

      

      

WORKPLACE VIOLENCE PREVENTION 
HAZARD ASSESSMENT & CORRECTION 

FORM 
 

 
This checklist is designed to evaluate the workplace and job tasks to help identify situations that may place 
employees at risk of workplace violence. 

Step 1: Identify risk factors that may increase the District's vulnerability to workplace violence 

events. Step 2: Conduct a workplace assessment to identify physical and process vulnerabilities. 

Step 3: Develop a corrective action plan with measurable goals and target dates. 
 

STEP 1: IDENTIFY RISK FACTORS 
 

Yes No Risk Factors Comments: 
  Does staff have contact with the public?  

  Does staff exchange money with the public?  

  Does staff work alone?  

  Is the workplace often understaffed?  

  Is the workplace located in an area with a 
high crime rate? 

 

  Does staff enter areas with high crime rates?  

  Does staff have mobile workplaces?  

  Does staff perform public safety functions 
that might put them in conflict with others? 

 

  Does staff perform duties that may upset 
people? 

 

  Does staff work with people known or 
suspected to have a history of violence? 

 

  Do any employees have a history of threats 
of violence? 
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STEP 2: CONDUCT ASSESSMENT 
 

Yes No Building Interior Comments: 
  Are employee ID badges required?  

  Are employees notified of past workplace 
violence events? 

 

  Are trained security personnel or staff 
accessible to employees? 

 

  Are bullet resistant windows or similar 
barriers used when money is exchanged 
with the public? 

 

  Are areas where money is exchanged 
visible to others? 

 

  Is a limited amount of cash kept on hand 
with appropriate signage? 

 

  Could someone hear an employee who 
called for help? 

 

  Do employees have a clear line of sight of 
visitors in waiting areas? 

 

  Do areas used for client or visitor interviews 
allow co-employees to observe problems? 

 

  Are waiting and work areas free of objects 
that could be used as weapons? 

 

  Is furniture in waiting and work areas 
arranged to prevent employee entrapment? 

 

  Are clients and visitors clearly informed how 
to use the department services so they will 
not become frustrated? 

 

  Are private, locked restrooms available for 
employees? 

 

  Do employees have a secure place to store 
personal belonging? 
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Yes No Building Exterior/Parking Lot Comments: 
  Do employees feel safe walking to and from 

the workplace? 
 

  Are the entrances to the building clearly 
visible from the street? 

 

  Is the area surrounding the building free of 
bushes or other hiding places? 

 

  Are security personnel provided outside the 
building? 

 

  Is video surveillance provided outside the 
building? 

 

  Is there enough lighting to see clearly?  

  Are all exterior walkways visible to security 
personnel? 

 

  Is there a nearby parking lot reserved for 
staff? 

 

  Is the parking lot attended and secure?  

  Is the parking lot free of blind spots and 
landscape trimmed to prevent hiding? 

 

  Is there enough lighting to see clearly?  

  Are security escorts available?  
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Yes No Security Measures Comments: 
  Is there a response plan for workplace 

violence emergencies? 
 

  Are there physical barriers? (between staff 
and clients) 

 

  Are there security cameras?  

  Are there panic buttons?  

  Are there alarm systems?  

  Are there metal detectors?  

  Are there X-ray machines?  

  Do doors lock?  

  Does internal telephone system activate 
emergency assistance? 

 

  Are telephones with an outside line 
programed for 911? 

 

  Are there two-way radios, pagers, or cell 
phones? 

 

  Are there security mirrors?  

  Is there a secured entry?  

  Are there personal alarm devices?  

  Are there "drop safes" to limit available 
cash? 

 

  Are pharmaceuticals secured?  

  Is there a system to alert staff of the 
presence, location, and nature of a security 
threat? 

 

  Is there a system in place for testing security 
measures? 
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STEP 3: DEVELOP CORRECTIVE ACTION PLAN 

(Action Plan Types: Bl- Building Interior, BE - Building Exterior, PA - Parking Area, SM- 
Security Measure) 
 

Type Action Item 
Person(s) 

Responsible 
Target 
Date Status Comments 
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