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BYLAWS

1000 - ESTABLISHMENT
The Timber Cove Fire Protection District (the District) was established after an

election of voters within the boundaries of the proposed district by a resolution of
the Sonoma County Board of Supervisors on August 15, 1996.

The District is a California Special District governed by California Health and Safety
Code Section 13800 et seq. cited as the Fire District Law of 1987.

1010 - MISSION STATEMENT

The mission of the District is to provide personnel and resources necessary for
protection of life and property in the Timber Cove community against threats from
structural and wildland fires, medical emergencies, hazardous materials releases,
and disasters, natural or man-made.

In order to fulfill its mission the Board of Directors of the District will:

1. Maintain necessary personnel to provide services to the district.

2. Effectively maintain and deploy district resources.

3. Create and maintain a local property tax to help finance emergency services
operations within the District.

4. Oversee the distribution of funds in the control of the District.

5. Seek additional funding from all possible sources (local, regional, national)
to further enhance the capabilities of the supported agencies.

6. Suppoﬂ-aﬂdgromote safety awareness, fire prevention, and disaster
preparedness programs in our community

1020 - BOARD MEMBER DUTIES AND RESPONSIBILITIES
Meeting packets of agenda, minutes, and backup materials will ’ge mailed or emailed
by the Secretary of the Board to each member at least 72 hours prior to regular

meetings. Directors will thoroughly prepare themselves to discuss agenda items at
Board meetings. Questions concerning information distributed in Board packets will
be directed to the Board President or Secretary prior to the Board meeting.
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. Maintain regular attendance at various meetings of the Board.

. Participate as a member of Board appointed committees and local/state

professional organizations.

. Become familiar with the Fire Protection District Law of 1987.

. Become familiar with laws governing open meetings. (The Brown Act)

. Become familiar with laws governing public employees and public agencies.

. Become familiar with the District's operational philosophy, personnel, chain

of command, services, programs, facilities and resources.

7. Become familiar with how the District is funded and how funds are

administered at the County and District level.

8. Become familiar with policies governing the operation of the District.

9. Develop and ratify the District's annual budget and compensation program.

10. Become familiar with the in house rules used to govern meetings.

11. Refer questions/matters pertaining to District operations to the Fire Chief;
if not alleviated, place the issue on the agenda for Board discussion.

12. Be an apolitical voice representing District-wide issues and concerns.

13. Keep an open mind to new ideas and encourage innovation that increases
the level of services being provided.

14. Practice open and timely two-way communication.

15. Utilize each member's specific background, experience, and expertise
during the development of projects, policies, and contracts.

16. Directors will, at all times, conduct themselves with courtesy to each
other, to the staff, and to members of the public present at Board
Meetings.

17. Directors will abstain from participating in consideration on any item

involving a personal or financial conflict of interest.
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1030 - LIMITATIONS OF AUTHORITY

Individual Board members do not have authority to encumber District funds or enter
into any contract or arrangement without express consent of a majority of the
Board. Individual Board members do not have authority to direct, assign, order or
otherwise supervise District staff without express consent of a majority the Board.

1040 - BOARD MAKEUP
The Board of Directors of the Timber Cove Fire Protection District consists of three

(3) members. Board members are elected by voters of the District in accordance
with California Election Code 10500-10556 "Uniform District Election Law".



In accordance with California Health and Safety Code Section 13853, the officers of
the Board are its President, its Secretary, and its Treasurer.. Officers of the Board
shall be elected annually by the Board members at the December business meeting.

All officers shall serve without pay or compensation unless otherwise determined by
resolution of the Board in accordance with law.

The President of the Board of Directors will preside at all Board meetings. He or she
will have the same rights as the other members of the Board in voting, introducing
motions, resolutions and ordinances, and any discussion of questions that follow
said actions.

The President shall designate an interim chair-person to serve as President during

his or her absence. If no Interim President is appointed, the Secretary of the Board
of Directors will serve as Interim President.

It will be the duty of the Secretary to see that all minutes for all meetings are
properly prepared.

Treasurer

a. The Treasurer or another Board member appointed by the President will
act as fiscal officer for the district to oversee district financial matters. The
Board may deposit funds in district held checking and savings accounts at

independent financial institutions in order to expedite district fiscal activity.
Each Board member will have signing authority on all accounts.

b. The District Treasurer shall be bonded to the District for the faithful
performance of their duties. The amount of bond shall be $100,000.00, or
10% of the total amount of the District’s final budget for the preceding

fiscal year, whichever is greater. The District shall pay the premiums on the
bonds.

c. The District Treasurer shall receive no compensation for performing the
duties of the District Treasurer.

d. The District Treasurer shall keep and maintain or cause to be kept and
maintained, in accordance with generally accepted accounting principles,
adequate and correct accounts of the properties and business transactions
of the District. The District Treasurer shall further review all statements,
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invoices, bills or other demands for payment on the District. Any claims or
demands that are pursuant to the Government Tort Claims Act
(Government Code Sections 900 et seq.) or that are litigation matters shall
be reviewed by the District Treasurer or the Treasurer’s designee to
determine if the demand for payment is in proper form and should be paid.
The District Treasurer shall, from time to time, prepare reports on all such
demands and present said report to the Finance Committee.

e. The Treasurer, with the assistance of the other members of the Board, will
ensure that the budget is developed each year and will also be responsible
for seeing that the budget is complied with, and will oversee all income and
expense items.

Secretary See Section 1100.2.d

1050 - EMPLOYMENT OF BOOKKEEPER

Any Bookkeeper employed by the Board, whether as an employee of the District or
as an independent contractor, is authorized by the Board to make draws on any
funds maintained by the District for the purpose of making payments for Board
approved District expenses.

1060 - MEMBERSHIP IN ASSOCIATIONS

1. The directors of the Board may hold membership and attend meetings of such
hational, state and local associations as may exist which have applicability to the
functions of the District and will look upon such memberships as opportunity for in-
service training.

2. Timber Cove Fire Protection District Directors may be active members of the
Timber Cove Fire Department.

1070 - COMMITTEES OF THE BOARD OF DIRECTORS

1. The Board President will appoint such ad-hoc committees as deemed necessary
by Board members.

2. The duties of the ad-hoc committees will be outlined at the time of the

appointment, the committee will be considered dissolved when its final report has
been made.

3. Standing committees will be appointed by the Board President as necessary.
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4. The Chairman of a committee is responsible for the makeup of the committee and
for reporting on its progress.

1080 - MINUTES OF BOARD MEETINGS
1. The Secretary of the Board will be responsible for taking and recording the
minutes for the Board of Directors meetings with the exclusion of closed sessions.

2. Thirty (30) days after a meeting is adjourned and the minutes of the meeting are
completed, any audio or video recordings of the meeting can be erased
(Government Code Section 54953.3(b)).

3. Copies of minutes of Board meetings, will be distributed to Board Members and
the Chief with the agenda for the next regular Board Meeting, and made available to
the public after approval by a majority of the Board. Board actions, motions,
resolutions, ordinances, and votes taken will be kept in the Secretary's files and will
be available for inspection by the public upon request.

1090 - COMMUNICATION AND CORRESPONDENCE

1. It will be the policy of the Board of Directors of the Timber Cove Fire Protection
District that any communications and correspondence specifically directed to the
"Board of Directors" will be delivered to the Secretary of the Board.

2. Communications or correspondence from anonymous sources will be noted and
filed.

1100 - BOARD MEETINGS

Purpose

District board members are elected or appointed to represent all the people, and to
exercise their best judgment. The purpose of a board meeting is for its members to
debate openly on particular matters, to hear public expression thereon, and to
inform the public of what the board is doing. The board has the authority to

limit debate on any subject, and where this is a problem it is the chairman's
responsibility to control public debate so that repetitive or irrelevant remarks are
not made, so that everyone has had a chance to speak before others speak for a
second time, and to expedite the business at hand.

1. Rules of Order

a. Informal: A board is free to select its own rules, within the bounds of democratic
procedures. Many are familiar with "Robert's Rules of Order" which have been in
existence for over a century. They were designed for large parliamentary bodies,
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and may be too formal and detailed for small groups such as a three- member
District board. If informal rules are used they should observe the following basic
principles:
i. The majority decides.
ii. The minority has a right to be heard.
iii. Only one main motion may be considered at any given time.
iv. Members have a right to know at all times what the immediately pending
motion is.
v. Official action can be taken only in meetings properly called, and with a
quorum of members present.
vi. If a board can make decisions without further parliamentary rules, it should
do so.

Under this approach the chairman would request a formal vote only when unanimity
seems impossible, and the wording of motions might be discussed before the
motion is actually proposed, avoiding the time- consuming process of making
amendments to reach agreement. When board opinion appears to have crystallized,
the chairman can announce:

"If there is no objection, we will". However, as noted under the legal requirements
for each type of district, the law sometimes requires a recorded vote.

b. Formal: If a more formal method of proceeding is preferable - for example, where
the board finds it cannot informally unite on the issues before it within a reasonable
time Robert's Rules of Order shall be used.

2. Conducting the Meeting

Meetings of the Board of Directors will be conducted by the Presiding Officer
consistent with the policies of the District and in accordance with the provisions of
the Ralph M. Brown Act. (Government Code Section 54950 et. Seq.)

Willful disruption of any meeting of the Board of Directors will not be permitted.
Disruptions will be grounds for the Chairman or Presiding Officer to clear the room
of the person or persons causing the disruption.

a. Order of Business: A systematic plan for considering items at meetings should be
included in a district's rules of order. This is usually called the order of business,
agenda or calendar. A convenient order of business is:



I. Presentation of minutes.

ii. Reports of officers and committees.
lii. Unfinished Business.

iv. New Business.

V. Chief's Report

A "Consent Calendar" is a means of expeditiously handling routine matters. Early in
the board meeting the whole group of such items may be approved with one motion
and vote, and no discussion. If a director, or member of the public, wants to discuss
an item, it can be removed from the group and considered after the rest of the
group has been approved. The board should have adequate information on the
items on the Consent Calendar well in advance of the meeting. Typical routine items
for a Consent Calendar include approval of minutes, of ordinances at final reading,
of contract payments, of final tract maps, and of other matters where approval is
routine. The receipt (and referral, if needed) of informational items,
correspondence, administrative reports, etc., and the setting of hearing dates can
also be handled in this matter. The items on the Consent Calendar can be selected-
by the secretary, other staff, or the board at a pre-board meeting. If a meeting
includes a public hearing, it should be properly noticed, and set for a specific time on
the agenda. Written procedures for participation, including time limits, may be
desirable.

b. The Chairman: The chairman presiding over any district meeting should remain
impartial, particularly while administering the rules, although this applies more to
large formal bodies than to the small informal district boards in Sonoma County. The
more partial a chairman, the less effective he is as presiding officer. A chairman
wishing to speak for or against a motion should "step down" and relinquish the chair
to another board member during the discussion. The chairman should be able to
help the board to reach decisions, and should understand the basic rules of
parliamentary procedure, in particular knowing the fundamentals required to
present, modify, refer and postpone motions, and to bring them to a vote in an
orderly and efficient fashion. He should be careful not to become confused by what
s going on in a meeting, or to permit members to speak at will, to offer main
motions when a main motion is already under consideration, to interrupt speakers,
or to claim the floor without the recognition of the chair.

c. Quorum: A quorum is normally a majority of the members. The chairman must
determine the presence of a quorum, both at the beginning of a meeting and, if
members have left, (a "disappearing quorum”) during the meeting. If a quorum is no
longer present, the chairman must either close the meeting or restrict it to those
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actions permissible in the absence of a quorum. These include to adjourn, to take a
recess, to set a time for the next meeting, to listen to committee reports or the
remarks of others, and to take any emergency action necessary, though this would
have to be approved at a later meeting with a quorum present. As noted under the
legal requirements for each type of district, the law sometimes requires not only the
presence of a quorum, but the affirmative vote of a majority if the board members
(not just of the quorum) to act.

d. The Secretary: This person keeps the official record. S/he should be seated close
to the chairman and observe the meeting as s/he takes notes, later to be rewritten
in the form desired by the board. These minutes should include a record of all
official actions taken, the identity of the chairman, the presence of a quorum, and
information showing that the meeting was duly called. The minutes can go into
greater detail, but only the following are suggested:

i. An exact statement of motions passed.

ii. The major arguments for and against a motion, without identifying the speakers,
because this could inhibit free discussion.

iii. All referrals, postponements and appeals.

iv. Motions not passed, and amendments, may or may not be entered.

Further suggestions for minutes are in the section on Board Secreta ry.

The Secretary is also an assistant to the chairman, providing him/her with a copy of
the agenda, the minutes of the previous meeting, any committee reports, and a list
of unfinished business. S/he should also bring to the meeting any needed materials,

such as a copy of the bylaws, and should be familiar with the record of previous
actions taken by the board.

e. Voting: The chairman should state the motion before asking for a vote. A
unanimous vote means all members did vote, and voted the same way. This is
somewhat different than general consent, under which the chairman declares 3
motion passed or a request granted "if there is no objection”, which is a useful way
of expediting business and should be used wherever possible.

The voice vote is the most common, asking those in favor to say "aye" and those
opposed "no" .If a close vote is expected, the chairman should instead ask for a
show of hands. A roll call vote is slow and is justified only when it is desirable, or
legally required, to make public the members' votes. After voting, any member may
change his vote, as long as he does so before the results are announced. It is the



duty of the chairman to first state the motion being voted on, call for the vote, and
then to state the results.

f. Ordinances and Resolutions:

I. An ordinance is an enforceable statutory enactment, that is, a law, the violation of
which is a misdemeanor. An ordinance imposes fines, penalties, forfeitures or
Imprisonment. Any ordinance normally requires a first and second reading, at two
separate regular meetings. It requires publishing or posting within 15 days of
passage, and does not take effect until 30 days after passage. These steps are to
assure the public is informed of the impending law, and to give time for the
circulation of referendum petitions. An ordinance usually begins: "The board of
(district) does ordain as follows:"

ii. A resolution is a formal expression of opinion, will or intent, or an action or
decision. It does not itself have the force of law, that is, contain a penal clause, but it
may implement existing law. "Resolved that-" is the effective clause. A resolution
should not be used where a simple motion can take the desired action. If resolutions
are used often, a standard form is suggested, into which specific data can be
inserted. Usually resolutions can be introduced and adopted at the same meeting,
and do not require publishing posting and a 30-day waiting period. They are
therefore much easier to use than ordinances, and this should be done wherever
possible.

For example, an ordinance which provides for a user charge or fee schedule may
state that the actual charges/fees shall be set and modified by resolution.

iii. Still another device used by some agencies is a "minute order". This is a direction
from a governing body to some element within the organization to do something
that is within its normal scope of activity. If ordinances and resolutions are not
prepared by the district's attorney, he should review them before presentation.
After adoption the secretary should prepare proper attestation, which includes
filling in the last page to include the vote by each member, the chairman's signature,
and the secretary's attestation. With ordinances to be published or posted, usually
within 15 days, certification of publication should be obtained from the newspaper,
or an affidavit from the person doing the posting, and filed.

Only a summary of the ordinance need be published, noting that the full text is
available in the district office. The secretary should have a system to keep track of
the distribution of ordinances and resolutions, and a file system of keeping copies
available for the public. If there are a large number, indexing them by subject matter
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is useful. If some ordinances or resolutions contain an expiration date or a time
certain when something is to be accomplished, a tickler system giving advance
warning should be applied to them.

6. BOARD MEETING SCHEDULE:

a. Regular meetings of the Board of Directors will be held on the third Tuesday of
each calendar month at 7:30 p.m. in the fire house at 30800 Seaview Road,
Cazadero, CA 95421. The agenda will be posted 72 hours prior to all regular
meetings.

b. Special meetings (non-emergency) of the Board of Directors may be called by the
Board President or any member of the Board.

i. All Directors, Chief, and necessary staff will be notified by mail or e-mail or in
person twenty-four (24) hours prior to any special (non-emergency) meeting.

ii. Only those items of business listed in the call for the special meeting will be
considered by the Board at any special meeting.

c. Special (emergency) meetings: In the event of emergency involving matters upon
which prompt action is requited, the Board of Directors may hold an emergency
special meeting without prior public notice. All rules governing a special meeting will
be observed with the exception of the twenty-four (24) hour notice. "The minutes of
the emergency special meeting, roll call, and any action taken at such meetings will
be posted at the fire station for a minimum of ten (10) days as soon after: approval
by a majority of the Board as possible.

d. Public Notice of Board Meetings: All regular, special (hon-emergency) meetings
or special (emergency) meetings will conform to the Ralph M. Brown Act (California
Government Code 54950 et. Seq. 54926).

1110 - BOARD MEETING AGENDA

1. The Board Secretary, in cooperation with the Board President, will prepare an
agenda for each regular and special meeting of the Board of Directors. Any Director
may contact the President or the Secretary and request any item to be placed on the
agenda five (5) or more days before the date of the meeting.
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2. Any member of the public may request that a matter, directly related to District
business, be placed on the agenda of a regularly scheduled meeting of the Board of
Directors, subject to the following conditions:

a. The request must be in writing and be submitted to the District Board President
with supporting documents and information, if any, at least five (5) business days
before the date of the meeting

b. The Board President will be the sole judge of whether the public request is or is
not a "matter directly related to District business." The member of the public will be
informed of the decision.

c. Matters that are legally a proper subject for consideration by the Board in closed
session will be accepted under this policy.

d. The Board of Directors may place limitations on the total time to be devoted to 3
public request issue at any meeting, and may limit the time allowed for any one
person to speak on the issue at the meeting.

e. This policy does not prevent the Board from taking testimony at regular and
special meetings of the Board on matters that are not on the agenda that a member
of the public may wish to bring before the Board. However, the Board will not
discuss or take action on such matters at that meeting.

1120 - CONFLICT OF INTEREST

- 1. The Political Reform Act, Government Code Subsection 8100, et. seq., requires
state and local government agencies to adopt and promulgate conflict of interest
codes. This Fair Political Practices Commission has adopted a regulation, 2 Cal. Code
of Regs. Subsection 18730, which contains the terms of a standard conflict of
Interest code. It can be incorporated by reference and may be amended by the

Fair Political Practices Commission after public notice and hearings to conform to
amendments in the Political Reform Act.

Therefore, the terms of 2 Cal. Code of Regs. Subsection 18730 and any
amendments to it duly adopted by the Fair Political Practices Commission are
hereby incorporated by reference and, along with the attached Appendix A in which
members of the Board of Directors and employees are designated, and in which
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disclosure categories are set forth, constitute the conflict of interest code of the
Timber Cove Fire Protection District.

2. All Directors will file statements of economic interests (Form 700) with the Clerk
of the County of Sonoma within 30 days of assuming office and annually per
Government Code Section 87200.

1130 - PUBLIC COMPLAINTS

1. It is the desire of The Board of Directors that public complaints are resolved at the
lowest possible administrative level, and that the methods for resolution of
complaints are logical and systematic.

2. A public complaint is an allegation by a member of the public of a violation or
misinterpretation of a District policy, or state or federal statute that has adversely
affected the individual.

3. The method of resolving complaints will be as follows:

a. The individual with a complaint will first discuss the matter with the Fire Chief (or

a designated responsible staff member) with the objective of resolving the matter
informally.

b. If the individual filing the complaint is not satisfied with the disposition of the
matter by the Fire Chief (or other responsible staff member) a written complaint
may be filed with the Board of Directors. This must be done within (10) days of
receiving the Chief Officer's (or other responsible staff member's) decision. The
Board may consider the matter at the next regular meeting, or call a special
meeting. The Board will expeditiously resolve the matter. In making the

final decision, the Board may conduct conferences, hear testimony, and use the
transcripts of written documentation. A written decision from the Board may be
requested by the individual filing the complaint.

This policy In no way prohibits, or is intended to deter, a member of the community
or staff member from appearing before the Board to present a testimony,

complaint, or statement regarding actions of the Board, District programs and
services, or impending consideration of the Board.
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1140 - PROCUREMENT

It is the policy of the Board of Directors of the Timber Cove Fire Protection District
that all purchases of goods and services for the operation of the Fire District will be
fully accountable and will be done in an appropriate logical manner. Therefore, the
following policy is adopted and will be followed always:

1. The following processes will be used to disburse funds from the Timber Cove Fire
Protection District to individuals or businesses who are owed funds for goods and/or
services: '

a. Payment by check or electronic funds transfer from the appropriate district
checking account.

b. Payment by credit card.

2. Purchase authority is limited to the maximum amount of funds that have been
allocated for the item in the current budget. Normal operational needs dictate that
the Fire Chief or his delegate must have the ability to obligate District funds to the
amounts approved for items listed in the current budget.

Fund obligation above that level is subject to the approval of the Board of Directors.
In addition, good business practices require that fund obligation take advantage of
competition in the marketplace.

Purchasers are therefore encouraged to pursue the best prices available for goods
and services without sacrifice to quality or safety.

3. In compliance with the above, the following is the Timber Cove Fire Protection
District policy:

a. Checking Accounts:

i. A checking account with a bank in the county of Sonoma shall be established for

the purpose of writing checks directly to the recipient from an account funded by
drafts from District revenues.

Each check written on this account will require one signature. Each Board Member
and the Chief shall be authorized signers of this account.
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ii Donations to the District shall be made to the Timber Cove Volunteer Fire
Department, (TCVFD) a registered 501C.3 and shall be used for special projects for
the benefit the District. (See Section 1300 TCVFD)

b. Credit Card: A credit card account shall be established to expedite internet and
non-vendor purchases. Each board member, the Chief, and the Assistant Chief and
certain personnel designated by the Chief shall be authorized users of this account
for purchases of board approved budget items. This account is to be paid in full each
billing period to avoid interest charges.

4, Expenditure authority within budget:

a. The Chief of the District or his/her designate will have the authority to purchase
goods and services up to the amount of funds made available by the board for the
budget category of the item or service.

b. The Chief of the District will be prepared to justify his or her authorization of the
expenditure of district funds used to purchase goods or services on behalf of the
district.

5. Expenditure authority for items not budgeted or for amounts in excess of
budget allowance:

Only a majority vote of the board of directors shall constitute the granting of
authority to the board, the Chief, or his or her designate to make any expenditure
over the amount authorized in the district budget.

1150 - DOCUMENT PREPARATION/POSTAL CHARGES

1. As a courtesy to the public, the Timber Cove Fire Protection District will reproduce
any District document available to the public, at a nominal charge of $0.15 per page,
with a minimum charge of $10.

2. The development of reports requiring "work-up" and/or "research" by clerical

staff will have a production fee of $25.00 for the first five pages and $0.15 for each
page after that.

3. Any constituent wishing to receive mailings of meeting notices must notify the
district in writing. He or she must cover the costs for providing notices by paying the

amount of $1.00 per meeting noticed or provide stamped, self-addressed envelopes
to the District to cover the expense of the mailings.
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4. Any constituent wishing to receive copies of any reports, documents, or agendas
by mail must supply the district stamped self- addressed envelopes or funds

sufficient to cover mailing expenses.

The above fees are based on machine use costs, clerical time, and material costs.
These charges are subject to change due to cost changes.

The Ralph M. Brown Act, Government Code Sections 54954.1 and 54954.2 are the
authority for items 3 and 4 above.

1160 - NEPOTISM

1. Itis the policy of the Timber Cove Fire Protection District to seek the best possible
candidate through the appropriate search procedures. There will be no bars to
appointment of close relatives in any staff category in the same or different
departments if the following standards are met:

a. No employee or member of the Board will vote, make recommendations, or in
any way participate in decisions about any personnel matter that may directly affect
the selection, appointment, promotion, termination, other employee status, or
interest of a close relative.

b. For the purpose of this policy, "close relative" means husband, wife, mother,
father, son, daughter, sister, brother, niece, nephew, mother/father in law,

sister/brother in law, and son/daughter in law. Such matters will be referred to the
Board of Directors.

c. When an individual is considered for appointment in a department in which an
immediate family member is already assigned, review of this fact will be required to
all appointing levels. The objective of this review will be to assure equity to all
members of the department.

1170 - HARASSMENT

1. The Timber Cove Fire Protection District strictly prohibits unlawful discrimination
and harassment on the basis of race, religion, creed, color, sex, sexual orientation,
nhational origin, ancestry, physical or mental disability, medical condition (cancer
related), pregnancy, childbirth, veteran status, marital status or age. The District
considers discrimination and/or harassment a serious offense and is firmly
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committed to the philosophy that every employee has the right to work in an
environment free from discriminatory intimidation, ridicule and insult and to be
treated with courtesy, dignity and respect. Every employee is expected to adhere to
a standard of conduct that is respectful to all persons within the work environment.

2. In keeping with this commitment, the District maintains and follows a strict policy
prohibiting unlawful discrimination and harassment, in any form, including verbal,
physical and visual harassment, coercion, and/or reprisal. This policy applies to all
employees, vendors and visitors. The District does not tolerate sexual or other
harassment of employees at the work place or in any work-related situation by
anyone. If, after a prompt and thorough investigation, it is determined that an
employee has engaged in discrimination and/or sexual or other harassment, that
employee will be disciplined, up to and including discharge.

3. The full District policy and procedure for handling complaints will be posted on
the District website (www.timbercovefire.org) for review at any time. Each
employee is required to read and sign the policy to acknowledge acceptance on the
form provided. The form will be retained in the employee's personnel file.

4. Any person who believes he or she has been or is being harassed by a coworker,
supervisor, Board Member, or any person doing business with or for the District
should immediately report the facts of the incident in writing without fear of reprisal
to the President of the District Board, any other board member, or the Chief.

If the incident deals with a fire department officer, complaints should be directed to
the Chief, or the president of the Board. All complaints and related information will

be investigated promptly, thoroughly and handled as confidentially as possible.
Appropriate corrective action will be taken if an allegation is proven.

1180 - DISCRIMINATION

1. Itis the policy of the Timber Cove Fire Protection District that there will be no
discrimination based upon race, national origin, religion, sex, physical impairment,
veteran's status, or age in any personnel action, including recruitment, appointment,

performance evaluation, promotion, the granting of leaves, and any disciplinary or
grievance action.

2. Allegations of wrong doing, such as arbitrary and discriminatory action, should be
made to the Chief, or any member of the Board of Directors.
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1190 - Operations
The Chief shall have full control of all Fire Company Operations including:

Personnel

Training

Ordering of Fire Equipment and Supplies
Fireground Operations

On an annual basis the Chief shall review and update the District's SOPs
(Standard Operating Procedures) / Safety Plan.

1200- PERSONNEL

1. EMPLOYMENT: The District may employ personnel from time to time according to
Health and Safety Code Section 13861 "A district shall have and may exercise all
rights and powers, expressed or implied, necessary to carry out the purposes and
intent of this part, including, but not limited to, the following powers ..... (d) To
appoint necessary employees, to define their qualifications and duties, and to
provide a pay scale for performance of their duties."

a. Paid employees compensation and benefits will be set by the District board of
directors.

b. The Chief, all volunteer firefighters, and any other district volunteer workers are
employees of the District not subject to regular compensation and benefits.

However, the District board may set stipends, and or other benefits for the Chief
and other qualified volunteer firefighters.

c. All employees of the District shall be insured by District provided Workers'
Compensation insurance.

d. No person shall be permitted to participate in District fire department trainings or
emergency responses unless listed on the District's active duty roster, or on the
official roster of another participating agency.

2. HIRING:

a. District residents 18 years old or older may apply for employment with the
District.
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b. Non-resident applications for employment may be accepted upon the Chiefs
recommendation.

c. Employment positions include the position of Volunteer Firefighter.

d. Applications for employment may be obtained at any regular meeting or from the
Chief.

e. The Chief shall review and approve, reject, or postpone the application.

f. Upon approval of the application, employment will be granted if a position is
available.

g. The chief may hire an applicant for the position of Volunteer Firefighter
provisionally until her/his application is approved or denied.

h. All applicants for employment may be required to submit to criminal and driving
background checks (Live Scan). Results of criminal and driving background checks
are subject to review by the Chief to determine the suitability of the applicant for
employment by the District. Determination of the unsuitability of an applicant for
employment based on criminal or driving background information and Board policy
may result in denial of employment of the applicant.

I. This procedure is to be followed for all district employees, paid or volunteer.

3. EMPLOYEE STATUS:

a. A regular employee is one who has been hired to fill 3 regular position in any job
classification and has completed her/his probationary period.

b. A Probationary Employee is one who has been hired to fill 3 regular position and

has less than six months of service with the district. Upon completion of six months
of continuous service in the position and upon the decision to retain said employee,
the employee shall be granted regular employee status.

c. A Probationary Employee's employment may be terminated by the Chief without
cause.

d. A full time employee is a Regular Employee employed for 35 or more hours per

week. A part time employee is a regular employee employed for less than 35 hours
per week.
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e. A Probationary Volunteer Firefighter is a probationary employee whose
employment has been recommended by the Chief who when hired must perform
certain tasks and attain certain training and certification requirements as reguired in
the District's Operations Manual and as further directed by the Chief.

f. A Probationary Volunteer Firefighter must receive a favorable evaluation and
appointment to regular Volunteer Firefighter status within one year following
appointment to Probationary Volunteer Firefighter status.

g. A regular Volunteer Firefighter is an employee who has been appointed to the
position on the recommendation of the Chief after completing all requirements for
Probationary Firefighters as directed in the District's Operations Manual and as
further directed by the Chief after a minimum of six months of service.

The six month minimum probation period may be reduced by recommendation of
the Chief for returning or demonstrably qualified volunteer firefighters.

h. A Probationary Volunteer Firefighter applicant will be placed on the Active Duty
Roster as soon as her/his employment application is accepted by the Chief.

i. A regular Volunteer Firefighter must participate in a minimum number of fire
department activities (including, but not limited to, Trainings and Call Responses)
annually, as outlined in the fire department Operations Manual, to maintain regular
Volunteer Firefighter status. Firefighters who do not meet the minimum annual
participation requirements may be placed on Probationary Firefighter status or may
be dismissed from employment by the District.

I- All regular employees are subject to driving and criminal history reports.
Determination of the unsuitability of a regular employee for continued employment
based on criminal or driving background information and Board policy may result in
termination of employment.

4. RESIGNATION/LEAVE OF ABSENCE:

a. Resignation from employment by the District does not, by itself, preclude re-
application for employment by the District.

b. Aregular Volunteer Firefighter may take a Leave of Absence for any reason for up
to one year upon request.
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c. Any Volunteer Firefighter who takes a leave of absence will be removed from the
roster of active duty firefighters and will be relieved of the duties and
responsibilities of any office held and the requirements of item (3.i.) above. Active
duty status may be reinstated by application for reinstatement, recommendation of
the Chief

d. Prior to returning to active duty any employee requiring a Medical Leave of
Absence due to injury covered by District Workers' Compensation insurance must
provide the District with a "Fit for Duty" evaluation (available at District expense)
from an independent physician who has expertise in the covered injury (but who is
not involved with the employee's treatment for the injury) before applying for
reinstatement to Active Duty status.

e. A regular volunteer firefighter who wishes to take a leave of absence for longer
than one year for reasons other than injury covered by District workers
compensation insurance will be asked to resign and reapply for employment when
available for service to the District.

f. Employment will be terminated for a Probationary Volunteer Firefighter who
wishes to take a leave of absence for reasons other than injury covered by District
workers compensation insurance.

5. APPOINTMENT AND REMOVAL OF THE CHIEF:
a. The district board may appoint the Chief from the employees of the district.

b. If there is a vacancy in the position of Chief as a result of resignation, removal, or
any other reason, district officers hired as regular volunteer firefighters shall, at the
first scheduled meeting following the vacancy, function as a committee to select one
or more qualified candidates to submit to the district board for consideration for
appointment to the open position. If all candidates proposed by the regular

volunteer fire fighters are rejected by the district board this process will be repeated
until a chief is selected.

c. In the interim between the vacancy and the appointment of an acceptable
candidate for Chief, if the outgoing Chief does not appoint an acting Chief, the board
may, in consultation with the Senior Officers of the District, appoint an acting Chief.

d. Notwithstanding the appointment of an interim Chief by the outgoing Chief, the
board may at any time rescind that appointment and appoint an acting Chief.
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e. The term of appointment to the position of Chief is indeterminate.

f. Removal from the position of Chief shall be the sole responsibility and option of
the District Board of Directors and can be with or without cause.

6. DISCIPLINARY ACTION:

a. The following measures are part of the disciplinary process: Warning, Reprimand,
Suspension with or without pay, Dismissal, Demotion, or Reduction in Pay. The Chief
may discipline any employee for cause.

b. Grounds for discipline include but are not limited to: discourteous treatment of
the public or fellow employees; drinking of intoxicating beverages or use of illegal or
non-prescribed drugs on the job or arriving on the job under the influence of such
beverages or drugs; habitual absence or tardiness: abuse of sick leave; disorderly
conduct; incompetence or inefficiency; being wasteful of material, property or
working time; violation of any lawful or reasonable regulation or order made and
given by an employee's supervisor; insubordination; neglect of duty;

dishonesty; misuse of District property; willful disobedience: conduct unbecoming a
District employee.

c. All disciplinary action will be accompanied by a letter of warning to the employee
stating the reasons and grounds for such discipline. The employee must
acknowledge receipt of the warning by signing the letter at the time of presentation;
this signature signifies only receipt of the document, not necessarily agreement to
the contents. The employee may, before the conclusion of the next regular working
aay, respond in writing to the contents of the letter of warning.

d. All negative evaluations or letters of warning shall remain part of the employee's
personnel file. Negative evaluation shall not be used in decisions to dismiss if the
performance has improved or the action which merited 23 warning has not recurred,
each/both for a period of at least one year.

e. Any disciplinary action which may result in suspension without pay shall be set
forth in writing to the employee at least five working days before the proposed
effective date or dates. This notice shall be prepared after consultation with the
District Legal Counsel and shall contain the following: a description of the proposed
action and its effective date or dates, and the policy, regulation or rule violated:; a
statement of the acts or omissions upon which the action is based, and attachments
of materials upon which the action is based or notice that the materials are
available for inspection; a statement advising the employee of the right to request a
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hearing before the Board; a date by which time the employee must respond in
writing if he/she wishes to contest the action. All notices of proposed action shall be
personally served or mailed by certified mail, return receipt requested, to the last
known address of the employee.

7. GRIEVANCES:

a. The purpose of this section is to provide a procedure by which a regular employee
may formally claim that he/she has been affected by a violation, misapplication, or
misinterpretation of a law, District policy, rule, regulation or instruction.

b. This section does not apply to Probationary Employees.

c. Any regular employee who believes he/she has a grievance shall present the
evidence orally to the Chief within five working days after the employee knew, or
reasonably should have known, of the circumstances which form the basis for the
alleged grievance. The Chief shall hold discussions and attempt to resolve the matter
within three working days after the presentation of such evidence.

d. If the grievance has not been resolved by method (c.) above, the grievant must
present his/her grievance in writing to the District Board. The statement shall
include a concise statement of the grievance, including reference to any law, policy,
regulation or instruction allegedly misapplied or misinterpreted; the circumstances
involved; the decision, or lack of; rendered by the Chief; the specific remedy sought.

e. The Board of Directors, as soon as possible at a regular or special meeting of the
Board, shall schedule a hearing in closed session to receive the written grievance
and to hear evidence regarding the issue or issues. The Board's decision shall be
announced in open session immediately after the closed session in which it was
made.

f. By agreement in writing, the parties may extend any and all time limitations
specified above. A copy of all formal grievance decisions shall be placed in the
employee's permanent personnel file.

1200 - SPECIAL ANNUAL EVALUATION SESSION

The Timber Cove Fire Protection District may hold a special meeting periodically,
to critique board and fire department performance of the past year, evaluate the

performance of the Chief, and discuss planning strategies for the coming calendar
year.

™~
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1210 - ADOPTION/ AMENDMENT OF BYLAWS

1. Consideration by the Board of Directors of the Timber Cove Fire Protection
District to adopt a new policy or to amend an existing policy may be initiated by any
Board Member, the Chief, or member of the public. The proposed policy or
amendment must be delivered by email to any board member or by regular mail to

Timber Cove Fire Protection District
30800 Seaview Road
Cazadero, CA 95421

and should include a request that the item be included for consideration on the
agenda of the appropriate regular meeting of the Board of Directors. A copy of this
proposed policy or amendment will be distributed by the Secretary of the Board to
each Board Member and the Chief by mail or email so they may properly prepare
themselves to discuss and consider the item(s) in question.

2. Proposals for additions, deletions, or amendments to District policies will be
received at any regular meeting of the Board of Directors. All such proposals will be

put on the agenda for discussion and/or action at the next regular meeting of the
Board.

3. Adoption of a new policy or amendment of an existing policy will be accomplished
at a regular meeting of the Board of Directors and will require a 2/3 affirmative vote
of the entire Board of Directors.

4. Before considering to adopt or amend any policy, Directors shall have the
opportunity to review the proposed adoption or amendment at the regular Board of
Directors meeting prior to the meeting at which consideration of adoption or
amendment is to be given. Copies of the proposed policy adoption or amendment
shall be included in the agenda information packet for any meeting of consideration.
The agenda information packets with said copies shall be made available to each
Director for review at least two (2) days prior to any meeting during which the
amendment or policy is to be considered.

1220 Timber Cove Volunteer Fire Department (TCVFD) Inc.

The Timber Cove Volunteer Fire Department (TCVFD) Inc. was founded in January
1973, as a private, non-profit corporation under the laws of the State of California
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for the sole purpose of operating the Timber Cove Volunteer Fire Company, a fire
company organized under Part 4, Division 12 (commencing with Section 14825) of
the Health and Safety Code of the State of California.

At that time the Timber Cove Volunteer Fire Company was formed and operated in
conjunction with the non-profit corporation for the purpose of executing fire
suppression and protection services. This fire department later became County
Service Area (CSA) 40.

At the time of its founding, TCVFD drew up Bylaws, which included Dues, Officers,
Meetings, and Membership requirements.

As a non-profit corporation, TCVFD acquired and maintained its 501C.3 status.

On August 15, 1996 The Timber Cove Fire Protection District was founded, and the
Timber Cove Volunteer Fire Department was assimilated into the newly formed
Timber Cove Fire Protection District.

However, the TCVFD non-profit corporation 501C.3 was maintained as a separate
entity from the TCFPD for the sole purpose of allowing donations made to the new
district to be a tax-deductible instrument for the residents of the district.

Since 1996, the TCVFD has raised substantial amounts of funds for the benefit of

the District by sponsoring many fund-raising events including the annual Mothers
Day Breakfast.

Article VI AMENDMENTS, of the TCVFD Bylaws States..... "these Bylaws may be
adopted, amended, or repealed only by a 2/3 vote of the members present at a
regular or special meetings of members specifically called for that purpose.”

PASSED AND ADOPTED BY VOTE OF THE BOARD OF DIRECTORS AT A REGULARLY
SCHEDULED BUSINESS MEETING ON  MARCH 15, 2016 AS FOLLOWS:

President Bob Dickson AV

—

Secretary  Kathleen Rasmussen )%

Treasurer  Michael (Zippy) Singer A\/é
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