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Purpose:

Definition of Terms: Ordinance, Policy and Procedure, etc.

At Harbor Commission direction, or as needed:

limited to District Ordinances,
District Policies and Board
Policy Manual.

Manager

Document Purpose Who Drafts Who Approves
General Manager with input
District Provide legal foundation for from th_e Board of Board .Of .
. o L L Commissioners, staff and Commissioners at a
Ordinances | activities within the District. ; . . :
consultants, with review by public meeting.
District Legal Counsel.
Provide broad framework of General Manager with input Board pf '
I Lo C from the Board of Commissioners at a
District direction for the District. Set L . :
. L Commissioners, staff and public meeting.
Policies standards for District | . ; ith all of
erformance consultants. May require Consistent with all o
P ' review by District Counsel. the documents above.
Formal statement of the General Manager with input Board of
N Board's position on a topic or | from the Board of Commissioners at a
District . . . . .
Resolutions | SSU€: May give forma] Commissioners, staff and pubhg meetm.g.
approval to an action item or consultants. May require Consistent with all of
delegate authority. review by District Counsel. the documents above.
Policies related to the
organizational management of Board of
the Board's operation. General Manager at the -
Board O . : Commissioners at a
. Includes but not limited to direction of the Board of . :
Policy ) L . public meeting.
parliamentary procedures, Commissioners. May require ; .
Manual . ' ) s Consistent with all of
election of officers, Board review by District Counsel.
: the documents above.
committee structure and
formation.
Compilation of documents to
provide Commissioners with .
S Inclusion of documents at
background of District L Board of
Board direction of Harbor o
Handbook governance. Includes but not Commission or General Commissioners at a

public meeting
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At General Manager direction, or as needed:
Document Purpose Who Drafts Who Approves
Implement District policies.
Department Provide specific instructions to General Manager/Department General Manager.
P staff on day to day tasks. Sets . 9 P Consistent with all of
Procedures Heads/Site Managers
performance standards for the documents above.
management and field staff.
Provide very specific direction
Staff on de_ly to day f|glq level tas_ks. Department Heads/Site Depa_rtment I_-|eads.
L May include training materials Consistent with all of
Guidelines = Managers
and are more specific than the documents above.
Procedures.
Provide training Department
Staff documentation for specific job Department Heads/Site Heads/Site _
Handbooks | Processes. Usually referred to Managers M_anagers. Consistent
by field staff to carry out with all of the
routine job tasks. documents above.
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San Mateo County Harbor District

Policy Title: Number: Date of Approval:
San Mateo County Harbor District 1.1.1 May 20, 2020
Code of Ethics and Values
Other Revisions: Prepared By:

7/15/2015 James B. Pruett

Statement of Policy

The Harbor District designed its Code of Ethics and Values (the “Code”), to provide
clear, positive statements of ethical behavior reflecting the core values of the District
and the communities it serves. The Code includes practical strategies for addressing
ethical questions and a useful framework for decision-making and handling the day-to-
day operations of the District.

11 Goals of the Code of Ethics and Values

e To make San Mateo County a better place to live, work and play.

e To make the Harbor District a better public agency, built on mutual respect
and trust.

e To promote and maintain the highest standards of personal and
professional conduct among all involved in District government including,
Harbor Commissioners, District staff, volunteers, and members of the
District’'s committees (herein referred to as District representatives).

The Code is a touchstone for members of the Board of Commissioners and staff in
fulfilling their roles and responsibilities.

1.2 Preamble

The proper operation of democratic government requires that decision-makers be
independent, impartial, and accountable to the people they serve. The San Mateo
County Harbor District has adopted this Code to promote and maintain the highest
standards of personal and professional conduct in the District's government. All District
representatives and others who participate in the District’'s government are required to
subscribe to this Code, understand how it applies to their specific responsibilities, and
practice its eight core values in their work. Because we seek public confidence in the
District’s services and public trust of its decision-makers, our decisions and our work
must meet the most demanding ethical standards and demonstrate the highest levels of
achievement in following this Code.

1.3  Applicability

This Code shall apply to all District representatives as defined in section 1.1
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1.4 Sanctions

Any representative found to be in violation of this Code may be subject to Censure by
the District Board. Any member of any advisory Committee found in violation may be
subject to dismissal from the Committee. In the case of an employee, appropriate
action shall be taken by the General Manager or by an authorized designee.

1.5 Core Values

As participatory representatives in the District's government, we subscribe to the
following Core Values:

1. As a Representative of the San Mateo County Harbor District, | will be ethical.
In practice, this value looks like:

a. | am trustworthy, acting with the utmost integrity and moral courage.
b. | am truthful, do what | say | will do, and am dependable.
c. | make impartial decisions, free of bribes, unlawful gifts, narrow political

interests, financial, and other personal interests, that impair my
independence of judgment or action.

d. | am fair, distributing benefits and burdens according to consistent and
equitable criteria.

e. | extend equal opportunities and due process to all parties in matters
under consideration. If | engage in unilateral meetings and discussions, |
do so without making voting-decisions or any improper or unauthorized
representations on behalf of the District.

f. 1 show respect for persons, confidences, and information designated as
“confidential”.

g. | use my title(s) only when conducting official District business, for
information purposes, or as an indication of background and expertise,
carefully considering whether | am exceeding or appearing to exceed my
authority.

h. | will avoid actions that might cause the public or others to question my
independent judgment.

i. I maintain a constructive, creative, and practical attitude toward the
District’s affairs and a deep sense of social responsibility as a trusted
public servant.

2. As a Representative of San Mateo County Harbor District, | will be
professional. In practice, this value looks like:

a. | apply my knowledge and expertise to my assigned activities and to the

interpersonal relationships that are part of my job in a consistent,
confident, competent, and productive manner.
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b. | approach my job and work-related relationships with a positive
collaborative attitude.

c. | keep my professional education, knowledge and skills current and
growing.

3. As a Representative of the San Mateo County Harbor District, | will be
service-oriented. In practice, this value looks like:

a. | provide friendly, receptive, courteous service to everyone.

b. | am attuned to, and care about, the needs and issues of citizens, public
officials, and District workers.

c. In District-related matters, | am interested, engaged, and responsive.

4. As a Representative of the San Mateo County Harbor District, | will be fiscally
responsible. In practice, this value looks like:

a. | make decisions after prudent consideration of their financial impact,
taking into account the long-term financial needs of the District, especially
its financial stability.

b. | demonstrate concern for the proper use of District assets (e.g.,
personnel, time, property, equipment, funds) and follow established
procedures.

c. | make good financial decisions that seek to preserve programs and
services for District residents.

d. | have knowledge of and adhere to the District’'s Purchasing, Contracting
and Allocation of Funds Policies.

5. As a Representative of the San Mateo County Harbor District, | will be
organized. In practice, this value looks like:

a. | actin an efficient manner, making decisions and recommendations
based upon research and facts, taking into consideration short and long-
term goals.

b. | follow through in a responsible way, keeping others informed, and
responding in a timely fashion.

c. | am respectful of established District processes and guidelines.

6. As a Representative of the San Mateo County Harbor District, | will be
communicative. In practice, this value looks like:

a. | positively convey the District’s care for and commitment to its citizens.

b. | communicate in various ways that | am approachable, open-minded and
willing to participate in dialog.
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c. | engage in effective two-way communication, by listening carefully, asking
questions, and determining an appropriate response, which adds value to
conversations.

7. As a Representative of the San Mateo County Harbor District, | will be
collaborative. In practice, this value looks like:

a. |l actin a cooperative manner with groups and other individuals, working
together in a spirit of tolerance and understanding.

b. | work towards consensus building and gain value from diverse opinions.

c. | accomplish the goals and responsibilities of my individual position, while
respecting my role as a member of the team.

d. | consider the broader regional and statewide implications of the District’s
decisions and issues.

8. As a Representative of the San Mateo County Harbor District, | will be
progressive. In practice, this value looks like:

a. | exhibit a proactive, innovative approach to setting goals and conducting
the District’s business.

b. | display a style that maintains consistent standards, but is also sensitive
to the need for compromise, “thinking outside the box,” and improving
existing paradigms when necessary.

c. | promote intelligent and thoughtful innovation in order to forward the
District’s policy agenda and District’s services.
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San Mateo County Harbor District

Policy Title: Number: Date of Approval:
Records Management and Retention 214 9/15/2021
Other Revisions: Prepared By:

7/17/96; 10/18/17 Julie van Hoff

A. Purpose

The purpose of this policy is to: provide guidelines to staff regarding the retention or
disposal of District records; provide for the identification, maintenance, safeguarding
and disposal of records in the normal course of business; and ensure compliance with
legal and regulatory requirements.

Vital and important records, regardless of recording media, are those having legal,
financial, operational, or historical value to the District.

The General Manager is authorized by the Board of Harbor Commissioners to
interpret and implement this policy, and to cause to be destroyed any or all such
records, papers and documents that meet the qualifications governing the retention
and disposal of records, specified below.

B. Requirements for Destruction of Records

The District adopted this Records Management and Retention Policy by Resolution
21-11. This Policy includes record retention schedules that comply with guidelines
provided by the Secretary of State pursuant to Government Code Section 12236
(records-management-8.pdf (ca.gov)) and other state and federal laws and
regulations. All District records are classified by category and this policy establishes
a standard protocol for destruction or disposition of records.

Pursuant to Government Code Section 60201(b)(1), the District adopted Resolution
21-12 finding that destruction or disposition of any record that is not expressly
required by law and/or by this policy to be filed and preserved will not adversely
affect any interest of the District or of the public.

The District will prepare a comprehensive records inventory and include a record
type, the media (e.g. electronic, paper file or both) used to store the record, years
covered by each record, if the record should be active (readily available) or inactive
(warehoused), and volume (cubic feet of space).

The District will maintain a list, by category, of the types of records destroyed or
disposed of that reasonably identifies the information contained in the records of
each category.
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C. Summary Guidelines

Appendix A contains a listing of District records along with the relevant legal authority
if applicable. ldentified legal authority abbreviations are as follows: California
Government Code (GC) §, California Code of Civil Procedures (CCP), California Code
of Regulations (CCR), Code of Federal Regulations (CFR), California Elections Code
(EC) , Health and Safety Code (HSC), Internal Revenue Service (IRS), California
Labor Code (LC), California Penal Code (PC), California Revenue and Taxation Code
(RTC), and United States Code (USC),

Appendix A provides detail retention requirements of District records. The
following summary information maybe referenced when a record is not
specifically identified in Appendix A.

1) Duplicate records, papers and documents may be destroyed at any time without
Board authorization, advice of the General Counsel, or copying to photographic or
electronic media.

2) Originals of records, papers and documents more than three years old that were
prepared or received in any manner other than pursuant to State or Federal law
or regulation may be destroyed without the necessity of copying to photographic
or electronic media except for records identified in Appendix A of this policy. This
includes, but is not limited to unaccepted bids, and letters, memoranda, emails of
Board members and staff (as long it is not related to a Capital Project), and
speaker forms.

3) In no instances are records, papers or documents to be destroyed where
there is a continuing need for such records for such matters as pending
litigation, special projects, etc.

4) Paper records/documents which are not expressly required by law to be filed and
preserved may be destroyed if the records/documents are electronically stored.

5) Any accounting record which exceeds the date of the audited financial reports plus
four years and which the District is not required to retain for a longer period of time,
may be authorized for destruction, provided that:

a) There is no continuing need for said record, i.e., long-term transactions,
special projects, pending litigations, etc., and;

b) There exists in a permanent file, an audit report or reports covering the
inclusive period of said record, and that;

c) Said audit report or reports were prepared pursuant to procedures outlined

in Government Code section 26909 and other State or Federal audit
requirements, and that;
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d) Said audit or audits contain the expression of an unqualified opinion.

6) All payroll and personnel records shall be retained as outlined in the chart
below. In general, employee files must be retained for the length of employment
plus 10 years, employee medical files for the length of employment plus 30 years,
and retirement information is to be kept indefinitely. Medical Records shall be filed
separately. Records must be protected in a locked room with a locked cabinet
and/or secured in electronic files with access control. When applicable, employee
files shall include:

a) Accident reports, injury claims and settlements.*
b) Medical histories.”
c) Injury frequency charts.”
d) Applications, changes and terminations of employees.
e) Insurance records of employees.
f) Timecards/payroll reports
g) Classification specifications (job descriptions).
h) Performance evaluation forms.
i) Earning records and summaries.
j) Retirement information.
k) Education and Training certificates.
[) Personnel Action Forms.
m) Employment Contracts.
n) Letters of Discipline.
0) Surety Bonds.
*items shall be filed in a separate employee folder
7) Records of proceedings for the authorization of long-term debt, bonds, warrants,

loans, etc., after issuance or execution may be destroyed if electronically stored;
terms and conditions of bonds warrants, and other long-term agreements should
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be retained until final payment, and thereafter may be destroyed in less than 10
years if electronically stored.

8) Recordings of Board meetings will be kept for a period of two years from the date
of the recorded meeting, after which they will be destroyed.

9) Construction records, such as bids, correspondence, change orders, etc., shall
not be kept in excess of ten years unless they pertain to a project which includes
a guarantee or grant and, in that event, they shall be kept for the life of the
guarantee or grant plus ten years. As-built plans for any public facility or works
shall be retained as long as said facility is in existence.

10)Property records, such as documents of title, shall be kept until the property is
transferred or otherwise no longer owned by the District, plus ten years.

D. Definitions

Non-Records - Material not usually included within the definition of records, such
as unofficial copies of documents kept only for convenience or reference,
working papers, appointment logs, stocks of publications and processed
documents. Also, documents such as rough notes, calculations or drafts
assembled or created and used in the preparation or analysis of other
documents.

Permanent Records — Records that are required in perpetuity, usually identified
by statute or other written guidance. Examples include Board Agendas
Resolutions and Articles of Incorporation.

Perpetual Records — Records retained for an indefinite period of time and then
stored or destroyed after some event takes place. Examples include policy
files kept until the policy is changed, contract files kept until the contract
terminates, etc.

Program Records - Records that relate to the primary function of the agency in
response to its daily mission. Examples include lien files, election files,
medical records, etc.

Public Records - Any information relating to the conduct of the public's business
prepared, owned, used, or retained by local agency regardless of physical
form or characteristics.

e Record- consists of a “writing,” as defined by subdivision (f) of Section 6252 (“ any
handwriting,  typewriting, printing, photostating, = photographing,
photocopying, transmitting by electronic mail or facsimile, and every other
means of recording upon any tangible thing any form of communication or
representation, including letters, words, pictures, sounds, or symbols, or
combinations thereof, and any record thereby created, regardless of the
manner in which the record has been stored.”)

¢ Records Retention Schedule - A list of all records produced or maintained by the

District and the actions taken with regards to those records. The retention

schedule is the District's legal authority to receive, create, retain, and
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dispose of official public records. It assists the District by documenting
which records require office or temporary storage, which records have
historic or research value, and which records should be destroyed
because they no longer have any administrative, fiscal, or legal value. In
the event of litigation, courts accept a retention schedule as establishing
the District’s “normal course of doing business”.

e Record Type-a group of similar records arranged under a single filing system or
kept together as a unit. They deal with a particular subject (budget,
personnel, etc.), result from the same activity (audit, complaint, etc.), or
have a special form (blueprints, maps, etc.).

e Retention Period — The length of time a record must be retained to fulfill its
administrative, fiscal and/or legal function. A record should be disposed of
as soon as possible in accordance with this policy which includes the
Board approved Records Retention Schedule.
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APPENDIX A

Retention
Period

Legal
Authority

Category Type of Record Description or

Example

(Department/

Section)
Admin/Board Affidavits of Publication/  May include: public or Calendar Year GC 60201
Posting legal notices, certificates, End + 4 years CCP 343
or affidavits.
Admin/Board Board Agendas Includes agendas for Permanent GC 60201;
Regular Board meetings District
& Special Board preference
meetings
Admin/Board Board Resolutions Original signed Permanent GC
Resolutions 60201(d)(1)
and (2)
Admin/Board Board Minutes Includes minutes for Permanent GC
Regular Board meetings 60201(d)(3)
& Special Board
meetings
Admin/Board Board Agenda Packets Includes all written Permanent GC 60201;
correspondence given to District
public at a noticed preference
meeting by the Board,
staff, public, and
individual Harbor
Commissioners
Admin/Board Recording of Board Includes tapes, videos, 2 years after GC
meetings voice recordings meeting- legally 54953.5(b);
30 days if used for 64 Ops.
creation of Atty. Gen
minutes 317; District
preference
Admin/Board Articles of Incorporation ~ May include, but is not Permanent GC 60201
limited to original charter, (d)(1)
petitions for incorporation,
constitution, by-laws,
amendments
Admin/Board Annexations / Notices, Resolutions, Permanent GC 60201
Reorganizations/ Certificates of (d)(1)
Boundary Changes Completion
Admin/Board Closed session Includes all written Permanent GC 60201
materials* correspondence
provided at closed
session
Admin/Board Economic Interest Copies of original Calendar Year GC
Statements — Form 700  statements of elected End +7 years 81009(e), (),
(copies) officials (9)
forwarded to Fair
Political Practices
Commission
Admin/Board Election, Campaign FPPC Forms 460,470, Permanent GC 81009(b)
Statements etc. and (g)
Admin/Board Election, Certificates of Original reports and Permanent GC 81009(a)
Election statements and (d)
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Category

(Department/

Type of Record

Description or
Example

Retention
Period

Legal
Authority

Section

Admin/Board Ethics Training Records that indicate 5 years after GC
both the dates of training  training 53235.2(b)
and the entity that
provided the training
Admin/Board FPPC Form 801/802 Gift to Agency Report/ 7 years GC
Tickets provided Report 81009(e); 2
CCR
18944 .1
Admin/Board Oaths of Office Elected and public Current+ 6years 29 USC
officials-Board Members 1113; GC
3105(f)
Admin/Board Statement of Facts — Form #SEC/STATE Until superseded/  GC 60201
Roster of Public NP/SF 405 Calendar Year CCP 343
Agencies End+4 years
Filing (State of
California)
Admin/Board Code of Ordinance Law and legal principles  Permanentuntil 5 GC 60201
of the District years after (d)(2)
superseded,
repealed, invalid
or unenforceable
Admin/Board Policies Policy Handbook; as Adopted and GC
approved by Board Amended Policies  60201(d)(10)
Permanently ; District
available as part preference
of Board Package
Admin/Board Strategic Plans Final Adopted Plan Permanent GC
60201(d)(10)
; District
preference
Admin/Risk Mgmt.  Claims Against the Relates to any pending Close/ GC
District* claim or litigation orany ~ Completion/ 60201(d)(4)
settlement or other Exhaustion of
disposition of litigation Appeals + 2 years
Admin/Risk Mgmt.  Accidents / Damage to Accident Reports, claim  Close/ CCP 337.15
District Property™ submittal, insurance Completion+ 2 GC
reimbursement Years (file copy in  60201(d)(4)
capital asset file if
applicable)
Admin/Risk Mgmt.  Insurance: Liability/ May include liability, Expiration + 10 CCP 337.15
Property property, general liability, Years
auto liability, professional
liability, excess liability
Admin/Risk Mgmt.  Litigation/Lawsuits/ Case Files Close/ GC
Arbitration* Completion/ 60201(d)(4)
Exhaustion of
Appeals+ 2 Years
Admin/GM/DOO General Manager and Direction to staffon how  Completion of CCP 337.15
Director of Operations to approach/resolve project + 10 years
information regarding various issues; planning,
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Category

(Department/

Type of Record

Description or
Example

Retention
Period

Legal
Authority

Construction Projects supervision, observation
of construction
Admin/General Berth/Mooring Licensee  Berthing License Completion + 4 GC
Files Agreement, insurance, years 60201(d)(9)
registration, contact and (10);
information, invoices CCP 337
Admin/General Commercial Vessel Files Commercial Services Completion + 4 GC
Activity Permit, Fish years 60201(d)(9)
Sales Permit and (10);
CCP 337
Admin/General Master Plans Facilities Master Plan Permanent GC
60201(d)(8);
District
preference
Admin/General Public Records Request  Public’s written request 2 years if GC 60201
& Response (PRR) for records and records informational (d)(5);
released PRR; same CCP 337
amount of years
as case file if PRR
is related to a
claim against the
District or litigation
Admin/General Records Management Documentation of final Permanent GC 60201;
Disposition Certificate disposition of District District
records preference
Admin/Capital California Coastal Launch ramps, dredging, Permanent GC 60201;
Projects Commission Permits wharf/pier repairs, District
buildings, etc. preference
Admin/Capital Inspections Inspection reports for 1 year or Until GC 60201,
Projects piers, fuel tanks, etc. superseded, GC911.2;
whichever is later GC 945.6
Admin/Capital Environmental Quality Final Reports Permanent GC 60201;
Projects Soil Reports/ District
Geotechnical Reports preference
Admin/Capital Property Acquisition/ District owned. Deeds Permanent while  GC
Projects Disposition (original required) and District has an 60201(d)(8);
supporting documents interest, destroy CCP 337.15
regarding sale, 10 years after
purchase, exchange, of  disposition
property by District
Admin/Capital Appraisals Documentation on value  Permanent GC
Projects of a capital asset 60201(d)(8);
District
Preference
Admin/Capital Bids, Notices & Accepted and Close/ GC
Projects Affidavits construction competed Completion + 10 60201(d)(9);
years; CCP 337.15
Admin/Capital Bonds, Surety Documentation created Completion of CCP 337.15
Projects and/or received in project plus 10
connection with years
performance of
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Category Type of Record Description or Retention Legal
(Department/ Example Period Authority
work/services
Admin/Capital California Environmental Exemptions, Permanent CCP 337.15;
Projects Quality Act (CEQA) / Environmental Impact 4 CCR
National Environmental Report, Mitigation 15095;
Policy Act (NEPA) monitoring, negative District
declaration, notices of Preference
completion and
determination,
comments, statements of
overriding consideration
Admin/Capital Capital Improvements,  Agreements/Contracts, Close/ CCP 337.15
Projects Construction Changes Orders, Completion + 10
Consultant Proposals years
(Successful), Final As-
Built Drawings, Maps,
Inspection Reports,
Material Testing,
Permits, Preliminary
Design Report, Rights of
Way/Easements,
Surveys, CAD files,
Invoices, Certified
Payroll, Grant
Documents
Admin/Finance Grants other than Grants documents and  Close/ GC
Capital grants all supporting Completion+4 60201(d)(7);
documents: Years (but refer CCP 337
applications, reports, to grant for any
contracts, project files, close out
proposals, statements, procedures)
bid/quotes, certified
payroll, invoices
Admin/Finance FEMA Claims Storm damage, wildfires, After agency CCP 343; 2
etc. audit, if required, CFR
minimum 3 Years 200.333 et
(but refer to grant  seq;
for any close out 29 CFR
procedures); if 97.42; OMB
used for capital Circular A-
project/asset 133; FEMA
permanent while  Guidelines
District has an
interest, destroy
10 years after
disposition
Admin/Finance Accounts Payable Invoices, purchase After Audit + 7 GC
orders, contracts, years (exceptfor  60201(d)(7),
checks. May contain Capital (9) and(12);
independent contractor's  Expenditures- CCP 337,
compensation, expense  Permanent while District
reimbursement, or District has an preference
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Legal
Authority

Retention
Period

Category
(Department/
Section

Type of Record

Description or
Example

District credit card interest, may
records destroy 10 years
after disposition of
asset)
Admin/Finance Accounts Receivable- no  Checks received, After Audit + 4 CCP 337;
balance due reports, deposits, Years (except for  District
receipts capital preference
project/asset
grant receipts;
then permanent
while District has
an interest, may
destroy 10 years
after disposition)
Admin/Finance Accounts Receivable- Checks received, Last billing date + CCP 337;
balance due reports, deposits, 4 Years after audit District
receipts, notes preference
Admin/Finance Investments; bank Authorizations, Permanent CCP 337;
transfers & wires statements District
preference
Admin/Finance Audited Financial Final Audited Financial Permanent GC 60201;
Reports Report and Management District
Comments preference
Admin/Finance Adopted Final Budget Final Operating & Capital Permanent GC 60201;
Improvement Budget District
preference
Admin/Finance Special District Financial ~Annual Report to State of Permanent GC 60201;
Transactions Report California District
preference
Admin/Finance State Lands Trust Annual Report to State Permanent GC 60201;
Report Lands Trust District
preference
Admin/Finance Debt Instruments Certificates / Notices / Close/ GC
(Bonds, COPs, Loans) Transcripts / Registers/  Completion+ 10 60201(d)(7);
Official Statement / Years CCP 3364a;
Reconciliations, Paid or CCP 337.15;
cancelled bonds / CCP 337.5
Monthly Statements
Admin/Finance California State Tax Forms filed annually and  Calendar Year +6 RTC 19704
Records quarterly and year-end Years
report
Admin/Finance Federal Tax Records Forms filed annually and  Calendar Year +4 26 CFR
quarterly (e.g. 1096, Years 1.6001-1(e);
1099, W-3, W-2) 26 CFR
31.6001-
1(e)(2)
Admin/Finance Intra-Agency Final executed contract Expiration of GC
Agreements agreement +4 60201(d)(9);
years CCP 337
Admin/Finance Contracts- not Final executed contract,  Expiration of GC
associated with Capital insurance certificates, agreement + 4 60201(d)(9);
Assets addendum, amendments  years CCP 337
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Category

(Department/

Type of Record

Description or
Example

Retention
Period

Legal
Authority

Admin/Finance Lease to 3" parties Final executed contract, Permanent while CCP 337.15;
w/lease improvements permits, as built District has an GC
drawings, construction interest, may 60201(d)(9)
documents destroy 10 years
after disposition
Admin/Finance Leases to 3 parties Includes Original Lease Expiration of GC
without lease plus any amendments, lease plus 4years  60201(d)(9);
improvements letters to cure default, CCP 337.15
etc.
Admin/ Special Event Permits/ Final executed contract ~ After Audit + 4 GC
Communications Film Permits Years 60201(d)(9);
CCP 337
Admin/ Commercial Activity Final executed contract Expiration of GC
Communications Permits/ without fixed permit plus 4 60201(d)(9);
structure years CCP 337
Admin/ Commercial Activity Final executed contract Permanent while  GC
Communications Permits/ with fixed District has an 60201(d)(9);
structure interest, may CCP 337.15
destroy 10 years
after disposition
Admin/ Electronic Email, text messages, If communication  GC 60201;
Communications Communications instant messages references District
records within preference
another category,
then as long as
required by that
category;
otherwise 2 years
Admin/ Human Accident/lliness Reports  For Employee Medical Length of 29 CFR
Resources / SDI (State Disability Records & Employee Employment+30  1910.1020
Insurance)* Exposure Records Years (d); 8CCR
regarding exposure to 3204(d)(1)
toxic substances or (A);
harmful physical agents
—includes Material
Safety Data Sheets
(MSDS) Does NOT
include: health insurance
claims; first aid records
of one-time treatments
for minor injuries;
Admin/ Human Cal-OSHA Logs Form 300, 300A, 301, Calendar Year 29 CFR
Resources etc., Citations, End+5 Years 1904.33; 29
Violations CFR
1904 .44;
8 CCR
14300.33(a);
Admin/Human DMV Driver Information 5 Years 49 CFR
Resources Reports / DMV Pull 382.401(b)(1
Notices* )
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Category

Type of Record

Description or Retention

Legal

(Department/ Example Period Authority
Section
Admin/Human Drug Tests* Results, random testing 5 Years 49 CFR
Resources 40.222(a)(1)(
ii); 49 CFR
382.401
Admin/Human Employee Bonds / Length of PC
Resources Public Official Bonds Employment +4 801.5,803(c)
Years ; District
preference
Admin/Human Employee Files — Official Personnel — Application,  Length of 29 USC
Resources Personnel File* release of records Employment+10  1113; GC
authorizations, Years 12946; 29
certifications, CFR
reassignments, outside 1602.31 &
employment, disciplinary 1627.3(b);
actions, terminations, District
evaluations, pay rate preference
changes, insurance
records, time cards, job
descriptions, personnel
action forms,
employment contracts,
employee surety bonds,
earnings records and
summaries, W-2
Not a public record (Not
including Medical Files)
Admin/Human Employee Files — Medical records are part  Length of 8 CCR
Resources Medical File of personnel file Employment +30  3204(d)(1)
Includes, Leave of Years (A)

Absence Paperwork,
Workers’ Compensation,
Doctor’s notes,
Respiratory Fit Tests
Includes medical records
made or maintained by a
physician, nurse, or other
health care personnel, or
technician pertaining to
employees exposed to
toxic substances or
harmful physical agents.
It does not include first-
aid records of one-time
treatment made onsite
by a non-physician or
observation of minor
scratches, cuts, burns,
splinters, which do not
involve medical
treatment, loss of
consciousness,
restriction of work or
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Category

(Department/

Type of Record

Description or
Example

Retention
Period

Legal
Authority

motion, or transfer to
another job—
not a public record.

Admin/Human Employment Applications submitted Close/ GC 12946;
Resources Applications / for existing or anticipated Completion+3 29 CFR
Recruitment Files — Not  job openings, including Years 1602.32;
Hired any records pertaining to 1627.3; 2
failure or refusal to hire CCR 11013;
applicant 8 CCR
11040(7)(c)
Admin/Human I-9 Forms Single form Length of 8 CCR
Resources Employment+2 274a.2
Years
Admin/Human Employment — Surveys  Includes surveys of Length of GC 12946;
Resources and Studies classification, wage rates Employment+2 29 CFR
Years 516.6(a)(2);
29 CFR
1602.14
Admin/Human Employment — Training Sexual Harassment, etc ~ Length of GC 12946;
Resources Records (See separate Employment +7 District
rules for Ethics and Years preference
Safety Training)
Admin/Human Workers’ Compensation  Loss Analysis Reports, After GC 12946;
Resources Reports Safety Reports, Work- Settlement+30 29 CFR
injury claims (including Years 1904.33(a);
denied claims 8 CCR
14300.33(a);
8 CCR
10102; 8
CCR
3204(d)(1);
Admin/Human Memorandum of Final executed MOU Permanent GC
Resources Understanding 60201(d)(9),
(10), and
(12); 29 CFR
516.5(b);
District
preference
Admin/Human Job Description/ Approved Job Permanent GC
Resources Classification Descriptions/ 60201(d)(10)
Classifications ;29 CFR
1627.3(b); 8
CCR 3204;
District
preference
Admin/Payroll CalPERS reports Retirement Permanent 29 USC
reports/records 1059
supporting employee GC
retirement earnings 60201(d)(10)
and (12);
District
preference
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Retention
Period

Category
(Department/

Type of Record

Description or
Example

Legal
Authority

Section
Admin/Payroll Deferred Compensation 457 reports and plan Permanent 29
(457) Plan reports documents/records USC 1059
supporting employee & GC
employer 60201(d)(10)
contributions/statements and (12);
District
preference
Admin/Payroll Unemployment Claim Audit+7 years GC
Files 60201(d)(12)
;22 CCR
1085-2(c)
Admin/Payroll Timecards/Pay Records that may be Length of 29
necessary to determine  Employment+10 USC 1059;
retirement benefits due Years GC
(file with employee 60201(d)(10)
personnel folder) and (12);
R&T 19530;
Labor Code
1174; 26
CFR
31.6001-
1(e); 29 CFR
516.6
Operations Asset-Surplus Property Auction; disposal- After Audit + 4 CCP 337
Listing of property; years
sealed bid sales
Operations Investigation Files/ Close/ CCP 343
Incident Reports/ Daily Completion + 4
Log Years
Operations Safety Meetings, Calendar Year 8 CCR 3203
agendas, Safety training End+1 Year
material, sign-in sheets
Operations Hazardous Materials — Permanent 8 CCR 3204
Permits, Hazardous (d) (1) (A)
Materials Storage,
Disposal, Manifests,
Hazardous Waste
Generator Permit &
Disposal Records

*denotes records that are confidential and shall be kept in a secure place with limited

access.
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San Mateo County Harbor District

Policy Title: Number: Date of Approval:
Conflict of Interest Code 2.1.5 8/17/22

Other Revisions: Prepared By:

Chapter 20.20 Code of Julie van Hoff

Ordinance

STATEMENT OF POLICY

The Political Reform Act, Government Code 81000, et seq., requires state and
local government agencies to adopt and promulgate conflict of interest codes. The
Fair Political Practices Commission has adopted a regulation, Title 2 California
Code of Regulations §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 Title 2 California Code of Regulations §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 Commissioners, employees and consultants are
designated, and in which disclosure categories are set forth, constitute the Conflict
of Interest of the San Mateo County Harbor District. A summary of some of the key
provisions follows.

A. Definitions

1. Designated Persons

The persons holding positions listed in the Appendix A are designated persons. It
has been determined that these persons make or participate in the making of
decisions which may foreseeably have a material effect on economic interests.

2. Disclosure Categories

Category 1:

Designated Persons assigned to Category 1 shall report as follows:

All interests in real property in the District’s jurisdiction, as well as investments and
business positions in, and income, including gifts, loans and travel payments, from
any source. (Form 700, Schedule B).

Category 2:

Designated Persons assigned to Category 2 shall report as follows:

Investments and business positions in, and income, including gifts, loans and
travel payments, from any source. (Form 700, Schedule C,D,E).
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Category 3:

Designated Persons assigned to Category 3 shall report as follows:
Investments and business positions in business entities and sources of income
(including receipt of gifts, loans and travel payments) if the business entity or
source provides information technology or telecommunications goods, products
or services including computer hardware or software companies, computer
consultant services, IT training companies, data processing firms and media
services. (Form 700, Schedule C,D,E).

Category 4:

Investments and business positions in business entities and sources of income
(including receipt of gifts, loans and travel payments) if the business entity or
source provides leased facilities, products, equipment, vehicles, machinery or
services (including training or consulting services) of the type utilized by the
Agency. (Form 700, Schedule C,D,E).

B. Designated Persons

Designated persons shall file statements of economic interests with the Clerk of
the County of San Mateo. Those designated persons are elected, appointed to or
hired into the following positions:

Harbor Commissioners

General Manager

Director of Operations

Director of Administrative Services

Harbormaster

Consultants (e.g. Legal Counsel).

C. Economic Interest Filing Requirements

1. Assuming Office Statements.

All persons assuming designated positions as shown in Section B shall file
statements within 30 days after assuming the designated positions.

2. Annual Statements.
All Designated Persons shall file statements no later than April 1.

3. Leaving Office Statements.
All persons who leave designated positions as shown in Section B shall file
statements within 30 days after leaving office.

D. Prohibitions

1. Prohibition on Receipt of Honoraria.

No designated persons shall accept any honorarium from any source, if the
designated person would be required to report the receipt of income or gifts from
that source on the designated person’s statement of economic interests. This
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section shall not limit or prohibit payments, advances, or reimbursements for travel
and related lodging and subsistence authorized by Government Code §89506.

2. Prohibition on Receipt of Gifts in Excess of $520

No designated persons shall accept gifts with a total value of more than $520 in a
calendar year from any single source, if the designated person would be required
to report the receipt of income or gifts from that source on the Designated Person's
statement of economic interests.

3. Loans to Public Officials.

No Commissioner shall, from the date of the election to office through the date that
the Commissioner vacates office, receive a personal loan from any Commissioner,
employee, or consultant of the District or over which the District has direction and
control.

No Commissioner shall, from the date of the election to office through the date that
the officer vacates office, receive a personal loan from any person who has a
contract with the District or over which the District has direction and control. This
subdivision shall not apply to loans made by banks or other financial institutions or
to any indebtedness created as part of a retail installment or credit card
transaction, if the loan is made or the indebtedness created in the lender's regular
course of business on terms available to members of the public without regard to
the Commissioner’s status.

4. Disqualification.
No designated persons shall make, participate in making, or in any way attempt
to use the designated persons official position to influence the making of any
governmental decision which the designated person knows or has reason to know
will have a reasonably foreseeable material financial effect, distinguishable from
its effect on the public generally, on the designated person or the designated
person's immediate family or on:
(A) Any business entity in which the designated person has a direct or
indirect investment worth $2,000 or more;
(B) Any real property in which the designated person has a direct or indirect
interest worth $2,000 or more;
C) Any source of income, other than gifts and other than loans by a
commercial lending institution in the regular course of business on terms
available to the public without regard to official status, aggregating $500 or
more in value provided to, received by or promised to the designated person
within 12 months prior to the time when the decision is made;
(D) Any business entity in which the designated person is a director, officer,
partner, trustee, employee, or holds any position of management; or
(E) Any donor of, or any intermediary or agent for a donor of, a gift or gifts
aggregating $500 or more provided to, received by, or promised to the
designated person within 12 months prior to the time when the decision is
made.
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E. Violations.

The Conflict of Interest Code has the force and effect of law. Designated Persons
violating any provision of the Code are subject to the administrative, criminal and
civil sanctions provided in the Political Reform Act, Government Code §81000-
91014. In addition, a decision in relation to which a violation of the disqualification
provisions of the Code or of §87100 or §87450 has occurred may be set aside as
void pursuant to §91003.

F. References

An Overview of Conflicts of Interest Under the Political Reform Act
https://fppc.ca.gov/content/dam/fppc/NS-
Documents/TAD/Campaign%20Documents/Conflicts%20Guide%202022.pdf

GOVERNMENT CODE TITLE 9. POLITICAL REFORM [81000 - 91014]
https://leqginfo.leqislature.ca.gov/faces/codes displayText.xhtm|?lawCode=GOV&
division=&title=9.&part=&chapter=4.&article=1
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APPENDIX A

Designated Persons Disclosure Categories
Board Members 1,2,3,4
General Manager 1
Harbormasters 1
Director of Operations 1
1
1

Director of Administrative Services
Consultants (e.g. Legal Counsel)
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Policy Title: Number: Date of Approval:
Digital Signature 21.6 March 20, 2024
Other Revisions: Prepared By:

Rachelle Modena

STATEMENT OF POLICY:

California has adopted statutes regulating the use of electronic signatures including California Civil
Code section 1633.1 et seq., otherwise known as the “Uniform Electronic Transactions Act”
(‘UETA”), California Government Code section 16.5 and Code of Regulations sections 22000-
22005. This Policy and the guidelines and procedures included hereunder are intended to comply
entirely with all applicable laws and regulations including, without limitation, the aforementioned.
To the extent that any procedure, policy, or guideline contained herein conflicts with applicable
law, District staff, officials, and agents and all other persons subject to this Policy are required and
expected to comply with the requirements of the applicable law(s).

To reduce the use of paper and allow the District to collect and preserve signatures on documents
quickly, securely, and efficiently, the District opts to accept electronic signatures affixed to
documents in which a signature is required or used, provided that: (1) the electronic signatures
are “digital” signatures that comply with the requirements of California Government Code section
16.5 and applicable state regulations, (2) the signatories are willing and wanting to utilize digital
signatures, and (3) the digital signatures are created by technologies authorized by the California
Secretary of State and made available by the District.

A. The following list, which is not exhaustive, includes examples of the types of documents
signatories may digitally sign:

1. Contracts 4. Human Resource Forms
2. Memorandums of Understanding 5. Official Board Documents
3. Leases/Commercial Activity Permits 6. Berth Agreements

B. The use, or the District’'s acceptance, of a digital signature is at the option of the District and the
signer(s). Nothing in this Policy requires the District to use or permit the use of a digital
signature or accept the submission of a document containing a digital signature. The District
shall only contract with digital signature providers that offer their digital signature services with
a certificate issued by a Digital Signature Certification Authority. The Director of Administrative
Services or designee shall ensure that any electronic signature utilized by the District conforms
with criteria required by law and that the level of security is sufficient for the transaction being
conducted. Definitions
1. “Digital Signature” means an electronic identifier, created by computer, intended by the

party using it to have the same force and effect as the use of a manual signature.
2. “Digital Signature Certification Authority” means an entity authorized by the Secretary of
State to issue digital certificates that are required for a digital signature under California law



Policy 2.1.6 Digital Signatures

and that is listed on the Secretary of State’s “Approved List of Digital Signature Certification
Authorities-if available.”

3. “Digital Signature Provider” means an entity that provides document signing services
using digital technology.

4. “Electronic Signature” means an electronic sound, symbol, or process attached to or
logically associated with an electronic record and executed or adopted by a person with
the intent to sign the electronic record, including a digital signature.

Legal References:

CIVIL CODE

1633.1-1633.17 Uniform Electronic Transactions Act
GOVERNMENT CODE

16.5 Electronic signatures

811.2 Definition of public entity

CODE OF REGULATIONS, TITLE 2

22000-22005 Public entity use of electronic signatures
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San Mateo County Harbor District

Policy Title:
Policy on Standing Committees

Number:
3.0

Date of Approval:
10/16/19

Other Revisions:

Prepared By:

01/06/16; 03/02/16; 12/07/16; 01/10/19 S. McGrath
Purpose
A. Committees will be created to facilitate in-depth examination of

issues. Committees do not set policy — they only make
recommendations to the Board.

Selection of Board Members on Committees

A. At the first meeting after the election of officers and the
appointment of the President for the calendar year, the President
will appoint two Commissioners to each of the standing and ad-hoc
committees.

Selection of Chair

A. Board members on the Committee will select a chair. If
Commissioners assigned to a committee are unable to agree upon
who will chair the committee, the Harbor Commission Board
President will decide.

Term of Committee Members

A. Each committee member shall serve for a term of one year.
B. Commissioners may be reappointed to subsequent terms.
Decorum

A. If a commissioner assigned to a committee consistently works

against the mission and goals of the committee the Board President
will appoint a replacement commissioner to the committee.

Meeting Management

A. Each Committee will decide its own meeting dates and times. To
the greatest extent possible, meeting times will be consistent.

Policy 3.0 — Policy on Standing Committees Page 1 of 2




B. At least one Commissioner must be present at each meeting.

C. Each Committee will meet at least once every four months. The
exact number of meetings will be determined by the needs of the
Committee.

D. The Committee will set each agenda for the committee. In the

event of disagreement, the Committee Chair sets the agenda.

E. The Harbor Commission may direct an item be placed on the
Committee’s agenda.

F. Meeting sessions will be limited to two hours.

G. Committee discussions should always attempt to reach consensus.
Recommendations sent to the Commission will be approved by a
vote of the Committee. In the event of a tie vote, no
recommendation will be forwarded to the Board.

H. A quorum will consist of a simple majority of committee members.

l. A staff member will generally attend each committee meeting to
provide administrative support, and background as necessary.

J. A written meeting report to the Board will be produced after each
committee meeting.

K. Agendas, Committee packets, presentations, and meeting reports
will be published on the Harbor District website.

L. In accordance with the Brown Act, meetings of standing
Committees will be publicly noticed and the agendas will be
published at least 72 hours in advance of the meeting. Agendas
will be published on the Harbor District website at least 72 hours in
advance of the meeting.

M. Every committee member is expected to attend meetings and to
participate in committee activities.

N. Each member is expected to study the issues or problems that
come before the committee in order to contribute to the resolution
process.

Policy 3.0 — Policy on Standing Committees Page 2 of 2
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August 16, 2017
Title: Prepared By: Approved By: Page:
District-Provided Electronic S. McGrath 10f4
Devices for Commissioners L. Hodges
Purpose:
To establish uniform guidelines for acquisition, use and recovery of Electronic Devices
provided to Commissioners by the San Mateo County Harbor District.

Statement of Purpose:

The purpose of the District-Provided Electronic Devices for Commissioners Policy is to
establish uniform guidelines pertaining to electronic devices provided to the Board of
Harbor Commissioners by the San Mateo County Harbor District.

1) General Policy Provisions:

On request, Commissioners will be provided with a District owned 1) smart phone; 2)
tablet or laptop computer; and 3) additional associated equipment for Electronic
Devices, as requested by the Commissioner and deemed necessary by the General
Manager, such as protective case, mouse or keyboard (collectively, "Electronic
Devices"). These Electronic Devices will be subject to the following restrictions to
ensure that public resources are properly used:

Issuance and Ownership

a) Electronic Devices will be supplied and owned by the District. Commissioners will
not be reimbursed for acquisition costs of Electronic Devices.

b) Commissioners may be issued previously used Electronic Devices for the
remainder of the Electronic Devices’ useful life.

c) The District may require the delivery of any Electronic Device at any time to the
District office.

d) Electronic Devices will be returned to the District on or before the last day of
service of the Commissioner.

e) District issued Electronic Devices will be broad band enabled and provided with a
reasonable data plan as determined by the General Manager.

f) The General Manager will determine how often Electronic Devices are replaced
based on industry standards.
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Responsibility for Loss
a) The District will provide reasonable insurance for Electronic Devices, as
determined by the General Manager.
b) Commissioners will be responsible for uninsured loss or damage to Electronic
Devices and Associated Equipment, other than normal wear and tear.
c) Commissioners must report any lost or stolen Electronic Device, Associated
Equipment or data to the General Manager as soon as discovered.

Software and Maintenance

a) Electronic Devices are to be supported and maintained by the District’s approved
|.T. provider ("District IT") only.

b) District e-mail accounts will be established on the Electronic Devices prior to
delivery, and will only be accessible from the Electronic Devices thereafter.

c) District IT will install applications as available to enable regular back-up of data,
including emails and text messages, from Electronic Devices to the District
server.

d) Commissioners will be provided with access to a folder on the District’s server for
delivery and storage of documents.

e) No software or applications may be installed without approval of the General
Manager. Software should be installed directly by District IT.

f) Electronic Devices will be password protected. On receipt, Commissioners will be
given the opportunity to re-set the password to security standards as developed
by District IT.

Usage
a) Except for limited, occasional, or incidental personal use, use of Electronic

Devices and Associated Equipment is limited to the conduct of District business.
Commissioners' usage of Electronic Devices, including personal use, shall
conform with the District's Computers, Electronic Communications and Social
Media Policy, Policy No. 6.2.4, as amended from time to time.

b) Commissioners will not permit anyone else including, but not limited to, the
Commissioner’s family and/or associates, to use the Electronic Devices.
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c)

Commissioners should comply with all applicable federal, state, and local laws,
including District policies and Government Code Section 8314 (which prohibits
the use of public resources for campaign or personal use), in using Electronic
Devices. When provided with evidence of inappropriate or illegal use, including
but not limited to violations of this Policy, the General Manager may revoke a
Commissioner's Electronic Device privileges until the next meeting of the Board
of Commissioners, at which time the Commission may elect to discuss the matter
and take action.

Privacy

a)

b)

c)

d)

All communications, information, and content, including, but not limited to,
emails, text messages, photos, videos, voicemail, and call logs, created, sent,
received, deleted, stored, or otherwise located on an Electronic Device
(collectively "Records") are property of the District and may be subject to the
Public Records Act. Records may be disclosed in compliance with applicable
law and District policies without the consent of Commissioners.

Deleting a Record from an Electronic Device does not necessarily mean the
Record cannot be retrieved from the District's computer system. The District may
backup copies of all Records.

There is no expectation of personal privacy on Electronic Devices. The District
may, at any time, review the contents of all Records at the District office, through
automated computer programs, or by other means.

Commissioners must disclose their passwords to the District upon request.

2) Smart Phones:

a)

b)

The Commissioners may choose industry standard smart phones as approved by
the General Manager, which for 2017 will be the equivalent of an Apple iPhone 7
or Samsung Galaxy S7 model. The phone may be on either the Apple iOS or
Android operating platforms.

Once a Commissioner is issued a District-provided smart phone, that phone will
be the primary contact number for phone communications between staff and the
Commissioner.
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c) Commissioners shall comply with all federal, state and local laws and regulations
regarding the use of mobile devices while operating a vehicle. Commissioners
who are charged with traffic violations resulting from the use of their smart
phones while driving will be responsible for fines or other penalties associated
with citations that result from such actions.

3) Personal Tablets and Laptop Computers:

a) The Commissioners may choose an industry standard personal tablet or laptop
computer suitable for general business purposes, and as approved by the

General Manager, which for 2017 will be the equivalent of an iPad 4, Samsung
Tab S3, MacBook Air or Microsoft Surface Pro 4. The tablet or laptop computer

may be on either the Apple iOS or Microsoft Windows operating system.
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Policy Title: Number: Date of Approval:

Brown Act Compliance 3.2 12/20/2023

Public Meeting

Other Revisions Prepared By: Legal Review

1/18/2023 (Resolution 23-02) Rachelle Modena Trisha Ortiz

12/20/2017 (Resolution 17-21) Assistant Director of RWG
Administrative Services

STATEMENT OF POLICY: The District is committed to transparency and encouraging
public participation in all activities the District performs. To that end the District is dedicated to
ensuring compliance with the Brown Act (California Government Code Section 54950 et seq).
This Policy is intended to reflect existing law. Nothing in this Policy is intended to contradict
any other District policy. Without limiting the requirement for compliance with the Act and all
other District policies, the following are general principles by which the District will conduct its
meetings:

Public Meetings

All members of the public are invited and encouraged to attend all open meetings of a District
legislative body subject to the Brown Act (Board or Standing Committee). Every Public
Meeting will provide an opportunity for members of the public to address the legislative body
on any item under the legislative body’s jurisdiction. In addition, the public will have the
opportunity to comment before or during the legislative body’s consideration of any item on the
Meeting’s agenda. The public may make comments in-person at any Public Meeting or submit
written comments in advance of the meeting. Written comments provided in person or via
email to the Deputy Secretary or General Manager, at least two hours before a public meeting,
will be provided to each Commissioner and posted with the agenda. The agenda contains
detailed information on how to submit written comments in advance of the meeting.

a. Regular Meetings of the Board of Commissioners shall be held on the third Wednesday
of each calendar month, at 504 Avenue Alhambra, El Granada, CA 94018.

b. Special Meetings of the Board may be called by the Board President or by a majority of
the Board.

c. Emergency Meetings. In the event of an emergency situation involving matters upon
which prompt action is necessary due to the disruption or threatened disruption of public
facilities, the Board may hold an Emergency Special Meeting without complying with the
24-hour notice. An emergency situation means both: (1) “an emergency”, which is a
work stoppage, crippling activity, or other activity that severely impairs public health,
safety, or both, as determined by a majority of the Harbor Board; and (2) “a dire
emergency”, which is a crippling disaster, mass destruction, terrorist act, or threatened
terrorist activity that poses peril so immediate and significant that requiring a legislative
body to provide one-hour notice before holding an emergency meeting may endanger



the public health, safety, or both, as determined by a majority of the members of the
legislative body.

d. Standing Committee Meetings. Standing Committees Meetings (comprising two
Commissioners), are subject to the notice and open meeting provisions of the Brown
Act.

Broadcasting Meetings: Each meeting subject to the Brown Act and conducted in the Harbor
District Board Room at 504 Avenue Alhambra will be broadcasted in real time through an
online platform. Information about how to view or hear a broadcast will be posted on each
agenda.

Live broadcasting is being provided as a convenience to the public and to improve public
awareness and outreach. If the District is unable to provide a broadcast due to technological
difficulties or other issues, the meeting will continue in person.

No public comments will be accepted through the online or teleconferencing platform.

Recordings: Each meeting subject to the Brown Act and conducted in the Harbor District
Board Room at 504 Avenue Alhambra, will be recorded and posted online at

www.smharbor.com. The recording will be maintained in accordance with the District Records
Retention Policy.

Meetings conducted outside of the Harbor District Board Room will not be recorded or
broadcast.

Agenda:

At least 72 hours prior to the time of all Regular and Standing Committee Meetings, an
agenda, which includes but is not limited to all matters on which there may be discussion
and/or action by the Board, shall be posted in a place that is freely accessible to members of
the public (California Government Code 54954.2 (a)(1)). The agenda shall be posted on the
District website at the same time.

The agenda for a Special Meeting shall be posted at least 24 hours before the meeting in the
same location as for Regular Meeting agendas (California Government Code Section 54956).

Policy 3.2 Brown Act Compliance & Public Meeting 20f2
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Purpose:
To guide the development of agendas for the Board of Commissioners

STATEMENT OF POLICY

General:

The following rules for the preparation of the agenda for Harbor Commission
Meetings are based on the premise that it is in the interest of good
government that the public and the San Mateo County Harbor District be fully
informed on all matters upon which the District is called upon to act; that the
Harbor Commission relies upon the members of the Harbor District staff to
prepare proper reports and thorough research and investigation require
adequate time to carry out their duties and responsibilities.

Additionally, District Policy 6.2.5 ‘Harassment, Discrimination and Retaliation
Prevention’ is specifically referenced herein to affirm that the District has zero
tolerance for harassment, discrimination or retaliation in the application of any
of the District’s policies, procedures or rules.

Preparation of Agenda:

A. The General Manager shall prepare an agenda for each regular and
special meeting of the Board of Harbor Commissioners, which, for
regular meetings, shall include, but not be limited to:

i. An opportunity for members of the public to address the Board
on items not on the agenda;

ii. An opportunity for Commissioners to make comments or public
statements;

iii. A Consent agenda of routine items that may be approved by
one motion;

iv. A Discussion agenda of matters of public significance, items
requiring Board action or items requiring Board direction to staff;

v. A Future Agenda ltems section for Board discussion and action
on items to be placed on future agendas.

Policy 3.3 - Rules for the Preparation and Distribution of Meeting Agendas
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Purpose:

To guide the development of agendas for the Board of Commissioners

B. Authority to place matters on the Agenda:

The following persons shall have the authority to place matters on the

agenda:

1. The Board of Harbor Commissioners, by majority vote (Board).
2. A committee of the Harbor District, on a matter within the scope

of the committee, and approved by the committee as a whole.
3. The General Manager of the Harbor District.
4. The legal counsel of the Harbor District.

C. Unless specifically directed otherwise by the Board, the General
Manager will determine the schedule for placement of items on the
agenda of a future meeting, depending on the availability of staff
and/or consultant resources and the complexity of the subject.

D. All matters placed on the agenda shall be identified by author.

E. If a Commissioner wishes to place an item on a future agenda, he or

she shall first suggest the item under the Future Agenda ltems portion
of the Harbor District meeting agenda; and shall make a motion to that
effect. If the motion is passed by the Board, the item will be placed on
a future agenda.

. Once the agenda has been posted to the District's website, an item
may not be removed therefrom except by the majority vote of the
Commission at the time the item is called at the meeting.

Posting of Agenda:

A. The agenda shall be posted in compliance with the provisions of the

“‘Brown Act”, Government Code §54950 et sequitur, and in accordance
with District Policy 3.2, ‘Brown Act Compliance’.

Policy 3.3 - Rules for the Preparation and Distribution of Meeting Agendas
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Purpose:
To guide the development of agendas for the Board of Commissioners

I\V.  Distribution of the Agenda:

A. When distributing agenda packages and other materials to
Commissioners, those materials should be provided to all
Commissioners at the same time. Agenda packets, except for closed
session materials, must also be made available to the public once
distributed to the Commission.

B. Copies of the agenda, and notice of Board packet availability, shall be
distributed to:

hON =

All members of the Board of Harbor Commissioners.

Each of the Harbor Masters.

Legal Counsel of the Harbor District.

Members of the public who have requested, in writing, the
printed agenda and packet, providing that they have paid the
fee to cover the cost of distribution.

Members of the public who have requested addition to the
electronic distribution list of agenda and board packet
availability.

C. At the Commission Meetings, copies of the agenda and Board packet
shall be made available for the public attending the meeting.

Policy 3.3 - Rules for the Preparation and Distribution of Meeting Agendas
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Policy Title:
Legislative Advocacy

Number: Date of Approval:
3.4 03/28/19

Other Revisions: Prepared By:

N/A

Julie van Hoff

1.

2.

Purpose

The purpose of the policy is to guide San Mateo County Harbor District (District)
officials and staff in considering legislative or regulatory proposals that are likely to
have an impact on the District, and to allow for a timely response to important
legislative issues. Although the expenditure of public funds for the purpose of
supporting or opposing a ballot measure or candidate is prohibited, the
expenditure of public funds is allowed to advocate for or against proposed
legislation or regulatory actions which will affect the public agency expending the
funds.

The purpose for identifying Legislative Advocacy Policy is to provide clear
direction to District staff with regard to monitoring and acting upon bills during
state and federal legislative sessions. Adherence to Legislative Advocacy Policy
will ensure that legislative inquiries and responses will be administered
consistently with “one voice” as to the identified Advocacy Priorities adopted by
the Board of Commissioners. The Legislative Advocacy Policy and Advocacy
Priorities will provide the District General Manager, or other designee, discretion
to advocate in the District’s best interests in a manner consistent with the goals
and priorities adopted by the Board of Commissioners. This policy is intended to
be manageable, consistent, and tailored to the specific needs and culture of the
District.

Policy Goals

A. Advocate for the District’s legislative interests at the State, County, and
Federal levels.

B. Inform and provide information to the Board of Commissioners and
District staff on the legislative process and key issues and legislation that
could have a potential impact on the District.

C. Serve as an active participant with other local governments, the California
Special Districts Association, and local government associations on
legislative and regulatory issues that are important to the District and the
region.

D. Seek grant and funding assistance for District projects, services, and
programs to enhance services for the community.

Policy 3.4 — Legislative Advocacy Page 1 of 5




3. Policy Principles

A.

The Board of Commissioners recognizes the need to protect District
interests and local control, and to identify various avenues to implement
its strategic and long-term goals. It is the policy of District to proactively
monitor and advocate for legislation as directed by the Advocacy
Priorities and by the specific direction of the Board of Commissioners.

This policy provides the District General Manager, or other designee, the
flexibility to adopt positions on legislation in a timely manner, while
allowing the Board of Commissioners to set Advocacy Priorities to provide
policy guidance. The Board of Commissioners shall establish various
Advocacy Priorities and, so long as the position fits within the Advocacy
Priorities, staff is authorized to take a position without board approval.

Whenever an applicable Advocacy Priority does not exist pertaining to
legislation affecting the District, the matter shall be brought before the
Board of Commissioners at a regularly scheduled board meeting for
formal direction from the Board of Commissioners. The Board of
Commissioners may choose to establish a standing committee of two
Commissioners, known as the “Legislative Advocacy Committee”, with
the authority to adopt a position when consideration by the full Board of
Commissioners is not feasible within the time-constraints of the legislative
process.

Generally, the District will not address matters that are not pertinent to the
District’s local government services, such as social issues or international
relations issues.

4. Legislative Advocacy Priorities

A.

It is the policy of District to proactively monitor and advocate for legislation
as directed by the Advocacy Priorities and by the specific direction of the
Board of Commissioners. This process involves interaction with local,
state, and federal government entities both in regard to specific items of
legislation and to promote positive intergovernmental relationships.
Accordingly, involvement and participation in regional, state, and national
organizations is encouraged and supported by the District.

Monitoring legislation is a shared function of the Board of Commissioners
and General Manager or designated staff. The Legislative Advocacy
Procedures are the process by which staff will track and respond to
legislative issues in a timely and consistent manner. The General
Manager, or other designee, will act on legislation utilizing the following
procedures:

The General Manager or other designee shall review requests that
the District take a position on legislative issues to determine if the
legislation aligns with the District’s current approved Advocacy
Priorities.

Policy 3.4 — Legislative Advocacy Page 2 of 5



2. The General Manager or other designee will conduct a review of
positions and analysis completed by the California Special Districts
Association and other local government associations when
formulating positions.

3. If the matter aligns with the approved priorities, District response shall
be supplied in the form of a letter to the legislative body reviewing
the bill or measure. Advocacy methods utilized on behalf of the
District, including but not limited to letters, phone calls, emails, and
prepared forms, will be communicated through the General Manager
or designee. The General Manager or designee shall advise staff to
administer the form of advocacy, typically via letters signed by the
General Manager, or designee, on behalf of the Board of
Commissioners.

4. All draft legislative position letters initiated by the General Manager or
designee shall state whether the District is requesting “support”,
“support if amended”, “oppose”, or “oppose unless amended” action
on the issue, and shall include adequate justification for the
recommended action. If possible, the letter should include examples
of how a bill would specifically affect the District, e.g. “the funding the
District will lose due to this bill could pay for X capital improvements.”

a. Support — legislation in this area advances the District’'s goals and
priorities.

b. Oppose — legislation in this area could potentially harm,
negatively impact or undo positive momentum for the District,
or does not advance the District’s goals and priorities.

5. The General Manager may also provide a letter of concern or
interest regarding a legislative issue without taking a formal
position on a piece of legislation. Letters of concern or interest
are to be administered through the General Manager or
designee.

6. When a letter is sent to a state or federal legislative body, the
appropriate federal or state legislators representing the District shall
be included as a copy or “cc” on the letter. The appropriate contacts
at the California Special Districts Association and other local
government associations, if applicable, shall be included as a cc on
legislative letters.

7. A position may be adopted by the General Manager or designee if any of the
following criteria is met:
a. The position is consistent with theadopted Advocacy Priorities;
b. The position is consistent with that of organizations to which the
District is a member, such as the California Special Districts
Association; or
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c. The position is approved by the Board of Commissioners or the
Legislative Advocacy Committee.

8. All legislative positions adopted via a process outside of a regularly

scheduled Board Meeting shall be communicated to the Board of
Commissioners at the next regularly scheduled Board Meeting.
When appropriate, the General Manager or other designee will
submit a report (either written or verbal) summarizing activity on
legislative measures to the Board of Commissioners.

5. Advocacy Priorities

A.

Revenue, Finances, and Taxation

Ensure adequate funding for special districts’ safe and reliable core local
service delivery. Protect special districts’ resources from the shift or
diversion of revenues without the consent of the affected districts.
Promote the financial independence of special districts and afford them
access to revenue opportunities equal to that of other types of local
agencies. Protect and preserve special districts’ property tax allocations
and local flexibility with revenue and diversify local revenue sources.

Support opportunities that allow the district to compete for its fair share of
regional, state, and federal funding, and that maintain funding streams.
Opportunities may include competitive grant and funding programs.

Opportunities may also include dedicated funding streams at the regional,
state, or federal levels that allow the district to maximize local revenues,
offset and leverage capital expenditures, and maintain district goals and
standards.

Governance and Accountability

Enhance special districts’ ability to govern as independent, local
government bodies in an open and accessible manner. Encourage best
practices that avoid burdensome, costly, redundant or one-size-fits-all
approaches.

Protect meaningful public participation in local agency formations,
dissolutions, and reorganizations, and ensure local services meet the
unique needs, priorities, and preferences of each community.

Oppose additional public meeting and records requirements that
unnecessarily increase the burden on public resources without effectively
fostering public engagement and enhancing accountability of government
agencies.

Promote local-level solutions, decision-making, and management
concerning service delivery and governance structures while upholding
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voter control and maintaining LAFCO authority over local government
jurisdictional reorganizations and/or consolidations.

C. Human Resources and Personnel

Promote policies related to hiring, management, and benefits and
retirement that afford flexibility, contain costs, and enhance the ability to
recruit and retain highly qualified, career-minded employees to public
service. As public agency employers, support policies that foster
productive relationships between management and employees.

Maintain special districts’ ability to exercise local flexibility by minimizing
state mandated contract requirements. Oppose any measure that would
hinder the ability of special districts to maximize local resources and
efficiencies through the use of contracted services.

D. Infrastructure, Innovation, and Investment

Encourage prudent planning for investment and maintenance of
innovative long-term infrastructure. Support the contracting flexibility and
fiscal tools and incentives needed to help special districts meet
California’s changing demands. Promote the efficient, effective, and
sustainable delivery of core local services.

Prevent restrictive one-size-fits-all public works requirements that
increase costs to taxpayers and reduce local flexibility.
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San Mateo County Harbor District

Policy Title: Number: Date of Approval:
Code of Conduct for Elected and 3.5 05/20/20

Appointed Officials

Other Revisions: Prepared by:

SMCHD Human Relations Standing
Committee

Guiding Principles

Respect for the community that we serve.
Respect for the democratic process.
Respect for one another as individuals.

Respect for the validity of different opinions.

1. Introduction:

A.

The Board of Harbor Commissioners adopts this Code of Conduct to assure that
all elected and appointed officials, while exercising their office, conduct
themselves in a manner that will instill public confidence and trust in the fair
operation and integrity of the San Mateo County Harbor District.

This Code Conduct is designed to describe the manner in which Board Members
should treat one another, District staff, constituents, and others they come into
contact with in representing the San Mateo County Harbor District. As elected
representatives of the citizens of San Mateo County, it is essential that each
Commissioner's behavior be consistent with the level of responsibilities and
duties of governance entrusted to them by the people of San Mateo County.

. The constant and consistent theme throughout of the Code of Conduct is

"respect." Commissioners can experience tremendous stress in making
decisions that could impact thousands of lives. Despite these pressures, elected
officials are called upon to exhibit appropriate behavior at all times.
Demonstrating respect for each individual through words and actions is the
touchstone that can help guide Commissioners to do the right thing in even the
most difficult situations.

Relation to Policy 1.1.1: San Mateo County Harbor District Ethics and Values:

This policy is intended to be complementary to Policy 1.1.1. The San Mateo County
Harbor District Ethics and Values Policy is applicable to all District staff and
Commissioners, while this policy (Policy 3.5) builds upon Policy 1.1.1. and is only
applicable to Commissioners and appointed officials.

Fair and Equal Treatment: Board members, in the performance of their official

duties and responsibilities, will not discriminate against or harass any person on the




Policy 3.5 - Code of Conduct for Elected and Appointed Officials

basis of race, religion, color, creed, age, marital status, national origin, ancestry,
gender, sexual orientation, medical condition or disability. A Board member will not
grant any special consideration, treatment or advantage to any person or group
beyond that which is available to every other person or group in similar
circumstances. (See, e.g., Article 1, Section 31 of the California Constitution; Age
Discrimination in Employment Act of 1967 (29 U.S.C., Section 621-634); Americans
with Disabilities Act of 1990 (42 U.S.C., Section 12101 et. Seq.); Fair Employment
and Housing Act (Government Code, Section 12900 et. Seq.); Rehabilitation Act of
1973 (29 U.S.C., Section 701 et. Seq.); Title VIl of the Civil Rights Act of 1964 (42
U.S.C., Section 2000c ct. Seq.); Labor Code Section 1102.)

4. General Policy:

A. The citizens of San Mateo County are entitled to have fair, ethical and
accountable local government. To this end, the public should have full
confidence that their elected and appointed officials:

1. comply with both the letter and spirit of the laws and policies affecting the
operations of government;

2. are independent, impartial and fair in their judgment and actions;
3. use their public office for the public good, not for personal gain; and

4. conduct public deliberations and processes openly, unless required by law to
be confidential, in an atmosphere of respect.

B. Therefore, Members of the Board of Harbor Commissioners and all Committees
shall conduct themselves in accordance with the following ethical standards:

1. Use of Formal Titles: The Board should refer to one another formally during
Board meetings such as President, Vice President, Commissioner followed by
the individual’s last name.

2.  Honor the Role of the Presiding Officer in Maintaining Order and Equity