
Administration Committee  

 

BEAR VALLEY COMMUNITY SERVICES DISTRICT 
28999 South Lower Valley Road • Tehachapi, CA 93561-7460 

PHONE 661-821-4428 • FAX 661-821-0180 

ADMINISTRATION COMMITTEE AGENDA 
October 19, 2022 

11:00 am 
 
COMMITTEE MEMBERS: Chair: Charles Jensen; Vice-Chair: Vacant 

 Staff: Bill Malinen, General Manager; Kristy McEwen, Secretary of the Board 
    Citizen Volunteers: Richard Bissell; Judith Cagle, Beverly Lydon   
AGENDA ITEMS: 

1. Approval of Agenda 
 

2. Approve Minutes of the April 20, 2022 Administration Committee Meeting 
 

3. Public Comments on Non-Agenda Items 
Members of the public may address the Committee on matters within its subject matter area not listed on this 
Agenda. The Committee cannot take action on any item that is not on the Agenda. The Committee or staff may 
briefly respond to statements made or questions posed, or may ask questions for clarification.  These items may 
also be referred to staff or scheduled on a future Agenda. There will be a separate opportunity for public comment 
for each item on the Agenda. 

 
4. Information & Discussion Items: 

A. Proposed Policy Review & Discussion 

i. Remote Work Policy 

5. Committee Member Comments  
 

6. Staff Comments  
 

7. Adjournment: The next scheduled meeting of the Administration Committee is December 21, 2022 
 
 

Signed October 14, 2022 

 
       

Kristy McEwen, Secretary of the Board 
 
 
INFORMATION REGARDING AGENDA ITEMS:  Copies of the staff reports and other disclosable public records 
related to each open session item of business referred to on the agenda are on file in the office of the District Secretary and 
are available for public information during regular business hours.  Any person who has a question concerning any of the 
agenda items may call the District Secretary at 661.821.4428. 
 
ADA compliance statement:  In compliance with the Americans with Disabilities Act, if you need special assistance to 
participate in this meeting, please contact the District Secretary to the Board of Directors, Kristy McEwen, at 661.821.4428.  
Notification 48 hours prior to the meeting will enable the District to make reasonable arrangements to ensure accessibility 
to this meeting.  



 

Administration Committee  

 

BEAR VALLEY COMMUNITY SERVICES DISTRICT 
28999 South Lower Valley Road • Tehachapi, CA 93561-7460 

PHONE 661-821-4428 • FAX 661-821-0180 

ADMINISTRATION COMMITTEE AGENDA 
April 20, 2022 

11:00 am 
 
COMMITTEE MEMBERS: Chair: Charles Jensen; Vice-Chair Jay Carlyn 

 Staff: Bill Malinen, General Manager; Kristy McEwen, Secretary of the Board 
 Citizen Volunteers: Richard Bissell; Judith Cagle (absent), Beverly Lydon 

(absent)   
AGENDA ITEMS: 

1. Approval of Agenda 
The Agenda was approved unanimously by the Committee. 
 

2. Approve Minutes of the February 23, 2022 Administration Committee Meeting 
The Minutes were approved unanimously by the Committee. 
 

3. Public Comments on Non-Agenda Items 
Members of the public may address the Committee on matters within its subject matter area not listed on this 
Agenda. The Committee cannot take action on any item that is not on the Agenda. The Committee or staff may 
briefly respond to statements made or questions posed, or may ask questions for clarification.  These items may 
also be referred to staff or scheduled on a future Agenda. There will be a separate opportunity for public comment 
for each item on the Agenda. 
• None 

 
4. Information & Discussion Items: 

A. Policy Review & Discussion 

i. District External Communication Plan – the committee reviewed the plan and discussed 
needed revisions with District Communication Specialist, Megan Clark. Staff will 
prepare a redlined version for a future meeting.  

 
5. Committee Member Comments Mr. Bissell suggested committees might meet more frequently when 

needed. Director Jensen asked about making Resolutions available on the website. Staff is researching 
document management options for this. Until that time, staff is listing Resolution numbers and titles. 
Currently lists for 2011 through 2020/21 have been completed and uploaded to the Document Library. 

 
6. Staff Comments – None 

 
7. Adjournment: The meeting was adjourned at next scheduled meeting of the Administration Committee 

is June 15, 2022 
 
 

 
       

Kristy McEwen, Secretary of the Board 



 

BEAR VALLEY COMMUNITY SERVICES DISTRICT 

 

 
REMOTE WORK POLICY 

 
PURPOSE 
Bear Valley Community Services District (“District”) provides essential municipal services to the 
community, and District staff plays a vital role as the friendly, personal, and professional face of the 
District to our residents.  On-site work is the preferred option for all District employees as it enhances 
the opportunity for teamwork, collaboration, increased productivity, consistency and nurturing the 
unique and desirable culture of the District’s workplace. 

The District recognizes that there are times when remote work may be appropriate on a limited basis for 
some employees and some roles. Remote work does not change any terms and conditions of 
employment. Remote work is a privilege and the District may, at its sole discretion, revoke authorization 
for remote work for any reason, including, as determined by the District, the employee’s inability to 
efficiently perform job duties and daily assignments.  

DEFINITIONS 
Fully Remote Work Assignment: Eligible employees fulfill their job responsibilities at a site other than 
their onsite work location during regularly scheduled work hours. 

Hybrid Remote Work Assignment: Eligible employees fulfill their job responsibilities utilizing both on-
site and remote work locations. 

Emergency Remote Work: Eligible employees temporarily fulfill their job responsibilities at a remote 
work location due to a District-designated serious and/or unexpected event or situation such as an 
emergency situation or inclement weather. 

Intermittent Remote Work: Eligible employees temporarily fulfill their job responsibilities at a remote 
work location due to personal circumstances. 

APPLICABILITY 
This policy applies to employees in good-standing whose job duties and responsibilities are suitable for 
remote work assignments (See Attachment). Employees who have been with the District for a minimum 
of 6 months, have had no disciplinary actions within the past 24 months, and whose job duties can be 
performed successfully from a remote location may be eligible for remote work. 

1. Remote work assignments, depending on the District’s needs, may be: a) fully remote work 
assignments or hybrid remote work assignments on a temporary basis; b) fully remote work 
assignments and hybrid work assignments on regular basis; or c) emergency remote work or 
intermittent remote work. Reasons that could prompt emergency or intermittent remote work 
assignments include but are not limited to: 
• Inclement weather 
• Natural disasters 
• Declared emergencies 
• Childcare issues  



 

•  Short-term personal circumstances 
2. Intermittent or emergency remote work assignments must be approved by the employee’s 

Supervisor and Department Head.  
3. Fully remote and hybrid remote work assignments, whether temporary or on a regular basis, 

must be approved in advance by the employee’s Supervisor, Department Head and the General 
Manager.  

4. Because the District places a high value on teamwork, collaboration and nurturing a positive 
workplace culture, approval of fully remote work schedules, whether on temporary or regular 
basis, will be uncommon. 

5. Permission for any remote work arrangement may be revoked at any time with reasonable 
notice, as determined solely by the District. 

ELIGIBLE POSITIONS 
1. Employees working remotely remain obligated to comply with all District rules, standards, 

policies, practices, and instructions that would apply if the employees were working on-site. 

2. When evaluating which positions are suitable for remote work assignments, the District has 
taken the following into consideration: 

• The nature of the position’s work and responsibilities are conducive to a remote work 
location without causing disruption to performance or service; 

• The position’s essential functions may be performed remotely; 
• Departmental needs, including frequency of meetings, department goals and projects, and 

space constraints; 
• The needs and schedules of other collaborating departments; 
• Whether daily face-to-face in-person interaction is required of the position, including on-site 

appointments or meetings. Generally, positions with significant face-to-face in-person 
interactions or that require regular access to onsite confidential documents are not suitable 
for remote work; 

• The position does not require onsite employee supervision; 

EMPLOYEE ELIGIBILITY 
1. Before approving a request for a remote work assignment, the District will assess the needs of 

the division and collaborating departments and employee performance to ensure: 
• Employee has a clear understanding of the position and expectations; 
• Employee has demonstrated the ability to work independently; 
• Employee must demonstrate satisfactory performance in that the employee must have met 

or exceeded workplace expectations in the employee’s last performance evaluation; 
• Employee must meet required punctuality and attendance standards; 
• Employee must demonstrate consistent ability to complete tasks and assignments timely 

and accurately; and 
• Employee possesses excellent communication and collaboration skills. 

2. Employees who are required to work in the field or on-site or have direct personal contact with 
customers are not eligible for remote work under this policy. 

3. Supervisors must assess each request for a remote work assignment with fairness and without 
regards to the employee’s protected characteristics, as defined in the California Fair 
Employment and Housing Act. 



 

REMOTE WORK AGREEMENT 
An employee seeking a remote working assignment on a regular basis must make the request for such 
assignment to the employee’s supervisor at least two weeks in advance.  In case of emergency, where 
such notice is not possible, the employee must make the request as soon as possible.  The District will 
review the employee’s request and make a decision based on the criteria detailed in this Policy. The 
District will notify the employee of its decision by written notice, either through email or mail, to the 
employee’s last known email or physical address on file.  The Employee will be required to enter into a 
Remote Work Agreement detailing various aspects of the remote working assignment, including 
performance expectations and duration of the remote working assignment. 

EXPECTATIONS 
1. The District expects all remote working employees to remain productive and to be available 

during the regular hours of business.  
2. Employees on remote assignment are to take meal and rest breaks as required by law and 

District policy. Prior authorization from a supervisor is required before working through meal 
breaks or incurring overtime. 

3. Employees must be available for all work-related meetings.  Under the District’s sole discretion, 
while an employee is working remotely based on a remote working assignment, the employee 
may be required to attend work related meetings in person.   

4. Employees on remote assignment are subject to and required to follow all District policies and 
procedures. 

5. Employees are expected to ensure the protection of proprietary District and any other work-
related information accessible from their remote work location. 

6. All employees working remotely must have a high-speed Internet connection, reliable phone 
connection and must be available during regular working hours. 

7. Employees working remotely at their own request are not eligible for any additional stipends or 
reimbursements for technology, such as cell phone or internet beyond standard District policy.  

8. Similar to employees working on-site, personal tasks and errands should only be performed 
during the employee's scheduled breaks and lunchtime. 

9. The employee is responsible for controlling interruptions during work hours and should make 
regular dependent care arrangements as needed during remote work periods. A remote 
assignment is not intended to and should not be used as a substitute for dependent care. 

10. Remote work assignments are not to be used for purposes of taking leave or time off from work. 
Requests for leave or time off (e.g., to bond with a newborn child or care for a family member 
with an illness) should be made under the appropriate leave policy. 

11. Non-compliance with these expectations may lead to revocation of remote work privileges 
and/or disciplinary action up to and including termination. 

WORKSPACE AND EQUIPMENT 
1. Employees on remote assignment must maintain a safe, secure, and ergonomic work 

environment at their own cost.  The District will consider disability based requests for 
equipment on an individualized basis and consistent with the District’s Reasonable 
Accommodation Policy. Employees must ensure that they have a designated workspace and 
should discuss any request for items needed to facilitate the working relationship with their 
supervisor.  



 

2. Employees on remote assignment must obtain prior approval before working outside of the 
assigned work area designated in the remote work agreement. 

3. The District will not provide office furniture to facilitate the remote assignment.  The District will 
consider disability based requests for equipment on an individualized basis and consistent with 
the District’s Reasonable Accommodation Policy.  

4. Employees on remote assignment must maintain access to network and/or Internet capabilities 
at the remote worksite. The use of equipment provided by the District is limited to authorized 
persons and for purposes relating to District business.   

5. The District IT provider can answer general questions related to District owned equipment.  
6. Employees on remote assignment must protect District-owned equipment, records, and 

materials from unauthorized or accidental access, use, modification, destruction, or disclosure. 
All equipment, records, and materials provided by the District are and will remain the property 
of the District regardless of whether the records and materials were prepared remotely. 
Employees are expected to report to their supervisor any incidents of loss, damage, or 
unauthorized access at the earliest reasonable opportunity and cooperate with reporting such 
incidents to law enforcement officials and insurance providers, as necessary. 

7. District equipment must be returned to the District damage-free and in good working order, 
aside from reasonable and normal wear and tear, immediately upon the termination of the 
remote work assignment, or at any time if requested by the District. Records and materials 
provided by the District likewise must be returned upon the termination of the remote work 
assignment, or at any time requested by the District. 

8. Office supplies will be provided by the District, as needed. Remote working employees must 
obtain prior approval from the District before purchasing office supplies and must follow District 
reimbursement procedures.  

9. Remote employees must report any job-related injuries that occur in the course and scope of 
employment at the earliest reasonable opportunity. 

EVALUATION OF REMOTE ASSIGNMENTS 
1. Continuing Basis – Initial Evaluation 

After the first month of an employee’s remote work assignment, the employee’s supervisor will 
evaluate the remote work assignment and meet with the employee to discuss the employee’s 
performance. The supervisor will assess whether: 
• the employee clearly understands the expectations of the assignment; 
• the employee’s overall performance, including work-product, turnaround times, and 

workplace collaborations are satisfactory; 
• the remote work assignment is meeting the District’s needs (i.e. the employee is available 

during regular business hours and responsive to emails, calls, or other messages); 
• the operational needs of departments that collaborate with the employee’s department are 

met; and 
• The District requires adjustments to the assignment. 

Within 7 days following the initial evaluation, the supervisor will decide whether to continue the 
employee’s remote work assignment.  In making the determination as to whether to continue 
approval of the remote work assignment, the supervisor will consider the results of the initial 
evaluation detailed above and the current needs and limitations of the department.   



 

If the District, based on the determination of the employee’s supervisor, continues the remote 
work assignment beyond the initial evaluation period, the  supervisor will evaluate the 
employee’s remote work assignment at least quarterly thereafter, or sooner as necessary based 
on the District’s sole discretion.  Subsequent evaluations of remote work assignments will be 
based on the same standards listed above for the initial evaluation.  

If the District, based on the determination of the employee’s supervisor, discontinues the 
remote work assignment, the District may, but is not required to, provide the employee with 
notice and a reasonable period to transition to the employee’s on-site work setting. 

2. A substandard performance review on an employee’s annual performance review under the 
District’s evaluation policy may result in revocation of the employee’s remote work assignment. 

MODIFICATIONS 
Employee requests to changes to an existing remote work assignment, including changes to the days 
that an employee works remotely, must be approved by the employee’s supervisor. The District, at its 
sole discretion, may determine that a new remote work agreement is necessary following an employee’s 
request for a modification 

TERMINATION 
1. An employee may request to terminate a remote work assignment upon reasonable written 

notice, no less than one week, to the employee’s supervisor. 

2. The District, at its sole discretion, may terminate the remote work assignment.  The District will 
provide the employee, if feasible, with notice and a reasonable period to transition to the 
employee’s on-site work setting. 

LEGAL AND TAX CONSIDERATIONS 
The employee must determine any tax or legal implications under the Internal Revenue Service rules, 
state and local government laws, arising from a remote work assignment. Responsibility for fulfilling 
these obligations rests solely with the employee. 

MANDATORY REMOTE WORK DURING EXIGENT CIRCUMSTANCES 
When an exigent circumstance exists, the District may direct its employees to perform work at an 
alternate location as part of an adopted short-term arrangement for employees to provide for the 
continuity of essential District services. When such an exigency exists, the General Manage is expressly 
authorized to suspend some or all provisions of this policy and adopt and implement alternative 
provisions necessary to provide for the continuity of essential services. 
 
 
 
 
 
 
 
 
 
 



 

ATTACHMENT 
Positions that may be considered suitable for remote work in relation to this policy* 

 
• Accountant 
• Administrative Assistant 
• Administrative Specialist 
• Administrative Supervisor 
• Administrative Services Director 
• Assistant to the General Manager 
• Billing Clerk 
• Communication Specialist 
• Finance Director 
• Finance Manager 
• Office Assistant 
• Public Works Director 

 
* Existing positions not listed may, at the District’s discretion, be approved for an intermittent or 
emergency remote work arrangements. 
* Newly created positions will be evaluated according to the criteria set forth in this policy 



 

BEAR VALLEY COMMUNITY SERVICES DISTRICT 

 

 
REMOTE WORK REQUEST FORM 

 
Complete this form to request a remote work arrangement. All requests must be signed by your 
supervisor to begin the approval process. 

Name:            
Job Title:           
Division:           
Department:             

 
Requested Schedule: 

On-site days: 
____Monday ____Tuesday ____Wednesday ____Thursday ___Friday (indicate hours)  

Remote office days:   
___Monday ___Tuesday ___Wednesday ___Thursday ___Friday (indicate hours) 

 
Please provide the rationale for your request and explain how your proposed remote schedule will not 
adversely impact your coworkers or the service provided to residents. 

Click or tap here to enter text. 
 
Describe how you will maintain the quality, quantity, and productivity of your work during a remote-
work arrangement. 
 Click or tap here to enter text. 
 
Confirm you have reliable high-speed Internet, Wi-Fi and phone connections at your remote location.   
☐ YES 
 
Confirm you agree to arrange for child/dependent care as necessary for the hours in which you propose 
to work from home.   ☐ YES 
 
Confirm you agree that personal tasks and errands should only be performed during your scheduled 
breaks and lunches.   ☐ YES 
 

Employee Signature:       Date:     

Department Head/ 
Supervisor Signature:        Date:     

General Manager Signature:       Date:     

 

NOTE: Return a copy of this form to Human Resources to be filed in the employee’s personnel file. 

 



 

BEAR VALLEY COMMUNITY SERVICES DISTRICT 

 

 

1 
 

REMOTE WORK AGREEMENT 

Pursuant to the Remote Work Policy, Bear Valley Community Services District (“District”) and 
(“Employee”) hereby agree, subject to the appropriate approvals, that Employee will be allowed to work 
remotely, subject to the information, restrictions and covenants provided herein. 

1. Employee Information  

Name:            

Job Title:            

Division:            

Department:             

 

2. Remote Workplace Information 

Start date:            

End date:            

Remote work location:          

Scheduled days & times:          

Non-District phone:           

Non-District email:           

3. District Equipment 
The District will provide the following equipment: 
            
            
             
• I agree that District equipment will be only used by myself and only for business-related work. I 

will not make any changes to security or administrative settings on District equipment. I 
understand that all tools and resources provided by the District shall remain the property of the 
District at all times.  

• I agree to protect District tools and resources from theft or damage and to report theft or damage 
to my Supervisor or Department Head immediately.  

• I agree to comply with District policies and expectations regarding information security. I will be 
expected to ensure the protection of proprietary District and constituent information accessible 
from their home offices.  

 
 
 



 

2 
 

 
4. Agreement 

• I have read and agree to abide by the District’s Remote Work Policy 
• I understand that all terms and conditions of my employment with the District remain unchanged, 

except those specifically addressed in this agreement.  
• I understand that the District retains the right to cancel or modify this agreement on a temporary 

or permanent basis, but that such action will not be taken unreasonably.  
• I understand that because telecommuting is a privilege, not a right, it is not subject to the 

grievance process.  
• I agree to return District equipment (if provided) and documents immediately upon termination of 

employment. 
• I understand that any violation of this agreement could lead to disciplinary action up to and 

including termination. 
 

Employee Signature:       Date:     

Department Head/ 
Supervisor Signature:        Date:     

General Manager Signature:       Date:     

 

NOTE: Return a copy of this form to Human Resources to be filed in the employee’s personnel file. 




