FINANCE AND PERSONNEL COMMITTEE
AGENDA
DATE: Wednesday, March 3, 2021

TIME: 4:30 p.m.

Notice: Pursuant to Governor Newsom’s Executive Orders N-29-20 and 33-20, which in
part, provide waivers to certain Brown Act provisions, meetings of the Board of Directors
will be held by teleconference. There will be no physical location from which members
of the public may participate. Instead, the public may listen and/or view the meeting
proceedings and provide public comment and comments on agenda items by following
these instructions:
To join via Zoom Webinar from a computer, tablet, or smartphone,
click on the link below:
https://zoom.us/j/91458023440
To join this meeting via telephone, please dial:
1-669-900-6833 or 1-253-215-8782
Meeting ID: 914 5802 3440
If you are unable to access the meeting using this call-in information, please contact the
Board Secretary at (619) 409-6703 for assistance.
To provide public comment on non-agenda items or to provide public comment on any
item of the agenda:
Before the meeting:
-

Go to www.sweetwater.org; click on the “HOW DO I…” at the top of the page;
and then click on the “Public Comment” link in the Contact section.

OR
-

Physically deposit your public comment in the Authority’s payment drop box
located in the public parking lot at the Authority’s Administrative Office at 505
Garrett Avenue, Chula Vista.

OR
-

Mail your comments to 505 Garrett Avenue, Chula Vista, CA 91910 [Attention:
Public Comment].

All written public comment submissions must be received 1 hour in advance of the
meeting and will be read aloud to the Board during the appropriate portion of the
meeting with a reading limit of 3 minutes for each comment.
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During the meeting:
The Chair will inquire prior to Board discussion if there are any comments from the
public on each item.
-

Via Zoom Webinar go to Participants List, hover over your name and click on “Raise
Hand.” This will notify the moderator that you wish to speak during Oral
Communication or during a specific item on the agenda.

-

Via phone, you can raise your hand by pressing *9 to notify the moderator that you
wish to speak during the current i
tem.

Any person with a disability who requires a modification or accommodation in order to
participate in a meeting should direct such request to the Board Secretary at (619) 4096703 at least forty-eight (48) hours before the meeting, if possible. The above public
comment procedures supersede any Authority standard public comment policies and
procedures to the contrary.
1. CALL MEETING TO ORDER AND ROLL CALL
2.
3.

ITEMS TO BE ADDED, WITHDRAWN, OR REORDERED IN THE AGENDA.
PUBLIC COMMENT.
Opportunity for members of the public to address the Committee. (Government Code Section 54954.3).

4.

ACTION AGENDA.
The following items on the Action Agenda call for discussion and action by the Committee. All items are
placed on the Agenda so that the Committee may discuss and take action on the item if the Committee is
so inclined, including items listed for information.

A. Review of Board Policies and Procedures (510-516 and 518-519) – Second
Review
B. Consideration of Selection Process for Federal Lobbyist
C. Update of the Emergency Response and Recovery Plan, Public Version
5.

DIRECTORS’ COMMMENTS.
Directors’ comments are comments by Directors concerning Authority business that may be of interest to
the Committee. Directors’ comments are placed on the Agenda to enable individual Board members to
convey information to the Board and the Public. There is no discussion or action taken on comments
made by Board members.

6.

NEXT MEETING DATE: Wednesday, March 17, 2021 at 4:30 p.m.

7.

ADJOURNMENT.

This agenda was posted at least seventy-two (72) hours before the meeting in a location freely accessible to the Public on the exterior
bulletin board at the main entrance to the Authority’s office and it is also posted on the Authority’s website at www.sweetwater.org.
No action may be taken on any item not appearing on the posted agenda, except as provided by California Government Code Section
54954.2. Any writings or documents provided to a majority of the members of the Sweetwater Authority Governing Board regarding
any item on this agenda will be made available for public inspection at the Authority Administration Office, located at 505 Garrett
Avenue, Chula Vista, CA 91910, during normal business hours. Upon request, this agenda will be made available in appropriate
alternative formats to persons with disabilities, as required by Section 202 of the Americans with Disabilities Act of 1990. Any person
with a disability who requires a modification or accommodation in order to participate in a meeting should direct such request to the
Board Secretary at (619) 409-6703 at least forty-eight (48) hours before the meeting, if possible.
To e-subscribe to receive meeting agendas and other pertinent information, please visit www.sweetwater.org.
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TO:

Governing Board (Finance and Personnel Committee)

FROM:

Management

DATE:

February 26, 2021

SUBJECT: Review of Board Policies and Procedures (510 through 516, 518 and 519)
– Second Review
SUMMARY
Annually, the Board reviews and updates all of its Policies and Procedures to ensure
that they are relevant, accurately reflect current and/or preferred practice, and include
all legal requirements. Management presents the policies to the Board in batches so
that the Board can carefully review the policies and make any changes.
The Finance and Personnel Committee reviewed Policies 510 through 519 at its
February 3, 2021 meeting. The policies were then submitted to legal counsel for review
and to incorporate any legal updates. A summary of the recommended changes are as
follows:
POLICY

ADDITIONS/MODIFICATIONS/COMMENTS

510 through 513, 515, No recommended changes.
516, 518, and 519
Recommended changes: New Brown Act requirements
514
related to the use of social media by elected and appointed
officials, as a result of the enactment of AB 922
*Note: Policy 517 - Financial Policies will be brought back for review during the
Budgeting process.
PREVIOUS BOARD ACTIONS
June 10, 2020

The Governing Board adopted Resolution 20-14, Adopting
Revised Board Policy 517 (Financial Policies) Including the
Budget Policy, Investment Policy, Procurement Policy and
Reserve Policy.

May 13, 2020

The Governing Board approved the changes made to the Policy
for the Procurement of Services, and incorporate the policy into
the final Policy 517 – Financial Policies, that will be included and
approved with the FY 2020-21 Budget.
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Memo to: Governing Board (Finance and Personnel Committee)
Subject: Review of Board Policies and Procedures (510 through 516, 518 and 519) –
Second Review
February 26, 2021
Page 2 of 3
May 13, 2020
(continued)

The Governing Board approved the proposed Performance
Evaluation Form to be included as the new General Manager
Performance Evaluation form attached to Board Policy 518; and
directed staff to update the attachment list at the end of Board
Policy 518 as required.

March 25, 2020

The Governing Board approved Board Policies 507 and 605.

March 11, 2020

The Governing Board continued its review of Board Policy 518
and directed staff to collect examples of General Manager
Performance Evaluation processes from various agencies.

February 26, 2020 The Governing Board approved Board Policies 520 through 522,
and 601 through 608.
The Governing Board tabled review of Board Policy 518 for
further discussion.
The Governing Board approved Board Policies 501 through 503,
505, and 508 as presented.
The Governing Board rejected the recommended change to
Board Policy 504 and approved the policy without section H.
The Governing Board approved Board Policy 506 as presented.
The Governing Board rejected the recommended change to
Board Policy 504 and approved the policy without section H.
The Governing Board approved Board Policy 506 as presented.
The Governing Board approved to reestablish providing
committee minutes to Board Policy 507; continue providing
audio recordings; directed staff to reinstate previous policy
wording that states “meeting minutes shall be prepared and
made available to the Board as part of a publicly available
agenda;” and that Policy 507 be brought back to the Board for
review and approval.
The Governing Board approved Policy 509 as presented.

4

Memo to: Governing Board (Finance and Personnel Committee)
Subject: Review of Board Policies and Procedures (510 through 516, 518 and 519) –
Second Review
February 26, 2021
Page 3 of 3
February 12, 2020

The Governing Board approved Board Policies 510 through
516, and 519.

January 22, 2020

The Governing Board tabled its review of Board Policies 501
through 54 for further discussion.

FISCAL IMPACT
Fiscal impact is limited to cost incurred for legal counsel review.
POLICY
Governing Board Policy 503, Adoption/Amendment of Policies and Procedures,
establishes guidelines to adopt and amend policies and procedures in the Policies and
Procedures Manual of the Governing Board of Sweetwater Authority and calls for the
periodic review of the existing policies and procedures.
ALTERNATIVES
1.

Recommend changes to Policies 510 through 516, 518, and 519 for Board review
and consideration.

2.

Recommend no changes to Policies 510 through 516, 518, and 519 for Board
review and consideration.

STAFF RECOMMENDATION
Staff seeks direction from the Governing Board.
ATTACHMENTS
Board Policy 510
Board Policy 511
Board Policy 512
Board Policy 513
Board Policy 514 - Revised
Board Policy 515
Board Policy 516
Board Policy 518
Board Policy 519
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POLICIES & PROCEDURES
FOR THE GOVERNING BOARD

PER DIEM AND REIMBURSEMENT
Policy 510

POLICY 510 – PER DIEM AND REIMBURSEMENT
POLICY
Members of the Governing Board (Board) shall receive per diem, specified herein as
“Director’s Fees,” for occasions that constitute the performance of official duties, in an
amount that is established by the Board in accordance with state law and for the actual and
necessary expenses incurred in the performance of such official duties. The Per Diem and
Reimbursement policy set forth herein shall be read in conjunction with Policy 511 for
Training, Education, and Community Outreach.
PROCEDURE
Director’s Fees in the amount of $150 per day, as established by the Board in accordance
with the Water Code Sections 20200-20207, shall be paid for attendance at the following:
A.

Regular, Special, or Adjourned meetings of the Board.

B.

Board Committee, Interagency Committees/Boards, and Ad Hoc Committee
meetings.

C.

D.
E.

F.

Meetings of other organizations, where such attendance constitutes the performance
of a Director’s official duties, as provided for by Policy 511. For conferences that
require travel outside San Diego County and begin early in the day or continue late
into the evening, Directors shall receive Director’s Fees for a travel day either
immediately preceding or following the day on which a conference or meeting is
held.
Designated functions at the direction of the Board by motion, either prior to the
function or at the next regular Board meeting following the function.
Chairperson’s attendance at Board agenda preparation meetings with Management
and the General Manager’s performance evaluation by the Chairperson, or Vice
Chairperson’s attendance at such meetings and performance evaluations in the event
the Chairperson is unable to attend.
Business meetings with the General Manager, limited to one per month.

Director’s Fees will be reviewed annually in either January or February, and any changes
approved will be effective July 1 of the same year.
Directors will not receive a Director’s Fee or payment of actual and necessary expenses for
attendance at: a) more than one authorized event per day or b) meetings of other
organizations as provided for by Policy 511, unless the Board approves such attendance

-1Revised and Approved on 2/26/20
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Policy 510

either prior to the function or at the next regular Board meeting following the function. Total
per diem, or Director’s Fees, shall not exceed ten (10) days in any calendar month.
Directors who attend meetings of organizations other than Authority Board or Committee
meetings by the use of teleconferencing or the Internet (i.e., online) shall not receive a
Director’s Fee unless:
1) the Director is unable to attend in person because of health or personal emergency,
or
2) the Director chooses not to attend in order to save the Authority the expense of
travel to the meeting, the Director’s Fee is approved in accordance with Policy 511,
and teleconferencing/online participation is approved in advance by the Board, or
3) the Director is participating in a legally required training function with an approved
vendor of the State of California provided the Director submits a certificate of
completion.
4) the meeting is only available by teleconferencing or Internet and the Director’s Fee is
approved in accordance with Policy 511, or
5) the Director is an appointed Authority representative to an organization and that
organization’s meeting is available by teleconferencing or the Internet.
At the end of each month, Directors are to submit to the Board Secretary a signed
“Director’s Monthly Per Diem and Mileage Reimbursement” form documenting the meetings
attended during the month and the corresponding mileage to be reimbursed, if any.
Water Code Section 20202 provides that a water district may increase the amount of
compensation which may be received by members of the Board above the amount of one
hundred dollars ($100) per day, so long as the increase does not exceed an amount equal
to five percent (5%) for each calendar year following the operative date 1 of the last
adjustment of compensation. Section 20202 authorizes compensation for no more than a
total of ten (10) days in any calendar month.
The Authority will pay actual and necessary expenses of Directors incurred in the
performance of official duties within San Diego County as contemplated by Policy 511,
including registration, tuition, meals, incidental expenses, tips and gratuities, and each mile
actually traveled by a Director in his or her private automobile for attendance of any Director
specifically designated or approved by the Board to attend an event within San Diego
County. Reimbursement per mile to be equal to the standard rate in effect for business
miles deduction by the United States Internal Revenue Service, as such rate is established
from time to time.
A Director will receive reimbursement for each mile actually traveled in his or her private
automobile while attending meetings outside of San Diego County when acting under
orders of the Board, provided such mileage compensation does not exceed economy class
1

Resolution 01-09 was adopted on May 23, 2001 approving an adjustment in compensation and
establishing the per diem at $150, effective July 23, 2001.

-2Revised and Approved on 2/26/20
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airfare plus normal cost for transportation to and from the airport at the point of departure
and the airport at the destination. Reimbursement per mile to be equal to the standard rate
in effect for business miles deduction by the United States Internal Revenue Service, as
such rate is established from time to time.
If a Director chooses to travel in his or her private automobile rather than by scheduled
airline, while attending meetings outside of San Diego County when acting under orders of
the Board, and the distance traveled requires more than eight (8)-hours driving, mileage,
overnight lodging and three (3) meals will be reimbursed to the Director, provided that such
reimbursement does not exceed the cost of economy class airfare plus normal cost for
transportation to and from the airport at the point of departure and the airport at the
destination.
If two (2) or more Directors travel in the same car, the Director driving will receive full
mileage reimbursement, provided that said mileage does not exceed the cost of economy
class airfare plus normal cost for transportation to and from the airport at the point of
departure and the airport at the destination for all the Directors who traveled in the same
car.
Directors should travel together whenever feasible, but not in a number that would
constitute a quorum of the Board, and economically beneficial, and register sufficiently in
advance, when possible, to obtain discounted tuition and registration expenses.
In no event shall a Director receive from the Authority compensation for out-of-town travel
expenses, including, but not limited to, airfare, car rental when appropriate, lodging,
registration, meals, incidental expenses, or miles traveled in his or her private automobile,
unless such out-of-town travel is preapproved by order of the Board. Directors are
encouraged, whenever feasible, to provide a fifteen (15) day advanced notice for air travel
to the Board Secretary. The cost of alcoholic beverages will not be paid by the Authority.
Frequent flyer miles accumulated by Directors for airfare paid for, or reimbursed, by the
Authority, should be redeemed for discounts on future airfare paid for, or reimbursed, by the
Authority, and may not be redeemed for personal use. If any Director requires special travel
accommodations due to a disability or health-related reasons, the Authority will pay all costs
associated with those special accommodations.
Actual and necessary expenses for accommodations and meals incurred by Directors while
attending meetings outside of San Diego County when acting under orders of the Board will
be reimbursed as provided in this Policy. Reimbursement shall be permitted for travel
expenses, including accommodations and meals, incurred on the day immediately
preceding or immediately following an approved meeting or conference held outside of San
Diego County when travel on the actual day of the meeting or conference is infeasible.
Except as otherwise provided herein, the maximum reimbursement for lodging costs shall
be two hundred twenty-five dollars ($225) per day including taxes. However, if the lodging is
in connection with a conference or organized educational activity conducted in compliance
with this Policy, the Authority will pay lodging costs which do not exceed the maximum
-3Revised and Approved on 2/26/20
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PER DIEM AND REIMBURSEMENT
Policy 510

group rate published by the conference or activity sponsor, provided that the lodging at the
group rate is available to the Director at the time of booking. If the group rate is not
available, the Authority will pay for comparable lodging at an amount not-to-exceed the
maximum group rate published by the conference or activity sponsor. The maximum
reimbursement for meals (breakfast, lunch, and dinner) not included in conference
registration shall be seventy-five dollars ($75) per day.
Reimbursement for all tips and gratuities shall be limited to a maximum of twenty percent
(20%) of the underlying costs. Tips and gratuities for services with no underlying costs
(such as concierge, bellhop, or wheelchair assistance) shall be at a maximum of $5 per
service and $20 per day. Directors requesting reimbursement for amounts exceeding the
maximum limits shall require Board ratification prior to payment to a Director. Upon the
request of a Board member, the Board may authorize actual and necessary expenses for
accommodations and meals which exceed the policy limits.
Directors shall use government and group rates offered by a provider of transportation or
lodging services or travel and lodging, when available.
The Board Secretary may arrange for certain group travel including prepaying the fares,
fees, tips, and gratuities. There shall be no reimbursement for fares, fees, tips, or gratuities
paid by Directors if these were prepaid by the Authority.
Actual and necessary expenses for meals incurred by Directors while attending meetings
within San Diego County, and meetings outside San Diego County which do not involve
lodging, when acting under orders of the Board, will be reimbursed. The maximum
reimbursement for said meals not included in conference registration shall be seventy-five
dollars ($75) per day.
For conferences and events for which costs and expenses are prepaid by the Authority,
Directors unable to attend the conference or event due to illness or scheduling conflict will
notify the Board Secretary as soon as possible to ensure credit or reimbursement of costs
from the conference or event sponsor. If reimbursement is not possible, the Board
Secretary shall contact other Directors to determine if they can attend. The Board Secretary
will also inquire through the General Manager if staff members can attend.
Within thirty (30) days following an event which constitutes the performance of official duties
as designated in Policy 511, and for which the payment of actual and necessary expenses
has been approved, any Director attending must submit a signed “Director’s Expense
Reimbursement Form,” together with valid itemized receipts, to the Board Secretary and
return any excess funds advanced for attendance of the event. Eligible expenses for which
receipts are not available will be reimbursed with an explanation included in the expense
report for accounting backup. If actual and necessary expenses incurred by a Director
attending exceed the amount of any advance, the Authority will reimburse the Director for
excess expenses within ten (10) days of receipt of the expense report.

-4Revised and Approved on 2/26/20
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The Board Secretary shall produce and distribute a quarterly report containing the
Governing Board’s Expenses. The reports shall be presented to the Board in January, April,
July, and October.

-5Revised and Approved on 2/26/20
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POLICIES & PROCEDURES
FOR THE GOVERNING BOARD

TRAINING, EDUCATION, AND
COMMUNITY OUTREACH
Policy 511

POLICY 511 – TRAINING, EDUCATION, AND COMMUNITY OUTREACH
POLICY
The Governing Board (Board) finds that it is beneficial to Sweetwater Authority (Authority)
for the Board to increase its knowledge of matters within the subject-matter jurisdiction of
the Board. To this end, members of the Board are encouraged to attend educational
conferences and professional meetings concerning matters within the subject-matter
jurisdiction of the Board and which activities constitute the performance of official duties. To
the maximum extent feasible and practical, Directors attending such conferences and/or
meetings will attend for the time frame that they are registered and engage with staff and
the public. The Training, Education and Conferences policy set forth herein shall be read in
conjunction with Policy 510 for Per Diem and Reimbursement.
PROCEDURE
There is no limit as to the number of Directors attending a particular conference or seminar
when it is apparent that their attendance is beneficial to the Authority. To promote such
Board development and excellence, the Authority reimburses actual and necessary
expenses incurred on behalf of the Authority in the performance of official duties, such as
travel, tuition, lodging, meals, incidental expenses, and each mile actually traveled by a
Director in his or her private automobile as a result of training, educational courses,
participation with professional organizations, and attendance at conferences, in accordance
with Policy 510. In no event shall a Director receive from the Authority such compensation
for out-of-town travel expenses, unless when such out-of-town travel is pre-approved by
order of the Board. The cost of alcoholic beverages will not be paid by the Authority.
Reimbursement shall be permitted for travel expenses, including accommodations and
meals, incurred on the day immediately preceding or immediately following an approved
meeting or conference held outside of San Diego County when travel on the actual day of
the meeting or conference is infeasible as provided in Policy 510; however, Directors shall
not be entitled to Director’s Fees for such travel day(s).
The Board Secretary is responsible for making arrangements for Directors to attend
conferences and to record and calculate the per diem or “Director’s Fees” as set forth in
more detail in Policy 510. The Director’s Fees for attendance at approved events and the
procedure for reimbursement of actual and necessary expenses incurred in the
performance of official duties are set forth in Policy 510.
Attendance by Directors at meetings, seminars, workshops and conferences (other than
those that are already pre-approved as designated events which constitute the performance
of official duties) shall be approved by the Board prior to payment of Director’s Fees or
incurring any reimbursable actual and necessary expenses. A Director shall not attend a
Adopted by Resolution 19-13 on 6/12/19; Revised and Approved 2/26/20
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conference or training event (other than those that are already pre-approved as designated
events which constitute the performance of official duties) that does not cover matters
within the subject-matter jurisdiction of the Board.
Upon returning from meetings, seminars, workshops, conferences, and other occasions
which constitute the performance of official duties for which Directors receive Director’s
Fees and the actual and necessary expenses are reimbursed by the Authority, in
accordance with Policy 510, Directors shall either prepare a written report for distribution to
the Board, or make a verbal report at the next regular Board meeting following the event.
Said written or verbal report shall detail the information that may be of benefit to the
Authority that was presented at the meeting, seminar, workshop, conference, or other
occasion which constitutes the performance of official duties. Materials from the meetings,
seminars, workshops, conferences, and other occasions which constitute the performance
of official duties may be delivered to the Authority’s office to be included in the Authority’s
library for the future use of other Directors and staff.
Directors who have signed up for an event, and subsequently cannot attend, shall contact
the Board Secretary as soon as possible to ensure credit or reimbursement of costs from
the conference or event sponsor. If reimbursement is not possible, the Board Secretary
shall contact other Directors to determine if they can attend. The Board Secretary will also
inquire through the General Manager if staff members can attend.
Directors’ attendance at board and membership meetings of the following associations has
been pre-approved as occasions that constitute the performance of official duties:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
O.
P.

Association of California Water Agencies (ACWA)
Association of California Water Agencies – Joint Powers Insurance Authority
(ACWA/JPIA)
CalDesal
California Special Districts Association (CSDA) both state and San Diego Chapter
Chula Vista Chamber of Commerce and Subcommittees
Council of Water Utilities
Ethics Training in accordance with AB1234 (bi-annual)
Metropolitan Water District of Southern California
National Water Resources Association (NWRA) and Municipal Caucus
National City Chamber of Commerce and Subcommittees
San Diego County Water Authority (SDCWA)
Sexual Harassment Avoidance Training in accordance with AB1825 (bi-annual)
South County Economic Development Council (SCEDC)
Sweetwater River Watershed Advisory Panel
Urban Water Institute
Water Education Foundation
Adopted by Resolution 19-13 on 6/12/19; Revised and Approved 2/26/20
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COMMUNITY OUTREACH
Policy 511

Western Coalition of Arid States (WESTCAS)

Directors’ attendance at educational or legally required training functions of the following
organizations shall be approved by the Board as agendized actions:
A. Association of California Water Agencies (ACWA)
B. Association of California Water Agencies – Joint Power Insurance Authority
(ACWA/JPIA)
C. Legal Seminars for Public Agencies
D. California Special Districts Association (CSDA) both state and San Diego Chapter
E. Council of Water Utilities (COWU)
F. Local Government Commission
G. National Water Resources Association (NWRA) and Municipal Caucus
H. San Diego County Water Authority (SDCWA)
I. Urban Water Institute (UWI)
J. Water Education Foundation (WEF)
K. Western Coalition of Arid States (WESTCAS)
Attendance at events organized by agencies and/or entities other than the Authority
involving tours of, or visits to, local water reclamation, major projects related to water quality
and distribution, or other engineering projects during construction or after completion of the
project, or attendance at community outreach functions, may also be occasions which
constitute the performance of official duties, so long as attendance is approved by the
Board as agendized action, either prior to the visit/event or at the next regular Board
meeting following the visit/event. Directors may be compensated for attendance and travel
for the purpose of visiting such projects or attending such events as approved by the Board.
Completion of legally required training functions may be conducted online with an approved
vendor of the State of California provided the Director submits a certificate of completion.
The compensation paid to Board members of the Authority for sitting on the Board or acting
under its orders shall be as approved by Resolution of the Board and set forth in Policy 510.

Adopted by Resolution 19-13 on 6/12/19; Revised and Approved 2/26/20
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POLICIES & PROCEDURES
FOR THE GOVERNING BOARD

DIRECTORS’ TRAVEL
Policy 512

POLICY 512 – DIRECTORS’ TRAVEL
POLICY
It is important that the members of the Governing Board (Board) avoid unnecessary risk to
Sweetwater Authority (Authority) operations that could result if several members were
traveling together in a form of transportation (airplane, bus, automobile, or train) and were
involved in an accident.
PROCEDURE
Whenever it is necessary for more than three (3) members of the Board to travel in the
same form of transportation to the same destination on Authority business, every
reasonable effort shall be made to arrange transportation and schedules to assure that not
more than three (3) Directors travel in the same airplane, train, automobile, or bus.
Example: It may be necessary for three (3) Directors to travel on one (1) flight and one (1)
or more Directors to utilize a different airline or flight to the same destination to avoid
traveling together. In the same fashion, traveling to local meetings in automobiles should be
limited to no more than three (3) Directors in the same automobile, as practicable.
It is recognized that there may be circumstances under which separate travel arrangements
are not practical, but unnecessary risk that could result in the Authority losing the services
of more than three (3) members of the Board is to be avoided.

Reviewed and Reapproved on 2/26/20
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Policy 513

POLICY 513 – FIELD TRIPS BY DIRECTORS
POLICY
To establish the appropriate manner of conducting field trips to inspect facilities and engage
in discussions outside the boundaries of the Sweetwater Authority (Authority), which involve
more than a quorum of the Governing Board (Board).
PROCEDURE
Field trips should be noticed as “Meetings” either by adjourning a Regular Meeting to the
date of the field trip or by noticing a “Special Meeting.” The description of the field trip
should be included in the Notice of Adjournment or Notice of Special Meeting.
The Board may conduct meetings outside of the Authority’s boundaries to comply with state
or federal law or court order, or attend a judicial or administrative proceeding to which the
Authority is a party; inspect real property; participate in meetings or discussions of multiagency significance; or meet with elected or appointed officials of the United States or the
State. (Government Code § 54954[b])

Reviewed and Reapproved on 2/26/20
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EMAIL, SOCIAL MEDIA, AND
OTHER ELECTRONIC
COMMUNICATION METHODS
Policy 514

POLICY 514 – EMAIL, SOCIAL MEDIA, AND OTHER ELECTRONIC COMMUNICATION
METHODS
POLICY
To establish guidelines ensuring compliance with the Ralph M. Brown Act (Brown Act)
when using email, social media platforms, and other electronic communication methods.
The Brown Act prohibits serial, rotating or seriatim meetings which may occur when a
majority of members of the Governing Board (Board) or a Committee subject to the Brown
Act use a series of communications of any kind outside of a properly noticed meeting,
directly or through intermediaries, to hear, discuss, deliberate, or take action on any item of
business that is within the subject matter jurisdiction of the Board. This policy is adopted, in
part, in light of California Assembly Bill No. 992 (2020), which authorizes members of a
legislative body to use social media to communicate with the public, subject to statutory
exceptions.
PROCEDURE
General Procedures.
A.
Board Members and members of any Committee subject to the Brown Act
should not use email, social media platforms, or any other means of electronic
communication in the following ways:
1.
to exchange facts, hear, discuss, deliberate, develop a concensus, or take
action among a majority of members of the Board or Committee on any item of
business within the subject matter jurisdiction of the Board or Committee; and
2.
to communicate with Sweetwater Authority (Authority) staff or any third party
to request that such person aid in developing a collective concurrence on an item of
business within the subject matter jurisdiction of the Board or Committee.
B.
Authority staff should not communicate with a majority of members of the
Board or any Committee subject to the Brown Act, to hear, discuss, deliberate, or
take any action on any item of buisiness that is within the subject matter jurisdiction
of the Board or Committee.

Reviewed and Reapproved on 2/26/20
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C.
Board Members and members of any Committee subject to the Brown Act
should use caution to avoid communicating with or to a majority of members while
commenting on social media posts, blogging, replying to emails with multiple
recipients, texting, linking among social media users, or otherwise communicating
about any item of business within the Authority's subject matter jurisdiction. Board
Members and members of any Committee subject to the Brown Act should follow
the policies and procedures outlined below when using social media platforms.
For additional information concerning communicating with members of the Board, refer to
Policy 507, Committees of the Governing Board and Interagency Committees.
Social Media.
Definitions: For purposes of this Social Media policy, the following definitions apply:
1. “Authority” shall mean the Sweetwater Authority.
2. “Authority official” shall mean any elected or appointed member of the governing
Board and members sitting on other legislative bodies of the Authority that are
subject to the Brown Act, including the Citizens Advisory Committee.
3. “Authority business” shall mean information relating to the conduct of the Authority’s
business or communications concerning matters within the subject matter of the
Authority’s jurisdiction, including, but not limited to, pending or potential Authority
projects, past or prospective Authority agenda items, or Authority budgets or
expenditures involving Authority funds.
4. “Social media platforms” means an online service that is “open and accessible to the
public.” “Open and accessible to the public” means that members of the general
public have the ability to access and participate, free of charge, in the social media
platform without the approval by the social media platform or a person or entity other
than the social media platform, including any forum and chatroom, and cannot be
blocked from doing so, except when the internet-based social media platform
determines that an individual violated its protocols or rules. Examples of social
media platforms include Snapchat, Instagram, Facebook, Twitter, blogs, TikTok and
Reddit.

Reviewed and Reapproved on 2/26/20
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Policy/Protocols:
A.
Public Records Act: Authority officials should be aware that their posts,
comments, and responses about Authority business on social media platforms,
whether on public or private pages, may be subject to disclosure under the Public
Records Act.
B.
First Amendment: Authority officials should also be aware that their private
social media accounts may be transformed into public forums where members of the
public may have First Amendment rights. In determining whether a private social
media page has become a public forum, courts have examined factors including:
1.
How the Authority official is referenced on the site (i.e., is he or she referenced
as “Board Member,” “Director,” or “Chair,” or simply “Jane Doe”?);
2.
How the page is titled (i.e., is the account registered as a governmental
account or a private account?);
3.
How the Authority official “invites” users to use the page (i.e., in cases in which
the account was deemed a public one, the Authority official solicited the public’s
opinion on Authority matters);
4.
Whether the Authority official is “transacting” Authority matters on the site
(i.e., posting about matters before the Authority);
5.

Whether Authority employees help maintain and operate the site; and

6.
Whether the Authority official uses the site to engage directly with the public
(i.e., replying to constituent comments regarding Authority business).
Whether an account is private or public is fact-specific and depends on the totality of
the circumstances. If there are reasons to believe that an Authority official’s private
social media page has turned into a public forum, Authority officials should refrain
from blocking members of the public from the page or deleting comments with
which they disagree.
Reviewed and Reapproved on 2/26/20
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C.
Brown Act: Authority officials may engage in separate conversations or
communicate on social media platforms to answer questions, provide information to
the public, or solicit information from the public regarding Authority business.
D.
However, an Authority official may not do either of the following on a social
media platform:
1.
Discussion by a majority: Discuss Authority business with a majority of
members of the same legislative body. That includes communicating, posting,
sharing, commenting, or using digital icons (i.e., a thumbs up or an emoji); and
2.
Direct Responses: Respond directly to another member’s communication,
comment or post if the two are on the same legislative body of the Authority and the
topic concerns Authority business.

Reviewed and Reapproved on 2/26/20
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POLICY 515 – MASS MAILINGS
POLICY
The Governing Board (Board) must abide by the Political Reform Act and rules of the Fair
Political Practices Commission, which set restrictions concerning mass mailings sent at the
public’s expense.
PROCEDURE
As provided for in California Government Code Section 89002, Subdivision (a), except
as provided in Subdivision (b), below, a mailing is prohibited by Government Code Section
89001 if all of the following criteria are met:
(1) Any item sent is delivered, by any means, to the recipient at his or her residence,
place of employment or business, or post office box. For the purposes of this
criterion, the item delivered to the recipient must be a tangible item, such as a
videotape, record, or button, or a written document.
(2) The item sent either: (a) Features an elected or appointed officer affiliated with
the agency which produces or sends the mailing; or (b) Includes the name, office,
photograph, or other reference to an elected or appointed officer affiliated with the
agency which produces or sends the mailing, and is prepared or sent in cooperation,
consultation, coordination, or concert with the elected or appointed officer.
(3) Any of the costs of distribution is paid for with public moneys, or costs of design,
production, and printing exceeding $50 are paid with public moneys, and the design,
production, or printing is done with the intent of sending the item other than as
permitted by this policy.
(4) More than two hundred substantially similar items are sent in a single calendar
month, excluding any item sent in response to an unsolicited request and any item
described in Subdivision (b), below.
Subdivision (b): Notwithstanding Subdivision (a), above, mass mailing of the following
items is not prohibited by Government Code Section 89001:
(1) Any item in which the elected or appointed officer’s name appears only in the
letterhead or logotype of the stationery, forms (including “For Your Information” or
“Compliments of” cards or stamps), and envelopes of the agency sending the
mailing, or of a committee of the agency, or of the elected or appointed officer, or in
a roster listing containing the names of all elected or appointed officers of the
agency. In any such item, the names of all elected or appointed officers must appear
in the same type size, typeface, type color, and location. Such item may not include
the elected or appointed officer’s photograph, signature, or any other reference to
the elected or appointed officer, except as specifically permitted in this paragraph or
elsewhere in this policy.
-1Reviewed and Reapproved 2/26/20
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(2) A press release sent to members of the media.
(3) Any item sent in the normal course of business from one governmental entity or
officer to another governmental entity or officer.
(4) Any intra-agency communication sent in the normal course of business to
employees, officers, deputies, or other staff.
(5) Any item sent in connection with the payment or collection of funds by the agency
sending the mailing, including tax bills, checks, and similar documents, in any
instance where use of the elected or appointed officer’s name, office, title, or
signature is necessary for the payment or collection of the funds. Such item may not
include the elected or appointed officer’s photograph, signature, or any other
reference to the elected or appointed officer except as specifically permitted in this
paragraph or elsewhere in this policy.
(6) Any item sent by an agency responsible for administering a government program,
to persons subject to that program, in any instance where the mailing of such item is
essential to the functioning of the program, where the item does not include the
elected or appointed officer’s photograph; and where use of the elected or appointed
officer’s name, office, title, or signature is necessary to the functioning of the
program.
(7) Any legal notice or other item sent as required by law, court order, or order
adopted by an administrative agency pursuant to the Administrative Procedure Act,
and in which use of the elected or appointed officer’s name, office, title, or signature
is necessary in the notice or other mailing. For purposes of this paragraph, inclusion
of an elected or appointed officer’s name on a ballot as a candidate for elective
office, and inclusion of an elected officer’s name and signature on a ballot argument,
shall be considered necessary to such a notice or other item.
(8) A telephone directory, organization chart, or similar listing or roster which
includes the names of elected or appointed officers, as well as other individuals in
the agency sending the mailing, where the name of each elected or appointed officer
and individual listed appears in the same type size, typeface, and type color. Such
item may not include an elected or appointed officer’s photograph, name, signature,
or any other reference to an elected or appointed officer, except as specifically
permitted in this paragraph or elsewhere in this policy.
(9) An announcement of any meeting or event of the type listed in following subparagraphs (i) and (ii), provided however that the announcement does not include
the elected or appointed officer’s photograph or signature and may include only a
single mention of the elected or appointed officer’s name except as permitted
elsewhere in this policy:

-2Reviewed and Reapproved 2/26/20
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(i) An announcement sent to an elected or appointed officer’s constituents
concerning a public meeting which is directly related to the elected or appointed
officer’s incumbent governmental duties, which is to be held by the elected or
appointed officer, and which the elected or appointed officer intends to attend.
(ii) An announcement of any official agency event or events for which the
agency is providing the use of its facilities or staff or other financial support.
(10) An agenda or other writing that is required to be made available pursuant to
Sections 11125.1 and 54957.5 of the Government Code, or a bill, file, history,
journal, committee analysis, floor analysis, agenda of an interim or special hearing of
a committee of the Legislature, or index of legislation, published by the Legislature.
(11) A business card which does not contain the elected or appointed officer’s
photograph or more than one mention of the elected or appointed officer’s name.
Notwithstanding Subdivision (b) above, a mass mailing meeting the criteria in
Subdivision (a) may not be sent within the 60 days preceding an election by or on behalf of
a candidate whose name will appear on the ballot at that election, except as provided in
paragraphs (2) to (8), inclusive, and paragraph (10) of Subdivision (b). (California
Government Code Section 89003.)
Definitions: The following definitions shall govern the interpretation of this policy:
(1) “Elected or appointed officer affiliated with the agency”: an elected officer
who is a member, officer, or employee of the agency, or of a subunit thereof such as
a committee, or who has supervisory control over the agency, or who appoints one
or more members of the agency. For purposes of this policy, this term includes all
Authority Board members, whether elected to, or appointed by, a member agency of
the Authority.
(2) “Features an elected or appointed officer”: the item mailed includes the
elected officer’s photograph or signature, or singles out the elected or appointed
officer by the manner of display of his or her name or office in the layout of the
document, such as by headlines, captions, type size, typeface, or type color.
(3) “Substantially similar” – two items are “substantially similar” if any of the
following applies: (i) the items are identical, except for changes necessary to identify
the recipient and his or her address; (ii) the items are intended to honor, commend,
congratulate, or recognize an individual or group, or individuals or groups, for the
same event or occasion, are intended to celebrate or recognize the same holiday; or
are intended to congratulate an individual or group, or individuals or groups, on the
same type of event, such as birthdays or anniversaries; (iii) both of the following
apply to the items mailed: most of the bills, legislation, governmental action,
activities, events, or issues of public concern mentioned in one item are mentioned in
the other; and most of the information contained in one item is contained in the other.
-3Reviewed and Reapproved 2/26/20
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Enclosure of the same informational materials in two items mailed, such as copies of
the same bill, public document, or report, shall not, by itself, mean that the two items
are “substantially similar.” Such informational materials may not include the elected
or appointed officer’s name, photograph, signature, or any other reference to the
elected or appointed officer except as permitted elsewhere in this policy.
An item is only considered substantially similar to other items sent by the same
official, not to items sent by other officials in the same agency.
(4) “Unsolicited request” is defined as follows:
(i) A written or oral communication (including a petition) which specifically
requests a response and which is not requested or induced by the recipient elected
or appointed officer or by any third person acting at his or her behest. However, an
unsolicited oral or written communication (including a petition) which contains no
specific request for a response, will be deemed to constitute an unsolicited request
for a single written response.
(ii) An unsolicited request for continuing information on a subject shall be
considered an unsolicited request for multiple responses directly related to that
subject for a period of time not to exceed 24 months. An unsolicited request to
receive a regularly published agency newsletter shall be deemed an unsolicited
request for each issue of that newsletter.
(iii) A previously unsolicited request to receive an agency newsletter or
mass mailing on an ongoing basis shall not be deemed to have become solicited by
the sole fact that the requestor responds to an agency notice indicating that, in the
absence of a response, his or her name will be purged from the mailing list for that
newsletter or mass mailing. A notice in the following language shall be deemed to
meet this standard:
“The law does not permit this office to use public funds to keep you updated on
items of interest unless you specifically request that it do so.” Inclusion of a similar
notice in other items shall not constitute a solicitation under this policy.
(iv) A communication sent in response to an elected or appointed officer’s
participation at a public forum or press conference, or to his or her issuance of a
press release, shall be considered an unsolicited request.
(v) A person who subscribes to newspapers or other periodicals published by
persons other than elected or appointed officers shall be deemed to have made
unsolicited requests for materials published in those subscription publications.

-4Reviewed and Reapproved 2/26/20
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POLICY 516 – MANDATORY TRAINING
POLICY
Members of the Governing Board (Board) and employees who are designated by the
Board, shall receive at least two (2) hours of ethics training every two (2) years, pursuant to
the provisions of Government Code Section 53234, et seq. (Government Code § 53235)
and at least two (2) hours of sexual harassment prevention training and education every
two (2) years pursuant to the provisions of Government Code Section 53237, et seq.
(Government Code § 53237.1.)
PROCEDURE
Ethics Training.
Ethics training shall be provided by an agency, an association of local agencies, or other
entity, in accordance with criteria approved by the Fair Political Practices Commission and
the Attorney General. Ethics training may consist of either a training course or a set of selfstudy materials with tests, and may be taken at home, in person, or online. (Government
Code § 53235.)
The Board Secretary shall provide members of the Board and the designated employees
information on the training available to meet these requirements at least once annually.
(Government Code § 53235.)
The employees who are designated by the Board to receive ethics training in accordance
with this policy are the General Manager, Assistant General Manager, Board Secretary, and
all Department Heads. (Government Code § 53235.)
Each Director and designated employee who commences service with Sweetwater
Authority (Authority) after January 1, 2006 shall receive the required training within one (1)
year from the first date of service with the Authority. Thereafter, said Directors and
designated employees shall receive training at least once every two (2) years. (Government
Code § 53235.1.)
Directors who serve a local agency other than the Authority are only required to satisfy the
requirements of this policy once every two (2) years regardless of the number of agencies
they serve. (Government Code § 53235.1.)
All Directors and designated employees shall provide a certificate to the Board Secretary
indicating the dates upon which they attended ethics training sessions to satisfy
requirements. Said certificate shall also include the entity which provided the training. The
Board Secretary shall maintain the records indicating the dates that each of the members of
the Governing Board and designated employees satisfied their requirements and the entity
which provided the training. These records shall be maintained for at least five (5) years
Reviewed and Reapproved on 2/26/20
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after the training and are subject to disclosure under the Public Records Act. (Government
Code § 53235.2.)
Sexual Harassment Prevention Training.
Sexual harassment prevention training shall be provided by an agency, an association of
local agencies, or other entity, in accordance with the requirements of applicable law.
Harassment training may include training courses, or sets of self-study materials with tests,
to meet the requirements of applicable law. These courses may be taken at home, in
person, or online. (Government Code § 53237.1.)
The Board Secretary shall provide members of the Board information on the training
available to meet these requirements in writing before assuming office and every two (2)
years thereafter. (Government Code § 53237.1.)
Each Director shall receive at least two (2) hours of sexual harassment prevention training
and education within the first six (6) months of taking office, and every two (2) years
thereafter. (Government Code § 53237.1.)
Directors who serve a local agency other than the Authority are only required to satisfy the
requirements of this policy once every two (2) years regardless of the number of agencies
they serve. (Government Code § 53237.1.)
All Directors shall provide the training certificate, which providers of training courses are
required to provide to participants, to the Board Secretary indicating the dates upon which
they attended harassment prevention training sessions to satisfy these requirements. Said
certificate shall also include the entity which provided the training. The Board Secretary
shall maintain the records indicating the dates that each of the members of the Governing
Board satisfied their requirements and the entity which provided the training. These records
shall be maintained for at least five (5) years after the training and are subject to disclosure
under the Public Records Act. (Government Code § 53237.2.)
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POLICY 518 – GENERAL MANAGER PERFORMANCE MANAGEMENT
POLICY
The Board recognizes the importance of managing and monitoring performance of the
General Manager (Manager) to ensure the organization is successful and well managed.
In consultation with the Manager, the Board will establish performance expectations which
are in alignment with the organization’s Strategic Plan.
Performance expectations may include managerial behaviors and competencies, goals the
Board expects to be accomplished, and professional development goals for the Manager.
The Board will establish the rating period, format, and process by which performance
expectations will be established and evaluated.
PROCEDURE
Developing the Performance Plan: At the beginning of the Manager’s rating period, the
Board will review performance expectations with the Manager to ensure that expectations
are clear, unambiguous, and clearly documented. A Performance Plan will be created in a
format established by the Board and may include:
Managerial Competencies and Behaviors,
• Work Plan Goals which are typically annual goals but can be longer term, and
• Professional Development Plan activities or goals for improvement or growth.
•

While the Managerial Competencies and Behaviors may remain unchanged from year to
year, the Work Plan Goals and the Professional Development Goals are created each year
and may be annual or longer term as established by the Board.
The Board will ask the Manager to develop and present proposed goals consistent with the
Strategic Plan for the upcoming rating period for discussion and concurrence or
modification by the Board. The Board may also ask the Manager to present professional
development goals for the coming year.
Monitoring Performance: Performance feedback and documentation is important
throughout the entire evaluation period. Regular conversations between the Board and the
Manager, such as monthly or quarterly, regarding performance should occur as necessary.
The Manager, with the Board’s concurrence, should develop a reporting system sufficient to
provide the Board with information related to performance goals and expectations.
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Performance Evaluation Discussion: The Board will conduct a formal written review of
the Manager annually to summarize and document performance and accomplishments.
The Board, in its discretion, may conduct a mid-year performance review at a time
determined by the Board to enhance communication and review progress to-date on goals
and action plans as needed.
The Board will ask the Manager to prepare and submit a self-review prior to the Board
conducting its assessment. The Board may engage in an interactive discussion with the
Manager regarding accomplishments completed and challenges encountered. The Board
and the Manager may also begin the discussion of the next year’s Work Plan Goals and
professional development goals.
Performance Evaluation Document: The Board will finalize the Performance Evaluation in
the format established by the Board, provide a copy of the evaluation to the Manager, and
maintain a copy in the Manager’s personnel file. The Performance Review/Evaluation
process should be completed within thirty (30) days after the close of the rating period or as
close to that schedule as practical.
Establish Next Rating Period Goals: The Board will establish a date by which the
Manager should develop and submit proposed work plan goals and professional
development goals for the next rating period for review and concurrence or modification by
the Board.
ATTACHMENTS
General Manager Performance Evaluation Form
Guide for Managing Employee Performance

Revised and Approved 5/13/20
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Board Member’s Name:
Rating Period

Current Date

June __ 2019 to June __ 2020
PERFORMANCE RATINGS (Use the scale below to identify performance in each category)
5 - Outstanding

3 - Satisfactory

1 – Unsatisfactory

4 - Exceeds Expectations

2 – Needs Improvement

N/O – Not Observed

SECTION A – MANAGERIAL COMPETENCIES AND BEHAVIORS

RATING

1. BOARD RELATIONS AND COMMUNICATIONS: Keeps the Board well informed in a timely
manner on key issues and projects; Presents relevant, comprehensive information and material
sufficient for effective discussion/decision-making; Accepts direction in a positive manner and eagerly
implements decisions; Makes effort to be accessible and provides consistent/equal treatment; and
Maintains effective communications with the Board.
2. LEADERSHIP: Creates and communicates a compelling vision and purpose; Sets challenging
goals for self and others—has high performance standards; Inspires, motivates, mobilizes others to
fulfill SWA’s mission and goals; Establishes a culture of integrity and ethical behavior; and Creates
strategic partnerships and collaborations that benefit SWA and community.
3. OPERATIONAL MANAGEMENT AND BUSINESS ACUMEN: Aligns and focuses work with
Strategic Plan and priorities; Displays awareness of and attention to conditions and situations that may
put SWA at risk and implements risk management strategies; Appropriately consults with legal counsel
and/or other outside advisors; Understands the business implications of decisions; Displays common
sense and good judgment in business transactions; and Ensures resources, materials, and equipment
are used prudently and efficiently.
4. FINANCIAL MANAGEMENT: Ensures appropriate financial policies and practices are in place and
monitors; Prepares a balanced budget aligned with SWA’s strategic priorities; Administers the budget
efficiently within spending limits set by the Board; Delivers comprehensive financial reports to the
Board regularly; Adequately plans for long-term maintenance/replacement of facilities; Identifies
revenue enhancements; Develops and implements cost-saving measures and improves productivity;
and Oversees accounting, investments, debt/financial transactions, and audits.
5. CUSTOMER, COMMUNITY, AND PUBLIC RELATIONS: Displays a professional demeanor and
ensures public confidence in management; Represents SWA well to customers, civic groups,
businesses, media, and the public; Promotes and engages in community involvement; Develops
cooperative relationships with governmental agencies and peer organizations; Responds to
customer/citizen questions effectively and resolves complaints timely; and Enhances customer and
community education regarding agency business.
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6. HUMAN RESOURCE MANAGEMENT, LABOR RELATIONS, STAFF DEVELOPMENT: Clearly
defines responsibilities and authority and delegates work effectively; Monitors employee performance
and frequently discussions development plans; Confronts problems and resolves conflicts effectively
and equitably; Fosters open dialogue; invites input; and values employees through recognition; and
Ensures employee safety and well-being in the workplace.
7. KNOWLEDGE AND EXPERTISE IN WATER INDUSTRY AND OPERATIONS: Possesses a
strong understanding of SWA’s day-to-day operations; Maintains up-to-date technical knowledge of the
water industry; Monitors regional, state, and federal water issues that impact SWA; Stays abreast of
water policy developments; and Ensures that SWA is well prepared for emergency situations and has
proper response plans for security threats.
8. PROFESSIONAL ATTRIBUTES AND CHARACTERISTICS: Integrity; Interpersonal skills;
Collaboration, teamwork, and cooperation; Innovation and creativity; Commitment to excellence;
Commitment to the value of diversity; Accountable and responsible; Work habits and professionalism;
and Analytical thinking and decision making.

Comments
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
_________________________________________________________________________________
OVERALL RATING
Outstanding

Signature:

Exceeds
Expectations

Needs
Improvement

Satisfactory

_____________________________________ Date:
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SWEETWATER AUTHORITY
“The mission of Sweetwater Authority is to provide its current and future customers with a
safe and reliable water supply through the use of the best available technology, sound
management practices, public participation and a balanced approach to human and
environmental needs.”

GUIDE FOR MANAGING EMPLOYEE PERFORMANCE
This Guide is intended to assist Directors in implementing the Performance Management
Plan for the General Manager (Manager).
A. PERFORMANCE PLANNING - CREATING THE PERFORMANCE PLAN
It is important to focus on performance management at the beginning of the Manager’s
rating period so that expectations for performance are clear, unambiguous, and clearly
documented. The Board should convene a meeting with the Manager to discuss the
Performance Plan for the coming rating period.
The Performance Plan has three (3) elements which make up the Board’s expectations
related to performance. These include:
1.
2.
3.

Managerial Competencies and Behaviors;
Work Plan Goals, which are typically annual goals but can be longer term, and
Professional Development Plan activities or goals for improvement or growth.

While the Managerial Competencies and Behaviors may remain unchanged from year to
year, the Work Plan Goals and the Professional Development Goals are created each
year.
1. Managerial Competencies and Behaviors
The Board has established Managerial Competencies and Behaviors for the Manager
position. During the Performance Plan meeting, the Board should review these
competencies and behaviors with the Manager and discuss the relevance to SWA’s
mission, goals, and values.
2. Writing SMART Goals/Objectives
Goal setting is an important element of the performance management plan. The Board
and the Manager should actively participate in the process of goal-setting so that
meaningful and relevant goals are developed for the subsequent appraisal period.
Goals should be specific, measurable, achievable, relevant to SWA’s Strategic Plan, and
be time-bound (have deadlines for achieving).
Performance goals/objectives are the basis from which employee performance is
measured. The written performance review at the end of the rating period should reflect
how well the employee performed against the previously established goals and
objectives.

Approved and Revised on 6/27/12
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Following are guidelines the Board and the Manager may use in establishing goals:


Specific: Objective and precise language is essential when developing performance
goals and objectives. Use terms and descriptions that have clear, mutually
understandable meaning. Detailed points rather than vague descriptions are
important for clear understanding and documentation.



Measurable: Goals and objectives should be written so that accomplishment, nonaccomplishment or degrees of accomplishment can be objectively measured.



Achievable: Goals and objectives which are too high or too rigid may actually inhibit
an employee’s performance. Individuals may become discouraged and give up if
they perceive expectations to be unattainable. Goals and objectives should be given
reasonable time frames, circumstances, and departmental/unit expectations.



Relevant: Goals and objectives should be based on important and meaningful
responsibilities of the job; be results/action oriented. Goals or objectives should link
the employee’s goals to SWA’s Strategic Plan.



Time-bound: A specific period of time for accomplishment should be identified with
each goal and objective.
3. Identify Professional Development Plans

Continued professional growth and development is a desirable element of an effective
performance management plan. The Board and the Manager have a mutual interest and
obligation to engage in performance development discussions. Highly motivated and
competent employees contribute to the success of SWA, as well as to the professional
and personal satisfaction of the individual employee. The Board should use the initial
Performance Planning meeting to ask the Manager about his/her career development
goals and interests. The Board and Manager should mutually agree on a plan of action,
which may include both development activities offered by the agency, as well as those
the Manager will pursue as a personal commitment to his/her professional growth.
B. ON-GOING MONITORING AND FEEDBACK
Performance feedback and documentation is important throughout the entire evaluation
period. Regular conversations between the Board and the Manager, such as monthly or
quarterly, regarding performance should occur as necessary. The Manager, with the
Board’s concurrence, should develop a reporting system sufficient for the Board to be
able to monitor progress toward performance goals and expectations.
C. THE PERFORMANCE REVIEW/EVALUATION PROCESS
1. Frequency and Schedule
An annual, formal written review is generally sufficient to summarize and document the
informal discussions regarding performance that (hopefully) have occurred over the
evaluation period. The Board, in its discretion, may want to engage in a mid-year
performance review to enhance communication and review progress to-date on goals
and action plans as needed. This would also afford the Board and the Manager to
2
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discuss course change due to unanticipated events or circumstances and/or changes in
priorities.
The Performance Review/Evaluation process should be completed within thirty (30) days
after the close of the rating period or as close to that schedule as is practical.
Assuming a Performance Plan is in place with established Goals, the following is a
recommended Review Process. At the beginning of the process, the Chair should
establish a schedule for completing each step in the process.
2.

Self Review

At the end of the rating period, the Board Chair should request that the Manager
independently prepare his/her own Self Review for that rating period, and provide it
directly to the Chair, within the time period specified by the Chair.
3.

Director’s Individual Draft Evaluations

The Self Review should be distributed confidentially to Board members, along with a
Performance Evaluation Form for each Board member to complete independently and
submit to the Chair. The Chair should compile the individual forms and distribute a
complete set to all Board members.
4.

Closed Session Meeting for Board Members Only to Develop Consensus

The Board should convene a closed session for discussion and to develop a consensus
Performance Evaluation.
The Board may wish to consider whether it might be prudent to ask Legal Counsel to
assist with the process of consolidating the Directors performance assessments into a
single consensus evaluation.
The consensus Performance Evaluation should be considered a "draft" intended to
create an interactive, participatory, constructive discussion with the Manager about the
performance, including accomplishments, challenges, and obstacles incurred over the
course of the rating period, as well as progress on any professional development goals.
5.

Closed Session Meeting among the Board and Manager

The consensus draft Performance Evaluation should be provided to the Manager
indicating it is a draft confidential document for discussion with the Board in closed
session, with ample time prior to the Closed Session for Manager to review it.
The aim of the Performance Review Meeting is to have a frank, interactive, constructive
discussion of the Manager performance for the prior evaluation period, as well as to
establish the foundation for future performance expectations. This is also an opportunity
for the Manager to give the Board feedback as to what other support might foster more
effective job performance.
Following a few simple guidelines will help facilitate constructive discussions during the
actual appraisal meeting.
3

37

GUIDE FOR MANAGING EMPLOYEE PERFORMANCE









Begin the meeting by clearly describing the purpose of the meeting and the proposed
format.
Focus the meeting and discussions on objective job-related behavior and
performance.
Give and encourage constructive feedback.
Actively listen to each other.
Acknowledge and respect other’s opinions and perspectives.
Do not argue.
Ask open-ended questions to stimulate discussion.
Close the session on a positive note if at all possible.

Begin the Performance Review meeting by asking the Manager to discuss his/her Self
Review.
Next, discuss the Board’s consensus assessment, and offer the Manager an opportunity
to address any discrepancies or variances from his/her Self Review.
Once the dialogue and discussion has concluded, the Board should excuse the Manager
from the Closed Session and then determine whether any changes should be made and
finalize the Performance Evaluation. The Chair should determinate a time/place to
present the final Performance Evaluation to the Manager.
D. DEVELOPING THE NEXT YEAR PERFORMANCE GOALS
During the performance review discussion with the Manager, the Board may want to
include a discussion about how and when the Board and Manager will establish goals for
the coming year, including both performance goals as well as self-improvement goals; or
the Board may initiate that discussion separately.
E. AVOIDING COMMON RATING ERRORS
When rating performance, the Board should strive to ensure fairness and objectivity. The
Board should guard against anything that could inappropriately distort evaluation results
such as bias, prejudice, personality traits, too much emphasis on one or two aspects,
reliance on perceptions and not facts, and holding employees accountable for factors
beyond their control.
Errors to be avoided include:







Leniency - a tendency to evaluate employees at the high end of the rating scale for
all or most factors without appropriate justification.
Halo effect - a tendency to allow the influence of a particularly positive employee trait
or characteristic to inappropriately affect performance measures.
Central tendency - a tendency to rate all individuals OR all performance factors at
the middle of the evaluation scale.
Harshness - a tendency to evaluate employees with an inappropriate and/or
unjustified level of criticism.
Recency error - a tendency to allow “recent” performance to inappropriately influence
the entire evaluation period.
Similarity error - a tendency to favor those employees who are perceived to have
similar beliefs or characteristics as those of the supervisor.
4
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POLICIES & PROCEDURES
FOR THE GOVERNING BOARD

EVENT ENDORSEMENT AND
SPONSORSHIP
Policy 519

POLICY 519 – EVENT ENDORSEMENT AND SPONSORSHIP
POLICY
The Governing Board (Board) may endorse or sponsor certain events as requested by
nonprofit, government, and educational organizations, to support community events held
within the Authority’s service area. The Board’s endorsement or sponsorship is intended to
increase the quality of the event and demonstrate the Board’s commitment to the requested
activities that support and celebrate the community.
PROCEDURE
Nonprofit, government, and educational organizations seeking a decision from the Board on
endorsement or financial sponsorship of activities within the Authority’s service area will
submit a written request for an endorsement to the General Manager at least one (1) month
prior to the actual date of the event to allow for consideration. The request will undergo a
review by the Board to verify the merits of the requested endorsement or financial
sponsorship. The Board reserves the right to reject or condition its involvement at its sole
discretion, subject to applicable local, state, and federal laws.
The General Manager may also consider and approve event endorsement and sponsorship
requests on a case-by-case basis, when deemed in the best interests of the Authority and
within the funds allowable by the budget and General Manager authorization levels.
Only events that are in the Authority service area, are open to the general public, and do
not charge an entrance fee will be considered.
If approved, the endorsed or sponsored activities may use the Authority’s name and logo in
its promotions.
Requests for written information, reports, data, or photos that are related to the request for
endorsement or sponsorship can be provided subject to a standard public records request
submitted to the Authority’s Board Secretary.
The General Manger shall provide periodic reports to the Board on events endorsed and
sponsored.

Reviewed and Reapproved on 2/26/20

39

This page intentionally left blank.

40

TO:

Governing Board

FROM:

Management (Finance and Personnel Committee)

DATE:

February 26, 2021

SUBJECT: Consideration of Selection Process for Federal Lobbyist
SUMMARY
Historically, the Authority has utilized a federal lobbyist to assist the Authority in influencing
and advancing strategic legislation, seeking and securing federal funding on behalf of the
Authority and/or the region, and brokering connections between the Authority and key
elected officials.
Federal Initiatives
Since 2000, the Authority has contracted with Thomas Walters and Associates (Walters
and Associates) for federal lobbying services. Walters and Associates is located in
Washington, DC and specializes in providing comprehensive consulting services for
California public agencies doing business in Washington, DC with the U.S. Congress and
Federal agencies. The following are some of the firm’s successes in gaining Federal
support in areas of importance to Sweetwater Authority:
•
•
•

Grant support and political support (including multiple letters of support) for the
Reynolds Groundwater Desalination Facility Expansion resulting in $10.4 million
from the Bureau of Reclamation
Federal support through the USGS to assess the San Diego Formation, resulting in
$1.8 million of federal funding
Coordination of annual trips of Sweetwater Authority staff to Washington DC to
discuss and promote key Authority initiatives with Congressional offices and
relevant federal agencies/bureaus.

In January 2020, Don Gilchrest of Walters and Associates met with each of the Board
members to discuss legislative priorities and opportunities. At the October 14, 2020 Board
meeting, Don Gilchrest presented the Sweetwater Authority 2020 Federal Update.
Traditionally, the Authority has sent staff to Washington DC to meet with key legislators
and federal agency staff to advance Authority initiatives. This past year, the annual trip
was canceled due to COVID-19.
The most recent competitive selection process for a federal lobbyist occurred in 2017, with
the Authority selecting Walters and Associates. Last year, the Board reviewed the contract
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Memo to: Governing Board (Finance and Personnel Committee)
Subject: Consideration of Selection Process for Federal Lobbyist
February 26, 2021
Page 2 of 3
with Walters and Associates and decided to extend it an additional year. The current
contract with Walters and Associates expires in May 2021.
Historically, the contract with Walters and Associates was $60,000/year. However, in 2017,
after the Authority had acquired sufficient funding for the Reynolds Desalination Plant
expansion, the Board significantly reduced the scope of work; consequently, the annual
cost was reduced to $24,000/year.
Next Steps
As noted above, the contract with Walters and Associates expires in May 2021. Staff is
seeking direction from the Board on the process for selection of the Authority’s next
lobbyist.
PAST BOARD ACTIONS
October 14, 2020

Don Gilchrest of Thomas Walters and Associates presented the
Sweetwater Authority 2020 Federal Update

March 11, 2020

The Governing Board approved to extend the contract with federal
lobbyist Thomas Walters and Associates for one year.

June 14, 2017

The Governing Board awarded a contract to Thomas Walters and
Associates for a period of one year, with an option to extend up to
an additional two years at $24,000 per year with the provision that
an evaluation of consultants would be considered should specific
needs arise.

FISCAL IMPACT
The contract with Walters and Associates is $24,000 per year. This is a flat fee for all
services rendered.
POLICY
Strategic Plan Goal 5: Financial Viability (FV) – Ensure long-term financial viability of the
agency through best practices, operational efficiency, and maximizing assets
•

Objective FV2 – Identify and pursue grant funds for high priority projects and
programs including, but not limited to, legislative advocacy, Integrated Regional
Water Management, BuRec Title XVI, and Proposition 50
o 001.00 Coordinate with federal lobbyist to develop strategies and continue
building relationships with congressional delegation and federal agencies;
Federal lobbyist to provide update to Board in October
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ALTERNATIVES
1. Direct staff to issue a Request for Proposals for federal lobbying efforts and convene
the Finance and Personnel Committee to review proposals and interview candidates.
2. Renew contract with Thomas Walters and Associates.
3. Let the contract with Thomas Walters and Associates expire and defer retaining
services for a federal lobbyist until specific project funding or legislative need is
identified.
STAFF RECOMMENDATION
Staff defers to the Governing Board for direction on the preferred course of action.
ATTACHMENT
Agreement and Scope of Work with Thomas Walters and Associates
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TO:

Governing Board (Finance and Personnel Committee)

FROM:

Management

DATE:

February 26, 2021

SUBJECT: Update of the Emergency Response and Recovery Plan, Public Version
SUMMARY
The Authority’s Emergency Response and Recovery Plan (ERRP) is designed to
provide a planned response to emergency situations associated with natural disasters,
technological incidents, and security emergencies in, or affecting, the Authority’s
facilities and its service area. The ERRP contains staff and external partner/ emergency
management agency contact information, operational technical capabilities and
specifications, and other sensitive information that is not suitable for release to the
public. The ERRP Public Version was created to provide a summary of the ERRP
without disclosing highly sensitive information.
The FY 2020-21 Strategic Plan Work Plan identified an objective to update the ERRP
which was completed in October 2020. The ERRP Public Version, last updated October
17, 2016 (and previously called ERRP Board Version), was then updated in February
2021. Changes made to the ERRP are listed below:
1. ERRP table of contents and organization based upon the 2019 US EPA template
for emergency response plans.
2. Significant additions to the document content, including the following:
a. Operational technical capabilities and specifications
b. Authority staff, public safety, and emergency management agency contact
information
c. Recommendations from the 2020 Risk Resilience Assessment
d. A wider range of incident specific response procedures, including the new
Pandemic Response Plan
The ERRP Public Version retains the ERRP table of contents and organization (#1), but
omits the content in changes # 2 a., 2 b., 2c., or 2 d.
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PAST BOARD ACTIONS
June 24, 2020

The Governing Board adopted the FY 2020-21 Strategic Plan
Detailed Work Plan.

April 16, 2020

The Governing Board approved the Pandemic Response Plan as a
Component of the Authority’s Emergency Response and Recovery
Plan; and directed that such declaration by the General Manager be
presented to the Board for ratification at its subsequent regular
meeting.

FISCAL IMPACT
There are none.
POLICY
Strategic Plan Goal 6: Administrative Effectiveness (AE) - Provide efficient and effective
administrative systems and procedures in accordance with best management practices.
•

Objective AE1: Maintain a ready state of Emergency preparedness, response,
and recovery, capable of effectively responding to emergencies as they arise
(Source: America's Water Infrastructure Act of 2018)
o 001.00 Update the Emergency Response and Recovery Plan (ERRP) that
incorporates the findings of the risk and resiliency assessment.

CONCLUSION
This is an information item only.
ATTACHMENT
ERRP (Public Version)
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Emergency Response & Recovery Plan (ERRP)
Public Version
For

Sweetwater Authority
A Public Water System/ Utility providing safe, reliable drinking
water to portions of Chula Vista, National City, and Bonita in
San Diego County, California

Emergency Contact (24-hour contact):
Perdue Water Treatment Plant Operator On-Duty
Phone: 619-409-6800 or 619-479-4529

February 2021
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Prepared by

Clay Clifton

Reviewed by

Sweetwater Authority

Date completed

September 1, 2020
Updated February 15, 2021
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UTILITY INFORMATION
i Utility Overview
Sweetwater Authority (Authority) is a drinking water utility that treats and delivers both imported water and local water
sources to its customers in western and central Chula Vista, National City and Bonita in San Diego County.

Utility Information
PWSID

3710025

Utility name and address

Sweetwater Authority, see major facility addresses below

Owner

Publicly Owned Water Agency

Directions to Robert A. Perdue Water
Treatment Plant and Sweetwater
Main Dam from major roadway,
include lat./long. coordinates

100 Lakeview Ave., Spring Valley, CA 91977
Take Interstate I-5 or Interstate I-805 to SR-54 and go east. Exit at
Jamacha Blvd. and go east to Kempton St., then go south (right).
Turn right (south-west) on Lakeview Ave. and follow to end.

Directions to Richard A. Reynolds
Desalination Facility from major
roadway, include lat./long.
coordinates

3066 North Second Ave, Chula Vista, CA 91910
Take CA-54 to 4th Ave./ Highland Ave. exit. Go north to 30th Street and
turn right. Proceed east until N. 2nd Ave. and go right. Facility is
200 ft on the right.

Directions to Edwin J. Steele Operations
Center from major roadway,
include lat./long. coordinates

744 F Street, Chula Vista, CA 91910
Take Interstate I-5 to E Street exit in Chula Vista. Proceed south at stop
light, go left on F Street. Immediate right after crossing railroad /
train tracks.

Directions to Administration Building
Treatment Plant from major
roadway, include lat./long.
coordinates

505 Garrett Ave., Chula Vista, CA 91910
Take Interstate I-5 to H Street exit in Chula Vista. Go east to Garrett Ave,
go right.

Total population served and total service
connections

190,680 served and 33,613 service connections

Name, title, phone number of primary
contact (e.g., ERRP Lead)

Clay Clifton, Program Specialist, 619-409-6861

Alternate contact

Jennifer Sabine, Assistant General Manager, 619-409-6702

Location of treatment, distribution, collection
schematics and operation manuals

For Treatment manuals, see “Operational Plans, Monitoring Plans, As Builts,
and Reports and Studies” in SWAnet/Water Quality/ Perdue
For Distribution, see SOPs and Distribution Documents in SWAnet/Distribution
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Maps, Site Plans, As Built, and SOPs
The following documents, plans, and equipment specification files are available to Authority staff on the Authority intranet
site (SWAnet) or by contacting the Authority Engineering or Water Quality Departments.

☐

Map of distribution systems

☐

Pressure boundary map

☐

Process flow diagram

☐

Site plans and “as built” drawings for the following components:
▪ Pumping and storage facilities
▪ Reservoir facilities
▪ Water treatment facilities
• Perdue
• Reynolds
▪ Chemical storage locations
▪ Booster pump stations
▪ Pressure-regulating valve (PRV) sites

☐

Distribution system diagrams and instrumentation information

☐

Equipment specifications and operation instructions

☐

Emergency power and light generation operation specifications

☐

Supervisory Control and Data Acquisition (SCADA) system operation instructions

☐

Communications systems operation instructions

ii Authority Personnel Information
This section in the full ERRP lists the work location, office phone and cellular phone numbers of Authority staff.

iii Primary Utility Components
Sweetwater Authority is made up of numerous critical components, all of which go to producing safe, reliable, cost
effective, potable water to our customers. These components include the following: Wells, Intakes, Treatment Plants,
Storage and Distribution System – Reservoirs, Tanks, Pump Stations, and Treatment Chemical Storage Facilities, and
other key facilities. The full ERRP lists all primary utility components.

iv Industry Chemical Handling and Storage Facilities
There are no nearby chemical production, handling or storage industries that could impact the Authority’s facilities during
incidents such as accidental releases, hurricanes or earthquakes.
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v Safety
Safety Materials
Type
Toxic material detection
and testing supplies

Location
For the WQ Laboratory, spill kits are available for most of the types of spills expected in
the laboratory and are located in the chemical storage room. See “Chemical
Hygiene Plan” on SWAnet/Departments/Admin Services/Safety/
For oxygen deficient environments/ confined spaces, there are four portable ambient air
monitors; two at Perdue and two at the Operations Center with the System
Operators. Devices have pump attachments for remote sensing.
There is one portable chlorine and one portable ammonia detector at Perdue.
There is one portable ammonia detector at Desal.
WQ Maintenance performs calibration on these testing devices every three months.

Emergency food and water
supplies
Emergency PPE

Other equipment

Ninyo & Moore is the on-call contractor for Hazardous Materials testing. Contact via
Engineering Inspectors or Distribution Department.
The Perdue Water Treatment Plant has a 36-hour stock pile of food and water supply.
See “Personal Protective Equipment” on SWAnet/Departments/Admin
Services/Safety/Safety Documents/.
Distribution, Engineering, and Water Quality staff will have their PPE at their respective
locations.
See “Injury and Illness Prevention Program” on SWAnet/Departments/Admin
Services/Safety/ Safety Documents/

Safety Information
Topic
Confined Spaces Program

Description
See “Confined Spaces Program” on Admin Services, Safety page on SWAnet

Locator and Marking
Program for underground
utilities
Electrical Safety Program

See “Locator- Marking Program” on Admin Services, Safety page on SWAnet

Fire Prevention Plan
Laboratory Safety Program
Power Outage/ Power Loss
Workplace Violence
Prevention
Workstation Malware

See “Electrical Safety Program” on SWAnet/Departments/Admin Services/Safety
See “Fire Prevention Plan” on SWAnet/Departments/Admin Services/Safety
See “Sweetwater Authority Water Quality Laboratory Safety Program” on
SWAnet/Departments/Water Quality/Laboratory/Monitoring Plans/
See “SDG&E Power Outage Guide” on SWAnet/Departments/Admin Services/Safety
See “Workplace Violence Prevention Policy” on SWAnet/Departments/Admin
Services/Policies & Procedures
See “Workstation Malware” on SWAnet/Departments/Admin Services/Policies &
Procedures
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vi Response Resources
The full ERRP contains a table of the Authority’s response resources and the location of the resource, and a listing for
offsite equipment rentals.

vii Key Local Services
Other local services include: Construction Services, Crane Services, Distribution System Material providers, Electrical
Contractors, Hazardous Materials Spill Clean-up, Plumbers, Security Services, Tree Care and Welding. The full ERRP
contains list of all key local services.

viii Mutual Assistance and Mutual Aid
This section discusses support, response, and coordination while using mutual aid or mutual assistance agreements. In
times of crisis, when normal resources are not able to meet emergency demand, emergency response providers must be
able to call upon other emergency service providers and request help. The responding provider will send personnel
and/or equipment as available. The Authority subscribed to the California Water/Wastewater Agency Response Network
(Cal WARN) agreement and became a Cal WARN member in April 2009. The Authority is not a member of the California
Utility Emergency Association (CUEA) which requires an annual fee. See the “Cal WARN Operations Plan” on
SWAnet/Departments/Admin Services/Safety Additionally the Authority has a number of other mutual assistance/aid
agreements to ensure continuity of service to our customers. These include the San Diego County Water Authority
(SDCWA) Member Agency Communications System (MACS), the Interagency Shared Services Program (ISSP), and
access to the San Diego County Web Emergency Operations Center (EOC) through its membership with SDCWA.
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1.

RESILIENCE STRATEGIES

1.1 Authority Staff in the Emergency Operations Center (EOC) or Incident Command System (ICS)
Water Utility and Partner Roles.
Name/Title
General Manager or
Assistant
General
Manager
Director of Water
Quality

Director of Distribution

Director of
Engineering

Emergency Response
Role
Incident Commander/
EOC Manager

Operations Chief

Logistics Chief

Planning/ Intelligence
Chief

Safety Coordinator

Safety/ Risk Control

Public Affairs Manager

Public Information

Program Specialist

Security and Liaison with
law enforcement
Administration/ Finance
Chief

Director of Finance

Public Affairs Manager

Board Liaison

Responsibilities
Responsible for all incident response activities, including
developing strategies and tactics and ordering and
releasing resources.
Coordinating all field operations in support of the emergency
response through implementation of the action plan.
Operations staff include field coordinators, as necessary,
linked to Authority personnel at other fixed facilities or
assigned to incidents within the Authority.
Overseeing the acquisition, storing, and distribution of essential
resources and support services needed to manage the
emergency. It tracks the status of resources.
Overseeing the collection, evaluation, and dissemination of
information; development of an action plan in
coordination with other functions; and maintaining
documentation related to the emergency
Ensuring safety and injury prevention for Authority staff
Coordinate public outreach messaging with SDCWA EOC
Updating law enforcement and Authority Command Staff with
information related to facility and staff security
Overseeing the cost accounting associated with the emergency.
Finance/Administration prepares vendor contracts,
maintains records of expenditures for personnel and
equipment, and maintains records and processes
claims. It provides preliminary and follow-up estimates
of damage costs and losses
Channel communications between the Sweetwater Authority
Board of Directors and the Sweetwater Authority Incident
Commander

Field Response and Emergency Operations Center (EOC) operations at any level of emergency activation must ensure
that the appropriate SEMS functions are being accomplished. In minor emergencies, one person may be responsible for
all primary functions and related sub-functions. As the emergency grows, the authority to manage primary functions and
sub-functions may be assigned to others, if necessary. The Incident Commander remains responsible for every function
until it is delegated to another person. See Checklists for EOC Functions in Appendix A.
A general rule governing the organizational structure under emergency conditions is that no individual should supervise
more than seven sub-elements simultaneously. The optimum span-of-control for a supervisor to maintain during an
emergency is one-to-five. Functions within the emergency organization must not be consolidated. While one supervisor
may have responsibility for more than one function at a time, the Operations and Planning/Intelligence functions should
have separate Chiefs. Functional units no longer required may be deactivated at any time.
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Flow Chart for Activation of the Emergency Operations Center (EOC)

Notify Manager and/ or Director
of affected Department

Notify General Manager and/ or
Assistant General Manager
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1.2 External Response Partner Roles
In an emergency the primary goals for the Authority’s Incident Command System (ICS) are the safety of its employees,
maintaining system integrity, and continuing to provide safe potable water to its customers. To assist the IC with
meeting these goals a table of the Authority’s external partners (Local, Regional, State, and Federal) has been
developed. The full ERRP lists all external partners, their roles, and contact information.
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1.3 Incident Command System (ICS) Organizational Chart
Governing Board

Policy/ Advisory
Functions

SWA Board of Directors
Incident Commander/
EOC Manager

Operational NIMS,
SEMS Functions

General Manager

Board Liaison

Assistant General
Manager

Public Affairs Manager

Operational Support
Roles

Board Secretary

Public Information

Safety/ Risk Control

Public Affairs Manager

Safety Coordinator

Customer Service Manager

Operations
Director of Water Quality

Planning/ Intelligence

Water Treatment
Superintendent

Perdue Plant and
Reynolds Facility
Water Treatment
Superintendent
Water Treatment
Plant Operator
Supervisor

Additional
Communication
/ Technology
Info Systems
Manager
Reservoir &
Watershed
Reservoir Ops
Specialist
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Service
CS Manager

Logistics

Director of Engineering

Director of Distribution

Engineering Manager

Distribution Manager

Distribution

Damage Assessment
Engineering Manager

Director of Distribution

Principle Engineering Tech

Distribution Manager

EOC Operations
Information Systems Manager

System Operations
Chief Systems
Operator
System
Maintenance
Recovery
Plan
Distribution
Manager

Interagency
Assistant General Manager
Engineering Support
Engineering Manager
Principle Engineering Tech

Administration/
Finance
Director of Finance

Personnel/
Employee Care &
Support Unit
Human Resources
Manager
Equipment
Equipment
Mechanic
Supervisor
Other Resources
Procurement
Specialist

Cost
Accounting
Accounting
Manager
Response
Documentation
Sr. Accountant
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1.4 Communication
1.4.1 Authority ICS Contact Information
Authority staff that have a role in the Emergency Operations Center or Incident Command System are listed in section
1.1 Authority Staff in EOC or ICS. See Appendix A for descriptions of roles and duties for EOC/ ICS personnel.
1.4.2 External Response Partner Communication
External response partners and critical customers will be notified based on the type and severity of the emergency. In
the event of a public phone system failure the Authority has a two-radio system that consists of 5 base, 64 mobile and
24 hand held radios. The full ERRP lists all ICS contact information.
1.4.3 Critical Customer Communication
This section in the full ERRP lists the addresses and contact information for commercial facilities with critical needs for
water supply.
1.4.4 Communication Equipment Inventory
FCC Call Signs

Sweetwater Authority is licensed by the FCC under the following call signs:
• WNRX482 – Operations (Exp. Date: 04-20-2025)
WRB507 - Perdue Water Treatment Plant (Exp. Date: 06-26-2024)

1.5 Media Outreach
See the Media Relations Standard Operating Procedure and Crisis Communication Plan.
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1.6 Public Notification Templates
1.6.1

Potential Emergency

Sweetwater Authority has activated the Sweetwater Emergency Response & Recovery Plan.
The Emergency Level at this time is a Potential Emergency.
At _____ (time) on _____ (date), Sweetwater Authority verified, determined, or observed that:
_________________________________________________________________________________________________
_______________________________________________________
Sweetwater Authority is taking remediation measures to reduce the potential for a full emergency.
Sweetwater Authority will provide updates as appropriate of any changes in the emergency condition and the agency’s
ability to continue to provide safe drinking water. Please remain on alert for any further communications from Sweetwater
Authority or your local emergency management agencies.
If you serve in an emergency management role and need additional information, please contact
the Sweetwater Authority Treatment Plant Operator on Duty at 619-409-6800.
Date Issued:
Time Issued:
Issued By:
1.6.2

Active Emergency

Sweetwater Authority has activated the Sweetwater Emergency Response & Recovery Plan.
The Emergency Level at this time is Active Emergency.
Again, the Emergency Level at this time is Active Emergency.
At _____ (time) on _____ (date), Sweetwater Authority verified, determined, or observed that:
_________________________________________________________________________________________________
_______________________________________________________
Sweetwater Authority will provide updates as appropriate of any changes in the emergency condition, any drinking water
service interruptions, boil water orders, or the agency’s ability to continue to provide safe drinking water. Please remain on
alert for any further communications from Sweetwater Authority or your local emergency management agencies.
If you serve in an emergency management role and need additional information, please contact
the Sweetwater Authority Treatment Plant Operator on Duty at 619-409-6800.
Date Issued:
Time Issued:
Issued By:
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1.6.3

Contamination Event

Date:

UNSAFE WATER ALERT
ALERTA DE AGUA INSEGURO
Sweetwater Authority water is possibly contaminated
with [name of substance] or “an unknown substance”
DO NOT DRINK YOUR WATER
Failure to follow this advisory could result in illness.

An unknown substance has been added to the drinking water supplied by the Sweetwater Authority due to a
recent [intrusion; break-in] at [one of the wells; our treatment plant; storage tank; specific facility]. The
California State Water Resources Control Board, Division and Sweetwater Authority Water System are advising
residents of [City, Town, System] to NOT USE THE TAP WATER FOR DRINKING AND COOKING UNTIL
FURTHER NOTICE.

What should I do?
•

DO NOT DRINK YOUR TAP WATER---USE ONLY BOTTLED WATER. Bottled water should be used for
all drinking (including baby formula and juice), brushing teeth, washing dishes, making ice and food
preparation until further notice.

•

DO NOT TRY AND TREAT THE WATER YOURSELF. Boiling, freezing, filtering, adding chlorine or other
disinfectants, or letting water stand will not make the water safe.

•

Optional: Potable water is available at the following locations: [List locations]
Please bring a clean water container (5 gallons maximum capacity).

We will inform you when tests show that the water is safe again. We expect to resolve the problem within
[estimated time frame].

For more information call:
Water Utility contact: Sweetwater Authority, 619-420-1413.
California State Water Resources Control Board, Division of Drinking Water: San Diego Field Office, 619-5254159.
This notice is being sent to you by Sweetwater Authority. California Public Water System ID # 3710025. Date
Distributed: [date].

Please share this information with all other people who receive this water, especially those who may
not have received this notice directly (for example, people in apartments, nursing homes, schools, and
businesses). You can do this by posting this notice in a public place or distributing copies by hand.
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1.6.4

Boil Water Order

Date
Sweetwater Authority
Failure to follow this advisory could result in stomach or intestinal illness.
Due to the recent event (e.g., flood, fire, earthquake, or other emergency situation), the California State Water Resources
Control Board, Division of Drinking Water, in conjunction with Sweetwater Authority is advising residents to boil their tap
water or use bottled water for drinking and cooking purposes as a safety precaution.
All tap water used for drinking or cooking should be boiled rapidly for at least 2 minutes at a full rolling boil. This is the
preferred method to assure that the water is safe to drink.
An alternative method of purification for residents that do not have gas or electricity available, is to use fresh liquid
household bleach (Clorox, Purex, etc.). To do so, add 8 drops (or 1/8 teaspoon) of bleach per gallon of clear water or 16
drops (or 1/4 teaspoon) per gallon of cloudy water. Mix thoroughly and allow to stand for 30 minutes before using. A
chlorine-like taste and odor will result from this purification procedure and is an indication that adequate disinfection has
taken place.
Optional:
Potable water is available at the following locations:
________________________________________________________________________
Please bring clean water container (5 gallons maximum capacity).
Emergency water treatment and quality testing are being conducted by _____________ to resolve this water quality
emergency problem. Sweetwater Authority will notify residents as soon as the water is safe to drink.
For more information call:
Water Utility contact: Sweetwater Authority 619-420-1413.

Page 12 | Emergency Response & Recovery Plan

72

2. EMERGENCY PLANS AND PROCEDURES
2.1 General Guidelines for Emergencies
Response procedures will vary depending on the type and scope of the emergency. The general guidelines for most
emergencies are as follows:

Assess
Stay calm
Observe – Perform a brief assessment of the situation: what, when, where
Safety – Consider personnel, customers, neighbors, property

Respond
Isolate – Remove or minimize from continued hazard. Remove from use,
secure from further damage, unauthorized personnel, and the general public.
Notify – Make initial notifications to 911, supervisor, safety, and Regulatory Agencies
(DHS, OES etc.).
Activate Plans– Emergency Response & Recovery Plan, Water Quality Emergency Notification Plan,
Crisis Communication Plan, Distribution Stand-by, Perdue Risk Management Plan (RMP) – Process
Safety Management (PSM), SDG&E Power Outage Guide, Site Evacuation, etc.

Recover
Prioritize work
Build team
Implement alternatives and backups
Monitor situation
Restore/Repair
Report – complete documentation, follow up with regulators, update plans based on lessons learned
In addition to general response procedures above, specific responses may be followed
for each situation listed in this section.

2.2 Incident Planning and Preparation
The following components must be considered in emergency planning and preparedness to ensure an incident is handled
safely and efficiently: access, physical security, cybersecurity, power loss, emergency alternative drinking water supplies*,
sampling and analysis, local contract/State/Federal laboratory contact list, family and utility personnel well-being and the
Emergency Operations Center (EOC) Action Plan template found in the full version of the ERRP.
* Interconnections are listed and described in Section 3.1
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2.3 Incident-Specific Response Procedures
The Authority has incident specific response procedures for a variety of different emergency scenarios. The full ERRP
has detailed response procedures for each incident type.
2.3.1 Cybersecurity attack
2.3.2 Communications Failure
2.3.3 Dam Failure
2.3.4 Distribution System or Source Water Contamination
2.3.5 Flood, Storm, or Wild Fire Natural Disasters
2.3.6 Earthquake
2.3.7 Extreme Heat
2.3.8 Fire at Authority Facilities
2.3.8 Harmful Algae Bloom (HAB)
2.3.9 Pandemic/ Epidemic Disease Outbreak
2.3.10 Physical Security/ Armed intruder/ Active Shooter
2.3.11 Power Loss or Failure
2.3.12 Structural Failure, Storage/ Reservoir Tanks or Pump Stations
2.3.13 Structural Failure, Transmission or Distribution System
2.3.14 Water Supply Failure/ Drought
2.3.15 Water Treatment Failure at Perdue WTP
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3. MITIGATION ACTIONS
3.1 Alternative Source Water Options and Interconnected Utilities
In the event the Authority loses its own water supply alternative sources are available through inter connections with the
San Diego County Water Authority, Otay Water District, and City of San Diego.

3.2 Mitigation Measures from the Risk Resilience Assessment
The following are mitigation measures from the Risk Resilience Assessment (RRA) performed in March 2020. These
recommendations are designed to reduce the consequence or vulnerability related to threats to the Authority’s assets.
The full ERRP contains all of the recommendations from the RRA.

4. DETECTION STRATEGIES
This section contains strategies that can be used to aid in the detection of malevolent acts or natural hazards that threaten
the security or resilience of the system. The full ERRP lists all detection strategies.
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5. APPENDICES
Appendix A. Checklists for EOC Functions
1. Incident Commander/ EOC Manager
Assess magnitude of emergency
Assess preliminary impacts on Authority’s operations.
Determine need to activate Emergency Operations Center
General Manager or Department Director proclaims the emergency condition exists.
Conduct initial briefing of EOC staff and review status of initial damage assessment reports.
Determine operational status of following facilities:
•
•
•
•
•
•
•

Loveland and Sweetwater dam(s)/reservoirs
Three administrative/facility sites
Tanks
Pump and Hydro stations
National City Wells
Raw water pipelines and filtered water transmission
Distribution system

Assess distribution system’s ability to meet fire suppression needs.
Assess potential for general or localized water quality problems and determine need to issue general “boil order”
Establish liaison with news media through Public Information/Communications office and provide timely updates
Establish multi-agency communications
Ensure initial damage assessment reports are made to the following agencies:
•
•
•

State Division of Dam Safety
San Diego County Water Authority
State Water Resources Control Board

Notify cities within Authority service area that emergency was proclaimed
Ensure status reports to fire agencies within service area advising of impact on suppression capabilities
Notify CWA that Sweetwater Authority proclaimed an emergency condition
Update and review damage assessment status (review a minimum of every 30 minutes)
Review and approve media news releases
Evaluate need for water allocations or mandatory water use restrictions
Review status of efforts to secure distribution system to preserve usable available water
Establish and review list of damages at Authority facilities and system
Ensure police support is requested, if needed
Prioritize list of damages and begin to develop and review priorities for emergency response, including:
•
•

Short-term response
Long-term response

Determine need for mutual aid and specific type of aid available, if needed
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Update status of damage and response to Board of Directors and news media, as necessary
Periodically meet with EOC staff to ensure progress of damage assessment, listing of damage, prioritizing of response
plan, and communications within EOC
Review and approve damage response plan and authorize its implementation, including:
•
•

Allocation of resources
Need for mutual aid

Ensure continued contact with all agencies involved, status of reports to Board of Directors, and timely release of
information to news media
2. Public Information / Communications / Board Liaison
Obtain information regarding magnitude of emergency and Authority’s ability to provide service
Determine information important to public
Determine best location for media information center
Keep EOC Manager informed
Establish communication lines to obtain regular briefings
Prepare initial summary/press release
Open information center
Establish media hotline number, if possible
Brief media
Establish regular media briefing schedule and provide updates
Keep Board of Directors informed
Implement notification of emergency water conservation measures, if necessary
Respond to special requests
Coordinate interviews
Communicate with public information officers from other public agencies
Assure continued release of updated information to media
Update hotline with status of emergency
Document emergency response activities:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
Overtime worked
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3. Safety/ Risk Control
Keep EOC Manager informed
Report safety and risk control status, as needed
Coordinate safety and health information received
Keep EOC Section Leaders (SEMS) updated
Ensure medical treatment or other employee first aid is administered
Incidents involving hazardous chemical releases/spills should be handled in accordance with guidelines contained in
the Authority’s RMP/PSM document, a copy of which should be stored in close proximity to this Plan
Investigate work-related injuries/illnesses
Report fatality or serious injury to Cal/OSHA within 8 hours, Phone: 858/637-5534
Notify JPIA as soon as possible, Phone: 858/535-7899, Ext. 3159
Forward to Employee Care & Support (Human Resources staff) the Workers’ Compensation forms following Authority
procedures, including:
•
•

Employees’ claim forms within 24 hours
Cal/OSHA log entry within 15 days

Document emergency response activities:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

4. Operations
Obtain status from Distribution/Systems Function Leader regarding:
• System condition and needs
• Fire suppression needs
• Communications, SCADA, power
• Pump stations
• Tanks
Where do we need emergency power?
Obtain reservoir/dams assessment information from Planning/Assessment Function Leader regarding:
• Loveland Reservoir
• Sweetwater Reservoir
• Reynolds Facility
• Perdue Plant
Coordinate emergency notification with Public Information office and SDCWA
Contact Division of Dam Safety, if necessary
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Determine possibility of flooding due to releases
Obtain update from Communications Systems Function Leader regarding:
•
•
•
•

Radios
Interagency contacts
Phones
Ham operators

Obtain status from Distribution Maintenance Function Leader regarding:
•
•
•

Assessment of damaged areas
How are repairs being handled?
Work and time schedules for repairs

Obtain information from Water Quality Function Leader regarding:
•
•
•

Conditions of TP structures: building, filters, tanks
Amount of chemicals on hand
Is “boil water” notice necessary? Have we issued it?

Inform Public Information/Communications regarding public notifications needed
How have repairs been scheduled?
Are emergency samples being taken?
Ensure State Water Resources Control, Division of Drinking Water notified, if necessary
❑

Coordinate public notification needs with Public Information Function Leader
•
•
•

Boil water orders
Controlled releases
Water use cutbacks/restrictions

Document emergency response activities
•
•
•
•
•
•
•

Photographs
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

4.1 Operations / Perdue WTP and Reynolds Groundwater Desalination Facility
Maintain adequate disinfection
Is boil water order necessary?
Call chlorine and other chemical suppliers to order chlorine in both one ton and 150 lb. Cylinders
Call local pool supply outlets for additional calcium hypochlorite
Coordinate emergency sampling measures
Determine availability of off-duty personnel
What and where do emergency samples need to be taken?
Coordinate Perdue Plant operations
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Determine supply of other water treatment chemicals, especially alum
Monitor effluent turbidity and particle counts leaving the plant
Utility water system integrity
Coordinate surface storage & watershed damage assessment
Has Otay’s reclamation plant or effluent line suffered damage?
Any spills from Sweetwater River bridge crossings?
Determine need for spill containment (sandbags) within watershed
Coordinate Perdue & Reynolds Plants integrity
•
•
•
•

What is the condition of various plant structures?
Can problem be isolated without shutdown?
Coordinate water treatment methods
Coagulation, flocculation, disinfection, filtration unit processes okay?

Keep Field Operations Section Leaders (SEMS) informed
Document emergency response activities
•
•
•
•
•
•
•

Photographs
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

4.2 Operations / Communications
Update Distribution Systems Function Leader about status of:
•

Authority radio systems, including:
o
o
o
o
o
o
o
o

Between SWA facilities
CWA
Chula Vista and National City
County OES
Mobile radios
Walkie-talkies
Base stations
SCADA

Cellular phones
Keep communications systems operational
Coordinate with Logistics Section if additional personnel are needed
Document emergency response activities
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened

Page 20 | Emergency Response & Recovery Plan

80

•
•
•

Purchase orders initiated
Purchases made – receipts
OT worked

4.3 Operations / Distribution
Update Field Operations Section Leaders (SEMS) about operational status of:
•
•
•
•
•
•
•
•
•
•

Pump stations
Tanks
Main transmission lines
Aqueduct connections
Overall fire protection
Emergency power needs
Domestic water outage areas
Extent of damage assessment effort
Inundation areas
Communications systems operational status

Document emergency response activities as follows:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

4.4 Operations / Distribution - System Operations
Coordinate with Damage Assessment Function Leader to identify and prioritize water loss sources:
•
•
•

Pipeline breaks
Water tanks
Pump stations and other appurtenances

Plan, coordinate and prioritize operational changes using assessment and other information
Recommend actions and obtain direction from Distribution Systems Function Leader
Keep Operations Section Leaders (SEMS) informed and updated on work status and time schedules
Coordinate with Logistics Section for resource availability
•
•
•
•
•

Meals
Restrooms
Personnel
Petty cash
Equipment and materials

Coordinate with Distribution for electrical power needs
Coordinate with Interagency Liaison for assistance needed from other agencies
Coordinate assistance needed from Safety/Risk Control Section
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•
•
•
•

Injuries reported and documented
Hazard controls
Confined space entry
Hazardous chemicals

Coordinate controlled releases
Document emergency response activities
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made
OT worked

4.5 Operations / Distribution – Maintenance
Dispatch isolation teams as needed to isolate water loss sources
•
•
•

Pipeline breaks
Water tanks
Pump stations and other appurtenances

Obtain information from Damage Assessment Function Leader
Plan, coordinate and prioritize field repairs using assessment and other information
Obtain directives from Distribution Systems Function Leader
Keep Distribution Systems Function Leaders informed and updated on work and time schedules
Coordinate with Logistics Section for resource availability
•
•
•
•
•

Meals
Restrooms
Personnel
Petty cash
Equipment and materials

Coordinate with Distribution Operations for electrical power needs
Coordinate with Interagency Liaison for assistance needed from other agencies
Coordinate assistance needed from Safety/Risk Control Section
•
•
•
•

Injuries reported and documented
Hazard controls
Confined space entry
Hazardous chemicals

Coordinate controlled releases
Document emergency response activities
•
•

Photographs & videos
Journal/log entries

Page 22 | Emergency Response & Recovery Plan

82

•
•
•
•
•

Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

5. Planning / Intelligence
Keep EOC Manager informed
Confirm Damage Assessment Function Leader is communicating
Verify that damage assessment areas are being checked
Determine extent of damage to:
•
•
•
•
•
•

Loveland and Sweetwater dams/reservoirs
Three administrative operational locations
Sweetwater watershed
Filtered water clearwell and transmission mains
Distribution system
Power systems

Report status from initial damage assessment for facilities listed above to EOC Manager and Operations Section
Leader (SEMS)
Report initial damage assessment to:
•
•
•
•
•

State Division of Dam Safety
San Diego County Water Authority
County Department of Health Services
State Department of Health Services
Cities within Authority service area

Identify any inundation areas
Report status of fire suppression potential/damage to fire agencies within Authority service area
Check damage assessment every thirty minutes
Work with EOC Manage to prioritize and establish list of critical repairs
Document emergency response activities:
• Photographs & videos
• Journal/log entries
• Copies of reports forms
• Work orders opened
• Purchase orders initiated
• Purchases made – receipts
• OT worked
5.1 Damage Assessment, checklist at bottom of this section
Keep Planning/Assessment Section Leader (SEMS) informed
Verify damage assessment teams are in place and operational, and reports received from each team
Verify visual inspection of Authority’s critical facilities
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•
•
•
•
•
•
•
•

Loveland Reservoir and dam
Sweetwater Reservoir and dam
Operational storage
Hydro pneumatic systems
Pump stations
National City Wells
Power systems
Reynolds Desalination Facility

Verify need for comprehensive structural survey of dams
Verify that damage assessment is progressing in a timely manner
Communicate progress of damage assessment teams to Planning/Assessment Section Leader (SEMS) at EOC
Document emergency response activities:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

Preliminary Damage Inspection checklist
Determine need to repair, replace, or abandon facility.
Include estimate of cost to restore facility.
Consider possible effects of aftershocks (if event is recent earthquake).
Evacuate buildings in danger of collapse.
Confirm that field crews perform the following inspections and close/tag
Damaged equipment:
Reservoirs
Check for seepage, leaks, cracks, landslides, embankment slump, broken
inlet-outlet pipes, piezometers, and underdrains.
Notify Department of Water Resources, Division of Safety of Dams (through Sweetwater Authority EOC) if
problems are found.
Lower water levels to reduce possibility of structural failure.
Wells
Check for power disconnect.
Test for contamination.
Check for failure of pump or motor.
Check for physical damage.
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Treatment Plant
Check for available power and condition of mechanical and electrical equipment.
Check quality of outflow
Check for chemical releases.
Check for the need for emergency purification
Check for structural damage
Tanks
Check for evidence of failure of subbase.
Check for leaks, cracks, broken intlet-outlet pipes, and underdrains.
Check for buckling.
Pumping Stations
Check for power disconnect.
Check for structural damage.
Pipes
Check air and vacuum valves.
Check for leaks, breaks, pressure loss in lines, cross-connections
between Sweetwater Authority and adjacent water utilities, and overflow
into streets and watercourses.
Check mechanical couplings

5.2 EOC Operations
Keep Planning/Assessment Section Leader (SEMS) informed
Set up EOC as required
Inventory and coordinate communication systems
•
•
•
•
•

SWA radio
CWA/MWD radio
County OES radio
Telephone system
Cell phones/pagers

Assess need to request portable radio(s) from neighboring agencies
Assess need for volunteer (RACES) ham radio operator
Coordinate staffing needed to cover EOC communications needs, including:
•
•
•
•

Radios
Telephones
Status boards
Message runner(s)
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•

Supplies and staff support

Document emergency response activities
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

5.3 Interagency
Keep Planning/Assessment Section Leader (SEMS) informed
Establish contacts with the following agencies:
•

CWA

•

Fire agencies within Authority sphere:
o City of Chula Vista
o City of National City
o County of San Diego
o Rural Fire Protection District
o Bonita/Sunnyside Fire
o San Miguel Fire

•

Municipalities/County EOCs:
o City of Chula Vista EOC
o City of National City EOC
o County of San Diego OES
o City of San Diego OES

•

Division of Dam Safety

•

County of San Diego Health Department

•

State of California Health Department

•

MWD Operations Center via MARS, as needed

Communicate with agency contacts as required
Share information with multi-agency liaisons and appropriate Section Leaders (SEMS)
Document emergency response activities:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked
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5.4 Engineering Support
Assess and report damage to:
•
•
•
•

Administrative Office Building
Operations Center Structures
Reynolds Facility Structure
Perdue Plant Structures

Verify operations of telephones at Administrative Office
Verify operation of radio(s) at Administrative Office
Establish communication with EOC
Report to EOC to provide support (see staff assignments)
Relay necessary information to Planning/Assessment Section Leader (SEMS)
Document emergency response activities:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

6. Logistics
Keep EOC Manager informed
Personnel:
•
•
•
•
•

Coordinate staffing needs by contacting Section Leaders (SEMS)
about personnel levels needed
Monitor and report any changes in employee location/work status to
Employee/Family Status Function Leader (Public
Information/Communications Section)

Equipment:
•
•

Monitor and record operational status of equipment
Determine status of fuel availability

Materials:
•

Obtain inventory and availability status of repair parts and construction materials

Other supplies:
•

Determine status of food, water, office supplies and other sundry items

Document emergency response activities:
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•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

6.1 Personnel / Employee Care & Support (EC&S)
Keep Logistics Function Leader informed
Coordinate personnel needs with Section Leaders (SEMS)
Assess need for outside personnel
Report personnel available to Logistics Section Leader (SEMS)
Establish and maintain employee/family communications/message system:
Obtain roll call and family status from supervisors
Set up message system to advise employees of emergency status of family
Contact family members, as needed, regarding employee status
Notify employee’s family, in person, and as soon as possible, about the following events:
•
•

Serious injury resulting in hospitalization
Death (refer to instructions in manual for these notifications)

Document emergency response activities:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

6.2 Equipment
Maintain inventory of available Authority equipment
•
•
•

Operations Center and Main Office
Perdue Plant
Refer to equipment list, if needed, to answer questions

Report equipment availability and operational status
•

Maintain Master Equipment list and provide information to each facility as requested

Coordinate additional equipment needs
•
•

Refer to Vendor Contract list
Secure a purchase order for equipment

Arrange fueling and maintenance equipment
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•
•

Refer to Vendor Contract list
Contact vendor to secure fuel

Keep Logistics Section Leader (SEMS) informed
Document emergency response activities:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

6.3 Other Resources
Report equipment availability to EOC
Coordinate acquisition of additional construction materials
Establish purchase priorities
Contact outside vendors for possible purchases
Develop and maintain resource directory for materials and supplies
Keep Logistics Section Leader (SEMS) informed
Document emergency response activities:
• Photographs & videos
• Journal/log entries
• Copies of report forms
• Work orders opened
• Purchase orders initiated
• Purchases made – receipts
• OT worked
Food supplies in an emergency would be considered if Sweetwater Authority facilities were in outlying areas. The fact
that all lie within a large metropolitan area seeking food supplies for field service personnel is not considered a major
issue. Authority wide, commercial catering companies can be contacted to arrange for delivery of food and drink. The
purchase of foods, such as MREs, is not considered necessary for emergency situations.
7. Administration/ Finance
Keep EOC Manager informed
Cost Accounting/Financial Resources
Check that work order numbers are established and communicated to Section Leaders (SEMS) Documentation
Ensure that adequate FEMA information is being gathered and documented
Check that application for FEMA reimbursement is filed
Assist in completion of After-Action reports
Document emergency response activities:
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•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

7.1 Cost Accounting
Keep Administration/Finance Section Leader (SEMS) informed
Maintain cost accounting system
•
•
•

Open work order(s) using established procedures
Communicate work order numbers to Section Leaders (SEMS) and warehouse staff
Notify Section Leaders (SEMS) to follow work order procedures when documenting labor hours,
purchases made, and issuing materials

Record all costs incurred
•
•

Follow standard operating procedures using purchase orders, petty cash, and accounts payable
Follow standard operating procedures for issuing materials and time entry

Provide additional financial resources
•

Provide Section Leaders (SEMS) with Authority credit cards/P.O. #s as requested

Document emergency response activities:
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
OT worked

7.2 Response Documentation
Keep Administration/Finance Section Leaders (SEMS) informed
Determine potential for FEMA reimbursement
Select projects meeting criteria for FEMA assistance and prepare list of claims
Coordinate with Office of Emergency Services for FEMA reimbursement
•
•

Obtain FEMA claim forms and prepare application for FEMA reimbursement
Ensure all records meet current FEMA requirements

Coordinate the development of records for FEMA claim
•
•
•

Work order established
Accounting records developed
Repair records

Coordinate FEMA inspection
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Prepare progress payments
Prepare final payment request
Assemble final billing data
Ensure all documentation is collected and retained for future use:
•
•
•
•
•
•
•

Photographs & videos
Journal/log entries
Copies of report forms
Work orders opened
Purchase orders initiated
Purchases made – receipts
OT worked

Appendix B. Water Quality Laboratory ELAP Accredited Fields and Analytes for testing
The full ERRP contains a list of contract laboratories that can perform microbiology, inorganic chemistry, and semi-volatile
organic chemistry analysis for water and wastewater.

Appendix C. Employee Care and Support (EC&S)
Employee Care policies and programs
During response to and recovery from a disaster, employees may be required to work extended hours and many days in a
row; often for weeks or even months at a time. The Authority will put in place a number of policies and services that will
benefit not only the employees impacted by the disaster or by their time at work, but will provide family care and support
at home. The full ERRP contains all the Employee Care policies and programs.
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