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RIO LINDA ELVERTA RECREATION AND PARK DISTRICT 
POLICY & PROCEDURE MANUAL 

 
 
 
POLICY TITLE:  Hours of Work and Overtime 
POLICY NUMBER: 2010 
 
2010.1 This policy shall apply to all employees not exempt from Fair Labor 
Standards Act. 
 
2010.2 The regular hours of work each day shall be consecutive except for 
interruptions for meal periods. 
 
2010.3 The workweek shall consist of seven (7) consecutive days from 12:01 
o’clock A.M. Sunday, through midnight Saturday. 
 
2010.4 The overtime rate which applies to eligible employees is one and one-half 
(1-1/2) times the employee’s normal hourly rate. 
 
2010.5 The Overtime rate applies when an employee works: 
 

2010.5.1  In excess of forty (40) hours in a work week: 
 

2010.5.2  In excess of ten (10) hours on a scheduled workday if a four (4) day, 
ten (10) hour per day workweek is in effect: or, 
 
2010.5.3         On a designated holiday 
 
2010.5.5 Other than regular hours of work, anytime worked by an employee in 
emergency repair or emergency maintenance of facilities of the District shall be 
compensated at the overtime rate of pay. 
 

2010.6 Other than regular hours of work, anytime work is done by an employee in 
emergency repair or emergency maintenance of facilities of the District said employee 
shall be compensated at the overtime rate of pay. 
 

 2010.7 A schedule shall be maintained by Park Supervisor whereby maintenance 
employees shall be assigned, on a rotational basis, to be “on-call” on weekends, holidays 
and other times not considered regular hours of work for District employees. 
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2010.8 When an employee is on-call, he/she shall be provided a device, which will 
be used to notify an employee in the event of an emergency repair/maintenance work 
need.  Said device {cell phone, radio, pager, etc.} shall be kept in the on-call employee’s 
possession during the entire on-call period of time. Notification of 
Emergency repair/maintenance work need may also be given verbally, in person or 
telephonically, by the Administrator or Park Supervisor. 

 
2010.8.1 When on call he/she shall utilize his/her time as desired. The on-
call employee will be available by phone and if called in afterhours on a 
weeknight will be compensated at one and one half (1.5) their regular pay.  

 
2010.8.2 Non-exempt employees shall be compensated at $2.00 per hour for 
weeknight and weekend stand-by time while on call. Said employee may utilize 
his/her time as desired but must remain within the general Rio Linda Elverta 
Recreation and Park District Boundaries and going no further than 30 minutes 
travel time away from any District facility. If said employee is called in to work, 
he/she will be compensated at one and one half (1.5) their normal rate of pay.  

 
2010.9 The following exempt positions will receive additional administrative leave 
in acknowledgment of the additional weekend and evening hours required to perform the 
job: General Manager, which is negotiated as part of the employee contract, 
Administrative Services Supervisor, Park Supervisor, Recreation Supervisor, and others 
that may be included later. The above listed employees receive eighty (80) hours of Admin 
leave per calendar year.  
 

2010.9.1 New exempt employees receive Administration time in their first year 
of hire based on the following hire date: 
 Hire date between January 1 – March 31 80 hours received 
 Hire date between April 1 – June 30  60 hours received 
 Hire date between July 1 – September 30 40 hours received 
 Hire date between October 1 – December 31 20 hours received 
 
2010.9.2 Admin leave cannot be carried over to another calendar year. 

 
           2010.9.3  Admin leave will not be paid out upon separation or retirement. 
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RIO LINDA ELVERTA RECREATION AND PARK DISTRICT 
POLICY & PROCEDURE MANUAL 
 
 
 
 
POLICY TITLE:  Uniforms/Protective Clothing 
POLICY NUMBER: 2090 
 
2090.1 The cost of uniforms and /or protective clothing, safety footwear, etc., 
(hereinafter equipment) that employees are required to wear, shall be bought by the 
District as specified in the annual budget. The District will reimburse up to $200.00 on 
district approved maintenance boots. 
 
2090.2 The District has the option of authorizing reimbursements to qualifying 
employees upon proof of purchase; or, of arranging with local retailers to supply all 
qualifying employees with a specific product that meets the needs and /or safety 
requirements, and bill the District for the total cost of the equipment purchased. If the 
purchase exceeds that allowable costs set forth by the district, the employee must 
reimburse the district for the difference between the purchase price and the allowable 
cost.  
 
2090.3 New employees will be required to purchase their own equipment and will 
be reimbursed the allowable cost as determined by the regulation pertaining to the 
specific division or program. The employee must provide the original purchase receipt 
for the equipment for which reimbursement is being requested. 
   

•  2090.3.1 Employees while on probation shall be allowed to purchase 
needed safety equipment, such as safety footwear and be reimbursed up to 
$100.00 immediately, with the remainder of the safety equipment allowance 
being reimbursed upon the successful conclusion of their probation period. 
Receipts for all equipment must be submitted to the District upon original 
purchase. 

  
 
2090.4 For details regarding specific uniform requirements and current 
reimbursement allowance for any of the districts programs or divisions, please refer to 
the appropriate regulations pertaining to said division or program.  
 
2090.5 District provided uniforms shall only be worn during working hours. 
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RIO LINDA ELVERTA RECREATION AND PARK DISTRICT 
POLICY & PROCEDURE MANUAL 
 
 
 
POLICY TITLE:  Independent Contractors for Specialized Classes and Programs 
POLICY NUMBER: 2415 
 
2415.1 The District may see fit to partner with outside independent contractors who are 
better positioned to run classes and programs for District residents. Such Contractors will 
produce a full program/class description and will be paid on a 70/30 (70% to the Contractor) 
split. The split percentage is negotiable depending on materials and classrooms being used 
and whether the class/program is being conducted in a District Facility.  
 
2415.2 The District may also partner with sales vendors for programs and special events to 
sell. Agreements with vendors will carry a monetary split of 70/30 (70% to the vendor). 
  
 
2415.3 All Independent Contractors will be required to provide the following to the 
District: 

• Copy of any Business or Professional License(s) 
• Certificates showing insurance and general liability coverage naming the District as 

additionally insured for no less than $2,000,000 per incident and $4,000,000 
aggregate and SAM liability at $1,000,000 per occurrence 

• If the Independent Contractor is operating under a fictitious or assumed business 
name – a copy of the fictitious or assumed business name statement or application 

• If the Independent Contractor has employees, a copy of Workers’ Compensation 
insurance, a copy of the Independent Contractors unemployment insurance certificate, 
and Employer Identification number. 

• Completed W-9 form 
• Place the full item; “All Independent Contractors providing services to the District will be 

required to be fingerprinted”. 
 
2415.4   Vendors added to the introductory sentence, along with Contractors. 
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POLICY TITLE:  Hours of Work and Overtime 
POLICY NUMBER: 2010 
 
2010.1 This policy shall apply to all employees not exempt from Fair Labor 
Standards Act. 
 
2010.2 The regular hours of work each day shall be consecutive except for 
interruptions for meal periods. 
 
2010.3 The workweek shall consist of seven (7) consecutive days from 12:01 
o’clock A.M. Sunday, through midnight Saturday. 
 
2010.4 The overtime rate which applies to eligible employees is one and one-half 
(1-1/2) times the employee’s normal hourly rate. 
 
2010.5 The Overtime rate applies when an employee works: 
 

2010.5.1  In excess of forty (40) hours in a work week: 
 

2010.5.2  In excess of ten (10) hours on a scheduled workday if a four (4) day, 
ten (10) hour per day workweek is in effect: or, 
 
2010.5.3         On a designated holiday 
 
2010.5.5 Other than regular hours of work, anytime worked by an employee in 
emergency repair or emergency maintenance of facilities of the District shall be 
compensated at the overtime rate of pay. 
 

2010.6 Other than regular hours of work, anytime work is done by an employee in 
emergency repair or emergency maintenance of facilities of the District said employee 
shall be compensated at the overtime rate of pay. 
 

 2010.7 A schedule shall be maintained by Park Supervisor whereby maintenance 
employees shall be assigned, on a rotational basis, to be “on-call” on weekends, holidays 
and other times not considered regular hours of work for District employees. 
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2010.8 When an employee is on-call, he/she shall be provided a device, which will 
be used to notify an employee in the event of an emergency repair/maintenance work 
need.  Said device {cell phone, radio, pager, etc.} shall be kept in the on-call employee’s 
possession during the entire on-call period of time. Notification of 
Emergency repair/maintenance work need may also be given verbally, in person or 
telephonically, by the Administrator or Park Supervisor. 

 
2010.8.1 When on call he/she shall utilize his/her time as desired. The on-
call employee will be available by phone and if called in afterhours on a 
weeknight will be compensated at one and one half (1.5) their regular pay.  

 
2010.8.2 Non-exempt employees shall be compensated at $2.00 per hour for 
weeknight and weekend stand-by time while on call. Said employee may utilize 
his/her time as desired but must remain within the general Rio Linda Elverta 
Recreation and Park District Boundaries and going no further than 30 minutes 
travel time away from any District facility. If said employee is called in to work, 
he/she will be compensated at one and one half (1.5) their normal rate of pay.  

 
2010.9 The following exempt positions will receive additional administrative leave 
in acknowledgment of the additional weekend and evening hours required to perform the 
job: General Manager, which is negotiated as part of the employee contract, 
Administrative Services Supervisor, Park Supervisor, Recreation Supervisor, and others 
that may be included later. The above listed employees receive eighty (80) hours of Admin 
leave per calendar year.  
 

2010.9.1 New exempt employees receive Administration time in their first year 
of hire based on the following hire date: 
 Hire date between January 1 – March 31 80 hours received 
 Hire date between April 1 – June 30  60 hours received 
 Hire date between July 1 – September 30 40 hours received 
 Hire date between October 1 – December 31 20 hours received 
 
2010.9.2 Admin leave cannot be carried over to another calendar year. 

 
           2010.9.3  Admin leave will not be paid out upon separation or retirement. 
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