District Manager

I. DISTRICT MANAGER – 
(NOT A MEMBER OF THE BOARD.)
FUNCTION – to manage the affairs of the District and to implement Board Policy
a. To write the minutes of all Board meetings and handle Board correspondence.

b. To prepare all financial records and transactions of the District
c. Must be bondable

II. DISTRICT MANAGER’S RESPONSIBILITIES

1. To represent the District at meetings and functions and to keep the Board informed  

2. To stay will informed on all District matters and concerns, and pass this information on to the District members
3. To express his/her opinion at Board meetings on all matters impacting the District
4. To assist the president in agenda and protocol issues
5. To present the Board with sufficient information for its use in making policy decisions 

a. If at all possible the information should be in advance of the meeting if an agenda item is to be voted on.

6. To act in accordance with the by-laws
7. To abide by the majority decision of the Board
8. To work within the framework of the budget approved by the Directors, being mindful at all times of approved levels of expenditure and diligent in reminding the Directors of the impact their decisions may have on the financial soundness of the District
9. To observe the grounds and buildings and report to Directors any problems.  Addressing problems with residing president when necessary. 
10. To file a Statement of Economic interest (form 700) in a timely manner as required by law
11. To collect and file Statements of Economic interest from Directors as required by law
12. Reimbursement for any and all expenses shall only be granted, by approval of the President before the expenses occur, except for ordinary office supplies.

13. The Manager is hired by a majority vote of the full board of Directors.
a. The Manager serves at the pleasure of the Board and is under contract with the Board
b. The Manager reports directly to the president.  If not available then the Manager reports to the Vice president.  In emergency, when, neither the president nor vice president is available, subsequent directors may be consulted.
14. To hire and fire necessary employees for the function of the district when such position has been budget approved by the Board

15. To have knowledge of the Brown Act.

16. To have knowledge of the By-Laws of the District

17. To have knowledge of the policy manual

18. Submit to an annual personnel review near budget review 

19. To advise the Board sixty (60) days in advance of the upcoming personnel review
20. When a new Director is appointed or Elected to the Board, on his/her first meeting the manager will present them with a binder containing copies of the Brown act, Policy Manual, Conflict of Interest code and the By-laws.

21.  The District Manager will take Special District Training Classes needed for certification.  In the first year of holding office, all three classes, Governance, Administration, and Financial shall be taken unless the employee currently has an up to date certification.

22. The District Manager shall maintain certification by attending one Special District Training class (or equivalent) a year.  The training schedule must include AB1234 and AB1825 training once every two years.
23. The Manager may not sign contracts or incur any debt without Board or President’s approval.  

24. Neither the President nor Manager may spend or contract to spend or encumber in any manner the Healthcare District over $3,000 prior to Board approval -

a. Except for Emergency defined as an event that severely impairs the public health and safety.
25. District Manager is the media spokesperson for the Corning Healthcare District.

26. Notification of breach in records

Assembly Bill No. 1149

CHAPTER 395

The district will follow the instructions of assembly Bill 1149 Chapter 395, and notifying any and all employees. If there is found identity theft breach of information, the law requires immediate notification to victims.

A. Rentals

1. Maintain a file of all rental agreements.

2. Manager may not rent or cause to be rented any space without Board approval.
3. Manager may only quote standard price.  It is up to the prospective client to present request for exception.
4. Manager shall provide prior notice to the renters of pending access to their offices.  Access to be limited to repairs and or emergencies.  A repair or emergency person may not be left alone in renters’ offices without renter’s permission.

B. Hospital Records
1. The Manager is the guardian of the old Hospital Records of birth certificates.
2. Not available to the public.  Anyone wishing to see these records must show cause and clear it with the Board.

3. Manager will supply information as requested by Social Services.

4. Financial record may be destroyed after 7 years depending on retention schedule.
Public Record’s Policy

1.1-1 Policy

Public records of the Corning Healthcare District shall be open to inspection during regular office hours of the District.  “Public records” are all records of the District except those which are exempted from disclosure by the California public Records Act (Government Code Sections 6250 et. Seq.).  This public records policy of the District shall at all times be subject to the California Public Records Act as it may be amended from time to time, and if there is any conflict between that act and this policy, the act shall prevail.

1.1-2 Definitions

1.1-2(A) “Public records”  

Includes any writing containing information relating to the conduct of the public’s business prepared, owned, used, or retained by the District regardless of physical form or characteristics.

1.1-2(B) “Writing”

Means any handwriting, typewriting, printing, Photostatting, photographing, photocopying, transmitting by electronic mail or facsimile, and every other means of recording upon any tangible thing any form of communication or representation, including letters, words, pictures, sounds, or symbols, or combinations thereof, and any record thereby created, regardless of the manner in which the record has been stored.

1.1-3 Records exempt from disclosure

1.1-3(1) In accordance with the California Public Records Act, records that are exempt from and not subject to disclosure include but are not limited to the following:

(1) Preliminary drafts, notes, or interagency or inter-district memoranda which are not retained by the District in the ordinary course of business, provided that the public interest in withholding such records clearly outweighs the public interest in disclosure;

(2) Records pertaining to pending litigation to which the District is a party, or to claims made pursuant to Division 3.6 (commencing with Section 810) of Title 1 of the Government Code, until such litigation or claim has been finally adjudicated or otherwise settled; 

(3) Personnel, medical or similar files, the disclosure of which would constitute an unwarranted invasion of personal privacy;

(4) Test questions, scoring keys, and other examination data used to administer a licensing examination, examination for employment or academic examination;

(5) The contents of real estate appraisals, engineering or feasibility estimates and evaluations made for or by the District relative to the acquisition of property, or to prospective public supply and construction contracts, until such time as all of the property has been acquired or all of the contract agreement obtained, provided, however, the law of eminent domain shall not be affected by this provision;

(6) Information required from any taxpayer in connection with the collection of taxes which is received in confidence and the disclosure of the information to other persons would result in unfair competitive disadvantage to the person supplying such information;
(7) Library and museum materials made or acquired and presented solely for reference or exhibition purposes; and

(8) Records the disclosure of which is exempted or prohibited pursuant to provisions of federal or state law, including but not limited to, provisions of the Evidence Code relating to privilege;
(9) Computer software developed by the District, but the District may sell, lease, or license the software for commercial or noncommercial use as provided in Government Code Section 6254.9;
(10) Memoranda of legal counsel prepared pursuant to Government Code Section 54956.9 until the pending litigation has been finally adjudicated or otherwise settled;
(11) A document prepared by a local agency that assesses its vulnerability to terrorist attack or other criminal acts intended to disrupt the public agency’s operations and that is for distribution or consideration in a closed session;

1.1-3(B) The District shall withhold from inspection any record that is exempt under the express provisions of the California Public Records Act, including those items set forth above, and may withhold any other record if on the facts of the particular case the public interest served by not making a record public clearly outweighs the public interest served by disclosure of the record. (Govt. Code Section 6255.)

1.1-3(C) The Board of Directors has determined that the public interest is served by not making public the names, addresses, and billing information regarding its customers since, except as authorized pursuant to Government Code section 6254.16, the indiscriminate disclosure of such information could constitute an undue invasion of the right of privacy of its customers.  Any person seeking such information may file a written appeal with the Secretary of the District in the manner provide in these rules.  Thereafter, the Board of Directors shall on the facts of the particular case determine whether the public interest served by not make the record public clearly outweighs the public interest served by disclosure of such record.

1.1-4 Procedure

1.1-4(A) Any person desiring to inspect any public record shall identify himself/herself and shall identify the records desired to be inspected.  

1.1-4(B) The secretary of the District shall determine within 10 days after the receipt of the request whether the requested record is subject to inspection.  If the secretary is uncertain whether the record is exempt from disclosure under the California Public Records Act, or whether that on the facts of the particular case the public interest served by not making the record public clearly outweighs the public interest served by disclosure of the record, the Secretary shall consult with counsel for the District.  If the secretary refuses to permit inspection of any record, the secretary shall notify the person making the request of such determination and the reasons therefore.  In unusual circumstances, such as the need to search for, collect, and examine a voluminous amount of separate and distinct documents, the general manager may extend the time for the Secretary to make a determination, and he shall notify the person making the request of the reasons therefore, provided that the extension is not for more than 14 calendar days.  The person seeking such inspection may appeal the decision of the Secretary not to permit inspection to the Board of Directors.  Such appeal shall be made in writing and shall be filed with the secretary not later than 10 working days after the refusal of the Secretary to permit inspection.

1.1-4(C)   The Board of Directors shall consider and rule upon the appeal within 30 days after the filing thereof and shall thereupon notify the applicant in writing of its decision.  If the applicant has filed a written appeal with the Board, the applicant shall be notified of the time and place of the meeting of the Board to consider the matter, and the applicant may appear in person before the Board when the matter is heard.  If the Board fails to give written notice of its decision within 35 days of the filing of the appeal, the appeal shall be deemed denied.

1.1-4(D) Inspection of public records shall be made only in the District Office, and no document shall be removed there from.  A representative of the District may be present during the inspection of any records.
1.1-4(E). The District will make every effort to cooperate with the persons seeking to inspect documents, however, if the request is to inspect a substantial quantity of documents or documents not readily available, the District shall have a reasonable period of time to collect such records and may require the inspection of such records to take place at a future date.

1.1-4(F) Any person may obtain a copy of any identifiable public record.  Upon request, an exact copy shall be provided unless impracticable to do so.  Computer data shall be provided in a form determined by the District.  Any reasonably segmental portion of a record shall be provided to any person requesting such record after deletion of the portions which are exempt by law.

1.1-4(G) A request for a copy of an identifiable public record or information produced there from, or a certified copy of such record shall be accompanied by payment of a reasonable fee covering the direct costs of duplication.  The current schedule of reproduction costs shall be maintained by the District.

C. The Press
11-20-12 Spokesperson

1. District Manager is the press spokesperson for the Corning Healthcare District.

(9-18-06)
Protocols for dealing with the press (Sept 2006)

2. The District Manager is the spokes person for dealing with the press.

a. All communications are stated in as positive a manner as possible.

b. All information requested by the press is provided within as quick a time as can be reasonably expected, except those cases that are covered under the privacy act.

c. The media is kept informed as situations develop and remedies have been set in motion.

3. The District offices may be used during emergency by city and state emergency personnel.

D. Emergency drills Sept 2006

1. The District Manager calls emergency services as needed.

2. At such time that more than one employee is working for the District, the District Manager invokes or has supervisor invoke earthquake and fire drills every three months.

a. The drill consists of leaving the building as quickly as possible in case of fire.

b. The drill for earth quakes consists of gathering in a small closet or bathroom, or getting under desks and covering head and/or leaving the building. 

c. All personnel evacuate the building immediately when alert given as to bomb threat

d. All drills are documented.

3. Responsible for Health related newspaper articles 10-27-2008

4. Move finances from CDs as needed 1-25-10 minutes
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