Sacramento Metropolitan Fire District

10545 Armstrong Ave., Suite 200 « Mather, California 95655 « Phone (916) 859-4305e Fax (916) 859-3715

A echer " POLICY COMMITTEE — REGULAR MEETING AGENDA
Thursday, May 8, 2025 — 5:30 PM

Sacramento Metropolitan Fire District
10545 Armstrong Avenue, Boardroom, 2nd Floor
Mather, California
&

Remotely Via Zoom

Webinar ID: 827 3461 0232 #
Passcode: metro2101

Phone: 1 (669) 444-9171 or 1 (669) 900 6833
& Passcode: 838771796 #
https://us06web.zoom.us/j/827346102327pwd= SF[LQ1an25RSthdXZVQVh4d1VWZzOQ

COMMITTEE MEMBERS
Director John Costa
Director Cinthia Saylors
Director D’Elman Clark
Director Grant Goold - Alternate

CALL TO ORDER

PUBLIC OPPORTUNITY TO DISCUSS MATTERS OF PUBLIC INTEREST WITHIN
COMMITTEE'S SCOPE INCLUDING ITEMS ON OR NOT ON AGENDA

CONSENT AGENDA
The Consent Agenda is acted upon with one motion unless a committee member requests separate
discussion and/or action.

Page No.
s Action Summary Minutes 2

Recommendation: Approve the Action Summary Minutes for the meeting of
March 13, 2025.

PRESENTATION ITEMS

1. Administrative Policy 02.020.05 — Reinstatement Rehire Policy 3
(Chief Human Resources Officer Melisa Maddux)
Recommendation: Review the edited Reinstatement Rehire Policy for notification
purposes only.

2. Administrative Policy 02.024.01 — Public Records Act Policy 10
(Chief Human Resources Officer Melisa Maddux)
Recommendation: Review the edited Public Records Act Policy for notification purposes
only.

NEXT MEETING DATE: June 12, 2025

ADJOURNMENT
Posted on May 5, 2025

Marni Rittburg, CM(f' CPMC
Clerk of the Board P1




Sacramento Metropolitan Fire District

10545 Armstrong Ave., Suite 200 « Mather, California 95655 « Phone (916) 859-4305e Fax (916) 859-3715

ADAM A. HOUSE ACTION SUMMARY MINUTES — REGULAR MEETING

Fire Chief

POLICY COMMITTEE
THURSDAY, MARCH 13, 2025
SACRAMENTO METROPOLITAN FIRE DISTRICT
&

Remotely Via Zoom

CALL TO ORDER

The meeting was called to order at 5:30 pm by Director Costa. Committee members
present: Clark, Costa and Saylors. Committee members absent. None. Staff present:
Chief House and Board Clerk Rittburg.

PUBLIC COMMENTS: None
CONSENT AGENDA

Action: Moved by Clark seconded by Saylors, and carried unanimously by members
present to adopt the Consent Calendar as follows:

1. Action Summary Minutes
Recommendation: Approve the Action Summary Minutes for meeting of
February 13, 2025.
Action: Approved the Action Summary Minutes.

PRESENTATION ITEMS

1. Administration Policy 02.017.03 — Policy Development and Implementation
(Chief Human Resources Officer Melisa Maddux)
Recommendation: Review the edited Policy Development and Implementation

Policy for notification purposes only.
Action: Reviewed the Policy.

ADJOURNMENT

The meeting adjourned at 5:45 pm.

Director Costa, Chair

Marni Rittburg, CMC, CPMC
Clerk of the Board

o



Sacramento Metropolitan Fife District

10545 Armstrong Ave., Suile 200 + Malher, CA 95655 + Phone (916) 859-4300 » Fax (916) 859-3702

ADAM A. HOUSE

Fire Chief
DATE: Mary 8, 2025
TO: Policy Committee Members

SUBJECT: Administrative Palicy
Policy 02.020.05 — Reinstatement Rehire Policy

TOPIC

Review updated Administrative Policy 02.020.05 Reinstatement Rehire Policy.
DISCUSSION

Attached is the updated Reinstatement Rehire Policy 02.020.05. The Reinstatement
Rehire Policy provides employment reinstatement guidelines to employees who
voluntarily terminate employment in good standing and wish to return to their previous
position held, and rehire guidelines to employees who have been released from
employment however have been recommended for a lower ranking position previously
held. The EMS Division requested edits to align the policy with the Operations Policy,
Paramedic Upgrade and Reinstatement Guidelines Policy. The updated Reinstatement
Rehire Policy is attached for your review,

RECOMMENDATION

Administrative Policy review is for informational purposes only as previously directed
by the Policy Commiittee.

Submitted By: Approved By:
il o O -
isa Maddux Jéseph Fiorica
Chief Human Resources Officer Interim Deputy Chief of Administration

Serving Sacramento and Placer Counties
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Sacramento Metropolitan Fire District
ADMINISTRATION POLICY

POLICY  Reinstatement Rehire Policy OVERSIGHT: Administration

TITLE:

POLICY 02.020.05 EFFECTIVE 03/22/2000 REVIEW 05/08/2025 _1:_,.-~{Deleted= 02.020.04

NUMBER: DATE: DATE: " Deleted: 51912024
Background

The Sacramento Metropolitan Fire District (District) provides reinstatement and rehire
opportunities to previous employees who voluntarily terminate employment in good
standing with the District or who have been released from employment but have been
recommended for a lower-ranking position previously held. Qualifying previous
employees who meet the eligibility requirements can request employment reinstatement
or rehire to a position that they previously held. Reinstatement or rehire eligibility does not
guarantee re-employment with the District and is at the sole discretion of the Fire Chief.

Purpose

To provide employment reinstatement and rehire guidelines to qualifying employees who
voluntarily terminate employment or who have been released from employment and wish
to return to their previously held position.

Scope

This policy is applicable to qualifying previous employees of the District who voluntarily
separated employment in good standing or have been released from employment but
have been recommended for a lower-ranking position previously held.

Definitions

1. Eligibility Requirements: the requirements that must be met to be eligible to
request employment reinstatement.

2, Qualifying Previous Employee: full time non probationary employee who
voluntarily terminated employment in good standing that may apply for
employment reinstatement with the District within 0-60 months from separation.

3. Reinstatement: a qualifying previous employee who has met the eligibility
requirements, and is approved to return to re-employment with the District.

4. Reinstatement Probationary Period: all reinstated employees must serve a
probationary period depending on the period of separation.

5. Released Previous Employee: a qualifying previous employee who has been
released from employment for an identified reason that does not allow for
reinstatement, although does allow for a return to a previous held position, and is
approved to return to re-employment with the District as a re-hire. (e.g.

P4



Reinstatement Rehire Policy

02.020.05 . (Deleted: 02.020.04
[08/2025  _ _ —{Deleted: 5/9/2024

A

Probationary Firefighter Paramedic who has been released from probation for
suppression skills and can be rehired into a pasition the employee previously
held, i.e. a Paramedic)

6. Reieased Previous Employee Probationary Period: a released previous
employee will serve a one (1) year probationary period. For District purposes,
there must be at least a one (1) day period of separation.

Policy

Employment Reinstatement

1. Employment reinstatement is at the sole discretion of the Fire Chief and is
conditional upon the following:

a. Existence of a vacancy that has been authorized, funded, and formerly held by
the employee,

b. No eligibility lists are established,

c. Licenses and certifications applicable to conditions of employment are met
prior to request for reinstatement, unless otherwise agreed to by the Fire Chief.

i,  For Paramedics: Must possess an active California State Paramedic
license in good standing and be accredited by Sacramento County.

A._Sacramento County will administer the accreditation when an affiliation=-. . ( Deleted: A.
exists between the qualifying previous employee and the District. The ™~ [ Formatted: Indent: Left: 17, Hanging: 0.25", Numbered +
affiliation exists when a conditional offer of employment is provided to Level: 5 + Numbering Style: A, B, C, ... + Start at: 1 +
the qualifying previous employee. The qualifying previous employee Alignment: Left + Allgned at: 2.25" + Indent al: 2.51"
will need to receive the Sacramento County accreditation in the
timeframe between a conditional offer of employment and a formal offer
of employment.

B. lonce Sacramento County agcreditation and employment reinstatement .-

—

[ Deleted: A

[ Deleted: Policy 04.024.01
r Deleted: (

[ Deleted: )

h Deleted: shall
[_

H agr \
employee is qualified, \ Deleted: followed before

are complete, the, Paramedic Upgrade and Reinstatement Guidelines . -

Deleted: can operate
Deleted: d

Commented [EIP1]: Added languege, tying this policy to
04,024.01 for consistency.

i.  If the qualifying previous employee accepts a position in the lower rank \
previously held, the employee will be eligible for the next promotional test
in the higher rank previously held.

2. If no such vacancy exists, the employee's name will be placed on an employment
reinstatement list.

3. As a condition of employment reinstatement, full time employees who have been
absent after a voluntary termination, for a period of thirty (30) days or more must
receive a pre-employment medical and drug exam. Based on the peried of
separation a pre-employment background investigation to include: polygraph

2|Page
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Reinstatement Rehire Policy

02.020.05 __ ~{Deleted: 02.020.04

05/08/2025  _ ~(Deleted: 51912024

exam, psych exam, background investigation, medical and drug exam, as
determined by Human Resources, may be required.

)

4. |Based upon the period of separation| the employee is required to participate in a Commented [EIP2]): Ques 2ewha
Return to Work Program as identified in the Return to Work Following an Extended b g A
Absence Policy. The employee must successfully complete all identified training The EMS part is cutlined
reqturemenls. Commentad [EIP3R2]: The Procedures below

5. The Paramedid Uparade and| Reinstatement Guidelines Policy shall be used for .- [Cnmmented [EIP4]: Added language based on new policy ]
all paramedics requesting reinstatement. As part of the Continuous Quality JATE:

Improvement Program, the District reserves the right to ensure competency in
reinstated paramedics. The [Paramedid Uparade and Reinstatement Guidelines| - [Commented [EJP5]: Added language based on new policy J
Policy shall be used as that guideline. "\~ | name

! \‘ i C?mmel’ted [EJ!{G]E Poli_cynlrne :hm,ged.lbeliwelhi'swu

6. A reinstated employee must serve a new probationary period in order to aftain &ﬁgﬂ;:‘fjﬂ"ﬁmﬂxl',f;’:;m';‘;‘;;ﬁf;";“&f’

regular status according to the following schedule: 4, | “reinstatement Rehire" policy, butisin the “Paramedic Upgrade and

. e . \ | Reinstatement Guidelines” policy.

a. Day Staff, EMT, Paramedic, and Firefighter rank: [ Deleted: ReinstatementRehire
Period of Separation Probationary Period
Less than 12 months 6 months
More than 12 months 12 months

b. Any other promotional rank: Engineer, Captain, Battalion Chief:
Period of Separation Probationary Period
0-60 months 6 months

- e A — _tan . A gt [ Formatted: Font: (Default) Arial, 11 pt
. y g [ Formatted: Normal, Indent: First line: 0"

T If the employee has successfully completed probation in the previously held rank,
can produce the completed probationary taskbook for the rank, and the taskbook
is less than four (4) vears old, no new taskbook will be issued.

Fal o . . . e m”j,;_..,:r--[i’nrmatled: Font: (Default) Arial, 11 pt J

8. A reinstated employee whose period of separation is over twelve (12) months, Will ™ ' Formatted: Normal, No bullets or numbering )
have their reinstatement date used as their seniority date for the purposes of the
following, but not limited to: station bids, vacation leave bids, reduction in force.

9. A reinstated employee whose period of separation is less than twelve (12) months,
will keep their place on the seniority list for purposes of the following, but not limited
to: station bids, vacation leave bids, reduction in force.

10.  All applicable pay, including pay step and incentives as identified in the reinstated
employee's MOU and received prior to the resignation, will be verified and re-
activated.

11.  All reinstated employees will receive an adjusted service date that is used to earn

benefits, longevity pay, accruals and step progression. The adjusted service date
is calculated to include the employee's prior period of service and excludes the
period of separation.

 3|Page
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12.

Reinstatement Rehire Policy

02.020.05 ___—{Deleted: 02.020.04 )
(082025 _ {peleted: 5/9/2024 )

A previous employee who has been separated from the District for longer than
sixty (60) months/ five (5) years no longer qualifies for reinstatement. After sixty
(60) months/ five (5) years of separation, the previous employee can apply for a
position through an open recruitment with the District and go through the hiring
process as a new candidate.

Employment Rehire

1.

2.

Employment rehire is only available to a previous employee who has been
released from employment for an identified reason that does not allow for
reinstatement, although does allow for a return to a previously held position.
Eligibility for rehire must meet the qualification guidelines and is at the sole
discretion of the Fire Chief. Eligibility for rehire is contingent upon the following:

a. Existence of a vacancy that has been authorized, funded, and formerly held by
the employee,

No eligibility lists are established,

Licenses and certifications applicable to conditions of employment are met
prior to request for rehire, unless otherwise agreed to by the Fire Chief.

i. For Paramedics: Must possess an active California State Paramedic
license in good standing and be accredited by Sacramento County.

A. Sacramento County will administer the accreditation when an affiliation
exists between the released previous employee and the District. The
affiliation exists when a conditional offer of employment is provided to
released previous employee. The released previous employee will
need to receive the Sacramento County accreditation in the timeframe
between a conditional offer of employment and a formal offer of
employment. :

B. [Once Sacramento County accreditation and employment reinstatement |

d. The position must be lower in rank and previously held by the qualifying \\\\;

employee.
A released employee who Is rehired will serve a one (1) year probationary period.
a. lifthe employee has successfully completed probation in the previously held-

e [_ Deleted: A

~[ Deleted: Policy 04.024.01 (

i 1 Deleted: )
} Deleted: shall

Deleted: followed
Deleted: before

A

Deleted: can operale
Deleted: d

All applicable pay will be treated as a new hire. The rehired employee’s step pay
will start over at one (1). All rehired employees will be responsible for submitting
all applicable documentation andfor forms to start receiving any applicable
incentives per the employee’s MOU. ' '

All rehired employees will earn benefits, longevity pay, accruals, step progression
and seniority with the new date of hire.

"~ 4lpage

rank, can produce the completed probationary taskbook for the rank, and \‘\
the taskbook is less than four (4) years old. no new taskbook will be issued.l_‘

Commented [EJP7]: Added language, tying this policy to
04.024.01 for consistency.

v

( Formatted
\\ *| commented [EIP8]: Four years aligns with the length a task
" | book is active once initiated.

[_ Deleted: N
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Reinstatement Rehire Policy

02.020.05 __-{Deleted: 02.020.04 )
108/2025 __ —(peleted: 5/9/2024 )
5. A released employee who has been separated from the District must request to be

rehired within thirty (30) days of being released. If the released employee is
separated from the District for longer than thirty (30) days the released employee
is not eligible to be rehired. After thirty (30) days of separation, the previous
employee can apply for a position through an open recruitment with the District
and go through the hiring process as a new candidate.

Procedures
Employment Reinstatement

1. If a qualifying previous employee would like to request a reinstatement with the
District, they must notify the Fire Chief or the Human Resources Division in writing.

2 Human Resources will verify that the eligibility requirements are met, the
reinstatement is approved, and that the position the qualifying previous employee
held is vacant, authorized and funded.

3. Human Resources will contact the qualifying previous employee to schedule a
background orientation meeting.

a. Atthe background orientation meeting the qualifying previous employee will be
provided with a Conditional Offer of Employment contingent upon successfully
passing the background process, as identified by the period of separation.

b. Once the background process has been successfully completed, the qualifying
previous employee will be provided a Formal Offer of Reinstatement.

4. Human Resources will work with the appropriate divisions to identify start date,
shift, assignment, efc.
B, if the re-instated employee is a paramedic, the EMS Division will ensure

compliance with the Paramedic Upgrade and Reinstatement Guidelines Policy |

6. If the period of separation from the date of resignation to date of re-employment is
six (6) months or greater, the reinstated employee will need to return through the
Return to Work Following an Extended Absence program coordinated through the
Training Division.

78 Training, Human Resources, Staffing and Payroll will work together to make
proper notification of the reinstatement to the appropriate divisions.

8. The reinstated employee will need to complete a new hire orientation with Human
Resources once hired.
Employment Rehire

1. If a released employee would like to request to be rehired with the District, they
must notify the Fire Chief or the Human Resources Division in writing.

s|Page

rComrnented [EIP9]: Added language for EMS division

P8



Reinstatement Rehire Policy

02.020.05___ -{Deleted: 02.020.04 )
10812025 {(peleted: Sfar2024 )

Human Resources will verify that the eligibility requirements are met, the rehiring
is approved, and that the position the released employee held is vacant, authorized

Human Resources will contact the released employees to discuss availability,

and work with the appropriate divisions to identify start date, shift, assignment,

with the Paramedic Upgrade and Reinstatement Guidelines Policy.|

Training, Human Resources, Staffing and Payroll will work together to make
proper notification of the rehire fo the appropriate divisions.

- ) ) A = A [Fnrmatted: Font: (Default) Arial, 11 pt
ﬁf the reshired employee is a paramedic, the EMS Division will ensure compliance =~ [ Formatted: Indent: Left: 0.5", Space After: 0 pt, No

The rehired employee will complete a new hire orientation with Human Resources

District Policy -|Paramedic Uparade and Reinstatement Guidelines Palicy
District Policy - Return to Work Following Extended Absence Policy

2.
and funded.
3.
etc.
4.
5.
6.
once hired.
References
1.
2.
3. 522 MOUs

76]Page

bullets or numbering, Tab stops: Not at 2.8"

e Deleted: instated

7 [ Commented [EIP10]: Added language for EMS division

)
]
)
)

[ commented [EIP11]: Updated policy title
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Sacramento Metropolitan Fire District

10545 Armstrong Ave., Suite 200 * Mather, CA 95655 < Phone (916) 859-4300 + Fax (918) 859-3702

ADAM A. HOUSE

Fire Chief N
DATE: May 8, 2025
TO: Policy Committee Members

.SUBJECT: Administrative Policy
Policy 02.024.01 — Public Records Act Policy

TOPIC
Review new Administrative Policy 02.024.01 Public Records Act Polfcy. _
DISCUSSION

Attached is the new Public Records Act Policy 02.024.01. This Policy will replace the
existing Public Records Policy 114.01 established on March 3, 1991, and last reviewed
on August 1, 1993. The Public Records Act Policy establishes a standardized process
for handling public records requests The District responds to public records request
pursuant to the California Public Records Act (CPRA) and has modeled its public
records act policy to comply with the CPRA, Government Code Section 7920-7931 et.
seq., enacted to provide the public with the right to access records held by state and
local agencies.

RECOMMENDATION

Administrative Policy review is for informational purposes only as previously directed
by the Policy Committee.

Submitted By: : Approved By:

STl o Gk L
Mélisa Maddux Joéeph Fiorica

Chief Human Resources Officer Interim Deputy Chief of Administration

Serving Sacramento and Placer Counties
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Sacramento Metropolitan Fire District
ADMINISTRATIVE POLICY
POLICY TITLE: Public Records Act Policy OVERSIGHT:  Administration
POLICY NUMBER: 02.024.01 EFFECTIVE DATE: 03/01/1991 REVIEW DATE: 05/08/2025

Background

The Sacramento Metropolitan Fire District (District) is committed to transparency and
compliance with California Public Records Act (CPRA) while protecting exempt and
confidential information. The District responds to public records requests pursuant to the
CPRA and has modeled its public records act policy to comply with the CPRA,
Government Code Section 7920 — 7931 et seq., enacted to provide the public with the
right to access records held by state and local agencies.

Purpose
This policy ensures that District employees understand their responsibilities in responding

to public records requests. It establishes a standardized process for handling requests
efficiently and in accordance with the law.

Scope

The policy applies to all District employees who create, receive, maintain, or store public
records, regardless of format.

Definitions

1. Exempt Records: Records or portions thereof that are not subject to disclosure
under CPRA due to legal exemptions (Referred to as exemptions).

2. Public Record: Any writing containing information relating to public business
prepared, owned, used or retained by any state or local agency regardless of
physical form or characteristics.

3. Requestor: Any member of the public, organization, or entity submitting a CPRA
request.

4. Writing: Any form of recorded communication, including paper documents,
emails, text messages, photographs, maps, and electronic records.

Policy
1. Right to Access \

a. The District recognizes the public's right to inspect or obtain copies of public
records unless a specific exemption applies.

“1|Page
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Public Records Act Palicy
02.024.01
05/08/2025

Timely Response

a. The District must respond to CPRA requests within ten (10) calendar days,
stating whether the records exist and are available for disclosure.

b. In certain cases, a fourteen (14) day extension may be applied with written
notice to the requester explaining the reason for the delay.

Format of Records

a. Public records must be provided in their existing format. If a record exists in
an electronic format, it must be provided in that format if requested.

b. The District is not required to create new records or compile data in a format
not already maintained.

Exemptions and Redactions
a. If a record contains exempt information, the District will redact the exempt
portions and provide a written explanation for the redactions or denial.

b. Legal counsel may be consulted to determine whether an exemption applies.
c. The CPRA provides exemptions that give the District discretion to withhold
certain records from production in whole or in part. The following list is only a
guide and specific laws may further restrict or authorize the availability of a
specific record:
i. Personnel
ii. Medical
iii. Pending litigation and claims
iv.  Grievances
v. Labor negotiations
vi.  Confidential communications
vii.  Pending bidder lists
viii.  Unopened bids
ix.  Preliminary drafts, notes, internal memoranda or personal notes
Xx.  Supplemental incident reports

xi.  Investigation reports whereby disclosure of information would endanger
the safety of a person involved in an investigation or would endanger the
successful completion of the investigation or a related investigation.

Fees for Copies

a. The District may charge a reasonable fee for copying and duplication,
consistent with state law.

The following fees shall be ohargéd:

2|Page
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Public Records Act Policy
02.024.01
05/08/2025

i.  $0.10 copied records per page

ii. Printed hard copy incident reports will be released free of charge unless
the total cost exceeds $5.00

ii. $15.00 per flash drive (if requested)
iv.  Free of charge, emailed records

v. Free of charge, viewing records in person

b. Fees must be communicated to the requester before processing the request.

c. Accepted payment methods include: checks, money orders, credit cards, and
other forms of electronic payment specified by the District. Payments shall be
paid to the order of:

Sacramento Metropolitan Fire District
10545 Armstrong Avenue, Suite 200
Mather, CA 95655

d. Available method to pay online with a credit card is via Stripe link. There will
be a 3% charge, plus an additional $0.50 per transaction convenience fee.

6. Employee Responsibility

a. Employees must promptly forward CPRA request to the designated District
Public Records Designee.

7. Retention of Records

a. Employees must follow the District's records retention policy to ensure
compliance with CPRA and other applicable laws.

b. All information contained in a CPRA request, including the requester's

information, is considered public record, and may be subject to public
inspection, pursuant to California Government Code.

Procedures

1. Receiving Requests
a. Requests should be submitted in writing, although may also be made verbally.

b. The District prefers written requests for clarity. Requests can be submitted
through the online Information Request Form, available at:

Website: Metrofire.ca.gov
Via email: CPRA@metrofire.ca.gov

 3|Page

P13



Public Records Act Policy
02.024.01
05/08/2025

c. Employees receiving a request must immediately forward it to the Public
Records Designee.

Processing Requests

a. The Public Records Designee will log and review the request.

b. A determination will be made regarding disclosure, exemptions and applicable

fees.

Providing Records

Records will be provided in the requested format when feasible.

If exemptions apply, the requester will receive an explanation along with any
non-exempt records.

c. Public records may be inspected in person during regular business hours at:

Sacramento Metropolitan Fire District

10545 Armstrong Avenue, Suite 200

Mather, CA 95655

Business Hours: Monday — Friday, 8:00 AM to 5:00 PM
Phone: (916) 859-4300

d. Requesters will be notified when records are available for pickup. If copies are
requested, any applicable fees must be paid before records are released.

The public may request the following specific District reports:

a. Fire Inspection Report

A Fire Inspection Report provides the most recent inspection that has
occurred at a specific address and will include any current open fire code
violations.

There is no fee associated with this request.

If the requesting party requires history of inspections or plans/other files,
a File Research Application shall be completed.

b. Medical Report Request (Ambulance Medical Record)

i.

All requests for medical records are handled by the District's medical
billing vendor, Wittman Enterprises. An individual looking to obtain their
own or a family’s member's ambulance medical record, should contact
Wittman Enterprises at:

Phone: 1-800-906-6552

Attorney's office and copy service requests for medical and/or billing
records are handled by Wittman Enterprises. Wittman Enterprises fulfills
records requests electronically via ChartSwap.

ChartSwap is a HIPAA compliant platform launched to facilitate electronic
medical and billing record exchange between medical providers and law
firms, and other requesting parties. It is free to register and the

4|Page
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Public Records Act Policy
02.024.01
05/08/2025

requesting party can use ChartSwap to request, track, pay for and
download records.

To submit request via ChartSwap, complete the following steps:
A. Register at www.chartswap.com as a record requestor;

B. Sign in and search for a provider, enter request details, then upload
supporting documents;

C. Once the request has been reviewed and records are available, the
requestor will receive a notification and invoice, which shall be paid
- with a check or credit card.

D. All questions shall be directed to Wittman Enterprises.

c. Incident Report Request

All requests for incident reports will be processed within the allowed
response time of the request. Incomplete or inaccurate information may
delay processing or receiving the report.

If choosing to pick up the report in person, the requesting party will be
contacted when the report is available for pick up.

d. File Research Application (Not a PRA fee)

ii.

This fee is only applicable to the costs to a property owner in connection
with activities related to their property or services provided by the District,
and not a third party seeking records through a PRA request.

A file research plan is records for plans, including but not limited to,
sprinkler and fire alarm plan sets.

A $157.00 administrative fee is required with this application. The
payment covers one half hour of District staff time; additional fees may

apply.

e. Storage Tank and Hazardous Materials Storage/History

References

The District does not maintain environmental records such as storage tank
information and hazardous material storage/history. Please reach out to
Sacramento County Environmental Management at (916) 875-8484.

1. California Public Records Act

2. California Government Code Section 7920 — 7931 et seq.

3. District's Fee Schedule

4. District Policy - Records Retention Policy

.S|bagék
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