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Fran Dehn, President Sergio Ramirez 
David Walker, Secretary 
Roy Thiele-Sardiña, Treasurer District General Counsel 

Edward P. Moritz, Member Anthony Condotti, Esq. 
George Otte, Member 

 

AGENDA OF BUSINESS 

To participate by telephone or Zoom meeting, public comments can be made by joining Zoom 
meeting at: 
https://us06web.zoom.us/j/85013030570?pwd=mWgaRjs6I9WEWVrSFHk4KJJ6f1xYxI.1 

Meeting ID: 850 1303 0570 Passcode: 456925 

 

 

 

 
1. Call to Order and Roll Call 

 
2. Communications from the Public 

 

3.  Consent Calendar 

Matters listed under this item are considered routine and will be enacted by one motion. The 
motion, seconds, and vote are applicable to any included resolutions and recorded accordingly. 
There will be no separate discussion of these items unless specifically requested by a member of 
the Board. 

A. Approval of Minutes for Regular meeting August 26, 2026 Pg. 3A-1 
B. WBSD Operations and Maintenance Report – August 2026 Pg. 3B-1 
C. Town of Los Altos Hills Operations and Maintenance Report for Work Performed by 

WBSD – August 2026 Pg. 3C-1 
D. Town of Woodside Operations and Maintenance Report for Work Performed by WBSD 

– August 2026 Pg. 3C-1 
E. East Palo Alto Sanitary District (EPASD) Operations and Maintenance Report for Work 

Performed by WBSD – August 2026 Pg. 3E-1 
 

4.  General Manager’s Report Pg. 4-1 
 

5.  Presentation by Operation and Maintenance to add Pipelines to the CIP Project Pg. 5-1 
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6.  Consider Authorizing the General Manager to Purchase a Service Utility Truck Pg. 6-1 
 

7.  Consider Approving the 2026-2027 Performance Merit Pay Program Pg. 7-1  
 

8.  Discussion and Direction on the District’s Succession Plan Pg. 8-1 
 

9.  Consideration Approving the Accountant Job Description and Authorizing Staff to Recruit and Fill 
the Position Pg. 9-1 

 
10.   Consider Adopting Regulation Amending the General Code of Regulations to adopt Recycled Water 

Standard Specifications per Article X (Recycled Water) Pg. 10-1 
 

11.    Presentation, Discussion, and Direction on the HF&H Technical Report Regarding Accessory Dwelling   
Unit Rates Pg. 11-1 

 

12.   Discussion and Direction on Sharon Heights Recycled Water Facility Pg. 12-1 
 

13. Discussion and Direction on Bayfront Recycled Water Project and Status Update Pg. 13-1 
 

14. Report and Discussion on RethinkWaste (SBWMA) Pg. 14-1 
 

15.   Report and Discussion on Silicon Valley Clean Water (SVCW) Plant Pg. 15-1 
 

16.   Closed Session 
 

A. CONFERENCE WITH LEGAL COUNSEL – ANTICIPATED LITIGATION 
                                Significant Exposure to Litigation pursuant to Cal. Gov’t. Code §54956.9(d)(2):  

(1 potential case) 
 

B.   CONFERENCE WITH LEGAL COUNSEL – ANTICIPATED LITIGATION 
Initiation of Litigation Pursuant to Govt. Code § 54956.9(d)(4) 
(1 potential case) 

 
17. Comments or Reports from Members of the District Board and Consider Items to be Placed on 

Future Agenda 
 

18. Adjournment 
 

The West Bay Sanitary District does not discriminate against persons with disabilities. Upon request, the agenda and agenda packet can be provided in a 

format to accommodate special needs. If you require a copy of the agenda or related materials in an alternative format to accommodate a disability, or if you wish 

to attend this public meeting and will require special assistance or other special equipment, please call the District at (650) 321-0384 at least five days in 

advance and we will make every reasonable attempt to provide such an accommodation. 

 



 

 

1902 - Serving Our Community for over 120 Years - 2026 
WEST BAY SANITARY DISTRICT  

MINUTES OF THE REGULAR MEETING OF THE DISTRICT BOARD  
WEDNESDAY, AUGUST 26, 2026 AT 7:00 P.M. 

1. Call to Order 
 
President Dehn called the meeting to order at 7:05 PM 

 
Roll Call        

 
BOARD MEMBERS PRESENT: President Dehn, Secretary Walker, Treasurer Thiele- 

Sardiña, Director Moritz, Director Otte 
BOARD MEMBERS ABSENT:  
STAFF MEMBERS PRESENT: Ramirez, Heydari, AND G.C. Alex Geise, Reese by Zoom 

 Others Present:        By Zoom: EJ Shalaby, and Michael Miller     
 
2. Communications from the Public: None  

 
3. Consent Calendar 

Matters listed under this item are considered routine and will be enacted by one motion. 
The motion, seconds, and vote are applicable to any included resolutions and recorded 
accordingly. There will be no separate discussion of these items unless specifically 
requested by a member of the Board. 

A. Approval of Minutes for Special Meeting August 11, 2026  
B. Approval of Minutes for Regular Meeting August 12, 2026  
C. Approval of the Financial Activity Report Authorizing Payment of Certain Bills and 

Salaries and Consideration of Other Financial Matters thru July 31, 2026  
D. Consider Approving District Treasury Report Fourth Quarter FY 2025-26  

 
Motion by: Thiele-Sardina     2nd  by:  Moritz  Vote:   AYE: 5     NAY: 0     Abstain: 0 

 
               Comments: None 
 

4. General Manager’s Report  
 

     Comments: General Manager Ramirez reported that the Recycled Water Rates Proposition  
     218 notices were mailed out, and the letters of determination will be sent out by the end of  

the month. The District is awaiting two SRF reimbursement checks, Nos. 8 and 9, totaling   
     approximately $27.2 million. The succession plan and job interest forms are being   
     updated. The General Manager will give an update on the succession plan in the upcoming 

meeting. 
 
    The District is scheduled to meet with Cal Water on September 2 at 2:30 PM to discuss the 
use of recycled water in their service area. The November 3 election for two board member 
positions was uncontested; therefore, an election will not be held. The City Public Works Event 
was canceled this year; however, a Halloween Hoopa event is scheduled  
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for October 24 where staff will participate. The Finance Committee Meeting is scheduled for 
September 2 from 8:30AM to 1:00 PM to discuss the ADU study and cash flow. The next 
Board meetings are scheduled for September 9 and 23. 
 

5. Consider Awarding Bid for Gabarda Easement Sewer Main Replacement Project No. 1775.0  
to EPS Inc dba Express Plumbing for $310,050.00 
 
    Motion by: Walker      2nd  by:  Otte    Vote:   AYE: 5     NAY: 0    Abstain: 0   
 
         Comments: District Engineer Heydari reported that Agenda Item No. 5 is for an  
     emergency repair with a budget of $500,000. He also reported only one bid was received. 
The bid received was $310,050. Staff requested approval with a 10% contingency, for a total of 
$341,050. The Board approved Agenda Item No. 5. 
 

6. Consider Authorizing the General Manager to Issue the Call for Bids for the District’s 
Capital Improvement Project- Illinois Forcemain Replacement Project No. 1769.0 
 

Motion by:  Otte      2nd  by: Thiele-Sardiña   Vote:   AYE: 5     NAY: 0     Abstain: 0   
 
      Comments: District Engineer Heydari reported that Agenda Item No. 6 is for the replacement  
         of a 68-year-old force main. The bidding process will be conducted through BidNet Direct.  
         The engineer’s estimate for the construction was approximately $1.1 million. The Board 
approved Agenda No. 6. 
   

7.  Discussion and Direction on Sharon Heights Recycled Water Facility  

       Discussion/Comments: General Manager Ramirez reported that SH is considering not using  
       a PPA and instead purchasing the solar system outright through a cash purchase, which  
       may make more financial sense. 
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8.     Discussion and Direction on Bayfront Recycled Water Project and Status Update  
 

      Discussion/Comments: General Manager Ramirez reported that the influent pump station is  
       being constructed and dewatering the trench excavation is necessary. The contractor is       

               coordinating discharge efforts with the SVCW plant.   
 
9.     Report, Discussion, and Direction on RethinkWaste (SBWMA)   
 

        Discussion/Comments: President Dehn reported that AB 762, concerning embedded  
       batteries for single use vapes, passed both chambers of legislature and is now on the  
                 Governor’s desk awaiting signature. 
                  
      There are three options under consideration for the Rethinkwate MRF site master plan, with 

estimated costs of $30 million, $50 million, and $70 million. The funding includes parking, 
updates to the MRF, improvements to another buildings, charging stations, and other related 
improvements. The design team and consultant have additional work to complete and are 
expected to return to the Board at the September meeting with their results. The master plan 
will then be formally presented at the Board/Staff retreat meeting in February 2027. 

     
10.    Report and Discussion on Silicon Valley Clean Water (SVCW) Plant    

 
           Discussion/Comments: General Manager Ramirez reported that there is a TAC meeting  
          scheduled for August 27, 2026. 

 
 
11.    Closed Session 
 

A. CONFERENCE WITH LEGAL COUNSEL – ANTICIPATED LITIGATION 
                                Significant Exposure to Litigation pursuant to Cal. Gov’t. Code §54956.9(d)(2):  

(1 potential case) 
 

B.   CONFERENCE WITH LEGAL COUNSEL – ANTICIPATED LITIGATION 
Initiation of Litigation Pursuant to Govt. Code § 54956.9(d)(4) 
(1 potential case) 

 
      Entered closed session at 7:38 PM   Left closed session at 7:58 PM 

 
 Reportable action: None 

 
12.  Comments or Reports from Members of the District Board and Consider Items to be   
       Placed on Future Agenda 
 

    Discussion/Comments: None 
 
13.  Adjournment Time: The meeting was adjourned at 8:00 PM 
 

  

3A-3



TTTHHHIIISSS   PPPAAAGGGEEE   LLLEEEFFFTTT   IIINNNTTTEEENNNTTTIIIOOONNNAAALLLLLLYYY   BBBLLLAAANNNKKK   

3A-4



Report to the District Board for the Regular Meeting of August September 9, 2026 

WEST BAY SANITARY DISTRICT 
     AGENDA ITEM 3B 

To: 

From: 

Subject: 

Board of Directors 

Bob Hulsmann, Operations Superintendent 

WBSD Operations and Maintenance Report – August 2026 

Basin 

PM 

Pipe 

Clean-

ing

High 

Freq. 

PM 

Pipe 

Clean-

ing

Un-

Sche. 

Pipe 

Clean-

ing

WBSD 

CCTV 

Insp.

Pipe 

Patch 

Repairs

Open 

Trench 

Repairs

Pump 

Sta. PM

Pump 

Sta. 

Unsch. 

Repairs

SSO SSO 

Call Sch Unsch. USA's

Month Miles Miles Miles Miles Qty. Qty. Qty. Qty. Outs PM PM

January 20.6 3.8 0.0 1.9 9 5 64 0 0 0 69 0 0 331

February 16.7 5.1 0.2 3.6 6 7 64 0 0 0 56 13 0 283

March 24.4 0.2 0.3 4.5 16 1 64 1 0 0 63 0 0 359

April 11.7 2.2 0.2 5.6 7 6 64 0 0 0 67 2 0 415

May 10.9 4.2 0.0 4.8 4 8 69 0 0 0 59 1 0 336

June 13.0 0.2 0.1 3.3 4 4 80 0 0 0 61 4 0 334

July 11.5 4.1 0.0 4.1 2 8 68 0 0 0 62 3 0 400

August

Sept. 

Oct. 

Nov.

Dec

Yr to date 108.8 19.8 0.8 27.8 48.0 39.0 473.0 1.0 0.0 0.0 437.0 23.0 0.0 2458.0

2026 Goals 120.0 50.0 n/a 45-50 50-65 90 n/a <10 < 4 n/a n/a n/a n/a

2025 Results 147.4 40.0 5.2 **51.6 **67 *90 811 0 0 3 744 83 1 4248

2024 Results 148.9 45.8 n/a **40.9 **75 99 821 4 0 0 741 106 3 1894

2023 Results 127.7 47.1 8.5 **45.4 52 94 821 0 0 2 832 85 11 3416

2022 Results 120.9 53.6 7.5 **40.3 **92 100 774 0 1 2 858 97 2 3161

2021 Results *123 *50 8.6 **46 **55 91 834 2 0 4 944 n/a n/a 2294

2020 Results 134.2 51.0 8.4 29.6 72 85 754 6 0 0 1012 89 5 2362

**= Including LAH, TOW, & EPASD

Cat. 1

Service Calls-  Unit 208

Cat. 

2,3,4
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Report to the District Board for the Regular Meeting of September 9,  2026 
 

 
 

   WEST BAY SANITARY DISTRICT 
AGENDA ITEM 3C 

 
 
To: Board of Directors 
 
From: Bob Hulsmann, Operations Superintendent  
 
Subject: Town of Los Altos Hills - Operations and Maintenance Report for Work 

Performed by WBSD – August 2026 
 
    
       
          
 
 

Town of Los Altos Hills O & M Report 25/26 

  

  

Basin 
PM 

Pipe  
Clean-

ing 

High 
Freq. 
PM 

Pipe 
Clean-

ing 

Un-
Sche. 
Pipe 

Clean-
ing 

WBSD 
CCTV 
Insp. 

Pipe 
Patch 

Repairs 

Pump 
Sta. 
PM 

Pump 
Sta. 

Unsch. 
Repairs 

SSO SSO  Service 
Calls 

Month               Cat. 1 Cat. 
2&3s 

Call 

  Miles Miles Miles Miles Qty. Qty. Qty. Outs 

                      

January-26 1.1 1.2 0.0 0.9 0 4 0 0 0 0 

                      

February-26 1.1 0.1 0.0 1.0 2 4 0 0 0 0 

                      

March 0.7 1.7 0.0 1.1 0 4 0 1 0 0 

                      

April 1.3 1.3 0.0 1.1 2 5 0 0 0 0 

                      

May 0.0 1.0 0.0 0.6 1 5 0 0 1 0 

                      

June 0.6 0.6 0.0 0.1 7 5 0 0 1 0 

                      

July 0.2 1.1 0.0 1.4 0 4 0 0 0 0 

                      

August 0.8 0.8 0.0 0.7 2 4 0 0 0 0 

                      

Sept.  1.2 0.9 0.0 0.1 0 4 0 0 0 0 

                      

Oct.  1.1 1.1 0.0 1.2 0 4 0 0 0 0 

                      

Nov. 1.3 0.8 0.0 0.1 0 4 0 0 0 0 

                      

Dec 1.0 1.6 0.0 0.9 0 4 0 0 0 0 

** Yr to date 10.4 12.2 0.0 9.2 14.0 51 0 1 2 0 

  

FY25/26Goals 10.6 14.4 n/a 8.1 n/a 52 n/a n/a n/a n/a  

           

 Goal Total Remain        
Cleaning 25 22.6 2.4        
Inspection 8.1 9.2 -1.1        
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Report to the District Board for the Regular Meeting of September 9, 2026 

 WEST BAY SANITARY DISTRICT 
AGENDA ITEM 3D 

To: Board of Directors 

From: Bob Hulsmann, Operations Superintendent 

Subject: Town of Woodside Operations and Maintenance Report for Work 
Performed by WBSD – August 2026 
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Report to the District Board for the Regular Meeting of September 9, 2026 

 WEST BAY SANITARY DISTRICT 
AGENDA ITEM 3E 

To: Board of Directors 

From: Bob Hulsmann, Operations Superintendent 

Subject: East Palo Alto Sanitary District/City of East Palo Alto - Operations and 
Maintenance Report for Work Performed by WBSD – August 2026 

EPASD O & M Report 2026 

Basin 
PM 

Pipe 
Clean-

ing 

High 
Freq. 
PM 

Pipe 
Clean-

ing 

Un-
Sche. 
Pipe 

Clean-
ing 

CCTV 
Insp. 

Pipe 
Patch 

Repairs 

Open 
Trench 
Repair 

USA 
Mark 

SSO SSO Service 
Calls 

Month Cat. 1 Cat. 
2,3,4 

Call 

Miles Miles Miles Miles Qty. Qty. Qty. Outs 

Jan 4.4 0.7 0.2 4.0 0 1 44 0 0 7 

February 1.1 0.2 0.4 0.8 2 1 19 0 0 8 

March 3.6 0.4 0.0 2.8 2 0 53 0 0 9 

April 5.5 2.0 0.3 1.3 1 1 70 0 0 5 

May 4.1 0.5 0.0 1.5 1 0 75 0 0 15 

June 4.6 0.0 1.1 3.6 1 0 43 0 0 14 

July 2.9 2.1 0.0 2.2 1 0 73 0 0 9 

August 6.4 0.0 0.4 0.3 0 1 63 0 0 2 

Sept. 

Oct. 

Nov. 

Dec 

*Yr to date 32.6 5.9 2.4 16.5 8 4 440 0 0 69 

2026 Goals 70 10 n/a 24.9 12 12 n/a n/a n/a n/a 

2025 Results 58.0 7.3 1.5 28.3 17 8 732 0 1 110 
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Report to the District Board for the Regular Meeting of September 9, 2026 

WEST BAY SANITARY DISTRICT 
AGENDA ITEM 4 

To: Board of Directors 

From: Sergio Ramirez, General Manager 

Subject: General Manager’s Report

1) Administrative:

a. The Recycled Water Rates 218 Notices were mailed out in August.
b. Letters of Determination were mailed out this week to parcels that are viable recycled

water customers.
c. The Recycled Water Rate Study was shared with Cal Water. Cal Water showed interest in

partnering as a recycle water retailer within their service area.

2) Finance:

a. The District’s auditors are expected to be in the administration offices beginning on
September 8.

b. Staff is expecting SRF reimbursement No. 8 for $11,573,312, No. 9 for $15,651,409.11
and most recently No. 10 for $4,508,942 from the State for a total of $31,700,000
approximately.

3) Capital Improvement Program (CIP):

a. Levee Improvement Project:

i. The contractor will be installing the last portion of the levee at the front entrance of
the FEF once the PG&E powerlines are placed underground.

b. Repair Projects:
i. The design of the next set of projects is being re-evaluated. More pipeline

segments may be added.

c. Construction in Progress:
i. The High Frequency Repair Project 3B and Grade 4&5 are in construction.

4) Information Technology (IT):
a. IT continues to support maintenance with the new Mobile MMS database cloud based

software.

5) Operations and Maintenance:
a. Collection System:

i. A select number of crew members will attend hands-on Pump Station training.
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Report to the District Board for the Regular Meeting of September 9, 2026 

 
b. Pump Facilities:  

i. The pump crew continues to work with Casey Construction on final punch-list 
items at the Stowe Lane Pump Station.  
 

 
6) Water Quality: 

a. Sharon Heights Golf and Country Club (SHGCC): 
i. Staff is reviewing the efficiency of the facility and exploring options to use other, 

more efficient, drum screens.  
 

b. Bayfront Recycled Water Facility (BRWF):  
i. Anderson Pacific is constructing the influent pump station for the new Bayfront 

Facility. Crews continue to work on the advanced treatment portion of the new 
facility.  

 
c. Flow Study: 

i. The flow and loadings study for Multi-family Complexes and Single-Family 
Residences is nearing completion. The Water Quality department will present 
findings during the September 23, 2026, regular board meeting.   

 
7) Fleet and Facilities:  

a. Vehicle Maintenance:  
i. Repairs to the smaller hydro jetting units are being performed in-house.  

 
8) Personnel: 

a. Recruitment to back fill the Pump Facility Supervisor will begin in September.  
 

9) Upcoming Events:  
a. Next Board Meetings:  

i. Board Meetings Schedule: Wednesdays, September 9 & 23. 

10) Misc. Items:  
a. West Bay: The General Manager will update the Board on miscellaneous items. 
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Report to the District Board for the Regular Meeting of September 9, 2026 

WEST BAY SANITARY DISTRICT 
AGENDA ITEM 5 

To: Board of Directors 

From: Robert Hulsmann, Operations Superintendent 

Subject: Presentation by Operation and Maintenance to add Pipelines 
to the CIP Project  

Background 

During the August 12, 2026 Regular Board Meeting the Board gave staff direction to 
consider adding pipelines to the CIP project where necessary so that neighborhoods 
would be less impacted by construction over the coming years. Staff was directed to 
review video footage of pipelines and assess whether more pipelines should be added 
to the project. These pipelines would need to be in poor condition requiring repair or 
replacement.  

Analysis 

Staff reviewed the two CIP projects (High Frequency Maintenance Rehabilitation 
Project and the Severity Grade 4 and 5 Project). It was determined that approximately 
twenty-three pipelines should be added to the project. These pipelines were also in 
disrepair and would need to be rehabilitated over the next several years.  

Adding these additional pipelines will limit the disruption to neighborhoods in the 
coming years. 

The Operations Supervisor and Operation Superintendent will present their findings to 
the Board of Directors during the Regular Board Meeting of September 9, 2026.  

Fiscal Impact 

The engineering and design of the additional pipelines may be absorbed using the 
current approved contingency for the project.  

Recommendation 

The Operations Superintendent recommend the Board receive the presentation and 
provide direction to staff.  
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Report to the District Board for the Regular Meeting of September 9, 2026 
 

                                       
WEST BAY SANITARY DISTRICT 

AGENDA ITEM 6 
 

 
 
To: Board of Directors 
 
From: Robert J Scheidt, Assistant Operations Superintendent 
  
Subject: Consider Authorizing the General Manager to Purchase a 

Service Utility Truck.   
 

 
Background 
 
The District purchased a 2020 Ford Transit T350 which is used by Staff for service 
calls. The vehicle is now 6 years old and is due for replacement. The Transit is used 
seven days a week and is needed to perform routines, USA markings, service calls for 
the District, LAH, TOW, EPASD.  
   
Analysis  
 
At the 2026-27 Budget Workshop the Staff requested $130,000 for the replacement of 
Service Truck to be added to the 26/27 budget. 
 

1. Staff obtained a quote from National Auto Fleet Group (NAFG) for a Ram 3500 
Chassis for $55,036.06 and a quote from Western Truck Fab for the utility bed 
for $62,068.13 for a total of $117,104.19 including tax. 

 
2. Staff also received another quote from Summit Truck Bodies for $121,500.00 

for both the chassis and utility bed. ($132,890.62 with tax) 
 

3. Staff also requested a quote from Knapheide but they were not responsive on 
preparing a quote. 

 
According to the Purchasing Policy, cooperative purchase agreements can be utilized 
to provide financial benefits to the district when purchasing equipment, furniture, 
vehicles, etc. The district recognizes cooperatives such as Source well (Formerly 
NJPA) National Joint Powers Alliance, California Multiple Awards Schedule (CMAS), 
General Services Administration (GSA), California State Bids, H-GAC (Houston-
Galveston Area Council) cooperative and other multi-government agency agreements. 
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Report to the District Board for the Regular Meeting of September 9, 2026 
 

 
Fiscal Impact 
 
The price for the Utility Truck from Western Truck Fabrication is $117,104.19   
 
The District Board approved $130,000.00 for the purchase in the FY 26/27 budget 
year. An additional contingency of $10,000.00 will be required to purchase safety-
traffic lights, radio equipment, and other miscellaneous tools. The total cost will not 
exceed $127,104.19 including the contingency. 
 
 
Recommendation 
 
The Assistant Operations Superintendent recommends the Board authorize the 
General Manager to purchase a Utility Truck.  
 
Attachments:      

1. Western Truck Fabrication 
2. National Auto Fleet Group Chassis Quote 
3. Summit Truck Equipment Quote 
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SPECIAL ORDERS ARE NON RETURNABLE AND NON REFUNDABLE.  
ALL RETURNED PARTS ARE SUBJECT TO A 25% RESTOCKING FEE.   

CREDIT CARD PAYMENTS OVER $1,000 ARE SUBJECT TO A 3% PROCESSING FEE.

**NOT RESPONSIBLE FOR LOST OR MISSING EQUIPMENT**

WWestern Truck Fabrication, Inc

1923 W Winton Ave
Hayward, CA  94545-1205
5107859994
www.westerntruckfab.com

QUOTE
AADDRESS

WEST BAY SANITARY 
DISTRICT
WEST BAY SANITARY 
DISRICT
500 LAUREL STREET
MENLO PARK, CA  94025

SSHIP TO

WEST BAY SANITARY 
DISTRICT
WEST BAY SANITARY 
DISRICT
500 LAUREL STREET
MENLO PARK, CA  94025

QQUOTE # 86703
DDATE 03/25/2026

  

DDEALER SALES REP
BOB SCHEIDT

ACTIVITY QTY DESCRIPTION

TTruck Details 1 YEAR/MAKE: 2026 DODGE
MODEL: RAM 2500
WB:
CA: 60" SINGLE REAR WHEELS
CAB TYPE: 
FUEL:

WTSB1087938-
C

1 FURNISH AND INSTALL WESTERN TRUCK FAB MODEL 1087938-CV SERVICE 
BODY
108'' LONG, 79'' WIDE, 38'' TALL, 49'' FLOOR WIDTH, 15'' DEEP COMPARTMENTS
CLOSED TOP
VERTICAL DOOR CONFIGURATION
REAR STEP BUMPER
LED TAIL LIGHTS
UNDERSEALED AND PAINTED WHITE TO MATCH CAB

MATERIALS 
SB

1 TAPERED SIDE FULL WIDTH SUPERSTRUCTURE
72" FLOOR TO CEILING HEIGHT
TWO (2) REAR BARN DOOR (NO WINDOWS) WITH ADDITIONAL SECURITY LOCK 
HASP
TWO (2) REAR ACCESS DOORS AR SHLF LEVEL
TWO (2) FULL LENGTH SHELVES WITH 2" LIP

MATERIALS 
SB

1 STAINLESS STEEL MASTER BAR LOCK SYSTEM

MATERIALS 
SB

1 CLASS V (2-1/2") RECEIVER HITCH
7-WAY FLAT (RV) TYPE TRAILER PLUG
TWO (2) D RINGS

MATERIALS 1 TOMMY GATE MODEL G2-54-1642 EA48 LIFTGATE
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SPECIAL ORDERS ARE NON RETURNABLE AND NON REFUNDABLE.  
ALL RETURNED PARTS ARE SUBJECT TO A 25% RESTOCKING FEE.   

CREDIT CARD PAYMENTS OVER $1,000 ARE SUBJECT TO A 3% PROCESSING FEE.

**NOT RESPONSIBLE FOR LOST OR MISSING EQUIPMENT**

ACTIVITY QTY DESCRIPTION

SSB 1,600 LB CAPACITY
49" X 48" + 6" TAPER ALUMINUM PLATFORM

MATERIALS 
EC

1 TWO (2) SURFACE MOUNT LED WORK LIGHTS MOUNTED ONE (1) EACH SIDE 
ON BODY END PANEL, FACING REARWARD

MATERIALS 
EC

1 TWO (2) LED LIGHTS MOUNTED INTERIOR TOP OF CEILING, CURBSIDE REAR 
POWER SWITCH

MATERIALS 
EC

1 2500-WATT INVERTER
ONE (1) AUXILIARY BATTERY WITH ISOLATED CHARGING CIRCUIT TO TRUCK'S 
ALTERNATOR

REVISED 7-15-2026

MATERIALS 
SB

1 STAINLESS STEEL MASTER LOCK SYSTEM, ONE (1) EACH SIDE

 

PLEASE REVIEW AND READ QUOTE CAREFULLY.   
THIS QUOTE IS GOOD FOR 30 DAYS FROM THE 
DATE OF CREATION.   
UPON ACCEPTANCE OF THIS QUOTE CIRCLE 
OPTIONS DESIRED.
PLEASE SIGN AND EMAIL BACK TO SALESPERSON. 
Accepted By: _______________________________
Date: ______________________________________
PO#: ______________________________________
Chasis ETA: ________________________________
VIN #: _____________________________________

SUBTOTAL 56,748.00
TAX 5,320.13
TOTAL $62,068.13

Accepted By Accepted Date
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Summit Truck Bodies
Date: 08/05/2026 Rev: A

QUOTE IS VALID FOR 30 DAYS

Justin Horton
(702) 509-3342 - Mobile
justin.horton@summitbodies.com

To: Robert Scheidt
West Bay Sanitary District
431 Burgess Dr Ste120 Menlo Park, CA 94025
650-477-6416

Again, I want to thank you for the opportunity
to serve your needs. Feel free to contact me
directly with any questions at (702) 509-3342

FITS TRUCK TYPE SERVICE BODY TYPE PAYMENT TERMS STE / VIN

2027 Dodge 5500 Gas 4 X 2 Summit 7 Series Due on Unit Completion

QTY DESCRIPTION UNIT PRICE LINE TOTAL

1 121,305.00 121,305.00

Please sign below or list PO number(s) to place order for this
Equipment

Accepted By: __________________________________________ Date:
__________

Please e-mail to: justin.horton@summitbodies.com

TOTAL PRICE

DELV/HNDLG FEE

DELIVERY

TOTAL

INVESTMENT

121,305.00

195.00

0.00

$121,500.00

*Price does not include any applicable taxes

All quoted prices are subject to change based on parts and materials increases as well as any unforeseen
surcharges from our vendors to include transportation. This quote will be repriced if delivery exceeds 150
days from date of signed order.

17327 S. Outer Rd. Belton, MO 64012
WWW.Summitbodies.com

(888) 159-7539 - Mobile
(866) 985-3100 - OFFICE

https://summittruck.lightning.force.com/one/one.app#eyJjb21wb25lbnREZWYiOiJvbmU6YWxvaGFQYWdlIiwiYXR0cmlidXRlcyI6eyJhZGRyZXNzIjoiaH… 1/3

Summit 7-Series 11 Foot Canopy Body.

Installed On:

2027 Dodge 5500 Gas 4 X 2, 6.4L Gas Engine, BHP75-LCV Transmission

Pending Final Engineering Approval and Pricing
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​​ Body Construction as follows: 
○​ 12ga Galvannealed Steel American Mill - 132" long 
○​ 1/8" Aluminum Doors with Full Length Piano Style Hinges 
○​ Automotive Style Weather Stripping Around all Compartment Doors 
○​ Gas Strut Door Closers 
○​ Compression Latches with Three Point Contact 
○​ 22" Deep Side-packs 
○​ Grab Handles Installed on Rear of Body 
○​ 50" Wide Cargo Floor 
○​ 6000# flush mount swivel D-rings installed in cargo area (three per side) 
○​ 12" High Aluminum Tailgate 
○​ Canopy Body  

​​ Driver Side: 
○​ Side-pack - All Compartments 50" High 

​​ D1-D2 Combined: 58.5" Wide Compartment 
○​ Three(3) Adjustable Aluminum Shelves with Dividers in Rear Section of 

Compartment, under the Full Compartment Width Shelf 
​​ D - 3: 43" Wide Compartment - Over Wheel Well 

○​ Two(2) Adjustable Aluminum Shelf with Dividers 
​​ D - 4: 30.5" Wide Compartment 

○​ Three(3) Adjustable Aluminum Shelves with Dividers 
​​ Passenger Side: 

○​ Side-pack - All Compartments 50" High 
​​ P1-P2 Combined: 58.5" Wide Compartment 

○​ Three(3) Adjustable Aluminum Shelves with Dividers 
​​ P - 3: 43" Wide Compartment - Over Wheel Well 

○​ Two(2) Adjustable Aluminum Shelves with Dividers 
​​ P - 4: 30.5" Wide Compartment 

○​ Install 6 Switch Panel on Inside of Door 
○​ Three(3) Adjustable Aluminum Shelves with Dividers 

​​ Electrical Features: 
■​ 12v LED Light Fixture in Each Compartment with Switches Installed in Crane 

Pedestal Compartment 
■​ Compartment Lights Automatically Turn On When Park Brake Is Set 

​​ Additional Features: 
○​  G2-54-1342-EA38 Tommygate Liftgate on Rear of Body w/Additional Structure for 

Support 
○​ One(1) Hose Retainer (Shipped Loose) 
○​ Installation of Chassis Supplied Backup Camera 

​​ Paint and Placards: 
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○​ Paint Body Single Stage White 
○​ Epoxy Primer Seal for Adhesion 
○​ Rubberized Undercoat Applied to Underside of Body 
○​ Safety Placards and Decals 
○​ Parts and Operations Manuals for All Furnished Equipment 

​​ Bed-Liner Applied To: 
○​ Cargo Area 
○​ Bumper Top and Step 
○​ Lower Edge of Side-packs (Full Length) 
○​ Front of Side-packs (Full Length) 
○​ Rear of Side-packs (Full Length) 
○​ Top of Side-packs (Full Length) 
○​ Wheel Wells 
○​ Inside Of Canopy Body Doors 
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7/27/26, 12:44 PM Salesforce - Unlimited Edition

https://summittruck.lightning.force.com/one/one.app#eyJjb21wb25lbnREZWYiOiJvbmU6YWxvaGFQYWdlIiwiYXR0cmlidXRlcyI6eyJhZGRyZXNzIjoiaH… 3/3
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Report to the District Board for the Regular Meeting of September 9, 2026 
 

 WEST BAY SANITARY DISTRICT  
  AGENDA ITEM 7 

 
 
 
 
To: Board of Directors 
 
From: Bob Hulsmann, Operations Superintendent 
 
Subject: Consider Approving Performance Merit Pay Program for 2026-

2027   
 

 
Background 

In October 2010, the Board requested the General Manager to draft a program to 
recognize employees for their outstanding achievements in meeting productivity goals 
and exceeding standard performance measures.  In September of 2012 the Board 
approved the Performance Merit Pay Program (Program). Additionally, the Program 
was introduced by the Board to Staff and approved during negotiations. Staff 
immediately began working on the Program’s aggressive goals in October of 2012.  
 
The Board discussed and approved a maximum program budget which was included in 
the past twelve fiscal budgets and approved the criteria with the established goals 
based on recommendations from the General Manager. 
 
The program has been very successful in achieving high productivity and efficiency 
throughout the District compared to peers in the industry. Staff remains motivated and 
engaged in accomplishing the goals of the District.   
   
Analysis  

The Board adopted Director Moritz’ template for using performance measures identified 
in our monthly Operations & Maintenance reports.  Using this template, the General 
Manager and staff inserted figures for the expected base productivity level for each 
performance measure and the optimum target goal productivity level. The program also 
includes a scenario of productivity falling somewhere between the base and target goal 
productivity levels to show an example of achieving a portion of the goal and how its 
weight factor affects the overall total performance (see Exhibit A.)  

The purpose of such a program is to reward staff for meeting or exceeding performance 
goals.  The goals are not for normal performance (base) but to recognize extraordinary 
performance. The Performance Merit Pay Program is not guaranteed; payouts may vary 
from one year to the next.  The intent of this program is to continue productivity at a high 
level, sustain high productivity levels, and reward the efforts of District staff for their 
performance in continuing the efficiency and quality of work and reducing Spills 
(Sanitary Sewer Overflows).  Management recalculates and reassesses the base for 
each performance measure and the goal that is expected to be achieved from one year 
to the next. 
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There are nine performance elements with the greatest weight given to the reduction of 
Spills.  In 2025 Sewer Service Charge Manual Collections goal was removed because 
the Board did not feel it helped with the overall goal of reducing spills.  

The CIP Spot Repair Project goal timelines were adjusted in 2024. The new description 
for the CIP Spot Repair Project goal will continue to be as follows: 

CIP/ Spot Repair Project - The timely design, bid packets produced, contract award, 
and Notice to Proceed of the “Point Repair Phase 4” Project. The Spot Repair Project 
will Call for bids by March, Award Project by May, and Notice to Proceed by July 2027, 
if the initial bids are accepted by the Board of Directors. 
 
Miles of Pipe Cleaned per Man-Hour – The average miles of pipe cleaned in the Basin 
and High Frequency cleaning each month will be calculated over the twelve-month 
period of the PMPP period. Calculation will be made to the nearest tenth of a mile. The 
average monthly number of man-hours spent on the task of cleaning pipe will be 
calculated. This goal of 160 base miles and 170 target miles per year has been 
consistently accomplished for the past 5 years. The goal will be raised to 170 base and 
180 target.  
 
The remaining goals appear to be valid and not easily attainable; therefore, 
Management recommends the goals remain as proposed.  

Staff is requesting the Board approve the Performance Merit Pay Program for 2026-
2027 (Oct. 1, 2026 through Sept. 30, 2027) to be paid out in FY 2026/27 (November 
2027) and provide for the consideration of exception to a Spill when it clearly derives 
from a contractor’s negligence or pandemic related issues. 

 

Fiscal Impact  

The total proposed budgeted amount for FY2026/2027 is $286,000 maximum pay out. 
This will provide for a maximum merit payout of up to $6500 for each Full-time 
employee, as well as a percent of the payout to any part-time employees who qualify.  

 

Recommendation 

The Operations Superintendent and the General Manager recommend the Board 
approve the Performance Merit Pay Program for 2026-2027 per Exhibit “A”.  

 

 

Exhibit A:  West Bay Sanitary District Performance Merit Pay Program 2026-2027  
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Exhibit “A” 

WEST BAY SANITARY DISTRICT 

PERFORMANCE MERIT PAY PROGRAM 2026-2027 

Purpose 

Performance Merit Pay Program (PMPP) is meant as an award for meeting or exceeding performance goals. 

The goals are not for “normal” performance. They are to recognize extraordinary performance. The annual 

goals are not static from one year to another. The goals can be expected to increase each year. 

The annual budget for payouts, if any, and goals are established at the sole discretion of the WBSD Board of 

Directors and after the year’s end, taking into consideration the recommendations of the General Manager.  

Caveats 

PMPP is not guaranteed a payout. Participants should be aware that a payout in one year may not be the 

same as the following year, or that it’s possible no payout will be made. 

If ANY evidence is found that any report required by a government agency is not filed timely and without 

accurate data, this program will be cancelled for the entire year for all participants. 

Participants 

This program would apply to all bargaining unit members and unrepresented employees except: 

● Any employee terminated for cause or during probationary period

● Any employee who has been disciplined for cause by suspension without pay or temporary pay

reduction in lieu of suspension

● Any employee who voluntarily separates employment with the district, except for retirement.

All other employees who are on the WBSD payroll during the 12-month period designated for the PMPP and 

have worked more than 90 days in the PMPP year, are eligible to participate in the achieved payout. This 

includes full-time, temporary employees, and employees on leave of absence without pay.  Payouts will be 

pro-rated based on percent of time worked based on the full year being 100%.  Pro-rated payments will be 

determined by dividing the actual number of workdays an individual worked in the year by the maximum 

workdays in the annual PMPP period. 

EXAMPLE: 

● A long-time employee retires on March 31.

● There were 126 workdays between October 1 and March 31(See definition of annual period below).

● There are 247 workdays in a full year.

● Thus, the retiree would receive 126/247nds, or 51% of an annual payout.

Payments 

PMPP payments will be made after all data has been collected to calculate performance. Each PMPP period 

will begin October 1 and run through September 30. Assuming no problem is encountered with the data 

collection and completion of all calculations, payout checks can be expected to be issued in mid-November. 
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Payments are treated as normal income to the individual participant and are subject to all applicable taxes. 

Those taxes will be withheld by WBSD and sent to the applicable tax authority, same as in the case of a 

normal paycheck. 

 

Individual payouts to eligible participants will be determined by dividing the full and pro-rated amounts into 

the Total Available PMPP Payout that has been designated by the WBSD Board of Directors for the budget 

period in which the payout is to be made. 

 

Total Available Payout 

Each budget period, or mid-year budget, the WBSD Board of Directors may designate a Total Available 

PMP Amount that will be available to cover the cost of participant payments. This amount will also be 

known as the Maximum Merit Payout. The final Total Payout Amount will be calculated by multiplying the 

sum of all Performance Merit Factors by the Total Available PMP Amount (Not to exceed $6500 per FTE)  

 

EXAMPLE: For the period October 1, 2026, through September 30, 2027, Total PMPP Amount is set at 

$286,000.00. 

 

 The MAXIMUM Merit Payout (100%) would be calculated as follows: 

 Assuming 41 employees who worked the entire period (October through September). 

 44 x 247 workdays = 10,868 workdays 

 

 However, of the 44 FTE’s: 

One individual retired on July 15, 2025, 

 The period October 1 through July 15 had only 196 workdays. 

 

 There were also two part-time employees who each were employed for a period of 100 workdays. 

 2 workers x 100 workdays = 200 workdays 

 

 The maximum factor payout per workday would be: 

 $286,000.00 / 10,868 workdays = $26.32 per workday 

 

 The full-time workers could receive up to:    247 workdays x $26.32 = $6,500.00 

 The retiree could receive:     196 workdays x $26.32 = $5,158.00    

 Each of the part time employees could receive:   100 workdays x $26.32 = $2,632.00 

     Total Possible Payout:     =$276,922.00    

 

NOTE: Each of the MAXIMUM Merit Payout amounts would be subject to the final Total Performance 

Factor that is described and calculated in the next section. 

  

Performance Factors 

A set of ten Performance Elements will be tracked and included in the calculation of a final Total 

Performance Factor. A Base Level and Target Goal Level will be set for performance in each Performance 

Element for the PMP period. The difference between the Base Level and the Target Goal Level will be 

measured as a percent of attainment. Each Performance element is “weighted” in its portion of the Total 

PMP Performance Factor. The sum of all the Performance Elements may not exceed 100%. Total PMP 

Performance Factor is used to calculate the final payouts. 

 

EXAMPLE: (Numbers are fictitious) 

Final Annual Payouts: 

 ● Full Time Employees - $6,500.00 x 75.97 %  = $ 4,938.05    x 41 
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 ● Retiree - $5,158.00   x 75.97 %  = $ 3,918.53    x 1 

 ● Part Time employee - $2632.00   x 75.97 %  = $ 1,999.53    x 2 

  Total           = $210377.64 

 

 Target 

Performance Element Base Goal Spread Actual % of Goal Weight  Value 

 

1. Customer Satisfaction (Surveys) 90% 98%     8 96.5% 81.3 % 0.08  0.065 
  (Good or better responses) Formula: Actual minus  

   base, difference divided by spread (Goal minus base) 

   (96.5-90=6.5; 6.5 / 8=81.3%) 

2. Safety, (Incidents of Work Lost/Yr.)  3   0    3 0 100.0 % 0.08  0.080 
    (3=0%, 2=33%, 1=66%, 0=100%) 

3. Miles Pipe CCTVed / Man-hour   .0082 .0154 .0072      .0135       88 %    0.09        0.079 

  (Base is 40 miles@4,860 man-hours (3 ee x1620 hrs) 
   (Goal is 50 miles@3,240 man-hours (2 ee x 1620 hrs) 

   (Senario Actual 50 miles, 3,704 hours (2.28 ee x 1620 hrs/ee)) 

4. Miles Pipe Cleaned / Man-hour .0347 .0366 .0019 .0365   95%  0.15  0.143 
   (Base = 170 miles @ 4,617 man-hours (2men @1443 hrs + 2men 3days/wk@865hrs)   
   (Goal = 180 miles @ 4,617 man-hours (3,240 hrs + 1,944 hrs = 4,617)  

   (Scenario Actual = 189 miles @ 4,617 man-hours) 

 

5. FOG inspections   450 550   100 455 50%  0.08  0.016 
   (449= 0%, 450 = 50%, 500 = 75%, 550 = 100%) 

 

6. Pipe Repair / Man-hour .0309 .0370 .0061 .0370 100 %  0.15  0.150 
   (Base = 125 (1620 x 3 = 4,860 hrs)  
   (Goal = 165 (1620 x 3 = 4,860 hrs) 

   (Scenario Actual = 90@ 4,860 man-hours (3men@1640/2 hrs)) 

 

7. CIP/ Spot Repair Project .33 1.00 .66 1.00 100 %  0.05  0.050 
  (Base = January Call for Bids) 

   (Goal = May Notice to Proceed – NTP) 

   (Scenario Actual = NTP June 20, 2025) 
 

8. Spill’s (Any Category)   7   4    3 1 67 %  0.25  0.168 
   (Base of 7, Goal of 4) 

   (Scenario Actual) (7=0%, 6/33%, 5/67%, 4/100%) 
 

9. Quality Control – line cleaning (test 60)  8   0    8 7 12.5%  0.07  0.0087 
(Base=8, Goal=0, Scenario Actual= 3 to be re-cleaned) 

8=0%, 7=12.5%, 6= 25%, 5=37.5%, 4=50%, 3=62.5%, 2=75%, 1=87.5%, 0=100% 

                     

1.0 0.7597 

DEFINITIONS 
 

Base – The Base figure will be the level of performance below which no PMPP will be paid. 

 

Target Goal – This level of productivity will be set to reflect extraordinary performance. Achieving or exceeding the 

goal for each Performance Factor will result in the calculation of 100% payout for the given Performance Factor. 

100% is the maximum performance for any single element. 

 

Weight – Each factor is assigned a portion of the total weight of 100%. The amount of weight indicates the importance 

of the factor relative to the other factors. 

 

Value – The difference between the Base and the Goal level will determine the Percent Factor shown as the Value in 

the table above that will be paid for each Performance Factor. The sum of all Performance Factors will be the Payout 

during each annual period. 
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Spread – The difference between the Target Goal and the Base.  The Actual minus the Base is then divided by the 

Spread to find the % of Goal achieved. 

Customer Satisfaction – An ongoing survey of all WBSD customers that call in for service will be made to measure 

the level of customer satisfaction with the service provided by the District. The results of that survey will determine the 

level of satisfaction used in the annual PMPP. The base performance measure is 90% of all surveys collected result in 

an Excellent or Above Average rating in each of the overall category.  The survey will be conducted monthly and 

tabulated from October through September with the results calculated for November payout, if approved. 

Safety Incidents of Work Lost / Yr. – The number of incidents that result in work lost due to a work-related accident. 

This lost time accident would not be a first aid incident but an accident/injury that resulted in the employee being 

required to recover at home prior to returning to work. 

Miles of Pipe CCTV’d per Man-Hour – The average miles of pipe CCTV’d each month will be calculated over the 

twelve-month PMPP period. Calculation will be made to the nearest tenth of a mile. The average monthly number of 

Man-Hours spent on the task of CCTV will be calculated. The average miles will be divided by the average Man-

Hours to determine the monthly average number of miles of pipe CCTVed per Man-Hour. 

Miles of Pipe Cleaned per Man-Hour – The average miles of pipe cleaned in the Basin and High Frequency cleaning 

each month will be calculated over the twelve-month period of the PMPP period. Calculation will be made to the 

nearest tenth of a mile. The average monthly number of man-hours spent on the task of cleaning pipe will be calculated. 

The Average Miles will be divided by the Average Man-Hours to determine the monthly average number of miles of 

Pipe Cleaned per Man-Hour. 

FOG Inspections, Annual Total – FOG inspections are performed on a regular basis at commercial facilities and 

maintain consistent compliance with the District’s Code of General Regulations. Reducing FOG in the collection 

system helps reduce sanitary sewer overflows.  

Pipe Repairs / per Man-Hour - The average number of pipe repairs, patches, and dig-ups each month will be 

calculated over the twelve-month period of the PMPP period. Calculation will be made to the nearest whole number. 

The average monthly number of man-hours spent on the task of making pipe repairs and patches will be calculated. 

The Average Repairs and Patches will be divided by the Average Man-Hours to determine the monthly average 

number of Pipe Repairs per Man-Hour.  

CIP/ Spot Repair Project - The timely design, bid packets produced, contract award, and Notice to Proceed of the 

2026-2027 Spot Repair Project. The Spot Repair Project will Call for bids by March, Award Project by May, and 

Notice to Proceed by July 2026, if the initial bids are accepted by the Board of Directors. 

Spill’s (any Category), Annual Total – A sanitary sewer overflow, Spill, as defined by the State Water Resources 

Control Board. The base and target goal should decrease each year until the optimum spill ratio is reached. 

Quality Control –Sewer main pipelines are picked at random for CCTV inspection from the list of lines cleaned the 

previous month to assess the quality of cleaning performed.  Any lines inspected which are found to need further 

cleaning count against the goal but more importantly are reviewed to determine if a change in cleaning methods is 

appropriate, if a repair is necessary, or if operator error is a factor.  
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WEST BAY SANITARY DISTRICT 

AGENDA ITEM 8 
 

 
 
To: Board of Directors 
 
From: Sergio Ramirez, General Manager 
  
Subject: Discussion and Direction on the District’s Succession Plan 
 

 
Background 
 
On December 2, 2024 the District concluded the Succession Planning and Workforce 
Development plan with the assistance of CPS HR Consulting. The plan has been 
incorporated into staff’s annual performance appraisal reviews.  
 
Three positions requiring a succession plan were identified in late 2024. The positions 
were: 
1. Finance Manager 
2. Associate Engineer 
3. Information Technology Analyst 
4. Personnel and Accounting Specialist   
 
The plan has assisted with the successful succession of the Water Quality Manager, 
Engineering Technician, Field Supervisor, Pump Mechanic, CCTV Technician, and 
Rehabilitation Technician.   
 
Field staff is encouraged to fill out a “Job Interest Form” every six months. Most 
recently, the form was incorporated into the administrative staff to encourage 
succession and employee development.   
 
In early 2026 the Board requested an update to the Succession Plan.  
   
Analysis  
 
The General Manager will give a presentation on the Succession Plan and will share 
examples of the “Job Interest Forms” which serve a key role in the development of 
staff. He will also give an update on the succession of other vital positions.  
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Fiscal Impact 
 
None currently. 
 
Recommendation 
 
The General Manager recommends the Board of Directors receive the presentation 
and provide direction regarding the succession plan if necessary.  
 
Attachments:      

1. CPS HR Succession Plan December 2, 2024 
2. Example of Job Interest Form 
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  WEST BAY SANITARY DISTRICT 

Interest Card 2026  

 

NAME:        DATE:   
 
CURRENT POSITION:          
 
I AM INTERESTED IN THE FOLLOWING POSITION (S) TO FURTHER MY CAREER AT WBSD (Pick no 
more than 3 positions and Rank in the order of preference from 1-3 with 1 being the preferred): 
 
 General Manager       Office Manager 
 

Operations Superintendent    District Engineer 
 
Asst. Operations Superintendent   Water Quality Manager 
 
Operations Supervisor      Source Control Inspector 

 
Field Supervisor (Rehab, Maint., CCTV <cir.1>)   Chief Plant Operator 
 
Pump Facility Supervisor    OIT or Operator I or II 
 
Maintenance Mechanic      Finance Manager 
 
Rehab Technician     Accountant    

 
Associate Engineer     Accountant Technician 

 
Engineering Technician     Admin Technician 
 
CCTV Technician     IT Analyst 
 
Construction Inspector  Other -      

 
 

Why you are interested in the checked position(s) and how you have been preparing to further your career:
  
              

            ______ 

 

How would West Bay benefit from you filling this position(s)? 
       
              
 
              

 

What have you done to prepare yourself to fill this position(s)? 

            ______ 
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West Bay Sanitary District                 

Succession Planning and Workforce 

Development Program Summary Report 

Executive Summary 

Background and Methodology 

West Bay Sanitary District (West Bay) partnered with CPS-HR to refresh the Succession Planning 

and Workforce Development Program to address immediate and long-term workforce needs.  

Below we describe the CPS-HR 4 step model and the project work that was completed as well as 

proposed next steps relative to the model. 

   

• Step 1 – (Completed for 12 positions) Identifying Key Incumbent and Potential 

Successor Positions: The first step involves identifying the key Incumbent Leader (IL) 

and Potential Successor (PS) positions. Key Incumbent positions are key leadership or 

technical positions that are critical for business continuity and the organization’s future 

success. Potential Successor positions are the positions that report into the Incumbent 

Leader positions.  

 

Key Job Profiles are then developed for the Key Incumbent leader positions that contain 

competencies critical for success and suggested development opportunities for their 

Potential Successors.  

 

• Step 2 – Preparing Potential Successors: This step focuses on developing a key job 

profile for the Potential Successors (PS) which are designed to assess their knowledge 

and proficiency in relation to their Incumbent Leaders (ILs), identifying competency gaps 

which will form the foundation for creating the PS Individual Development Plans (IDPs).  

 

PS job profiles were completed for eight positions in this project.  See Appendix B. 
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The IDP process should emphasize collaboration between participants and 

supervisors/mentors to tailor developmental strategies based on individual needs and 

learning styles. Specific templates and guidance were provided to facilitate this process. 

We have developed an IDP template and Facilitator Guide to frame the discussion and 

assist ILs and PSs with co-creating an action plan to close the gap in key competency 

areas. See Appendices C and D. 

 

• Step 3 – Developing Potential Successors: Involves executing the activities outlined in 

the Aspiring Leader IDPs, such as internal/external training, coaching and mentoring, 

job shadowing, and providing relevant on-the-job experiences. Suggestions include 

leveraging existing development opportunities, partnering with educational 

institutions, and involving key stakeholders in knowledge transfer initiatives. Step 3 

activities were not completed as part of the current project. 

 

• Step 4 – Monitoring Progress and Recognizing Achievement: Encompasses ongoing 

program support, communication, and recognition. This includes providing support or 

resources to the supervisors and mentors as well as the Potential Successors, reviewing 

milestone status reports to monitor progress, and communicating program outcomes to 

executive leadership and/or the Board. Regular communication with stakeholders and 

executive leadership is essential for program refinement. Step 4 activities were not 

completed during the course of the current project with CPS, but guidance has been 

provided in the Succession Planning and Workforce Development Program Toolkit (that 

encompasses all four steps of the model). 

 

Staffing Findings and Considerations 

This section outlines some of the key findings related to the number of potential successors for 

each position, the anticipated development horizon, and staffing conditions that are relevant to 

the succession planning program.  

 

Based on self-reports, the majority of the incumbents interviewed during this process described 

their likely retirement or departure timeframe as 7 – 10 years. This length of time allows 

sufficient time to provide the necessary training, coaching, and hands-on development 

activities needed to prepare the Potential Successors to fill vacancies when they occur.  

 

The most urgent exception is for the Finance Manager position. The incumbent is planning to 

retire in the Spring of 2025. As a result, the District is planning to engage with an executive 

search as soon as possible so that the successful candidate can shadow the incumbent for 1-2 

months prior to her departure to ensure a transfer of knowledge and a smooth transition 

without any operational interruption. 
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As you can see in the table below, in addition to the Finance Manager, there are three other 

positions that do not have a succession pool (Associate Engineer, Information Technology 

Analyst, and Personnel and Accounting Specialist). As individual contributors with no staff, it is 

important to document critical Standard Operating Practices (SOPs) to ensure work can 

continue in their absence (e.g., vacations, illness, turnover). By creating these SOPs (e.g., desk 

procedures, checklists, screen shots, videos, etc.), the District maintains operational stability. 

The roles and responsibilities of the Personnel and Accounting Specialist (PAS) have shifted. 

There is a much heavier emphasis on and need for the Human Resources tasks and expertise. 

This focus will grow as the District adds seven employees for the East Palo Alto Waste contract). 

As such, the Administrative Technician (AT) is being cross trained in accounting duties to allow 

the PAS more time to concentrate on the human resources aspect of the job. At the same time, 

it increases the capabilities and engagement of the AT. 

In order to provide some support and back-up for key individual contributor positions, the 

newly approved Engineering Technician will divide their time between the Associate Engineer 

(75%) and Information Technology Analyst (25%).    

Table 1.  Distribution of Potential Successors Across the District 

Number of Completed Self-Evaluations = 23 
# of Potential 

Successors 

Assistant Operations Superintendent 4 

Associate Engineer 0 

District Engineer 1 

Finance Manager 0 

General Manager 3 

Information Technology Analyst 0 

Office & Communications Manager 1 

Operations Superintendent 3 

Operations Supervisor 6 

Personnel and Accounting Specialist 0 

Pump Facility Supervisor 1 

Water Quality Manager 4 
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Next Steps 

In the current project, CPS collaborated with the District to complete Step 1 of the model by 

creating the Incumbent Leader Job Profiles. We completed the first half of Step 2 by 

administering and analyzing the self-evaluation data to create the Potential Successor Job 

Profiles. The remaining steps of the 4-part model are referenced below and further detail is 

available in the Succession Planning and Workforce Development Program Toolkit and reference 

materials.  

Preparing Potential Successors (Step 2, Part 2) 

Using the Aspiring Leader Key Job profile developed earlier in step 2, all Potential Successors 

will co-create an individual development plan (IDP) with their supervisor and/or mentor, as 

appropriate, to outline their unique development strategy.  

Developing Potential Successors (Step 3) 

Subsequently, Potential Successors are expected to undertake the developmental activities 

outlined in their development plan, including internal and external training, certification, 

coaching/mentoring, job shadowing, and on-the-job (OJT) experiences in alignment with the 

milestones and objectives in their IDP. 

Monitoring Progress and Recognizing Achievement (Step 4) 

This step encompasses ongoing program support for the Potential Successors and Incumbents, 

communication, recognition, and performance metric assessments to ensure the program is 

meeting its objectives. There is also a need to communicate program successes to the executive 

sponsor and the Board and share success stories to promote transparency and engagement 

across the District.  
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West Bay Sanitary District              

Succession Planning and Workforce 

Development Program Summary Report 

Project Background and Methodology 

Background 

The West Bay Sanitary District (West Bay) partnered with CPS HR Consulting (CPS HR) to engage 

in updating and refreshing the Succession Planning and Workforce Development Program. This 

program is designed to address both immediate and long-term workforce needs, focusing on 

talent continuity for key positions critical to the District’s success.  

CPS HR’s role included conducting assessments of key leadership and technical positions to 

identify critical competencies for success and potential development opportunities for 

individuals who aspire into those key positions. CPS has documented a repeatable process for 

identifying, assessing, and developing potential successors for key positions within the 

organization.    

CPS Succession Planning and Workforce Development Program 4-Step 

Model 

Below we describe the CPS-HR 4 step model and the project work that was completed as well as 

proposed next steps relative to the model. 

   

• Step 1 – (Completed for 12 positions) Identifying Key Incumbent and Potential 

Successor Positions: The first step involves identifying the key Incumbent Leader (IL) 

and Potential Successor (PS) positions. Key Incumbent positions are key leadership or 

technical positions that are critical for business continuity and the organization’s future 

success. Potential Successor positions are the positions that report into the Incumbent 

Leader positions.  

 



 

West Bay Sanitary District Succession Planning and Workforce Development Program 

9 | P a g e  
 

Key Job Profiles are then developed for the Key Incumbent leader positions that contain 

competencies critical for success and suggested development opportunities for their 

Potential Successors.  

 

• Step 2 – Preparing Potential Successors: This step focuses on a) developing a key job 

profile for the Potential Successors (PS) which are designed to assess their knowledge 

and proficiency in relation to their Incumbent Leaders (ILs), identifying competency gaps 

and b) creating the PS Individual Development Plans (IDPs) based on that self-

evaluation. Eight PS job profiles were completed in this project and are shown in 

Appendix B. 

 

As the District moves forward with the IDP process, it’s important to emphasize the 

importance and value of collaboration between participants and supervisors/mentors to 

tailor developmental strategies based on individual needs and learning styles.  

 

We have provided an IDP Facilitator Guide and template to frame that discussion and 

assist ILs and PSs with co-creating an action plan to close the gap in key competency 

areas. See Appendix D. 

 

• Step 3 – Developing Potential Successors: Involves executing the activities outlined in 

the Aspiring Leader IDPs, such as internal/external training, coaching, and mentoring, 

job shadowing, and providing relevant on-the-job experiences. Suggestions include 

leveraging existing development opportunities, partnering with educational 

institutions, and involving key stakeholders in knowledge transfer initiatives. Step 3 

activities were not completed as part of the current project and will be completed by 

the District as part of the ongoing development of staff competencies. 

 

• Step 4 – Monitoring Progress and Recognizing Achievement: Encompasses ongoing 

program support, communication, and recognition. This includes providing support or 

resources to the supervisors and mentors as well as the Potential Successors, reviewing 

milestone status reports to monitor progress, and communicating program outcomes to 

executive leadership and/or the Board. Regular communication with stakeholders and 

executive leadership is essential for program refinement. Step 4 activities were not 

completed during the course of the current project with CPS, but guidance has been 

provided in the Succession Planning and Workforce Development Program Toolkit and 

related guides (that encompass all four steps of the model). 

Methodology 

Below we describe the various activities conducted during the course of the project. 
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Project Initiation 

June 2024  

The kickoff meeting focused on introducing key team members from West Bay and CPS and 

providing an overview of the project plan including scheduling multiple interviews with each 

incumbent.  

 Incumbent Interviews  

July – August 2024   

One-on-one interviews were conducted with the following West Bay incumbents to develop 

succession planning job profiles. 

Table 2.  Incumbents Interviewed 

Job Title Incumbent Name 

Assistant Operations Superintendent Bob Scheidt 

Associate Engineer Yutian Lei 

District Engineer Fariborz Heydari 

Finance Manager  Debra Fisher 

General Manager Sergio Ramirez 

Information Technology Analyst Aurora Ledesma 

Office & Communications Manager Todd Reese 

Operations Superintendent Bob Hulsmann 

Operations Supervisor Heath Cortez 

Personnel and Accounting Specialist Annette Bergeron 

Pump Facility Supervisor Lisandro Marquez 

Water Quality Manager Jed Beyer 

Incumbent Leader Key Job Profile Development (Step 1) 

The Key Job Profile is used to define the critical competencies needed for an Incumbent Leader 

position. It serves as a tool to assess where Potential Successors (PSs) are in relation to their 

Incumbent Leaders, and to identify competency gaps which will serve in the creation of PS 

individual development plans.  PSs are individuals who report to an IL and aspire to take on that 

role in the future. 

Each Key Job Profile consists of two main categories of competencies: People & Operational and 

Technical. People competencies encompass skills such as leadership, communication and 

strategic thinking, while competencies, often involved in the day-to-day operations, are focused 

on areas such as project management, decision-making, and workload management. Technical 

competencies pertain to specialized knowledge and proficiency in specific tools, equipment, or 

methodologies specific to a particular business function. Additional detail was gathered for each 
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of these competencies, giving clear examples of what it means to be proficient in them and 

providing relevant suggestions that PSs can follow to develop these competencies.  

A series of structured meetings, as outlined below, were conducted to define the competencies 

and development opportunities for each IL.  

Meeting Title Meeting Purpose 

1. Incumbent Leader (IL) 
Initial Interview 

Gather insights into IL responsibilities; identify the Critical or 
Key Competencies needed to successfully complete job. 

2. Incumbent Leader Drill-
Down Interview 

Obtain additional detail on competency application and 
development suggestions. 

3. Validation of Incumbent 
Leader Profile 

Validation of critical competencies, application to the position, 
and development suggestions with IL and the direct supervisor. 

A sample profile for the Operations Superintendent position is included in Appendix A to 

illustrate the level of detail and specific suggestions for development activities. 

Potential Successor Self-Evaluation Survey Administration 

August – September 2024  

The Potential Successor survey was designed to identify the PSs preparedness to compete for the 

designated incumbent position based on self-rated proficiency ratings on the validated 

competencies. PSs represent individuals within the organization who aspire to take on IL roles in 

the future.  

The following employees were selected to participate as potential successors and declined the 

invitation for a variety of reasons including plans to retire soon, no desire to be promoted 

currently, or other personal reasons: George Sanchez, Debra Fisher, Aurora Ledesma, Robert 

Hulsmann, Todd Reese, Carrie Nevoli, Desiree Slate, Victor Garcia.  Dominic Nanni left the 

organization during the evaluation phase of the project. 

Potential Successors were emailed a link to access the survey along with a pre-recorded webinar 

explaining the survey instructions. In the survey, participants evaluated themselves against one 

or more incumbent profiles to identify areas for improvement.  The sample findings, shown in 

Appendix B, will be used in Step 3 of the Succession Planning Model to create Individual 

Performance Plans. 

The PSs provided two self-ratings on their current proficiency level on the knowledge and 

application for each competency identified by the IL. Ratings were based on a three-point scale 

to indicate they had a lower/basic level of competency, moderate level, or higher/more advanced 

level of competency. The definition of this three-point scale and how to distinguish between 

knowledge and application are provided below.  
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Category Definitions Current Proficiency Level 
Knowledge (K) = An awareness and theoretical 
understanding of the concept(s) in the 
competency.  

Lower (L) – has up to a basic understanding of the 
concept(s). Can apply with guidance.  

Application (A) = Ability to apply and demonstrate 
the concept(s) with varying degrees of guidance. 

Moderate (M) –is able to analyze and apply the 
concept(s) to routine situations.  

 
High (H) – has a thorough understanding of 
concept(s); is able to analyze and apply to complex 
or unusual situations; can guide others. 

 

PSs were encouraged to provide candid ratings that accurately reflected their current familiarity 

and comfort with performing the tasks and demonstrating the key competencies identified for 

the position. They were instructed to rate their current level of knowledge and application for 

each competency using a lower, moderate, or higher scale, guided by the definitions. When 

deciding between two ratings, participants were encouraged to select the lower rating to prompt 

further discussion and maximize the developmental opportunities they could receive.  

Create Potential Successor Profiles 

September – October 2024  

The PS survey results were compiled and analyzed to identify the number of potential successors 

for each position and how they evaluated themselves against one or more incumbent profiles. 

Please note, surveys were completed for 8 of the 12 positions selected for this first round of 

succession planning.  There were no PSs for the Finance Manager, Associate Engineer, 

Information Technology Analyst, or Personnel and Accounting Specialist positions.   

A sample of these results from the survey are shown in Appendix B.   

These tables provide an overview of the ratings and can be used by the incumbent or immediate 

supervisor to target common areas for training, coaching, job shadowing, and hands-on practice 

opportunities.  

Guidance Documents 
CPS has provided guidance documents including a Succession Planning and Workforce 

Development Toolkit and detailed guides for the District to complete the remainder of the 

steps going forward. These tools and templates are described in more detail below. 

Some modifications were made to the usual project plan to accommodate the District’s needs 

and interests as well as lessons learned from other recent client engagements.  While the 
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conceptual framework and steps used in this project are consistent with the Toolkit and related 

content we made the following adjustments: 

• Changed the name from “Aspiring Leader” to “Potential Successor” to account for 

those who aspire to a technical or individual contributor role that does not include 

leadership responsibilities and encompasses cross-functional rather than vertical 

career advancement. 

• Streamlined the Potential Successor Rating Scale to Knowledge and Application (by 

eliminating the Skill category which previous clients found to be confusing and 

provided little unique value in the eventual development planning process) 

• Increased the flexibility of the 3 x 3 Competency model by focusing on Technical 

competencies and a combination of People & Operations (to avoid the overlap 

between leadership and business competencies). We also allowed for a tenth 

competency, if needed, to ensure all critical facets of the job were included. 

• Used online surveys rather than one-on-one interviews to collect Potential Successor 

self-evaluation ratings to allow maximum scheduling flexibility and remove the 

perceived time limit. 

The following documents have been provided to the District to assist with implementing the 

succession planning and workforce development process:   

1. Succession Planning and Workforce Development Toolkit:   

This document serves as a comprehensive guide for developing a succession plan within 

the organization. It includes guiding principles, policies, and supporting tools aimed at 

facilitating the creation of a systematic process for monitoring workforce data, evaluating 

activities, tracking plan progress, and making necessary adjustments. The toolkit provides 

a structured framework to ensure smooth succession planning and effective talent 

management. 
 

2. Detailed Guides and Templates:  
 

 

a. Key Job Profile IL and PS Process Guide: This guide offers detailed instructions 

and best practices for conducting the IL and PS interviews. It outlines the interview 

process, including preparation, questioning techniques, and evaluation criteria, to 

ensure consistency and fairness. 

b. Templates for IL/PS Process: Pre-designed templates and resources are provided 

for the District to continue to capture the IL and PS key job profile information in 

a consistent fashion. This includes a sample competency grid outlining the three 

types of competencies, sample key job profile templates at different phases of the 

process, and an excel spreadsheet capturing the key job profile and Aspiring 

Leader information in a format that is directly transferable to a database, as 

needed.  
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c. Individual Development Plan (IDP) Template: This template can be utilized for 

PSs to create their Individual Development Plan. This includes a focus on 

competency development with space to incorporate information from the 

Development Database or IL profiles to fill in potential development opportunities 

linked to specific competencies. Refer to Appendix C. 

d. Individual Development Plan (IDP) Facilitator Guide: This guide provides a 

consistent framework for reviewing the PS self-evaluations to determine the 

highest priority development needs and the most effective development activities 

to reach proficiency (training, coaching, mentoring, job shadowing, or hands-on 

assignments and practice with feedback from the supervisor or mentor). Refer to 

Appendix D. 

 

Next Steps  

In the current project, CPS collaborated with the District to complete Step 1 of the model by 

creating the Incumbent Leader Job Profiles. We completed the first half of Step 2 by 

administering and analyzing the self-evaluation data to create the Potential Successor Job 

Profiles. The remaining steps of the 4-part model are referenced below and further detail is 

available in the Succession Planning and Workforce Development Program Toolkit and reference 

materials.  

Preparing Potential Successors (Step 2) 

Using the Aspiring Leader Key Job profile developed earlier in step 2, all Potential Successors 

will co-create an individual development plan (IDP) with their supervisor and/or mentor, as 

appropriate, to outline their unique development strategy. While the same critical 

competencies apply to everyone in a particular position, employees have varying 

developmental needs based on individual strengths and weaknesses. Crafting IDPs tailored to 

each employee’s needs and learning styles fosters a more productive, efficient, and cost-

effective approach to professional development. 

Creating Individual Development Plans (IDPs) 

The information from the Potential Successor Job Profiles / self-assessments serves as the 

foundation for the conversation about what development opportunities are best suited to the 

PSs level of proficiency in each of the key competency areas.  

 

1. Incumbent Leaders schedule a Review and Development meeting with each potential 

successor to review their self-evaluation and begin to co-create a development plan. 
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CPS has provided a Facilitator’s Guide and Succession Development Plan template for 

those meetings with suggested questions. 

 

For Potential Successors (PSs) who evaluated themselves against multiple incumbents, 

we recommend that the PS meets with the team of the incumbent leaders in positions 

they are pursuing to prioritize development needs and identify which incumbent leader 

is best suited to lead the development effort. Ultimately, the PS’s immediate supervisor 

will be responsible for arranging training, making assignments, and adjusting workload 

to accommodate developmental activities, so it’s important that those efforts are 

coordinated through them.   

 

2. The Executive Team reviews the self-assessment results to identify key development 

themes and ways to leverage training and shadowing opportunities.  For example, if 

multiple PSs indicate project management as an area for development, the District may 

choose to deliver group training (from internal or external sources) or select an ongoing 

project that could be used as a training ground for multiple PSs. This type of group 

training increases consistency, encourages collaboration among staff, and helps to build 

cross-functional relationships. 

 

3. Schedule Quarterly check-ins to evaluate PS progress against their development plan 

and make any adjustments based on completion of key tasks, changes in priorities or 

workload, and/or new assignments. The purpose is to keep these development efforts 

top of mind and to stay focused on steady progress toward competency in each of the 

key areas associated with the profile. 

 

Developing Potential Successors (Step 3) 

Subsequently, Potential Successors are expected to undertake the developmental activities 

outlined in their development plan, including internal and external training, certification, 

coaching/mentoring, job shadowing, and on-the-job (OJT) experiences in alignment with the 

milestones and objectives in their IDP. 

Additional recommendations for this step include:  

• Partnering with local educational institutions to complement developmental strategies. 

• Coordinating with internal department leaders to arrange OJT opportunities. 

• Collaborating with other departments and subject matter experts to develop and deliver 

formal classroom training for internal formalized development opportunities.  

• Involving key stakeholders and executive sponsors of the succession planning initiative in 

efforts related to knowledge management, such as OJT development and in-class 
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facilitation. 

• Posting all development options for all employees to view and/or access. 

• Developing and/or documenting Standard Operating Procedures (e.g., desk manuals, 

checklists, flowcharts, etc.) for critical tasks with an emphasis on those positions with no 

staff or back-up in the event of emergencies, vacations, etc. to ensure operational 

continuity and stability. 

Monitoring Progress and Recognizing Achievement (Step 4) 

This step encompasses ongoing program support, communication, recognition, and performance 

metric assessments. 

Ongoing program support, communication, and recognition 

• Implementing stakeholder support mechanisms, including:  

Potential Successor Support 

o Providing work flexibility for Potential Successors to fulfill developmental commitments 

while managing core job duties. 

o Offering Potential Successors opportunities to integrate new knowledge and skills into 

ongoing job duties. 

o Directing Potential Successors to internal and external resources that can complement 

their competency development. 

Supervisor Support to Assist Potential Successors 

o Ensuring supervisors are well-informed about their employees’ developmental 

activities to reinforce new learning on the job through relevant assignments and 

constructive feedback. 

o Providing guidance to supervisors on effective planning and implementation of OJT 

development within the unit. 

• Using outcomes to generate milestone status reports and summary reports for individuals 

and the program year. 

• Communicating reports and successes to the executive sponsor and the Board. 

• Making program modifications annually based on information collected during this step. 

• Sharing successes throughout the organization to foster transparency and recognition of 

achievements. 
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Appendix A: Sample Job Profile for 

Operations Superintendent    

Key Job Profile: Operations Superintendent   
People & Operational Competencies:   
  

1. Planning:  
Creates maintenance and operational plans for the organization (including phased 
implementation, resource allocation, anticipating obstacles, and 
determining/adjusting priorities).  

  
Greater Detail  

1. Manage staff based on constantly changing priorities and resource 
availability.  
2. Develop Master Plans with staff and stakeholder input.   
3. Coordinate with internal stakeholders to gather information needed for 
the Master Plans.   
4. Work with Operations Supervisor on scheduling to understand the 
complexity.  
5. Encourage crews to share needs, while managing expectations that not 
all requests can be accommodated.  
6. Understand the system to anticipate repairs and funding needed before 
failure to extend/maximize equipment/system lifecycle.  
7. Balance resources realistically (proactive/reactive) based on lifecycle and 
replacement estimates.   
8. Develop and update emergency plans and SOPs on a regular basis.   

Suggested Development Opportunities to Provide to Potential Successors:  
1. Coaching and mentoring  
2. Participate in morning briefings to understand work assignments  
3. Work with Operations Supervisor on scheduling to understand the 
complexity  
4. Provide input on emergency plans and SOPs  
5. Participate in ride alongs with multiple crews to learn more about the 
work they do and how it impacts the system, the equipment they use, and 
safety issues  

  
2. Teamwork & Collaboration:     
Works effectively with others inside and outside the organization. Collaborates and 
coordinates efforts to achieve goals. Builds trust, demonstrates respect, empathy, 
and compassion in all interactions.   
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Greater Detail  
1. Work with other department heads to support District objectives and 
projects.  
2. Support other departments and agencies if they need help or support 
(e.g., inspections, reclaimed water, Engineering).  
3. Provide staff to fill in for other departments.   
4. Respond promptly to questions or requests.  
5. Provide cross training opportunities to enhance skills.  
6. Focus on the District’s needs above department or personal needs.  
7. Participate in industry and vendor events to stay current on trends and 
regulations, build connections and relationships that can serve the District, 
and learn/share best practices.   

Suggested Development Opportunities to Provide to Potential Successors:  
1. Coaching and mentoring  
2. Training: Building Relationships, Interpersonal Skills (e.g., trust, empathy, 
respect)  
3. Hands-on practice working with other departments  
4. Actively participate in CWEA or similar associations to learn about trends, 
build relationships, and share best practices  
  

3. Communication:  
Provides clear, well-organized, and accurate information in a timely manner with an 
appropriate tone and level of detail tailored to the audience. Listens actively, asks 
questions for clarification, and reflects back information to ensure understanding.   

  
Greater Detail  

1. Conduct morning briefings and various meetings (e.g., project, budget, 
and District and Department goals) with internal and external customers to 
share and solicit information.  
2. Use written communication for daily correspondence, disciplinary 
documents, and staff reports to the Board.   
3. Develop inter-agency invoices and correspondence.  
4. Convey accurate and sufficient detail, rationale for decisions or 
recommendations, and the operational and fiscal impacts of those actions.  
5. Provide rationale for process changes, major purchases, performance 
goals, goals achieved/missed, and PMPP rates.  
6. Develop and deliver industry association presentations (e.g., CWEA).   
7. Deliver internal department training (e.g., new processes, policies, or 
equipment) and presentations.  
8. Make Board presentations for any major purchases or goal related 
issues.  

Suggested Development Opportunities to Provide to Potential Successors:  
1. Coaching and mentoring  
2. Training: Business Writing, Public Speaking, Presentation Skills   
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3. Participate in CWEA and other industry associations to build relationships 
with other organizations/agencies, represent the District, and practice public 
speaking skills   
4. Assist with the development and delivery of presentations and training  
5. Hands-on practice with reviewing contracts and writing staff reports with 
feedback  
  

4. Performance Management/Coaching/Training /Hiring:  
Sets SMART goals and clear expectations. Provides growth and development 
opportunities to enhance skills and employee engagement. Actively participates in 
hiring decisions.  

  
Greater Detail  

1. Use interest cards to guide work assignments.  
2. Identify career interests and look for opportunities to fill those skill gaps.  
3. Provide constructive feedback to improve performance and/or enhance 
capabilities.  
4. Lead all progressive disciplinary actions and discussions (based on input 
from Ops Supervisor).  
5. Share information, insights, and guidance to develop skills in staff.  
6. Work with HR to post positions, review applications, develop interview 
questions and skills tests, conduct interviews, and make hiring decisions.  

Suggested Development Opportunities to Provide to Potential Successors:   
1. Coaching & Mentoring  
2. Participate on internal and external hiring panels (screening and 
interviews)  
3. Training: Performance Management, General Supervision, Coaching (e.g., 
Community Colleges, San Mateo County)  
4. Read and understand MOU and West Bay Personnel policies   

  
5. Customer Service:  
Responds to customer inquiries, requests, and complaints in a timely and 
professional manner.   

  
Greater Detail  

1. Demonstrate empathy and understanding without overcommitting.  
2. Determine when it’s appropriate to go above and beyond for the 
customer.  
3. Be respectful in all interactions.  
4. Represent West Bay in a manner that maintains/enhances its reputation.  
5. Provide accurate and relevant information.  
6. Be able and willing to have difficult conversations and avoid setting 
precedents by making exceptions.  

Suggested Development Opportunities to Provide to Potential Successors:  
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1. Coaching and mentoring  
2. Training: Customer Service, Empathy, Emotional Intelligence   
3. Practice responding to customer complaints with manager’s feedback  
4. Shadowing the Ops Superintendent during customer interactions  

  
6. Negotiation and Contract Management:  
Handles daily MOU management and other agency agreements.  

  
Greater Detail  

1. Ensure that MOU policies are being adhered to (e.g., using the seniority 
list, not setting inappropriate precedents).  
2. Handle discipline in alignment with MOU policies.   
3. Conduct monthly check-ins to verify work is being completed.  
4. Relay all findings and concerns to external agencies.   
5. Prepare invoices and contract amendments.  

Suggested Development Opportunities to Provide to Potential Successors:  
1. Coaching and mentoring  
2. Read and understand MOU and West Bay Personnel policies  
3. Read and understand the contracts with outside agencies (e.g., LAH, 
Woodside, EPASD)  
4. Participate in meetings with the union and other agencies  
5. Participate in contract reviews and invoicing  

  

Technical Competencies  
Behaviors related to demonstrating technical competence in specific subject 
matter areas for your position at West Bay.  
  

1. Regulatory Compliance & Reporting:  
Is aware of and enforces local, state, and federal regulations. Maintains 
confidentiality and secures sensitive information. Promotes and enforces safety 
standards. Leads by example.  

  
Greater Detail  

1. Understand the regulatory environment.  
2. Review and certify State Board reports (CIWIQS).  
3. Maintain CIWIQS file of details to defend findings as needed.   
4. Conduct site visits to ensure crews are complying with safety regulations.  
5. Ensure the budget is sufficient for safety needs.  
6. Encourage staff to offer suggestions related to improved safety.  

Suggested Development Opportunities to Provide to Potential Successors:  
1. LRO Training  
2. Attend SSMP and WDR Training through CWEA (state requirement)  
3. Participate in budget meetings  
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4. Assist with or conduct site visits  
5. Read the General Order to understand requirements  

  
3. Knowledge of Pump Station and Collection System Operations and 
Maintenance:  
Understands the maintenance required, job hazards, and budget needed for 
those  facility.   

  
Greater Detail  

1. Understand what an effective maintenance program entails.  
2. Determine when program changes are required and implement those 
changes.  
3. Offer guidance to supervisors regarding day-to-day activities.  
4. Understand when there is a need for additional outside 
resources/contractors.  
5. Understand job related safety hazards and how to mitigate or remove 
them.  
6. Understand the telemetry needed to monitor the pump stations.  
7. Stay current with new technologies, best practices, and regulations.  
8. Network with other agencies and industry leaders to build relationships 
and gain insights to apply at the District.  

Suggested Development Opportunities to Provide to Potential Successors:  
1. Coaching and mentoring  
2. Attend industry conferences, training, webinars to stay current  
3. Attend internal operation and planning meetings  
4. Participate with crews to understand field conditions and hazards  
5. Participate in designing and implementing program changes  
6. Network with other agencies and industry leaders  
  

4. Budgeting:  
Assists in developing the annual budget to meet current and future needs in 
alignment with the strategic direction. Manages the approved departmental budget 
throughout the year.  

  
Greater Detail  

1. Ensure resources are available throughout the year to meet objectives.  
2. Conduct monthly management meetings to track budget performance.  
3. Review department budget to ensure expenses align with the budget 
year expectations.  
4. Review and approve purchase orders.  
5. Budget for equipment, tools, vehicles, and day-to-day consumables.  
6. Stay current with equipment and technology changes.  
7. Anticipate the impact of procedural, equipment, technological, and 
regulatory changes on budget and staffing needs.  
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Suggested Development Opportunities to Provide to Potential Successors:  
1. Coaching and mentoring  
2. Training: Budgets, Purchasing policy  
3. Participate in the budgeting process, management meetings, purchasing  
4. Stay current with equipment and technology changes (attend industry 
events, expos, reading industry publications)  

  
4. Proficiency with District Technologies (CMMS, SCADA, and Telemetry):  
Uses CMMS to run compile data, review system and property histories, generate 
reports, and issue/track work orders. Use SCADA and telemetry to monitor facilities.  

  
Greater Detail  

1. Review and analyze CMMS data to identify preventative maintenance 
and repair needs in alignment with the 10-year Master Plan.   
2. Review reports input by staff to oversee progress and identify any issues.  
3. Generate reports or pull up customer records (e.g., work order history) to 
understand the inquiry and respond accurately and thoroughly.  
4. Understand the telemetry needed to monitor the pump stations.  
5. Respond to customer inquiries regarding sewer line history.  

Suggested Development Opportunities to Provide to Potential Successors:  
1. Coaching and mentoring  
2. Training: In-house or vendor training on the software and equipment   
3. Hands-on practice: collect and analyze data, make recommendations, 
respond to customer questions/complaints  
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Appendix B: Summary of Potential 

Successor (PS) Profile Assessments by 

Position   

Summary tables of the PS self-evaluations were created for eight of the twelve positions included 

in this succession planning phase. Please note, there were no PSs for the Finance Manager, 

Associate Engineer, Information Technology Analyst, or Personnel and Accounting Specialist 

positions. The summary results should be distributed to the Incumbent Leaders and Potential 

Successors to facilitate the IDP co-creation discussion. 

The ratings for each competency are divided into 2 categories: Knowledge and Application. 

Knowledge is defined as an understanding of concepts and principles. Application represents the 

PS’s ability to apply the knowledge and skills in common, complex, and unique situations with 

varying levels of direction or supervision.  

 

The sample table provides an overview of the ratings and can be used to target common areas 

for training, coaching, job shadowing, and hands-on practice opportunities. The ratings are color-

coded (HIGHER, MODERATE, and LOWER) for quick reference and identify the competencies that 

require the most development.   
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                 SAMPLE POTENTIAL SUCCESSOR PROFILE SUMMARY SHEET 

This table summarizes the self-evaluations for three fictitious Potential Successors for the 

General Manager position and can be used as the foundation for building each PSs Individual 

Development plan and also shows opportunities for group training or cross-functional 

collaboration. 

General Manager  

  
  

Andy Ben Carl 

Performance 
Management/Coaching/Training 

Knowledge MOD MOD HIGH 

Application MOD LOW MOD 

Teamwork & Collaboration 
Knowledge HIGH MOD HIGH 

Application MOD LOW MOD 

Communication 
Knowledge MOD MOD MOD 

Application MOD LOW MOD 

Business Acumen 
Knowledge MOD MOD HIGH 

Application MOD LOW HIGH 

Budget & Finance 
Knowledge MOD MOD HIGH 

Application MOD n/a HIGH 

Strategy Implementation 
Knowledge HIGH MOD MOD 

Application MOD LOW MOD 

Operational Knowledge 
Knowledge MOD HIGH HIGH 

Application MOD MOD HIGH 

Manage Inter-agency 
Agreements 

Knowledge HIGH HIGH MOD 

Application MOD MOD MOD 

Regulatory Compliance 
Knowledge HIGH MOD MOD 

Application HIGH LOW MOD 

Water Reclamation 

Knowledge HIGH MOD MOD 

Application HIGH LOW MOD 
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Appendix C: Sample Individual 

Development Plan Template 

  

Succession Development Plan 

For [Insert Successor Name Here] 

Target Position: [Insert Job Title Here] 

Target Competency  Developmental Activities  
Resources 

Needed  

Achievement 

Outcome  
Timing  

What specific 

competency or skill 

requires 

development?  

Training courses, self-

learning, temporary 

assignments, projects, 

continuing education, 

certification, OJT, coaching, 

mentoring, etc. (Be 

specific)  

Time, money, 

support, access 

to SMEs, etc.  

How will you 

demonstrate your 

new level of 

competency? What 

does success look 

like?   

Target dates for 

completion:  

Start  Complete  

1  

  

  

               

2  

  

  

               

3  

  

  

               

  

Other Comments or Notes:  

  

  

Employee’s Signature: ___________________________________   DATE: ___________________ 

     

Supervisor’s Signature: ___________________________________  DATE: ___________________ 
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Appendix D: Individual Development Plan 

Facilitator Guide 

 

A GUIDE TO CREATING AN INDIVIDUAL 

SUCCESSION DEVELOPMENT PLAN 

1. Review the Succession Profile and Potential Successor Self-Evaluation Ratings.  

Come prepared with questions to gain an understanding of why your employee selected 

their ratings and a few ideas about a potential action plan to move forward. Ask your 

employee to do the same prior to your meeting. Solicit input from your employee about 

their ideas before you share yours.  Make this a collaborative (rather than directive) 

effort.  By co-creating the development plan, the employee has a higher level of 

commitment and buy-in.  

2. Identify any specific aspects of the profile and/or Greater Detail section that impacted 

the self-ratings (e.g., “I scored myself low because I have no experience with line items 

#2 and #5”).  This will help you pinpoint development needs and target your efforts and 

resources. 

 

Here are some suggested prompts to get you started: 

• Are there specific items on the profile that you’d like to focus on? 

• What aspects of (the Competency or the profile as a whole) are most 

interesting or challenging for you? 

• Which competency is most important for you to develop? What makes that 

your top priority? How might this also help in your current job (as well)? 

• What prompted your rating on (Competency)? Let’s talk more about what 

you’re already doing and where you want to go next. 

• What do you think would be the best way for you to learn more about 

(Competency or Greater Detail Line Item)? 

 

3. Interpret the Results and Prioritize. While each case will be unique, there are some 

general guidelines that will be helpful.   
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High-High rating: Likely not a high priority unless there is a specific line item that you 

feel needs attention because of current behavior or changing organizational demands.  

Moderate-Moderate rating: This is likely an area to explore in greater detail. The priority 

level will depend on the criticality of the competency or skill to the success of current or 

near-future projects, the employee’s interest, and resources available (e.g., workload 

demands, your availability for mentoring, opportunities for the employee to participate 

in current or upcoming projects).  

Low-Low Rating: While this may seem like an obvious priority, there may be instances 

where the specific issues (greater detail in the profile) are not urgent or critical 

especially for potential successors who are relatively early in the development process 

and have an extended time horizon to develop skills. 

Mixed Ratings: When the level of knowledge is lower than the application score, that 

lends itself to training or shadowing. It’s important to explain or demonstrate the 

concepts to create a sound foundation. When the knowledge level exceeds the 

application, it may be time to introduce more hands-on practice activities with time 

built in brainstorming and debriefing to provide feedback about what went well and 

what could be improved upon. 

Select 1-2 areas to work on at a time to avoid overwhelm and increase focus.  Prioritize 

the competency areas or specific skills that are most important (based on urgency, the 

time horizon needed to develop the skill, and the employee’s interests).  

As milestones are accomplished, you can select another assignment or competency area 

to address.  The key is to leverage any and all existing skills and abilities so that you help 

your employee acquire new skills, gain greater perspective, and build their confidence 

to take on more challenging assignments and assume increased levels of responsibility. 

4. Select Effective Development Opportunities. Determine what type of development 

opportunity would be most effective (and is currently available).  Would the skill gap be 

best addressed through classroom training or webinars, shadowing you or a peer at 

specific meetings, attending an industry conference and reporting out on what they 

learned, reviewing draft documents, sharing strategies or rationale for decisions, or 

assigning them to a project team? Refer to the Suggested Development Opportunities 

section of the profile and build on that with your employee. 

 

5. Establish a reasonable timeline. Set some due dates for completing the tasks to 

encourage progress and accountability (for you and your employee).  Take workload and 

resource availability into account.  It’s easy to let development fall by the wayside in 

favor of day-to-day operations. 
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6. Schedule regular follow-up meetings to check on progress. These meetings provide an 

opportunity to check status, offer assistance, and adjust the development strategies as 

needed. This can be an informal five-minute conversation or included as part of your 

one-on-one meetings. 

 

7. Make adjustments to the plan as needed.  Be willing to adjust workload to accommodate 
the employee’s development (extend task deadlines, reassign projects, help them delegate 
other work more effectively, etc.). Reprioritize if conditions change. The Development Plan is a 
living document and roadmap for enhancing the employee’s readiness to compete for future 
position vacancies, so needs to be updated on a regular basis.  
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Appendix E: About CPS HR Consulting 

Report Contributors 

Chris Atkinson, MS Project Manager 

Kammy Haynes, Ph.D. Project Consultant 

Paula North, M.A. Project Consultant 

CPS HR is an innovative, client-centered human resources and management consulting firm 

specializing in solving the unique problems and challenges faced by government and non-profit 

agencies. As a self-supporting public agency, we understand the needs of public sector clients 

and have served as a trusted advisor to our clients for more than 35 years. The distinctive 

mission of CPS HR is to transform human resource management in the public sector.  

CPS HR offers clients a comprehensive range of competitively priced services, all of which can 

be customized to meet your organization’s specific needs. We are committed to supporting 

and developing strategic organizational leadership and human resource management in the 

public sector. We offer expertise in the areas of classification and compensation, 

organizational strategy, recruitment and selection, and training and development.  

CPS HR occupies a unique position among its competitors in the field of government consulting; 

as a Joint Powers Authority (JPA), whose charter mandates that we serve only public sector 

clients, we actively serve all government sectors including Federal, State, Local, Special Districts 

and Non-Profit Organizations. This singular position provides CPS HR with a systemic and 

extensive understanding of how each government sector is inter-connected to each other and to 

their communities. That understanding, combined with our knowledge of public and private 

sector best practices, translates into meaningful and practical solutions for our clients’ 

operational and business needs.  

With more than 80 full-time employees as well as 200+ project consultants and technical 

experts nationwide, CPS HR delivers breakthrough solutions that transform public sector 

organizations to positively impact the communities they serve.  

 



Report to the District Board for the Regular Meeting of September 9, 2026 

WEST BAY SANITARY DISTRICT 
AGENDA ITEM 9 

To: Board of Directors 

From: Sergio Ramirez, General Manager 
Vivian Chu, Finance Manager 

Subject: Consider Approving the Accountant Job Description and 
Authorizing Staff to Recruit and Fill the Position 

Background 

West Bay Sanitary District (“District”) maintains financial operations associated with 
wastewater utility services, sewer service charges, capital improvement programs, 
grants, and other District activities. To support these operations and provide additional 
professional accounting capacity, staff has developed an Accountant position to perform 
professional accounting work under the general direction of the Finance Manager or 
designee.  

As part of the Fiscal Year 2026-27 budget process, the Board of Directors approved the 
adopted budget with funding for the proposed Accountant position. Establishment of the 
position will provide additional accounting capacity to support the District’s financial 
operations and ensure adequate resources are available to perform essential 
accounting and revenue-related functions. 

The Accountant position will provide accounting support for the District’s financial 
operations, with responsibilities including sewer service charge calculations, revenue 
accounting, general ledger maintenance, financial reporting, budgeting, capital asset 
accounting, audit support, grant accounting, and compliance with applicable 
governmental accounting standards and regulations. 

The position requires a bachelor’s degree in accounting, finance, business 
administration, or a closely related field and two to five years of progressively 
responsible professional accounting experience. Experience in public agencies, 
enterprise funds, wastewater utilities, capital project accounting, grant accounting, or 
governmental accounting is highly desirable. CPA, CPFO, or similar professional 
certification is desirable but not required. 

The Accountant will receive general direction from the Finance Manager or designee 
and will not typically have direct supervisory responsibilities. The position may provide 
technical guidance, training, and assistance to administrative or accounting support staff 
as assigned. The position is classified as unrepresented and non-exempt. 
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 Analysis  
 
As the District transitions from a wastewater collection agency to a recycled water 
treatment and distribution agency, it is imperative that appropriate staff is designated 
and responsible for the billing and accounting of such new business aspects of the 
agency. Additionally, the District is transitioning to a multitiered Sewer Service Charge 
tax roll system to include a Single Family, Multi-Family, and Accessory Dwelling Unit 
rate structure which makes the tax roll process with the County Assessor’s Office more 
involved and thus requires additional quality control.       
 
The Accountant position will provide professional accounting support to the District’s 
financial operations, with particular emphasis on two critical areas: quality control review 
of annual Sewer Service Charge calculations and accounting for tax and non-operating 
revenues. 
 
The Accountant will review annual Sewer Service Charge calculations to help ensure 
accurate billing, reporting, and revenue collection. This function provides an important 
quality-control step in the District’s annual revenue process and helps identify and 
resolve discrepancies before billing and reporting are finalized. 
 
The position will also account for tax and other non-operating revenues, including 
Accessory Dwelling Unit (ADU) fees, Multi-Family Residence (MFR) fees, infrastructure 
capacity fees, recycled water billing, and other District revenue sources. Accurate 
accounting and reconciliation of these revenues are essential to maintaining reliable 
financial records and supporting the District’s financial reporting and budget processes. 
 
In addition to these primary responsibilities, the Accountant will provide general 
accounting, reconciliation, financial reporting, budget, audit, capital asset, grant, and 
compliance support as assigned. The position will also assist with process 
improvements, documentation, and internal controls to enhance the accuracy and 
efficiency of the District’s financial operations. 
 
Establishing the Accountant classification will provide the District with dedicated 
professional-level accounting expertise and additional capacity to support timely, 
accurate, and well-documented financial information. 
 
Fiscal Impact 
 
The salary will be paid for using the sewer fund, recycled water fund, and the non-
operation (interagency agreements) revenues. Hours will be tracked using the ADP 
payroll system.  The salary range for the Accountant position is $110,000 to $137,000 
annually, exclusive of benefits and other employer-paid personnel costs. The actual 
salary will be determined based on the selected candidate’s qualifications and 
experience, consistent with District policies.  
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The Board has approved funding for the Accountant position as part of the FY 2026-27 
adopted budget. Accordingly, establishment and filling of the position is within the 
personnel funding included in the adopted budget. Additional fiscal impact will include 
applicable employee benefits, payroll-related costs, and other personnel expenses 
associated with the position. 
 
Recommendation  
 
Staff recommends that the Board of Directors: 
 

1. Approve the Accountant position and associated job description, effective 
September 2026; and 

2. Authorize staff to recruit and then fill the position by January 2027 in accordance 
with the approved job description, District policies, and applicable budget and 
personnel requirements. 

 
Attachment: 

1. Resolution 
2. Accountant Job Description  
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RESOLUTION NO. __XXXX___ (2026) 
 
 

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE WEST 
BAY SANITARY DISTRICT APPROVING THE ACCOUNTANT JOB 

DESCRIPTION AND AUTHORIZING STAFF TO RECRUIT AND FILL 
THE POSITION 

 
WHEREAS, the West Bay Sanitary District (“District”) maintains financial 

operations associated with wastewater utility services, sewer service charges, capital 
improvement programs, grants, and other District activities; and 

 
WHEREAS, as part of the Fiscal Year 2026-27 budget process, the Board of 

Directors approved the adopted budget with funding for the proposed Accountant position; 
and 

 
WHEREAS, the District has determined that establishing an Accountant position 

will provide additional professional accounting capacity to support the District’s financial 
operations and ensure adequate resources are available to perform essential accounting 
and revenue-related functions; and 

 
WHEREAS, the Accountant will provide quality-control review of annual Sewer 

Service Charge calculations to help ensure accurate billing, reporting, and revenue 
collection and to identify and resolve discrepancies before billing and reporting are 
finalized; and 

 
WHEREAS, the Accountant will account for and reconcile tax and other non-

operating revenues, including Accessory Dwelling Unit (“ADU”) fees, Multi-Family 
Residence (“MFR”) fees, infrastructure capacity fees, recycled water billing, and other 
District revenue sources; and 

 
WHEREAS the Accountant position will perform professional accounting work 

under the general direction of the Finance Manager or designee, including sewer service 
charge calculations, revenue accounting, general ledger maintenance, financial reporting, 
budgeting, capital asset accounting, audit support, grant accounting, and compliance with 
applicable governmental accounting standards and regulations; and 

 
WHEREAS, the Accountant will also provide general accounting, reconciliation, 

financial reporting, budget, audit, capital asset, grant, compliance, process improvement, 
documentation, and internal control support as assigned; and 

 
WHEREAS, the Accountant position requires a bachelor’s degree in accounting, 

finance, business administration, or a closely related field and two to five years of 
progressively responsible professional accounting experience, with experience in public 
agencies, enterprise funds, wastewater utilities, capital project accounting, grant 
accounting, or governmental accounting highly desirable; and 

 
WHEREAS, the Accountant position is classified as unrepresented and non-

exempt, will receive general direction from the Finance Manager or designee, and will not 
typically have direct supervisory responsibilities; and 
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WHEREAS, the salary range for the Accountant position is $110,000 to $137,000 
annually, exclusive of benefits and other employer-paid personnel costs, with the actual 
salary to be determined based on the selected candidate’s qualifications and experience 
and consistent with District policies; and 

 
WHEREAS, funding for the Accountant position is included in the District’s adopted 

Fiscal Year 2026-27 budget, and establishment and filling of the position is within the 
personnel funding authorized by the Board of Directors; and 

 
WHEREAS, the Board of Directors desires to approve the Accountant job 

description, establish the Accountant position effective August 2026, and authorize staff 
to recruit and fill the position in accordance with the approved job description, District 
policies, and applicable budget and personnel requirements. 

 
 
NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the West Bay 

Sanitary District as follows: 
 

1. Approval of Accountant Position and Job Description. The Board of Directors 
hereby approves the Accountant position and the associated Accountant job 
description, effective September 2026. 

 
2. Authorization to Recruit and Fill Position. The Board of Directors hereby authorizes 

District staff to recruit and fill the Accountant position in accordance with the 
approved job description, District policies, and applicable budget and personnel 
requirements. 

 
3. Salary and Classification. The Accountant position shall be classified as an 

unrepresented, non-exempt position with an annual salary range of $110,000 to 
$137,000, exclusive of benefits and other employer-paid personnel costs. The 
actual salary shall be determined based on the selected candidate’s qualifications 
and experience, consistent with District policies and the adopted budget. 

 
4. Authority to Implement. The General Manager, Finance Manager, and/or their 

designees are authorized to take such administrative and personnel actions as 
may be necessary or appropriate to implement this Resolution, including 
recruitment, selection, and appointment to the Accountant position, provided such 
actions are consistent with the adopted budget and applicable District policies and 
requirements. The position will be filled in January 2027 or thereafter. 

 
5. Effective Date. This Resolution shall take effect immediately upon its adoption. 

 
 
AYES:   
 
NOES:   
 
ABSENT:  
 
ABSTAIN:  
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________________________ 
Fran Dehn, President 
Board of Directors 
West Bay Sanitary District 

 
 
ATTEST: 
 
 
_________________________  
David Walker, Secretary  
Board of Directors 
West Bay Sanitary District 
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WEST BAY SANITARY DISTRICT 

Job Description 

ACCOUNTANT 

 
DEFINITION 
 
Under general direction, performs professional accounting work in support of the District’s financial 
operations, including general ledger maintenance, financial reporting, budget support, revenue accounting, 
audit support, and compliance with governmental accounting standards. The Accountant ensures the 
accuracy, transparency, and timeliness of financial information related to wastewater utility operations, 
sewer service charges, capital programs, and other District financial activities. 
 
SUPERVISION RECEIVED AND EXERCISED 
General direction is provided by the Finance Manager or designee. 
 
Responsibilities do not typically include direct supervision of staff; however, the position may provide 
technical guidance, training, and assistance to administrative or accounting support staff, as assigned. 
  
EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES – Duties may include, but are not limited to, 
the following: 
 

1. Provides quality control review of annual Sewer Service Charge calculations to support accurate 
billing, reporting, and revenue collection. 
 

2. Accounts for tax and non-operating revenues, including Accessory Dwelling Unit (ADU) fees, Multi-
Family Residence (MFR) fees, infrastructure compacity fees, recycled water billing, and other 
District revenue sources. 

 
3. Maintains and reconciles the general ledger, including preparation and review of journal entries, 

account analyses, and supporting schedules. 
 

4. Prepares monthly, quarterly, and annual financial statements, reports, and schedules in 
accordance with generally accepted accounting principles and Governmental Accounting 
Standards Board (GASB) requirements. 

 
5. Supports the annual budget process by preparing financial data, tracking expenditures, reviewing 

budget activity, and performing variance analysis. 
 

6. Tracks and accounts for capital assets and infrastructure projects; maintains fixed asset records, 
depreciation schedules, and related documentation. 

 
7. Monitors and reconciles cash, investments, accounts payable, accounts receivable, payroll-related 

accounts, and other assigned financial accounts. 
 

8. Provides support for the annual independent audit and Single Audit, including preparation of 
schedules, research of accounting issues, and timely response to auditor requests. 

 
9. Ensures compliance with applicable federal, state, and local regulations, District policies, 

accounting standards, and internal control requirements. 
 

10. Prepares and files required financial, statistical, regulatory, and governmental reports. 
 

11. Assists with grant accounting, cost tracking, reimbursement requests, and related financial 
documentation, as applicable. 
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12. Identifies and recommends process improvements to enhance accounting efficiency, reporting 
accuracy, documentation, and internal controls. 

 
13. Performs related duties as assigned. 

 
OTHER JOB RELATED DUTIES 
 

14. Assists with payroll, special financial studies, cost analyses, rate-related data, and other financial 
projects as assigned. 
 

15. May provide staff support to District committees, consultants, auditors, or outside agencies 
regarding financial matters. 

 
16. Supports the development, maintenance, and documentation of accounting policies, procedures, 

and internal controls. 
 
 
JOB RELATED AND ESSENTIAL QUALIFICATIONS 
 
Knowledge of: 
  

• Principles and practices of governmental, fund, and enterprise accounting, including generally 
accepted accounting principles and GASB standards. 
 

• General ledger systems, financial reporting tools, account reconciliation methods, and journal 
entry preparation. 

 
• Budgeting practices, expenditure tracking, variance analysis, and financial forecasting 

techniques. 
 

• Internal control principles, audit processes, accounting documentation standards, and financial 
record retention practices. 

 
• Capital asset accounting, infrastructure asset tracking, depreciation schedules, and capital project 

cost accounting. 
 

• Revenue accounting practices, including sewer service charges, property tax revenues, 
connection fees, ADU fees, and other non-operating revenues. 

 
• Applicable federal, state, local, and District laws, rules, regulations, policies, and procedures 

governing public agency financial administration. 
 

• Principles and practices of accounts payable, accounts receivable, cash management, payroll-
related accounting, grant accounting, and financial reporting. 

 
• Modern office practices, financial software applications, spreadsheet tools, and data analysis 

techniques used in governmental accounting. 
 
Ability to: 
 

• Prepare accurate, complete, and timely financial statements, accounting reports, reconciliations, 
schedules, and analyses. 
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• Analyze financial data, identify discrepancies, research accounting issues, and prepare 
appropriate corrections or recommendations. 

 
• Communicate clearly and concisely in English, both orally and in writing, with District staff, 

management, auditors, consultants, and outside agencies. 
 

• Interpret, explain, and apply accounting standards, financial regulations, District policies, and 
internal control procedures. 

 
• Maintain complex accounting records and financial data with a high degree of accuracy and 

confidentiality. 
 

• Use financial management systems, spreadsheets, databases, and other software to prepare 
reports and analyze financial information. 

 
• Support audits by preparing documentation, responding to requests, and assisting with 

implementation of audit recommendations. 
 

• Organize work, manage multiple priorities, meet established deadlines, and exercise sound 
judgment within established guidelines. 

 
• Prepare financial information for budgets, capital projects, sewer service charges, grants, 

required filings, and management reporting. 
 

• Establish and maintain effective working relationships with those contacted in the course of work. 
 

• Identify opportunities to improve accounting processes, internal controls, documentation, and 
reporting practices. 

 
• Exercise tact, discretion, and professionalism when handling sensitive financial information. 

 
• Follow all District policies and procedures. 

 
• Work well independently and in a team environment. 

 
• Provide technical assistance and guidance to staff regarding accounting procedures and financial 

documentation, as assigned. 
 
Experience: 
 

• Two (2) to five (5) years of progressively responsible professional accounting experience. 
 

• Public sector, special district, enterprise fund, capital project accounting, grant accounting, or 
utility accounting experience is desirable. 

 
Education: 
 
Requires graduation from an accredited college or university with a bachelor’s degree in accounting, 
finance, business administration, or a closely related field; and two (2) to five (5) years of progressively 
responsible professional accounting experience. Experience in a public agency, enterprise fund, 
wastewater utility, capital project accounting, or governmental accounting environment is highly desirable. 
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License: 
Required Certifications:  
 
Possession of, or ability to obtain prior to appointment, a valid California driver’s license with the ability to 
maintain insurability under the District’s Vehicle Insurance Policy may be required. Certification as a 
Certified Public Accountant (CPA), Certified Public Finance Officer (CPFO), or similar professional 
certification is desirable, but not required. 
 
Special Requirements: 
 
Essential duties require the following physical abilities and work environment: 
 
Ability to work in a standard office environment; sit for prolonged periods of time; operate a computer, 
calculator, and standard office equipment; read, interpret, and prepare detailed financial documents; and 
communicate in person, by telephone, and in writing. 
 
Employees of West Bay Sanitary District are by State and Federal law, Disaster Service Workers. In 
the event of a declaration of emergency, any employee may be assigned activities which promote the 
protection of public health and safety or the preservation of lives and property either at the District or 
within the locale, or your own community. 
 
Effective Date: September, 2026 

Position Status: Unrepresented, non-exempt 

9-10



Report to the District Board for the Regular Meeting of September 9, 2026 

WEST BAY SANITARY DISTRICT 
AGENDA ITEM 10 

To: Board of Directors 

From: Sergio Ramirez, General Manager 

Subject: Consider Adopting Regulation Amending the General Code of 
Regulations to adopt Recycled Water Standard Specifications 
per Article X (Recycled Water) 

Background 

GENERAL REGULATION NO. 2026-001 

“A GENERAL REGULATION ADDING A NEW ARTICLE X “RECYCLED WATER” 
TO THE WEST BAY SANITARY DISTRICT CODE OF GENERAL REGULATIONS 
AND RENUMBERING ARTICLES X “ENFORCEMENT” THROUGH ARTICLE XIII 
“CODE OF GENERAL REGULATIONS IN FORCE” AS ARTICLES XI THROUGH 
XIV, RESPECTIVELY” 

Section 1002 Mandatory Use of Recycled Water and Regulations Governing 
such use establishes Rules and Regulations Governing the use of Recycled Water. 

The section states that the District will establish, by resolution, rules and regulations and 
standard specifications establishing the requirements for the planning, design, 
construction, operation, and maintenance of customer-owned recycled water systems in 
compliance with District Standards and the requirements of other regulatory agencies, 
including the California State Water Quality Control Board (SWQCB) Division of 
Drinking Water (DDW), and San Francisco Bay Regional Water Quality Control Board 
(RWQCB). 

Analysis 

The purpose of the Standard Specifications is to provide direction in the application of 
improvements or adoption of recycled water systems which are to be dedicated to the 
public or remain private and accepted by the District.  The Standard Specifications must 
change as industry standards, procedures, and materials are updated and amended. 
The Recycled Water Specifications are in line with current Uniform Plumbing Code 
requirements, State Recycled Water Guidelines and best practices.   
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Fiscal Impact 
 
None currently. 
 
Recommendation 
 
The General Manager recommends the Board adopt a regulation amending the General 
Code of Regulations to adopt the Recycled Water Standard Specifications, by motion, 
and approve the proposed ordinance.  
 
 
Attached: Recycled Water Standard Specifications 
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        WEST BAY SANITARY DISTRICT 
  AGENDA ITEM 11 

 
 

 
 
To: Board of Directors 
 
From: Sergio Ramirez, General Manager 
 
Subject: Presentation, Discussion, and Direction on the HF&H Technical 

Report Regarding Accessory Dwelling Unit Rates 
 

 
Board to receive a presentation by HF&H Consultants regarding the Accessory Dwelling 
Unit Rate study. Staff will seek direction regarding the study.   
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WEST BAY SANITARY 
DISTRICT   AGENDA ITEM 12 

To: Board of Directors 

From: Sergio Ramirez, General Manager 

Subject: Discussion and Direction on the West Bay and Sharon Heights 
Recycled Water Facility 

A discussion will be held on the Sharon Heights Recycled Water Facility and other events 
related to the recycled water plant. The Board will have the opportunity to provide 
direction to staff and legal counsel.  

Recycled Water Facility Production Data: 

2026 Processed Delivered 

January 5.2MG 143K 

February 4.2MG 55.6K 

March 5.9MG 3.9MG 

April 7.5MG 2.8MG 

May 10.2MG 7.5MG 

June 10.6MG 8.9MG 

July 10.3MG 8.9MG 

August 11.1MG 9.0MG 

2025 Processed Delivered 

January 5.3MG 663K gallons 

February 5MG 532K 

March 7.2MG 2.4MG 

April 9.1MG 5.8MG 

May 8.6MG 8.1MG 

June 9.6MG 9MG 

July 10.3MG 8.8MG 

August 10MG 8.4MG 

September 10.6MG 7.4MG 

October 7.9MG 2.4MG 

November 6.5MG 568K 

December 5.7MG 58K 
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2024 Processed Delivered 

January 5.8MG 175K gallons 

February 5.6MG 464K 

March 6.5MG 1.5MG 

April 8.1MG 4.4MG 

May 10.6MG 9.3MG 

June 10.7MG 9.9MG 

July 11.3MG 9.9MG 

August 10.7MG 9.3MG 

September 7.8MG 7MG 

October 8.8MG 5.4MG 

November 4.6MG 530K 

December 5.3MG 82K 

2023 Processed Delivered 

January 5MG 0 gallons 

February 3.3MG 0 gallons 

March 3.5MG 0 gallons 

April 4.9MG 32k gals. Dust Control

May 5.1MG 432k gals. Dust Control

June 4.8MG 456k gals. Dust Control 

July 6.2MG 1.05MG Dust Control

August 8.1MG 
2.7MG 

(+ 1.5 MG  Dust Control)

September 8.4MG 
4MG 

(+ 1.04 MG  Dust Control)

October 9.6MG 7.4MG 

November 7.7MG 3.7MG 

December 7.4MG 970K 

2022 Processed Delivered 

January 4.4MG 97,000 gallons 

February 4.4MG 1.5MG 

March 6.6MG 3.5MG 

April 7.6MG 3.8MG 

May 9.2MG 7.4MG 

June 9.8MG 8.7MG 

July 9.6MG 8.1MG 

August 9.2MG 8.1MG 
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September 8.6MG 6.7MG 

October 7.9MG 4.6MG 

November 5.9MG 310,000 gallons 

December 5.4MG 154,690 gallons 

2021 Total Processed Total Delivered 

Yearly Total 88.2MG 56.26MG (*) (**) 

2020 Total Processed Total Delivered 

August-Dec. 34.1MG 19.75MG 

* Sharon Heights substantially tapered off their water usage for September which is the
reason for the large discrepancy between treated and delivered.
** Treatment was reduced in the second half of the month. Rain in late October and an
irrigation equipment malfunctions caused water delivery to decrease.

The following is a disclosure statement required for any document, written report or 
brochure prepared in whole or in part pursuant to the Finance Agreement with the State 
Water Resources Control Board for the West Bay Sanitary District Recycled Water 
Project - Sharon Heights:  Funding for this project has been provided in full or in part 
through an agreement with the State Water Resources Control Board. California’s Clean 
Water State Revolving Fund is capitalized through a variety of funding sources, including 
grants from the United States Environmental Protection Agency and state bond proceeds. 
The contents of this document do not necessarily reflect the views and policies of the 
foregoing, nor does mention of trade names or commercial products constitute 
endorsement or recommendation for use. 
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WEST BAY SANITARY 
DISTRICT   AGENDA ITEM 

13

To: Board of Directors 

From: Sergio Ramirez, General Manager 

Subject: Discussion and Direction on the Bayfront Recycled Water Project 
and Status Update 

A discussion will be held on the District’s Bayfront Recycled Water Projects and other 
events related to the recycled water project.  

The Board will have the opportunity to provide direction to staff and general counsel. 

Report to the District Board for the Regular Meeting of September 9, 2026
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Report to the District Board for the Regular Meeting of September 9, 2026

WEST BAY SANITARY 

DISTRICT AGENDA ITEM 

14

To: Board of Directors 

From: Sergio Ramirez, General Manager 

Subject: Report and Discussion on RethinkWaste (SBWMA) 

The District’s representative to RethinkWaste (SBWMA), President Fran Dehn, will 
report on any pertinent items regarding RethinkWaste (SBWMA) business.  
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WEST BAY SANITARY 
DISTRICT  AGENDA ITEM  15

To: Board of Directors 

From: Sergio Ramirez, General Manager 

Subject: Report and Discussion on Silicon Valley Clean Water (SVCW) 
Plant 

The District’s representative to Silicon Valley Clean Water (SVCW), Commissioner 
George Otte, will report on pertinent items regarding SVCW Operations, CIP and 
Finance. 

Report to the District Board for the Regular Meeting of September 9, 2026
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