TRUCKEE CEMETERY DISTRICT
An Endowment Care Cemetery
Standard Operating Policies and Procedures

Revised December 2015     
Mission Statement: 

Our Mission is to provide interment services; to protect, preserve, and maintain Cemetery grounds and burial records through responsible use of public resources. 
1.0 TRUCKEE CEMETERY DISTRICT (TCD): The Truckee Cemetery District is located in the Fifth Supervisorial District of Nevada County, California.

2.0 TRUSTEES: “Trustees” refers to the members (three or five) of the Board of Trustees of the TCD. 
1.  All Trustees to have security code to tool shed and main gate.

2.  All Trustees to have keys to the fire safe, file cabinets and outside gate padlocks.
2.1 APPOINTMENT TO OFFICE: Trustee must be a registered voter in the Fifth Supervisorial District. Each Trustee is approved by the Nevada County Board of Supervisors; appointment is made by the Fifth District Supervisor. Trustee will be sworn in with an oath of office.  Newly sworn-in Trustees shall receive:

1. A copy of these Standard Operating Policies and Procedures.
2. The California Health and Safety Code (CHSC) is available online, the relevant Sections are 7000 – 9677.
3. New Trustees Information Folder:

·  Guide to the Brown Act

·  Ethics Training information and requirements

·  Copies of all forms used by TCD, 
· Current financial statements or reports: including Budget vs Actual,  Budget Overview, and Balance Sheet

· Approved budget for current year, property tax valuation and allocation for TCD for current year

·  Current price list. 
· Copy of the last two years minutes.
2.2 TERM OF OFFICE: Trustees are appointed for a term of 4 years. Per Nevada County regulations the term begins July 1 and ends 4 years later on June 30. Terms of Trustees shall be staggered, with no more than 3 Trustee terms ending simultaneously.
Any person appointed to fill a vacant office shall fill the balance of the unexpired term. Each Trustee must reapply for the position at the end of the term, regardless of whether the Trustee was appointed to fill a vacancy or to fulfill a 4-year term.

2.3 FINANCIAL DISCLOSURE REQUIREMENTS:  Trustees are subject to the requirements of the California Fair Political Practices Commission, including annual filing of the Statement of Economic Interests (Form 700). Any Trustee not in compliance with the requirements of the Code shall be ineligible to take part in TCD business until he or she has complied. Any Trustee who fails to file the Form 700 can be subject to removal from the Board.
2.4 CODE OF ETHICS: Ethics Training for Public Officials is a course that must be completed by each Trustee within the first year of office; each Trustee is required to renew this training in ethics at least every 2 years. (See Government Code Section 52325, State AB 1234, available online.) The records of training are to be maintained on file with the District Secretary.

2.5 CODE OF CONDUCT: Trustees are to conduct themselves in a professional and responsible manner at all public meetings and when representing the District.

2.6. COMPENSATION: Trustees are to receive compensation for regular and special TCD meetings at $100 each, not to exceed compensation for more than four meetings in one month. The Board may vote to modify the amount of compensation for Trustees.
2.7 REIMBURSEMENT OF EXPENSES: TCD Trustees may receive a travel reimbursement at the current standard Nevada County rate. TCD Trustees may request travel conference costs, amount to be determined by the Board by a vote.  Expenses related to cemetery can be reimbursed if substantiated with a receipt.
2.8. REMOVAL OF A TRUSTEE: The TCD Board may recommend to the appointing authority that a Trustee be removed for any one of the following reasons:

1. The absence of that Trustee for three consecutive meetings or for more than half of the meetings in any 12-month period; however a Trustee may take a leave of absence for illness, not to exceed one year.
2. Malfeasance of office or dereliction of duty by that Trustee; 
3. Refusal to sign and comply with the Code of Ethics adopted by TCD.
2.9 VACANCY OF OFFICE: The office of a member of the Board of Trustees shall become vacant if:
1. The death of the incumbent;

    
2.  The resignation of the incumbent;
    
3.  The Trustee’s ceasing to discharge the duties of his or her office.

4.  The Trustee is removed from office.
3.0 ROTATION OF OFFICERS (Chairperson and Vice-Chairperson): TCD Board shall rotate its officers not later than the first meeting of every calendar year. Beginning in JANUARY 2016, the trustees’ will be rotated EVERY YEAR.  The Vice Chairperson will automatically become Chairperson, the Chairperson will move to the end. If a Trustee has already served as Chairperson, the next in line would be a trustee that has never served as Chairperson; if this is not possible the one who has gone the longest without serving will be the next Chairperson.  

3.1 TRUSTEES DUTIES:  shall be legislative in nature.  They shall formulate and adopt policy, rules and regulations for the operation and management of the District.

1. Open Meetings:  The Trustees shall conduct their business for the public benefit, abiding by the California   “Open Meeting Law” (Govt. Code # 54950 et.seq).

2.  Finance and Budgets:  They shall in all ways prudently manage, preserve, and account for the District’s financial resources.  :  The Trustees shall review and approve a budges annually.  They shall provide, within applicable budget limitations, adequate personnel, equipment and materials for the operation and maintenance of the Truckee Cemetery District.

3. Personnel:  The Trustees shall establish Personnel Policies which shall provide for the recruitment, selection, retention, evaluation, discipline, and termination of District employees.

4. “Policies and Procedures” and “Price Schedule” Review.  The Board shall review the Policies and Procedures and Price Schedule every January following the Election of Officers.

3.2 OFFICE OF THE CHAIRPERSON

As the designated spokesperson for the Board, the Chairperson is to serve as direct liaison between the TCD Board and the public at large.

If the Chairperson resigns during their term of office, the next Trustee on rotation (see item 3.0) will take their place. 
3.3 DUTIES OF OFFICE OF THE CHAIRPERSON:

1. Call all meetings to order and adjourn all meetings; in the Chairperson’s absence the Vice-Chairperson presides.

2. Oversee pertinent correspondence monthly.

3. Direct the Secretary/Treasurer of the Board in duties to be rendered. 
4. Direct the Caretaker on specific duties and attend to providing solutions to problems encountered by the Caretaker. The Chair can delegate one of the Trustee’s to oversee the work of the Caretaker and ensure that the Caretaker is following the written instructions and responsibilities that has been assigned to him or her.
5. Be in contact with Trustees as needs arise.

6. Sign vouchers and legal documents where required.

7. Delegate responsibility and form subcommittees composed of Trustees; Trustees are required to participate in sub-committees for the benefit of the public.
8. Serve as Master of Ceremonies for the annual Memorial Day Ceremony.
3.4 DUTIES OF OFFICE OF THE VICE-CHAIRPERSON
The Vice-Chairperson is to fulfill the requirements of the Chairperson when the Chairperson is unable to do so, for whatever reason.  Additionally, the Vice-Chairperson’s duties shall include:
1. To monitor location and custody of the keys and security codes:
a. Chair and Vice Chair to have keys to safe deposit box, and may take any Trustee into the bank vault with them, including the Secretary.
b. Chair and Secretary to have key to the post office box, can authorize a Trustee to get the mail if Chair and Secretary are unavailable.
c. Secretary to all the above except the safety deposit box.

d. Caretaker and Assistant Caretaker to have all security codes and keys except Bank Box and P.O. Box.

e. Mortician to have all security codes to main gate and tool shed and key to outside building and padlocks.   Entry should be logged in, day and time.  Advise staff or Vice Chair.
f. Archivist and computer Tech to have access to tool shed and files.  BUT must sign in day and time, and if anything is removed must be recorded. Advise staff or Vice Chair.

2.  Vice Chair to see that the phone voice message be changed for winter information where callers are directed to call, and in the opening season to reactivate the message.  Vice Chair may direct Computer Tech to see to the phones. 
3. At the close of the season collect keys and gas card from Caretaker.  Possibly change security code to tool shed. Return keys and gas card to Chair or Secretary.

4.0  MEETINGS: TCD holds its regular meeting on the first Monday of every month. In recognition of Resolution #2008-02, meetings shall be held and posted in accordance with the Government Code, Brown Act Section 54950 - 54962. Closed-session meetings shall be held and posted in accordance with Brown Act Section 54957 et seq.
1. MEETING PROCEEDINGS: All meetings are open to the public and each meeting has time allotted in the agenda for public input (Brown Act Section 54950 – 54962).

The Chairperson is to conduct the meetings in an organized and businesslike manner, to set appropriate time limits on discussion items, and maintain control of the meeting proceedings. The Chairperson may rule Trustees out of order; members must recognize the authority of the Chairperson to maintain decorum and peaceful attendance to matters on the agenda following Robert’s Rules of Order.

2.  SUBCOMMITTEE MEETINGS: Subcommittees, as appointed by the Chairperson, may meet at the convenience of the Trustees on the committee. Subcommittee reports must be made to the Board at a time specified by the Chairperson. Subcommittee meetings with three or more Trustees in attendance are subject to The Brown Act and must be agendized and posted.

3.  QUORUM: Three members of a five-person Board or two members of a three-person Board constitute a quorum.

4.  SPECIAL MEETINGS: Special meetings may be called by a majority of the Board or at the pleasure of the Chairperson, with a 24 hour notice and posting of the agenda, and will be conducted in accordance with The Brown Act. 
5.  EMERGENCY MEETINGS: The Board will follow the requirements of The Brown Act when calling emergency meetings.
6.  RECORDING OF MEETINGS: Audio recordings of TCD meetings may be made to aid in preparation of the minutes of that meeting. The audio recordings shall be subject to inspection pursuant to the California Public Records Act, but TCD may erase or destroy the recordings within 90 days of recording or after the minutes have been accepted and approved.

7. AGENDA: The Chairperson and Secretary are to prepare all meeting agendas with due regard to established agenda format. The Chairperson is to give due consideration to individual Trustee requests, sub-committee requests, and public requests for matters to be included in the agenda.

The following must be done at least 72 hours prior to the meeting:
1. The TCD meeting agenda is to be posted in three public places in Truckee including the meeting place, and the cemetery when it is open.
2. All agendas, including pertinent material requiring Trustee information and analysis along with the previous month’s minutes, are to be sent to each Trustee.

8.   WARRANT: An authorization from TCD to Nevada County to issue checks on behalf of the TCD; approval of warrants is voted on at Board meetings.

5.0 FIDUCIARY RESPONSIBILITIES OF TRUSTEES
1. BUDGET

a. The Board of Trustees shall adopt a final budget on or before August 30 of each year.

b. The Secretary shall forward a copy of the final budget to the auditor of Nevada County.

c. The District may accept any grants, goods, money, property, revenue, or services from any federal, state, regional, or local agency for from any person for any purpose of the District.

d. The Board is to review the TCD price list annually.

e. Restricted Reserves 
i. The Board may establish one or more restricted reserves; at that time the Board shall declare the exclusive purpose for which the funds in the reserve may be spent.

ii. The Board may transfer funds to the restricted reserve.

iii. If the Board determines that the funds in a restricted reserve are no longer required for the purpose for which the reserve was established the Board may, by a quorum vote, discontinue the restricted reserve or transfer the funds that are no longer required for said reserve to the District’s general fund.

2. MAJOR EXPENDITURES: Any project or purchase over $5,000 requires a formal bid process. Any project under $5,000 and over $500 requires three informal bids, with the Board reserving the right to refuse all bids and perform the project “in house.” If three bids are not available, the Board shall choose the most financially responsible and ethically prudent path to a decision to accomplish proposed projects.

3. EXPENDITURES CAP FOR CARETAKER AND SECRETARY/TREASURER: They may spend up to a designated amount set by the Board within the annual budget not to exceed $500 each, within any single month on necessary District expenditures without prior Board approval. Any single expenditure that is one-half or more of the designated monthly amount will require prior approval by the Board. The Board will review the Expenditure Cap annually and may vote to change the limit.
4. ENDOWMENT CARE AND ENDOWMENT CARE INTEREST, USES OF
Endowment Care funds are never to be spent. Interest from Endowment Care funds may be used for urgent, necessary repair or improvement ONLY when there are not enough funds in the general account and must be treated as a loan to the general account. Repayment of the interest borrowed must be done in a timely manner, according to a schedule agreed to by the Trustees. Endowment Care Interest Funds may be spent on the following (per CHSC   section 8775):



1. Improvement to or embellishment of all or any part of the cemetery.

2. Erection, renewal, repair, or preservation of any monument, fence, building, or other structure in the cemetery.



3. Planting or cultivation of trees, shrubs, or plants in or around any part of the cemetery.



4. Special care or ornamenting of any part of any lot, section, or building in the cemetery.

5. Any purpose or use not inconsistent with the purpose for which the cemetery was established or is maintained.

6.0 RECORD KEEPING AND RECORDS

1. AUTHORIZED PERSONNEL ACCESS TO RECORDS: Authorized persons include all Trustees, the secretary, the caretaker, and the archivist. Two persons authorized to have access to records must be present when records are going to be removed from storage. A log of items taken from the files will be maintained and kept in the locked file cabinet. The individual borrowing the items must sign for them; indicate the items taken, the date and time taken, and date and time of the expected return. Both authorized persons are to sign the log.  
2.  PUBLIC ACCESS TO RECORDS: Any request for a copy of a document in TCD files must be submitted in writing to the Chairperson. Members of the public must pay in advance for any duplication of information; arrangements are to be made with an authorized person. Cost of duplication will be based on actual costs.

7.0 LEGAL MATTERS: Any matters subject to legal counsel are to be brought before the Chairperson prior to any consultation with TCD legal counsel. The Chair may consult with legal counsel if Chair feels it is necessary to protect the District, without approval of the Board.
8.0. BURIAL PERMITS: A burial permit must accompany all remains to be interred in the cemetery.  No exceptions.
9.0  SALE OF BURIAL LOTS, PLOTS, and NICHES: All sales must follow the California Health and Safety Code. Sale of Interment Rights will be as follows:
1. Sale of interment rights will be made according to the resident or non-resident status (defined below) of the purchaser or decedent. No burial lots, plots, or niches may be sold for commercial or promotional purposes.  The number of plots that a family or person may purchase is limited to 8, or one lot.  Requests to purchase more than this limit must be approved by the Board of Trustees.  Any questions or problems will be resolved at the discretion of the TCD Board of Trustees. 
a. Resident definition: Any person living in or owning property in the Fifth Supervisorial District of Nevada County, California.

b. Non-Resident definition: Anyone not meeting the criterion for resident. To be eligible for interment, a non-resident must meet one of the following conditions:

i. The person must be a family member of someone already interred in the Cemetery or a family member of a person who has acquired interment rights in the Cemetery.

ii. The person was a resident of the District or paid property taxes on property located in the District for a continuous period of at least 5 years, a portion of which time shall have occurred with the 10 years immediately before the person’s death OR
The District received a written request for the interment of the person from a current resident of the District or a property owner within the District, and the person submitting the written request is not a Trustee or employee of the District and is not a funeral director or an employee of a funeral director AND the Board of Trustees determines that the Cemetery has adequate space for non-resident burials.

iii. The person was a resident of California at the time of death, there is no private cemetery within a straight-line radius of 15 miles of the person’s residence, and there is no private cemetery nearer to the person’s residence than this cemetery.

iv. The person died while serving in the armed forces or the active militia OR while in the line of duty as a peace officer or firefighter AND the Board of Trustees determines that the Cemetery has adequate space for non-resident burials.

2. Interment rights in cemetery lots, plots, or niches may be purchased through the Truckee-Tahoe Mortuary. All charges related to interment shall be paid in full prior to burial or placement of remains. 
3. Space purchased for future use must be paid in full within 30 days of purchase. Upon such payment in full, two members of the Board of Trustees will execute and sign a certificate of interment rights, which the Secretary will mail to the purchaser within 30 days of receipt of full payment. 
4. The certificate will be signed and sent after the following Board meeting.

5. Each burial site will be registered at the time of sale in the name of an individual qualified and entitled to burial within the District. The owner is entitled to have anyone buried in his or her plots. A signed Interment Order must accompany each burial. The Interment Order must be signed by the owner or heirs.
6. Fees for the endowment care fund must be paid before any interment. If these fees were not paid at the time of purchase of interment rights, they must be paid subject to the prevailing endowment care charge at the time of use. New purchasers must pay the fee at the time of purchase.
7. Record the purchaser’s name, lot number, plot number, date of purchase, date of burial, and amount of endowment fee paid into the TCD permanent electronic record system.
9.1 CERTIFICATE OF BURIAL RIGHTS (commonly referred to as LEASE): Secretary or designated person is responsible for recording leases in the permanent electronic records, and the burial book kept at cemetery.
9.2 PLOT MAPS: A map will be provided to each burial-right purchaser. Maps are also to be made available to the public by the caretaker on request.

9.3 BURIAL AND DISPOSITION PERMITS:  Secretary must mail Certificate of Burial Rights to the County Recorder’s Office within 10 days of receipt, and information must be entered in electronic records.

9.4 PRE-NEED RESERVED PLOTS: Secretary or designated person is to enter on the Official Record Map of the cemetery the name of purchaser and date of purchase for pre-paid pre-need reserved plots. All information is to be entered in the electronic file.
9.5 GRAVE MARKERS AND VASES: Markers should be purchased and set within 1 year of burial or inurnment. Caretaker can set markers for the Truckee mortuary, but not on TCD time.
9.6 REFUNDS: Certificate of Burial Rights may be returned to the TCD, and the purchase price will be refunded less the amount collected toward the endowment care fund. No refunds issued without proof of purchase.

9.7 TRANSFERS: Lease holders may transfer a plot/lot upon notification to TCD.
10.0 GROUNDS
10.1 STRUCTURES AND ITEMS: Permitted and disallowed items are as follows:

1. Raised monuments and benches are allowed dependent upon location and subject to the approval of the Trustees. Permitted materials for all permanent markers and monuments are granite, marble, and bronze. No coping is allowed for new gravesites, unless approved by the Board.
2. Markers on the gazebo columbarium are to be bronze and no larger than 4” x 8”. All such markers are to uniform in background, border, and overall appearance; a specific type and style is allowed. Location of vase on niche faces will be uniform.

3. Brass plaques are allowed inside and outside the Gazebo as space allows. Plaques are required as place markers on all columbarium niches sold for future occupancy.

4.  No marker, flower vases, plants, trees, or other ornament or device shall be permitted on cemetery grounds unless approved by the Board. Markers and vases purchased from Truckee Mortuary do not need to be approved by the Board, unless they do not conform to the standard forms.
5. Temporary markers are used for location identification. All interments should have permanent markers within one year of placement.

6. Markers or plaques for veterans are obtained through the Department of Veteran Affairs (VA). The VA should be contacted concerning replacement of any stolen or damaged markers of veterans buried in the cemetery.

7. TCD assumes no responsibility for damage after setting of any marker or monument. TCD assumes no responsibility for vandalism. (CHSC Section 8102)

10.2 MAINTENANCE AND LABOR

1. No labor of any type may be performed on cemetery property except by employees of TCD or persons authorized by TCD Trustees.

2. Flowers and floral pieces will be removed by cemetery personnel after a reasonable length of time. This will be determined with respect to weather conditions and appearance of floral pieces, as well as maintenance needs.



3. Removal of any tree will be performed at the discretion of TCD Trustees.

4. No dogs, pets, or other animals except service animals are allowed on the grounds. Permission for an animal in a special ceremony (e.g., a horse) is to be approved by the Trustees.
5. TCD reserves the right to enter upon any lots/plots to make improvements and repairs as may be judged as necessary.



6. Rubbings of gravestones are not allowed in order to prevent excessive erosion.
10.2 INTERMENT AND DISINTERMENT
All Trustees must be familiar with the California Health and Safety Code regarding interment rights, including those pertaining to disinterment. The CHSC is available online.
10.3 TIMES OF SERVICES: Burial services shall not begin before 9:00 a.m. or later than 3:00 p.m. Monday through Friday. The day before a holiday services shall not begin before 10:00 a.m. or later than 2:00 p.m. An interment occurring on Saturday will be subject to additional charges. Interments on a Sunday or holiday will be permitted only to accommodate strict adherence to religious laws; additional charge will apply.
11.0 MANDATORY RULES FOR INTERMENT
1. A California-licensed funeral director must be present when remains are delivered until conclusion of interment.

2. The burial permit must accompany the remains to the cemetery. If it does not, no interment will occur and the mortician will remove the remains from the cemetery.

3. The remains of the deceased shall be brought to the cemetery in a closed casket, urn, or other approved container and must remain therein.
4. No casket shall be opened before, during, or immediately following a gravesite service without the direct permission of the decedent’s family, and then only under the direct supervision of the funeral director in charge.

5. An approved liner or vault is required for all interments.

6. For reasons of safety, only cemetery employees may lower the casket into the vault/liner. Family and friends may then sprinkle sand/dirt upon the casket.

7. During the winter months (generally November 1 until after the spring thaw, usually April 15) there will be no in-ground burials. Interment in the columbarium during the winter is subject to an additional charge if snow removal is required.
8. Winter interment may be done if client is willing to pay for snow removal, it is suggested that site be dug by hand, and will pay extra for this service.  Assistant Caretaker to be on site, or designated person.  Mortuary to make these arrangements with Board approval.

11.1 DUAL (LOWER AND UPPER) INTERMENTS: A single plot may contain six interments, one full lower and one full upper, and four cremated remains to be added after the last full interment. Each interment is subject to a nonrefundable endowment fee.
12.0 MANDATORY RULES FOR DISINTERMENT MUST COMPLY WITH CHSC 7500-7502 and 7515-7528. 

12.1 CONSENT TO DISINTERMENT: The remains of a deceased person may be removed from a plot in the cemetery with the consent of the TCD and the written consent of one of the following in the order named:

1. The surviving spouse;
2. The surviving  children;
3. The surviving parents;
4. The surviving siblings (CHSC Section 7525 – 7528).
If required consent cannot be obtained, permission by the Nevada County Superior Court is sufficient.

Notice of application to the court for such permission shall be given at least 10 days prior thereto, personally, or at least 15 days prior thereto, if by mail, to the TCD and to the persons not consenting, and to every other person or association on whom service of notice may be required by the Court.

This article does not apply to or prohibit the removal of any remains from one plot to another within the cemetery. The removal of remains by TCD from a plot for which the purchase price is past due and unpaid, to some other suitable place; This would be by full Board of Trustees approval as  the cost would be prohibitive; nor does it apply to the disinterment of remains upon order of the Court or coroner.
12.2 DISINTERMENT PERMITS ORIGINATED BY OTHER THAN FAMILY: Disinterment requests by any person or agency other than the decedent’s family are allowed only upon written order of the Nevada County Health Department or of the Nevada County Superior Court. Orders must be received during business hours 3 business days prior to disinterment. Any exception will be at the discretion of the TCD Board of Trustees.
1. A disinterment form may be obtained from the mortuary or secretary.
13.0 EMPLOYEES.
13.1a The Caretaker position is the only seasonal position, with the Assistant caretaker on call all winter. The positions, when vacant, will be publicized. The positions will be open to all applicants regardless of race, gender, age, education, or any other category. TCD is an Equal Opportunity Employer. TCD does not participate in SDI. TCD will pay for employee’s accident insurance / Workers’ Compensation coverage. All employees will have 3 paid days, (24 hours), sick leave per year.   When considering applicants for the position, the board will review all resumes and will interview the three most qualified applicants based on their experience, proven dependability, and accuracy in recordkeeping.

13.1 All employees must be aware of and familiar with the CHSC.

13.2 The Secretary/Bookkeeper/Treasurer position is to be compensated by a monthly salary; amount of said annual salary is to be agreed upon by the Board of Trustees.
1. General Duties of Secretary/Bookkeeper/Treasurer:

a. Take minutes of Board meetings, transcribe, and distribute copies to Trustees.

b. Communicate with Nevada County and other government offices, as well as with various other persons, entities, and agencies as required to conduct TCD business.
c. Handle correspondence.
d. Prepare, update, and maintain official documents.
e. Help Trustees on how to file the Annual Filling Form 700, with the County .And the Application form. All found on line
f. . Place add in local paper for application for appointment.  Trustees must reapply at the end of each 4 year term, with the County. But it needs to be advertised in local paper. All appointments.
g. Secretary will responsible for placing all ads relating to the TCD. Bids, Caretaker, Memorial Day, etc.  She may ask Chair or another Trustee to place the ads if she is unavailable.
h. Obtain new signature cards from bank when a new trustee takes office.

i. Secretary is authorized to sign all checks with another Trustee.

j. Prepare materials for Board meetings (individually for each Trustee and for other recipients as designated by the Trustees)  These materials include but are not limited to: Agenda, Minutes of previous meeting, Correspondence list, Warrant request form, copies of important documents, Monthly financial reports

k. Prepare and send cash receipts to Nevada County.
l. Prepare preliminary and final budgets annually.

m. Maintain current-year files.
n. Post warrants and cash receipts to the general ledger / cash flow report
o. Prepare trial balance and statement of revenue and expense at fiscal year-end.
p. Balance bank statement each month.
q. Enter sales and burial information into permanent electronic record system.
r. Submit new burial report for monthly meeting with names, dates, locations, deed/certificate numbers, how paid and amount, with copy of burial form provided by mortuary.
2. Payroll duties of Secretary/Bookkeeper/Treasurer:

a. Calculate wages, order warrants for employee, obtain Trustee signatures, and send to Nevada County monthly.

b. Receive warrants and post to employees’ records
c. Prepare quarterly and annual reports to IRS for employees (W2 and W3).
d. Make federal and state payroll tax deposits as required by law.

e. Prepare and submit quarterly and annual state and federal payroll reports.
3. Warrant duties of Secretary/Bookkeeper/Treasurer:

a. Prepare warrant request list for Board meetings.
b. Receive warrants from the County and mail to vendors
c. Notify vendors when there is a change of authorized signers on merchant accounts.

d. Verify accounts payable
e. Report directly to the Board of Trustees
13.3 Caretaker
1. The caretaker position is part-time seasonal and dependent on weather conditions. The season runs approximately from April (as soon as the ground is workable) through October (when it begins to snow), during which time the caretaker will work on the cemetery grounds a minimum of 4 hours per day, 5 consecutive days per week. Monday through Friday.  Schedule is to be established and agreed upon by the Trustees and will be posted in plain sight for the public.  If the caretaker must leave the grounds for any reason the return time must be posted in plain sight for the public.  All absences during work time are to be entered in the log book, noting time of departure and return, destination and reason. Exception to this schedule is during weekends for funerals, meeting with contractors, or meeting with and supervising work crews from Nevada City on the Work Release Program. The Caretaker may take a week day off to compensate for  Saturday work, or work shorter hours during the week, so that he does not exceed monthly work hours. The Caretaker is paid hourly at a rate to be agreed upon by the Board of Trustees. Memorial Day is a NON-holiday for the Caretaker. Work will be compensated at the usual rate of pay.
2. Interaction with others as a TCD representative: The Caretaker represents the TCD to the public at all times, and must convey compassion and authority as the situation requires. The Caretaker also works closely with the mortician, including assisting with funeral preparation and clean-up to the extent that such work does not conflict with TCD policies and procedures or the interests of the TCD. When assisting with funerals, the deceased name and plot number are to be entered in log, also noting time of funeral and estimated number of people attending. This will also be part of the written report given to the Trustees at the monthly meeting.
3. To open for the season:

a. Meet with Chair, vice chair or a Trustee at the cemetery
b. tool shed, and check for damages
c. Turn on automatic gate.
d. Meet with landscape maintenance company.
e. Call irrigation company to turn on water
f. Remove snow poles and store
g. Make note of any damages to be reported to the Board
h. Call for dumpster
i. Begin preparing for Memorial Day
4. Responsibilities 
a. General Responsibilities:

i. Funerals always have priority

ii. On arrival Caretaker is to enter in log book, day, time & initial, also log out at end of the day. Automatic gate should be open. Open non automatic south gate and close it at the end of the day. 

iii. Provide for the security of the cemetery property and buildings.
iv. Each morning  caretaker to conduct a thorough inspection of the cemetery looking for conditions of trash, gopher holes, fallen tree branches, unstable or fallen markers, any condition affecting the cleanliness, general conditions and safety of the cemetery. It is important that the daily inspection is entered in the log and initialed by the employee who performed this inspection.  It there is a problem, the Chair, Secretary or Trustee should be notified.  Vandalism is to be reported to the Truckee Police Department.

v. Maintain pleasing appearance of the cemetery, remove litter as soon as it is noticed and attending to any unsightly situations. This also includes the north side of Jibboom St, just beyond the entrance to Stone Ridge condominiums. The property in front of the cemetery does not belong to TCD, but it is permissible to pick up trash.  If there is a problem notify the Board and they will contact the owner.

vi. Clean driveways of cones and needles, keep gazebo clear of debris, and wash windows in gazebo as needed.
vii. Be on ground when outside contractors are working.  Enter day, time and contractor into log.
viii. Work on repairing headstones and monuments.  Who and where should be noted in log, and for monthly report to Board
ix. Complete timesheet/report long with type of work performed and hours worked.  To be turned into the Secretary.   Payment can be once or twice a month.

b. Weekly Responsibilities:

i. Meet with designated Trustee to review weekly task assignments and progress on ongoing projects.  Day to be determined at the beginning of season.
ii. Clean restrooms for public use.  Preferably on Friday, and before a funeral.
iii. Hand water deciduous trees as needed during water restrictions.
iv. Perform safety inspections of all equipment  Perform maintenance if needed. Ok to replace tools if it is within the monthly allowance.  Enter in log.
v. Continue working on headstone/marker repair.
c. Monthly Responsibilities:

i. At monthly Board meeting report to Trustees if there is significant repairs needed to be done to large monuments, or head stones.  May require some outside help.
ii. Weeding to be discussed with designated Trustee and weekly meetings.  Weeding should be done outside, next to the fence in back behind white fence; the south west corner in back by the lawn.
iii. Level, grade, and reseed gravesites as needed.
iv. Inform the Chair of the board or designated alternate of current projects and problem areas that need immediate attention or discussion.

v. Inspect lower OLD CEMETERY to remove litter, note damage to markers or headstones, or needed fence repairs.  Report to designated Trustee if there is a problem and enter in log.  Significant damage should be reported to Truckee Police Department.

vi. Prepare report of work/projects in progress or accomplished. Include and define    current problem areas and make recommendation for possible Trustee action.
vii. Organize and remit timesheets to secretary for payroll. Including invoices for purchases.   These needed to be entered into log, what, where purchased, and how much. 
d. Annual Responsibilities

i.  At season open: turn on irrigation system and inspect for any problems; make list of broken or missing equipment in need of repair or replacement.
ii.   At end of season: drain all water; contact landscaping subcontractor to drain all water from irrigation system and shut down and winterize  system.  Organize and inventory equipment; store appropriately. 
iii. Create list of equipment that will need repair or replacement before the following season and present to Board.
iv. At end of season, ensure that all trash has been collected and dumpster removed.
v. At end of season, Install snow poles along south driveway. South side gate to remain open, until otherwise noted.  Main gate to have automatic opener turned off, and closed. Place barrier outside of main gate. Message on phone to be changed.
13.4 Accidents or Injuries: Any accident or injury must be reported to the proper authorities and to the Chair of the Board or designated alternate as soon as possible following the event. An accident report must be completed immediately.
13.5 Grievances:  Grievances are to be brought to the attention of the Chair of the Board as soon as possible for appropriate and timely resolution. If it becomes necessary to bring a grievance before the Trustees, the grievance must be submitted in writing or be included in the written monthly Caretaker’s report.
13.6 Employee and Subcontractor Reviews:  On an annual basis (near the end of the operating season, in October) the Board will conduct employee and subcontractor reviews. Adjustments to hourly or salary wages will be based upon these reviews. Evaluations will be conducted by the Board. Results will be distributed in written form to each employee and discussed with each employee. Employee evaluation discussions are held in closed session, then reported in open session after the Board has met in closed session. All communications, instructions, or disciplinary actions agreed upon by the Board shall be communicated to that employee in writing by the Chairperson only, to avoid miscommunication or confusion or both. The evaluation will be signed by both the employee and the Chairperson. The employee shall retain a copy of his/her evaluation and the original 

shall be placed on file with the District Secretary.

14.0  MEMBERSHIPS:  TCD is a member of the following organizations: California Association of Public Cemeteries; the Public Cemetery Alliance.

All Standard Operating Policies and Procedures (SOPPs) comply with California state codes including the CHSC and the Brown Act. The Board of Trustees of the Truckee Cemetery District may amend the SOPPs announced herein as needed. Adopted by the Truckee Cemetery District Board of Trustees on,                          as Resolution 15- XXX.Per CHSC 8300 (a): A cemetery authority may make, adopt, amend, add to, revise, modify, and enforce rules and regulations for the use, care control, management, restriction, and protection of all or any part of its cemetery and for the purpose specified in Section 8300-8309.
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