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MARIN MUNICIPAL WATER DISTRICT 

 BOARD OF DIRECTORS HANDBOOK 
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Revised:  ___________, 2024 

 

SECTION 1:  Introduction/Purpose and Background 

Introduction 

Purpose 
This handbook is compiled as a guidance document to provide incumbent and newly elected 
members of the Marin Municipal Water District (“District”) Board of Directors (“Board”) with 
general information and specific authorities regarding oversight of the District.  This handbook is 
intended to facilitate the handling of Board affairs, assist the Board in complying with open 
meeting laws, and is complementary to applicable laws and other requirements. 
 
The proper operation of the District requires that Board Members remain objective and 
responsive to the needs of the public they serve, make decisions within the proper channels of 
governmental structure, and not use public office for personal gain. To further these objectives, 
certain ethical principles govern the conduct of each member of the Marin Municipal Water 
District Board of Directors. 
 
In addition to providing guidance to the Board on process, this handbook will also promote 
awareness of ethics, integrity and fidelity as critical elements in Board Members’ conduct and in 
achievement of the District’s mission.  

Background 
The District is an independent special district, formed pursuant to the Municipal Water District 
Law of 1911 and approved by voters to provide specific services to residences within the District’s 
service area. The District is a single function, enterprise special district because it charges its 
customers for the service provided. The District is governed by a five-member Board elected by 
voters within a specified limited boundary or division.  Each Board member must be a resident of 
the division from which he or she is elected.  Regular elections for Board members are held every 
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2 eventwo years for staggered 4-year terms (i.e., divisions I, III & IV are elected in one 2-year 
election cycle and divisions II & V in the other 2-year election cycle).  The District contracts with 
the Marin County Department of Elections to facilitate all candidate filings and services for Board 
member elections.  
 
The Board holds publicly noticed meetings in accordance with the Brown Act where citizens may 
address the Board regarding matters within the subject matter jurisdiction of the District.    

 

Governing Laws and Regulations                                                                                  
The District was formed pursuant to California Water Code Section 71000 et seq., commonly 
known as the Municipal Water District Law of 1911.  The California Constitution, the Government 
Code containsand other state statutes contain a number of provisions applicable to the District 
and Board member activities including, but not limited to: the Ralph M. Brown Act (Open 
Meetings Law), Public Records Act (Public Access to Information), Government Code Section 
1090 and the Political Reform Act and associated regulations (Conflict of Interest), Assembly Bill 
1234 (Ethics), and Assembly Bill 1661 (Sexual Harassment Prevention).   
 

Board Policies and Administrative Procedures 
The mission of the District, as established by the Board of Directors, is to manage its natural 
resources in a sustainable mannerthe lands, water, and facilities in our trust to provide its 
customers with reliable, high-quality water at a reasonable priceand adapt and sustain these 
precious resources for the future.  The Board communicates its direction, or its philosophy, 
toward fulfilling this mission by developing and periodically reviewing its values and goals, and 
creating and updating various policies and procedures to ensure that the District’s customers and 
the public are treated in a fair and consistent manner. In most instances, policy is established by 
an affirmative vote of a majority of the members of the Board.   However, some circumstances 
may necessitate the approval of a supermajority of the Board.  The District’s General Counsel will 
advise the Board of the approval requirements necessary to bind the Board to a given course of 
action.   
 
Current District values and goals developed as part of the 2024-2028 Strategic Plan are listed 
below: 
 

VALUES 
 

 Promote environmental stewardship and sustainability 
 Conduct business with integrity and in an ethical manner 
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 Ensure fair, open, and responsive interactions with District Health and Safety 
o We are committed to the health and safety of our colleagues and community. 

 Stewardship 
o We recognize the essential connection between people and natural resources and 

manage our lands and facilities for sustained benefits now and in the future.  
 Innovation 

o We strive for excellence and innovation in managing water and watersheds. 
 Efficiency and Responsiveness 

o We value efficiency, cost-effectiveness, and timely service in our work with 
customers and communities.  

 Accountability 
o We operate with the highest levels of individual and organizational accountability 

to each other members ofand the publiccommunity. 
 Promote diversity in and equitable treatment of our employees 
 ProvideRespect 
 We maintain a healthy workwelcoming environment 
 Work cooperatively with other public agencies and groups 

o Treat all individuals with fairness that embraces differences and offers respect, 
dignity, and respectfairness for all people and partners. 

 Continuously improve through the promotion of initiative, leadership, professional 
development and training 

 Exercise responsible financial management 
 Listening and Learning 

o We enhance ourselves and the organization by listening to others, reflecting on 
our performance, sharing knowledge with others, and making informed decisions. 

 One Water 
o We work together to anticipate the challenges ahead and achieve our mission. 

 

DISTRICT GOALS 
 

 Assure that water produced is of Reliable Water Supply 
 Provide a high quality and protects public health from source to the customer's tap 

o Provide a long-term , reliable and resilient water supply now and for District 
customersthe future. 

 Maintain the District’s Resilient Water System 
 Invest in and maintain a resilient water system through effective infrastructure in a cost-

effective manner to assure reliable operation 
 Provide a water rate structure that is fair and reasonable, and that adequately funds the 

long-term maintenance and capital needs of the District’s supply and delivery systems 
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 Promote conservation and water recycling programs and other practices which 
encourage the efficient use of water 

o Provide responsible stewardship of land under District management, balancing 
existing mandates to safeguard ecological integrity, protect against wildfire, and 
maintain water quality and planning.  

 Provide for visitor accessWatershed Stewardship 
 Protect and activities on watershedmanage Marin Water lands consistent with for the 

constraints of watershed stewardship 
o Maintain excellent communications with customerslong-term benefits for the 

community and assure responsiveenvironment.  
 Fiscal Responsibility 
 Judiciously manage customer service 

o Ensure a stablerevenue and talented workforce to do the District’s workother 
financial resources for operating, maintaining and upgrading the water system 
today and intoin preparation for the future. 

 Organizational Excellence 
o Support and sustain an innovative organization that lives by its values, leads by 

example, delivers valued benefits for its customers and is regarded as an employer 
of choice.  

 
District governing documents include but are not limited to: the Marin Municipal Water District 
Code, Board Policies, Administrative Policies, AdministrativeOperating Procedures, and 
applicable state and federal laws, which collectively constitute the policies and procedures 
whichthat District staff follow when carrying out their day-to-day duties.   
 
District administrative and operating procedures are approved by the General Manager pursuant 
to the authority delegated by the Board and are implemented to ensure that the District operates 
in a uniform and businesslike manner, and in accordance with legal requirements and the 
established policies and direction of the Board.  
 

SECTION 2: Board Officers and Board Appointed Staff 
 

Board Officers and General Board Duties 

Newly Elected Directors Time of Taking Office 
Pursuant to the California Water Code section 71253, newly elected directors shall take office 
at noon on the first Friday in December succeeding their election.   If the election results have 
not yet been certified by the Marin County Elections Officer by the first Friday in December, 
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however, then the newly elected directors shall take office as soon as possible thereafter but 
not later than the next meeting of the Board following certification of the election results.   
 

Appointment of Officers and Duties 
At its first meeting in January of each year theThe Board elects one of its members President and 
one of its members Vice President each year.  The election of board officers shall take place at 
the first meeting in January following a nonelection year, and at the first meeting of the board at 
or after the newly elected directors take office following district elections in November.  The 
Board President and Vice President have no additional powers beyond those of any other Board 
member except that all committees of the Board are appointed by the President, with the advice 
and consent of other Board members.  Appointment of committee chairs and vice chairs occurs 
in January.  When a committee chair or vice chair vacancy is created following an election, the 
President may request another member of the board to fill in, or may assume this duty, until such 
time as new committee appointments are made.      
 
The following are the responsibilities of the Board President: 

 Serve as presiding officer of all Board meetings and maintain proper and appropriate 
parliamentary procedure (Robert’s Rules of Order) and agenda management (e.g. ensure 
that actions are taken with proper motions and seconds); 

 Run effective and efficient Board meetings and keep the Board discussions focused on 
agenda items to steadfastly move the Board toward making decisions true to its proper 
role and responsibility; 

 Maintain proper conduct at Board meetings and diplomatically facilitate appropriate 
public participation in the activities of the Board in accordance with the Brown Act, while 
managing time and avoiding diversions from the agenda or disruptions in conducting 
District business; 

 Allow other Board members to complete their comments on an item before offering his 
or her own; 

 Vote, discuss, and make motions the same as other Board members; however, the 
President only makes motions and seconds when other Board members are reluctant to 
do so; 

 Sign various Board-approved documents, including every original ordinance and 
resolution passed and adopted by the Board; and 

 Act as the official representative of the District for ceremonial purposes, unless 
unavailable or delegated to another Board member or the General Manager. 

 
The Vice President exercises the powers and responsibilities of the President in his or her 
absence.  
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General Board Duties 

Responsibilities of Public Office 
District Board Members are dedicated to the concepts of effective and democratic governance 
by responsible elected officials. As such, the Directors will: 

• Uphold the Constitution of the United States and the Constitution of the State of 

California, and carry out the laws of the nation, the state and local governmental 

agencies;  

• Comply with applicable laws regulating their conduct, including open government, 

conflict of interest, and financial disclosure laws; 

• Fulfill all applicable training requirements, including attending two (2) hours of ethics 

(AB 1234) training every two (2) years; and, 

• Work in full cooperation with other public officials, unless they are legally prohibited 

from doing so. 

District Board Members promote diversity and equality in personnel matters and in contracting, 
consistent with state and federal laws. 

• Board Members, in performance of their official duties and responsibilities, will not 

discriminate against or harass any person on the basis of race, religion, color, creed, age, 

marital status, national origin, ancestry, gender, sexual orientation, medical condition or 

disability. 

• Board Members will not grant any special consideration, treatment, or advantage to any 

person or group beyond that available to every other person or group in similar 

circumstances.  

• Board Members will cooperate in achieving the equal opportunity objectives of the 

District.  

The Board ensures that the District maintains a healthy work environment. 
• The General Manager has primary responsibility for ensuring compliance with the 

District’s personnel/administrative policies and procedures, and ensuring that District 

employees do not engage in improper activities, for investigating allegations of 

improper activities, and for taking appropriate corrective and disciplinary actions. The 

Board ensures that the General Manager is operating the District according to law and 

the policies approved by the Board. 

• Board Members will disclose to the General Manager, to the extent not expressly 

prohibited by law, improper activities within their knowledge. Board Members will not 

interfere with the General Manager’s responsibilities in identifying, investigating and 

correcting improper activities, unless the Board determines the General Manager is not 

properly carrying out these responsibilities. 
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• A Board Member will not directly or indirectly use or attempt to use the authority or 

influence of his or her position to intimidate, threaten, coerce, command or influence 

any other person for the purpose of preventing such person from acting in good faith to 

bring to the attention of the General Manager or the Board any information that, if true, 

would constitute: a work-related violation by a Board Member or District employee of 

any law or regulation, gross waste of District funds, gross abuse of authority, a specified 

and substantial danger to public health or safety due to an act or omission of a District 

official or employee, use of a District office or position or of District resources for 

personal gain, or a conflict of interest of a District Board Member or District employee. 

District Board Members exercise responsible financial management in the conduct of District 
business. 

• The Board ensures that the District maintains a system of auditing and accounting that 
completely and at all times shows the financial condition of the District in accordance 
with generally accepted accounting principles and legal requirements. 

• The Board retains an independent auditor who conducts an annual audit of the District’s 
books, records and financial affairs. The District’s Finance Director and auditor will meet 
with the Board at the conclusion of the audit each year to review the audit results and 
recommendations. 

• Board Members will safeguard District property, equipment, moneys, and assets against 

unauthorized use or removal, as well as from loss due to criminal act or breach of trust. 

• A Board Member will not ask or require a District employee to perform services for the 

personal benefit or profit of a Board Member or employee. 

• Each Board Member will protect and properly use any District asset within his or her 

control, including information recorded on paper or in electronic form. 

• Board Members will maintain written records, including expense accounts, in sufficient 

detail to reflect accurately and completely all transactions and expenditures made on 

the District’s behalf. 

The Board is collectively the unit of authority within the District.  Apart from a Board member’s 
normal function as a part of this unit, an individual Board member has no authority to bind the 
District to a specific course of action. 
 
The Board, as governing body of the District, is charged with full jurisdiction over all water 
works necessary for the acquisition, storage, treatment, sale and distribution of water served to 
District customers.  The General Manager is charged with carrying out this responsibility on a 
day-to-day basis.  Among other duties the Board has the authority to: 

 The Board sets District policy and the General Manager is responsible for execution of 
policy. 
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• The Board provides policy direction and instructions to the General Manager on matters 

within the authority of the Board by majority vote of the Board during duly convened 

Board and Board committee meetings. 

• Members of the Board deal with matters within the authority of the General Manager 

through the General Manager, except as it pertains to the functions of the General 

Counsel. 

Among other duties the Board has the authority to: 
 Acquire or sell the District’s real District property, to construct and operate facilities, to 

purchase equipment and enter into contracts;   
 Adopt and oversee annual District budgets and finances, set water rates and charges, and 

approve the purchase of resources needed by management to carry out District policies; 
and 

 Appoint and conduct annual performance evaluations of the General Manager and 
General Counsel, and approve compensation for all District employees. 

 

Communication to/from the Board 
The tone and content of all communications should reflect the highest degree of professionalism 
and respect.  Board members are responsible for the content of all text, audio, or images that 
they place or send, including those sent over the District computer network. Messages with 
fraudulent, harassing, abusive, obscene, vulgar, profane, offensive, or sexually suggestive 
content are prohibited. Messages with derogatory or inflammatory remarks related to a person’s 
membership in any protected class are also prohibited. 
 
When a Board member receives a complaint or inquiry from the public regarding the District’s 
services and/or staff, the Board member should acknowledge the complaint or inquiry without 
making any promise or commitment as to what will happen on behalf of the District and forward 
the message to the General Manager. Board members are encouraged to engage the public on 
matters of District interest and concern, but cannot guarantee an outcome or result before the 
Board has acted. 
 

Emails/ Text Messages 
The District provides each Board member his or her own District email address. Routine 
communication should be by District email. Board members should refrain from using any 
communication method that may result in a serial meeting. For example, Board members should 
refrain from using the “reply all” function to respond to emails sent to the Board and should not 
use email or other means of communication to develop a consensus on any issue within the 
Board’s subject matter jurisdiction outside of a public meeting. (See later reference to the Brown 
Act, Section 3)). 
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Email messages related to District business, sent from either District email accounts or personal 
accounts, are considered “public records” and accordingly, unless exempt from disclosure 
pursuant to the provisions of the California Public Records Act, may be disclosed in response to 
a public records request. These emails may also be subpoenaed as evidence in litigation. The 
District reserves the right to access and disclose all messages sent over its computer network and 
email system for any lawful purpose.  The use of personal email accounts and personal electronic 
devices for District business is still subject to the disclosure requirement of the Public Records 
Act or a subpoena.  Board members should carefully consider whether the use of personal email 
for District business is appropriate.  
 
Board members are responsible for checking their incoming email frequently, reading its 
contents and responding in a timely manner. Messages transmitted over the District email 
system should only involve District-related activities for the accomplishment of business-related 
tasks or any communication directly related to District business, administration or practices. The 
District email system should not be used for personal correspondence. All email messages 
received at or sent through the District server system, including emails sent and received by 
Board members’ District email addresses, are property of the District and are not private. 
 
Board members should remain aware that the rules applicable to emails also apply to text 
message communications.  Therefore, Board members should use good judgment when sending 
and receiving electronic communications of any kind, including text messages.  Board members 
should refrain from sending any electronic communications regarding matters within the subject 
matter jurisdiction of the Board during Board or committee meetings.  Instead, Board member 
comments and discussions should occur aloud during the meeting in order to ensure members 
of the public may properly observe their elected official’s opinions on District matters. 
 

Social Media 
Board members may use social media to engage in separate conversations or communications 
on an internet-based social media platform to answer questions, provide information to the 
public, or to solicit information from the public regarding matters that are within the subject 
matter jurisdiction of the Board provided that a majority of the members of the Board do not use 
the internet-based social media platform to discuss among themselves business within the 
subject matter jurisdiction of the Board.  Board members should remain aware that the phrase 
“discuss among themselves” is broadly defined to include any communications made, posted, or 
shared on an internet-based social media platform between members of the Board, including 
comments or use of digital icons that express reactions to communications made by other 
members of the Board, such as “like”.  For this reason, Board members should not comment or 
use any digital icons (i.e., like, dislike, etc.) expressing reactions to fellow Board members’ social 
media posts related to District business. Board members should also refrain from taking positions 
on social media regarding any matter that is pending or may become before the Board.  
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Board members should remain aware that using social media accounts to discuss District business 
may create a “public forum”, which may thereafter restrict the Board member’s right to remove 
public comments on the account or block other users.  It is recommended that Board members 
who utilize social media label personal accounts as such and do not use the accounts to speak on 
behalf of the District.  If the Board member desires to maintain an official account that is intended 
to speak on District issues, it is recommended that the Board member consult with the District’s 
Communications Department and General Counsel.  
 

Contact with Media 
Because the public receives much of its information regarding District programs, policies and 
operations through the media, it is important that the District provide the media with the most 
complete and accurate sources of information available. Thus, the General Manager or his 
designee shall serve as the District’s primary spokesperson and the media's primary source of 
contact with the District.  Media inquiries about official District business, including requests for 
explanations of District policy, should be directed to the General Manager or his designee.  Press 
releases and any other media communications are coordinated as part of the District’s 
communications strategy and should therefore be prepared by and at the direction of the 
General Manager or his designee, including opinion/editorial pieces, which are reserved to 
address timely or critical topics, including matters of greater urgency, sensitivity or public 
interest. 
 
Any Board member communications with the media, including op-edsthe submission of 
opinion/editorial pieces by a Board member or members, in which the District is a subject matter 
of discussion shall be clearly identified as an expression of personal opinion of the individual 
Board member who is expressing his or her opinion to the media in accordance with Use of 
Title/Advocacy on Non-Board Approved Matters and as such should not use District time or 
resources.   
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Use of Title/ Advocacy on Non-Board Approved Matters 
Elected or appointed officials may not take positions on behalf of the District without the express 
prior permission and direction of the Board.  When Board members are asked for the District’s 
opinion on an issue, the response should reflect the position of the Board.  Any position of the 
Board is developed through a collective action taken by the entire Board.  If a Board member is 
uncertain as to the official position of the District, he/she should contact the General Manager. 
 
If an individual Board member elects to engage in producing any correspondence, public 
comment or oral presentation or to engage in advocacy on matters other than in representation 
of a Board position, the Board member may not use his or her Board title, or otherwise suggest 
or imply that their positions reflect the position of the Board or the District, without the express 
prior permission and direction of the Board.. If a Board member produces or engages in advocacy 
that does not reflect a collective action taken by the entire Board and finds that it is necessary to 
make reference to their Board title, the Board member must include a disclaimer that 
immediately precedes and follows the opinion expressed by the individual Board member.  The 
disclaimer must indicate that the position being expressed is that of the individual Board member 
and does not reflect the position of the District or the Board. 

Board Appointed Staff 
General Manager 
The General Manager is appointed by and reports to the Board to carry out the day-to-day 
activities of the District pursuant to adopted ordinances, resolutions and policies. The General 
Manager has full charge and control of the maintenance, operation and construction of the 
waterworks system of the District and authority to employ and discharge employees, except 
those appointed by the Board, and determine employee duties necessary to carry out these 
responsibilities.  The General Manager shall provide a written monthly report to the Board 
summarizing the work performed during the month and other items of importance or interest to 
the Board, and approve, or appropriately delegate, all requisitions for materials, supplies, 
equipment and services necessary for carrying out the work, with Board approval where 
required. 
 

General Counsel 
The General Counsel is appointed by and reports to the Board, and is the legal advisor to the 
District regarding all legal matters pertaining to the District. The General Counsel performs such 
duties in relation to the District’s legal matters as the General Manager, or Board may request.  
The General Counsel is authorized to retain outside counsel from time to time to represent the 
District in various matters. 
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Board Secretary 
The Board Secretary is appointed by the Board and reports to the General Manager and attends 
all Board meetings and committee meetings; keeps a complete record of the proceedings 
including attendance; prepares and maintains official correspondence as directed; maintains 
custody of the District seal; countersigns all District warrants; maintains oaths of office of all 
appointed or elected officials and performs such other duties as may be required by the Board. 
 

Finance Director/Treasurer 
The Finance Director/Treasurer is appointed by the Board and reports to the General Manager 
and is the chief financial officer of the District. He or she supervises and administers the financial 
accounts, records and accounting controls in accordance with generally accepted accounting 
procedures regarding the financial status and requirements of the District. 
 

Consulting Auditor 
The Consulting Auditor shall be an independent public accountant annually retained by and 
reporting solely to the Board to make an examination of the District’s financial position in 
accordance with generally accepted accounting and auditing standards.  The Consulting Auditor 
may perform other services as requested by the Board from time to time.  The Consulting Auditor 
is not an employee of the District and is engaged on a fee basis for the services rendered. 
 

Evaluation of Board Appointed Staff 
Annually, the Board should meet and discuss the conduct a performance evaluations of the 
General Manager and prepare a documented General Counsel.  Any discussions among the Board 
regarding the performance appraisal to be shared individually with the General Manager in 
closed session. 
 
Annually, the Board should meet and discuss the performanceor the evaluation of the General 
Counsel and prepare a documented performance appraisal to be shared individually with 
theManager or General Counsel will occur in closed session in closed session.compliance with 
the Brown Act.  

District Organization and Communications between Board Members and 
Staff 
Organization 
The District is organized into threefive divisions with each division leader reporting directly to the 
General Manager.  The fourfive divisions are as follows: 
 

 Administrative Services Division, including functional responsibilities of Finance, Customer 
Service & Meters, and Information Technology; 
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 Engineering Division, including functional responsibilities of Engineering, and Water 
ConservationPlanning, Design, Construction and Real Property; 

 and 
 Water Resources Division, including the functional responsibilities of Water Supply, Water 

Quality, Water Laboratory Services and Water Conservation; 
 Operations Division, including Water Treatment and Distribution, Distribution System 

Maintenance, Water Quality and Laboratory Services, Safety/Emergency Response and 
the functional responsibilities of Facilities Maintenance & Support.; and 

 Watershed Division, including Watershed Maintenance, Watershed Protection, and 
Safety/ Emergency Response. 
 

Additionally, the District’s Human Resources and Communications, & Public Affairs and 
Watershed Departments report directly to the General Manager. The General Counsel’s Office 
reports directly to the Board and provides ongoing support to the General Manager and District 
staff regarding legal and related matters. 

 

Communication between Board Members and Staff 
All communication between Board members and staff regarding District business should be 
coordinated through the General Manager, including requests from individual Board members. 
The General Manager will then generate a staff assignment to develop information or reports 
responsive to the Board member(s) request.  
 
Responses from staff shall be communicated through the General Manager’s Office or designee 
to the requesting Board member(s) and, if the General Manager believes that the information 
may be of general interest, the response may be sent to all Board members. This does not apply 
to requests for routine information (e.g. lake storage status, stream flows, fire conditions on the 
watershed, etc.).  Routine information will be provided to Board members in the same way that 
it is provided to the general public. 
 

 
 


