ESPARTO FIRE PROTECTION DISTRICT FINANCIAL MANAGEMENT

POLICY TITLE: Asset Protection and Fraud in the Workplace
POLICY NUMBER: 2080
2080.1 The Esparto Fire Protection District (District) is committed to protecting its assets against the risk

of loss or misuse. Accordingly, it is the policy of the District to identify and promptly investigate any possibility of
fraudulent or related dishonest activities against the District and, when appropriate, to pursue available legal
remedies.

2080.2 Fraud and other similar irregularities include, but are not limited to:

a) Claim for reimbursement of expenses that are not job-related or authorized by District policy;

b) Forgery, falsification, or unauthorized alteration of documents or records (including but not limited
to checks, promissory notes, time sheets, independent contractor agreements, purchase orders,
budgets, etc.);

c) Misappropriation of District assets (including but not limited to funds, securities, supplies, furniture,
equipment, etc.);

d) Inappropriate use of District resources (including but not limited to labor, time, and materials);

e) Improprieties in the handling or reporting of money or financial transactions;

f)  Authorizing or receiving payment for goods not received or services not performed;

g) Computer-related activity involving unauthorized alteration, destruction, forgery, or manipulation
of data or misappropriation of District-owned or —licensed software;

h) Misrepresentation of information;

i) Theft of equipment or other goods;

j)  Any apparent violation of federal, state, or local laws related to dishonest activities or fraud;

k) Seeking or accepting anything of material value from those doing business with the District
including vendors, consultants, contractors, lessees, applicants, and grantees. Materiality is
determined by the District’s Conflict of Interest Code which incorporates the Fair Political Practices
Commission’s regulations;

I) Any other conduct, actions or activities treated as fraud or misappropriation under any federal or
state law, rule or regulation.

2080.3 It is the District’s intent to fully investigate any suspected acts of fraud, misappropriation, or other
similar irregularity. An objective and impartial investigation will be conducted regardless of the position, title, and
length of service or relationship with the District of any party who might be or become involved in or become the
subject of such investigation. An employee who is the subject of a fraud investigation may request representation
by legal counsel and, where applicable, is entitled to all rights and protections afforded under the California
Firefighters Procedural Bill of Rights Act.

2080.4 The District is responsible for instituting and maintaining a system of internal controls to provide
reasonable assurance of the prevention and detection of fraud, misappropriations, and other irregularities.
Management staff should be familiar with the types of improprieties that might occur within their areas of
responsibility and be alert for any indications of such conduct.

2080.5 Upon conclusion of an investigation, the results will be reported to the Fire Chief or, if the investigation
involves the Fire Chief, the Board Chair, either of whom shall advise the Board of Commissioners.
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2080.6 Following review of investigation results, the Fire Chief or the Board, as the case may be, will take
appropriate action regarding employee misconduct. Disciplinary action can include employment discipline up to
and including termination, referral for criminal prosecution, or both.

2080.7 The Fire Chief or the General Counsel will pursue every reasonable effort, including court-ordered
restitution, to obtain recovery of District losses from the offender, other responsible parties, insurers, or other
appropriate sources unless the Board should otherwise direct in consultation with Legal Counsel.
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