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MADSEN HOLE & WASTEWATER TREATMENT PLANT ACCESS FOR NON-WORK 
RELATED PURPOSES 

I. OBJECTIVE 
The objective of this Administrative Regulation is to define the policy regarding access to 
City/District properties and facilities for non-work related activities. 

II. PROCEDURES 
1. Access to City properties/facilities by City employees and immediate family for non-work 

related purposes is not permitted unless a waiver form (Attachment “A”) has been 
completed and signed, and is on file in the City Clerk’s office. 

2. Access to City properties/facilities by non-City employees and immediate family for non-work 
related purposes is not permitted. 

3. Access to City properties for individuals and agencies for work related purposes may be 
permitted and said individual/agency may be issued a loaner key for such purpose. 

4. Access to City properties for individuals and agencies that have been issued a loaner key, is 
not permitted for non-work day or non-work related purposes. 

5. Keys to Madsen Hole property shall only be issued to those residents in the vicinity that 
have a legal binding right to access to the Noyo River over City property. 

III. RESPONSIBILITY 
1. The Director of Public Works, Public Works Superintendent and Treatment Superintendent 

shall be responsible for issuing “loaner” keys to individuals and agencies that require access 
for specific work related reasons. 

2. Violations of this policy by City employees will be handled as a disciplinary matter. 

IV. DEFINITIONS  
1. “Loaner Key” refers to a key signed out by an individual or agency that is granted temporary 

access to City facilities for a specific timeframe and purpose. 
2. “Immediate family” shall mean the employee’s spouse and children only. 
 
 

Approved by City Manager  ________________________ _______________________ 
             (Signature)                 (Date) 

Made a part of the City’s Administrative Regulations  
binder and distributed to all City staff 

________________________
              (Date) 
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