PERSONNEL POLICIES AND PROCEDURES

OREGON MILITARY DEPARTMENT

AGP POLICY: 99.100.13

Subject:  Military Lease Agents

Effective Date:  1 November 2004




I.
PURPOSE: To establish agency employment practices for Military Lease Agents who are classified unrepresented employees.

II.
GENERAL POLICY: It is the policy of the Oregon Military Department to use Military Lease Agents whenever possible as the enforcement of facility rental and lease agreements.

III.
STANDARDS:
A. Military lease agents (MLAs) shall not be authorized to work more 

than an average of 32 hours per month within a “rolling backward”

6-month period.

B.
MLAs are classified unrepresented intermittent employees who work on an occasional and sporadic basis.  For this reason, MLAs are not entitled to paid leave provisions or other employee benefits. 


C.
To communicate job expectations, each MLA shall receive an abbreviated position description that depicts their duties and responsibilities.


D.
The State Rental Program Manager shall use customer surveys to determine MLAs’ customer service skills, ability to provide facility maintenance, and enforce the rules to ensure a positive experience for the customer.   

E.
When a MLA has refused work three times or has not worked for a period of 12-months, the employee shall be notified in writing of the agency’s plan to terminate their employment prior to processing the action.

F. MLAs shall be paid on the 15th of the month following the month in 

which hours are worked.  Timesheets shall be submitted on a monthly basis, even when no hours have been worked.

IV.
RESPONSIBILITIES:


A. 
The Adjutant General: Has overall responsibility to ensure the agency is in compliance with this policy.

B.
The Director of State Personnel:   Manages the implementation of this policy and provisions for compliance, and issues due process notification to an employee prior to dismissal.

C.
State Rental Program Manager:  

1. Monitors hours worked on a monthly basis to ensure hours do  

not exceed an average of 32 hours per month within a “rolling backward” 6-month period.

2. Acts as the Liaison between the MLA and the State Personnel 

Office (AGP) to ensure new hire paperwork is completed and submitted within three days from date of hire. A Criminal Background Check form must be submitted following a conditional job offer and a favorable result received prior to working the new employee. 
3. Prepares and issues an individual position description to 

each MLA and forwards a copy to AGP upon obtaining employee’s signature.

4. Submits to AGP requests to fill vacancies and coordinates 

hiring and selection processes with trained interviewers in accordance with applicable AGP hiring and selection policies.


5. Tracks each employee’s total number of hours worked and 

tenure to determine eligibility for a salary adjustment.  Salary increases are normally a one-step adjustment. 

a) MLAs normally receive a salary increase on the 

employee’s SED (salary eligibility date), provided the employee worked at least a total of 50 hours during the 12-month period prior to their SED.  

b) Employees who worked less than 50 hours during the 12-

month period prior to their SED shall receive a salary increase when 50 hours has been worked, or when it has been two (2) years since the last salary adjustment/date of hire.  The employees’ SED shall then be adjusted accordingly.  

6. Develops customer surveys to be attached to lease agreements 

for the purpose of assessing employees’ performance during rentals.  Advises employees, at least on an annual basis, of the number of surveys received and renters’ comments pertaining to service delivery.  Takes appropriate action with employees as the information received dictates.      
7. Requests AGP, in writing, to initiate due process for dismissal from state service whenever an MLA has refused work three times or has not worked for an extended period of time (at least 12 months).    

8. Collects and signs timesheets for all MLAs on a monthly 

basis and forwards to AGP in accordance with established payroll submission dates.

D. AGP Personnel and Payroll Staff:  Assists the State Rental Program 

Manager and other Installations personnel with MLA employment and recruitment activities as appropriate.
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