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Jackson Soil and Water Conservation District

 PERSONNEL AND PROCEDURE POLICIES 

Policy 10.1: Personnel Policies and Procedures

A. Purpose of Personnel Policies

These policies provide rules and regulations for all employees of the Jackson Soil and Water Conservation District (which is referred to as "the District" throughout these policies) relative to matters of personnel administration.  The District Manager is the Board of Directors' representative in relation to application and administration of these policies to all other District employees, under his or her supervision.  

These rules and regulations are intended to set a general framework for effective personnel administration.  In all cases, these policies should be construed with this in mind and should be understood as guiding the District employees and not limiting in any way the prerogatives of the Board in its relationship with the District Manager.  These personnel policies do not constitute a contract for employment.

These policies replace and supersede all pre-existing policies, procedures, or orders relating to personnel matters of the District and its employees, unless contained in a written document approved by the Board of Directors. 

B.
Introduction
This manual contains statements of personnel policies and procedures.  It is designed to inform employees of the working guidelines for supervisory and employees in the day-to-day administration of the District to provide employees an understanding of what is expected of them, and to ensure consistent, fair, and uniform treatment of District employees.

The District is an at will employer. The District reserves the right to change these policies and procedures at any time.  These policies and procedures do not and are not intended to confer any property right in continued employment, to constitute an expressed or implied contract, or to give rise to a binding past practice under any collective bargaining agreement.  These policies are intended to provide guidelines and procedures, not substantive contractual or property rights.

Employees and the District reserve the right to end the employment relationship, with or without cause, at any time.  Further, except as might be approved in writing by the District Manager, no employee or representative of the District has the authority to enter into an agreement for employment for any specified period of time, or to make any agreement contrary to Board-approved policies.

The District Manager, in consultation with the personnel committee may vary or modify any District personnel policy, on a case-by-case basis, if it is found that strict application of the policy is impractical or if it would result in hardship.  Exceptions granted in any instance will not be binding in the future.

C.
Personnel Administration Generally

The Board of Directors shall have authority over all matters of personnel administration through adoption and implementation of the District budget, pay plans, policies and procedures, and ordinances and resolutions adopting and/or amending the personnel policies and procedures.

The Personnel Committee is charged with responsibility for the interpretation and application of the policies and procedures. The Personnel Committee was selected to develop this document and to oversee, with the District Manager, all policies and procedures, or orders relating to personnel matters of the District and its employees.  The current personnel committee consists of Board Members Keith Emerson and Walt Fitzgerald.  The District will reaffirm the members of the personnel committee on an annual basis.

The Board of Directors may specifically delegate in writing the authority for the enforcement of rules and policies.

The District Manager shall be responsible to ensure the effective implementation of these policies and procedures and may further establish, amend, or otherwise modify administrative rules and regulations pursuant to Board policies and shall advise the Board on any changes concerning these rules and regulations.  The Board delegates to the District Manager broad discretion in all aspects of personnel and labor relations, subject to the advice and concurrence of the Board.

Personnel matters (including the settlement of any grievance after that grievance has been denied by the Board or a committee thereof) must and in every instance shall be approved by the Board of Directors before the District may be bound.

Policy 10.2: Appointments, Qualifications, and Separation

A.
Job Announcement

A job announcement will be made for all full or part time vacant position within the District and shall be initiated by District Manager.  The announcement shall specify title and salary range of the position, the nature of the duties performed, qualification requirements, the time and place to apply, and may include the selection process to be used.  At a minimum, job announcements will be posted on appropriate bulletin boards and may be published in District publications, local employment offices, all Oregon SWCD’s, and the daily newspapers in Jackson County.  Other sources shall be at the discretion of the District manager.  Job announcements will be posted a minimum of 10 working days prior to the closing date.

B.
Applications/Appointments

Appointment to positions is through an open competitive process and will be based on merit and qualification.  Promotional appointments may be made exclusively from employees if it is determined that a sufficient number of employees are interested and qualified to compete through an internal selection process.  All vacancies will be posted internally and advertised externally, in order to hire the most qualified applicant. Applications shall be available in the District office or mailed to those requesting applications.  Applications will be accepted only for advertised openings.  Applicants will complete the application form and any supplemental materials required by the District for positions within the time period specified in the job announcement.

Applicants for employment shall furnish complete information as requested in the application.  This shall include, but is not limited to information on education, special training, experience, and skills, as well as a chronological schedule of employment, references, and other pertinent information.  The District Manager makes all appointments to positions authorized by the Board.

C.
Eligibility

At the time of application all applicants must meet the minimum qualifications for the position or demonstrate a reasonable assurance of meeting the minimum qualifications by the time of appointment.

D.
Selection

Selection criteria and procedures will be based solely on job-related knowledge, skills, abilities, experience, education, training, and, when appropriate, prior demonstrated performance, aptitude, and character.  The Personnel Committee shall design selection criteria based on the classification specifications and job requirements.  Based on the results of the selection process, applicants will be selected by the personnel committee and district manager for an employment interview.  

E.
Orientation

The District Manager shall be responsible for orientation of new employees.  Orientation shall include, but not be limited to, organization and services of the District, personnel policies and procedures, safety training, completion of payroll forms, probation period introduction to other District personnel, review of expectations, explanation of chain of command, benefits, annual leave, sick leave and comp time.

F.
Probationary Period

New and rehired employees shall serve a probationary period of six (6) months commencing with their first day of employment.  The District can extend the duration of the probationary period up to six (6) months if, in its sole determination, such an extension is appropriate.  Upon promotion, probation is six (6) months unless otherwise specified in the position or at the time of the promotion opportunity.

Probation is part of the selection process used to confirm the initial employment decision and to reject those whose performance is not satisfactory.  During this evaluation period, the employee and the District will have an opportunity to determine whether further employment with the District is appropriate.

During the probation period, an employee’s employment may be terminated without recourse and without appeal under these policies and procedures.  An employee who successfully completes the probationary period will be notified in writing that he or she has become a regular full-time or a regular part-time employee of the District.

No employee will be deemed a "regular" and no longer a probationary employee until the District has so determined and notified the employee in writing.

G.
Employee Classification and Status

1. Regular Full-Time Employees.  An employee who regularly works forty (40) hours a week but no less than thirty (30) hours on a continuing basis, who has completed the probationary period, and has received official notice of the change of status to regular employee is considered a regular full-time employee.  The District shall pro-rate benefits for employees working less than 40 hours.  

2. Regular Part-Time Employees.  An employee who regularly works less than thirty (30) hours a week is considered a regular part-time employee once the probationary period is successfully completed.  The District shall pro-rate benefits for employees.

3. Temporary Employees.  An employee that is hired for a limited duration (180 days or less) for a specific project, abnormal workload, or emergency that is not intended to be ongoing.  Temporary employees work full-time or part-time, receive an hourly wage, have no trial service period, and are ineligible for District paid benefits.

4.
Duration of Employment.  All employees, except temporary employees, are hired for an unspecified duration.  The District shall not guarantee employment for any specific length of time.  Employment is at the mutual consent of the employee and the District.  Accordingly, either the employee or the District can end the employment relationship at any time, in accordance with District policy.

5.  Anniversary Dates.  The anniversary date used to determine vacation and merit increases of an employee hired before the 15th of the month shall be the first day of the month.  The anniversary date of an employee hired on or after the 15th shall be the first day of the following month.

6.  All positions shall be classified as exempt or non-exempt according to the Fair Labor Standards Act.  Such classification shall be included in the job descriptions, job announcements, and job offers.

H.
Job Sharing

A job sharing position is a regular full-time position that is held by two individuals on an interdependent, shared-time basis.  The duties and responsibilities of the single position will be divided so as to provide total coverage by the two partners.  The partners will normally divide the required working hours, not to exceed a total of forty (40) hours per week, within a pay period.

Each partner in a job sharing position must have, or be capable of having, all the knowledge, skills, and abilities necessary to perform the job.

Job share partners will share the benefits of the regular full-time position. Vacation, sick leave and holiday benefits will be pro-rated on the basis of hours worked.

The District pays the cost of health and dental insurance for one full-time equivalent position. Accordingly, if a position is job-shared, each partner pays one half of the insurance premium and the District pays the other half, if both wish to receive coverage. If one partner chooses to waive all coverage, however, then the other partner may receive full coverage at no cost.

Job sharing shall be implemented, continued, or terminated at the discretion of the District based on operational efficiency.  Specific scheduling arrangements shall be determined by the District Manager and must fit the needs of the District, the nature of the job, and the desires of the job share partners.

I.
Volunteers

Volunteers are not employees of the District.  Volunteers receive only those benefits expressly conferred in writing or by law.  Volunteers become covered by Tort Liability Insurance on the date a signed Volunteer Agreement form is received by the district. The board meeting minutes should reflect the volunteer’s appointment and should specify the terms of the volunteer service, including tasks, length of service, etc.  A “volunteer” is a person who

· the conservation district appoints to perform official district business

· receives no compensation for their service

· works at the conservation district’s request or consent under the conservation district’s direction and control

The service of a volunteer may be discontinued at any time for any reason.  Volunteers must abide by all applicable, policies and procedures, and practices of the District, and are held to the same standard of performance as applies to regular employees.   Volunteers serve at the pleasure of the District.  The district or volunteer, may end the volunteer arrangement at any time. 

J.
Employment of Relatives

Relatives of employees may be hired by the District only if individuals concerned do not work in a direct supervisory relationship or otherwise create a potential conflict of interest that would interfere with the normal operation of the District.  “Member of an individual’s family” is defined by applicable Oregon law as wife, husband, son, daughter, mother, father, brother, sister, brother-in-law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, father-in-law, aunt, uncle, niece, nephew, step-parent or stepchild.  Present employees who marry will be permitted to continue work if they do not work in a direct supervisory relationship with one another or otherwise create a potential conflict.  I possible, employees will be allowed to accept a transfer to a similar or lesser position, if available, to avoid direct supervision by a relative.  If this cannot be accomplished, one of the employees may be terminated under the terms of this policy.

K.
Physical Examinations

An offer of employment may be contingent upon an applicant's successful completion of a medical examination to determine if the applicant is able to perform the essential functions of the job, with or without reasonable accommodation and without direct threat to the health or safety of the applicant or other persons.  If required, this examination will be provided by the District at District expense.  Any information gathered will be treated as a confidential medical record.  The scope of the post-offer medical examination need not be limited to ability to perform essential job functions and may include a base-line physical exam and other inquiry into the applicant's physical and/or mental condition.

In order to ensure continued qualification for employment, the District may request its employees to submit to a medical examination when the request is job related and consistent with business necessity at the District's expense.  Medical examinations may be required to support family medical leave situations, including requests for second or third opinions and fitness for duty certifications, as provided by family medical leave laws and the District's policies.

L.
Driving Record And Insurance Requirements
Employees who may be required to drive must possess a valid driver's license and must comply with any operator's license restriction.  All employees who may be required to drive on District business may at any time have their driving record checked by the District as permitted by applicable law.  If the record indicates violations, the employee may be subject to appropriate warnings or disciplinary action.  As a condition of continued employment each employee who operates District vehicles must maintain a personal driving record which is within risk criteria, if any, established by the District's insurer.

Job applicants' driving records are checked prior to being hired as a condition of employment.

Employees who may be required to drive shall notify the District Manager of any change in license status, and all traffic violations.  Failure to report a traffic violation or change in license status to the District Manager is viewed as a violation of District policy.  The District monitors driving records as a component of risk management, in order to identify needs for driver improvement.  This section is applicable to qualified individuals with disabilities only when driving is an essential function of their job.

M.
Layoffs

Should a reduction in the District work force become necessary, the following procedures shall apply.  

The personnel committee may consider, but not be limited to:

· Years of service

· Full time vs. part time vs. temporary positions

· Funding sources

Layoffs may be implemented on a District-wide basis or by job classifications depending on the needs of the District.  The Personnel Committee will recommend the scope and process of the layoffs to the Board of Directors.

In lieu of layoff the District may reduce the hours of work of District personnel. The District will make available medical and dental insurance as required by Consolidated Omnibus Budget Reconciliation Act (COBRA).

N.
Voluntary Resignations

To voluntarily resign in good standing, an employee must submit a written letter of resignation to their supervisor allowing at least ten working days' advance notice.  Failure to submit a timely written resignation may preclude the individual from future employment opportunities with the District.

O.
Personnel Record

1.
Maintenance of File.  Official personnel records of employees shall be maintained by the District Manager or their designee. If there is a change of name, address, telephone number, marital status, or number of dependents, the District Manager should be notified in order to keep applicable records up to date.

2.
Removal.  Documents shall not be removed from a personnel file, except pursuant to a determination by the District Manager that each particular document is not accurate, or is no longer relevant or timely to any personnel or performance matter.  Any document which is removed shall be maintained in a separate file containing all such documents, not indexed under the name of any employee.

3.
Medical Records.  Documents containing medical information shall be kept in a separate, confidential file that is not part of the employee's personnel file.  While these records shall be treated as confidential, supervisors and managers may be informed regarding necessary work restrictions and necessary accommodations, first aid and safety personnel may be informed, when appropriate, of an employee's disability, if the disability might require emergency treatment, and government officials investigating compliance with discrimination laws shall be provided relevant information on request.

4.
Personnel Files.  This policy defines circumstances under which an employee may examine his/her personnel records; as well as the circumstances under which an individual who is not an employee of the District may examine an employee's personnel record.  This policy and procedure applies to all District employees. 

a.
No material of a negative or derogatory nature shall be placed in an employee's file unless a copy is given to the employee.

b.
Employees may be allowed to include in their personnel file any material deemed relevant to job qualifications or performance, in the judgment of the District.  Employees may inspect and review their personnel files, excluding confidential reports from previous employers and all other information gathered prior to the date of hire.

c.
Employees may protest, or comment upon in writing, any materials placed in their personnel file.  Such protest/comments shall be placed in the personnel file.

5.
Procedure For Access By Employee.

a.
Employees wishing to inspect/review their personnel file shall make a written request to the District Manager.  The District Manager shall establish a date, time, and location for the inspection by the employee.

b.
An employee may receive a copy of such records.  

6.
Access to Personnel Files - Persons Other Than Employee.

a.
Personnel files are exempt from disclosure under the provisions of ORS 192.502(2) if disclosure would constitute an unreasonable invasion of privacy.  Records of discipline may be exempt from public disclosure.

b.
Any person seeking disclosure of material that would constitute an unreasonable invasion of any employee's privacy shall have the burden of showing that public disclosure would not constitute such an unreasonable invasion of privacy, by clear and convincing evidence.

c.
In any event, no information in any employee's personnel file will be released until the employee is notified and has a reasonable opportunity to comment on the request, except as required by Oregon law.  In all cases, the District must determine whether or not particular personnel records of any District employee are subject to public disclosure.  An employee's expectation of confidentiality and privacy is, in each case, subject to the requirements of Oregon's Public Records Law.

d.
Information regarding an employee's address, telephone number, work history, performance or salary will not be given over the telephone.  Only employment dates and job title may be released verbally.

e.
Verification of employment, requests for salary or other confidential information must be in writing, signed by the employee, authorizing release of specific information.

f.
Work reference requests, for both present and terminated employees, must be in writing and signed by the employee, authorizing release of information, and continuing an effective authorization to disclose and release of liability (as determined by the District) for providing such information.

7.
Management Review of Personnel Files.

a.
Upon request of an employee, adverse material in the personnel files will be reviewed by the Personnel Committee to determine the continued appropriateness of retention.

b.   Materials deemed inappropriate or no longer relevant may be removed from the personnel file and the employee concerned so notified.  Criteria which may be used include age of the material, seriousness of the infraction, and instances of repeated or similar infractions.  However, such information may be maintained by the District in a separate file for purposes of forewarning and litigation defense, but generally not for human resources determinations.

 Policy 10.3: Payroll, Scheduling, and Overtime Practices

A. Work Week and Working Hours

The normal workweek consists of forty (40) hours, however this should not be considered as a guarantee of any specific amount of work being made available.  Employees are expected to accomplish service priorities in a timely fashion within the normal work week to the greatest extent possible.  The hours of employment shall be fixed by the District Manager.  The workweek is defined as seven 24-hour days between 12:00 am Sunday to 11:59 pm Saturday.

B.
Wage Compensation

1.
Wage Policy.  The District maintains a pay plan covering all positions in the District, showing the minimum and maximum rates of pay.  In arriving at such salary ranges, the District may consider prevailing rates of pay for comparable work in other public and private employment, including consideration of conditions of work and basic pay, current costs of living, the local economy, and wage adjustments in the community, suggestions of Personnel Committee, and the District's financial condition.

2.
Salary Review.  Compensation will be reviewed by the Personnel Committee at the end of an employee's probation.  An increase may be recommended by the supervisor based upon competent and commendable service, with final decision by the Board of Directors.

Regular employee's salaries will be reviewed at the end of the fiscal year.  Wage increases are not automatic.  Supervisors will make salary recommendations based upon merit to the Personnel Committee.  The Personnel Committee will in turn recommend final action by the Board of Directors.  For exceptional performance a supervisor may recommend a merit increase to any employee paid below the top of the range, and if granted, it may be reduced to the step appropriate at any time extraordinary performance ceases.

C.
Overtime

1. Employees who are non-exempt under the Fair Labor Standards Act will be paid for all hours in excess of 40 in a workweek at the rate of time and one-half their regular pay rate. At the discretion of the Board, the overtime can be given as compensatory or overtime time.

2. Employee shall get approval for overtime, in advance, from the supervisor.

3. All employees will report their time worked to their supervisors at the end of each week.

4. No non-exempt employee may accrue more than 24 hours of compensatory time. All overtime hours accrued over this time will be paid as overtime hours. 

D.
Rest Periods

Employees may take a paid 15-minute rest period during each half shift, scheduled at or as near as feasible to the middle of each half shift.  Consistent with operating requirements, employees who, at the request of the District, work two or more hours beyond their regular quitting time shall receive a 15-minute rest period before starting on the next shift, in addition to the regular rest periods occurring during the shift.  Each rest period shall not exceed fifteen (15) minutes total.  Rest periods shall not interfere with or be detrimental to the public safety.

E.
Meal Periods

Employees shall be granted and are required to take an unpaid meal period not to exceed one hour or less than ½ hour during each work shift.  Consistent with operating requirements, meal periods shall be scheduled at or about the middle of the work shift. Employees who have their meal period interrupted by the District to perform required work shall be compensated for their meal period time worked.

F.   Payday

Pay checks will be delivered to a designated location at the district office by the end of Wednesday of the week following the pay period.

The District's payday is the Last week day of the month.  A mid-month payroll draw of up to 50% of net salary may be authorized upon written request by the employee and approval of the District Manager/supervisor. 
G.
Payroll Deductions

1.
Required Deductions.  Federal and state laws require the following deductions from every paycheck:

a. 
Federal Withholding Tax;

b.
State Withholding Tax;

c.
Social Security Taxes (FICA);

d.
State Accident Insurance-Employee Surcharge;

e.
Court Ordered Child Support Payments or Garnishments; and

f.
Retirement, if offered as part of the employment package of the employee.

2. Optional Deductions.  Other deductions may be made from the employee's paycheck with the employee's written request, and board approval.

H.
Medical and Life Insurance

The District provides group medical, dental, and Worker’s Comp for eligible employees, after probation for both full and part time employees.  Coverage for eligible employees begins the first of the next month following the employment date.  Information regarding eligibility and specific benefits is available from the Personnel Committee.

I.
Time Records

Time cards must serve as an accurate record of the time for which each employee is paid wages and overtime.  Each employee is expected to record accurately the time spent working on District business.  Personal time spent in District offices outside regular working hours should not be recorded.

Probationary or regular employees shall record all time worked for the District.  An employee of the District may volunteer service to the District, and the time involved would not be recorded, only if the volunteer hours worked do not involve the same type of service which the person is employed to perform for the District.  All volunteer activities by employees must be approved in advance, and in writing.  

J.
Pay Upon Separation

A regular employee terminating employment with the District will be paid any earned and unpaid wages then due for work hours, earned vacation which the employee is eligible to take off, and compensatory time, which shall be paid at the employee's hourly rate, not time and a half, (hereafter "pay upon separation").  

K.
Final Paychecks
If an employee quits with less than 48 hours notice, excluding weekends and holidays, the paycheck is due within five days, excluding weekends and holidays, or on the next regular payday, whichever comes first. ORS 652.140(2)
Example: An employee quits without notice on Monday, one week before Labor Day. The final check must be paid by the Tuesday after Labor Day, unless a regular payday occurs before that date.

If an employee quits with notice of at least 48 hours, the final check is due on the final day worked, unless the last day falls on a weekend or holiday. In that case, the check is due on the next business day. ORS 652.140(2) &(3) 

Example: An employee gives three days notice that Saturday will be the last day worked. The final check is due on Monday. Example: An employee gives two days notice that Friday will be the last day worked. The final check is due on Friday.

If an employee is discharged, the final paycheck is due not later than the end of the next business day. ORS 652.140(1) 

Example: If an employee is discharged on Saturday, the check is due on Monday by the end of the day. If an employee is discharged on Monday, the check is due by the end of the day on Tuesday.

When an employer and employee mutually agree to terminate the relationship, the check is due by the end of the following business day, as in the case of discharge. ORS 652.140(1) 

Policy 10.4: Employee Travel Authorization and Reimbursement

A.
General Expectations

All employees of the District are expected to use good judgment regarding the expenditure of funds for travel expenses.  Only through teamwork can the costs of travel on District business be minimized.

B.
Documentation Objectives

The Procedures for documenting the expenses involved with employee travel on District related business activities are designed to provide public accountability in two areas:

1. Pre-approval of all travel requests to ensure that the travel is appropriate to the needs of the District and that budgeted funds are available for specific travel requests; and

2.
A complete accounting of the actual expenses for the travel to ensure that the expenses reported for reimbursement are appropriate and provide appropriate documentation.  Travel Voucher will by supplied by Jackson SWCD.

C.
Approval

The District Manager shall authorize registration, travel, and attendance expenditures in advance within the budgeted amounts adopted by the Board.  

D.
Travel Request

At least two weeks prior to the anticipated travel, the employee should submit a completed request for expenses form to the District Manager. This will document advance approval of the requested travel and provide a basis for an advance of funds to the employee.

E.
Travel Settlement

Receipts should be turned in as soon as possible within one week after the travel has been completed for lodging and all other expenses to be paid on an actual basis. (Do we want actual or per diem?) (Could be actual for lodging and per diem on travel and dining.)

F.
Guidelines

The following general guidelines apply to the reimbursement of employee and board travel expenses:

1.
Transportation. The actual cost of transportation, taxi fares, telephone calls, and similar items incidental and necessary to the performance of official business while on travel status will be paid.  If the employee's personal vehicle is used, the District will reimburse the employee at the current state mileage rate for the actual mileage required for the trip.  Parking and other related expenses must be documented by receipt.

2.
Lodging.  Based on current state rates.

3.
Meals.  Based on current state rates..

4.
Telephone and Facsimile.  Expenses for telephone and/or facsimile communications are reimbursable only if they are directly related to District business and are supported by actual receipts.  Actual expenses must be paid by the employee and reimbursed by the District for legitimate District expenses..

5.
Registration and Tuition Fees.  Expenses for conference registration, conference meals, and activities and/or tuition fees are allowable, if approved in advance. A copy of the registration must be attached to the Request for Expenses form.

6.
Accompanied Travel.  Any expenses for family members who accompany the employee on a trip are not reimbursable by the District.

7. Alcoholic Beverages.  Expenditures for alcoholic beverages will not be reimbursed by the District.

Policy 10.5: Time Off

A.
Vacation Benefits

Vacation benefits are intended to provide eligible employees with a period of paid rest and relaxation away from work.  Accordingly, employees are encouraged to schedule vacations each year, and to use all earned vacation benefits.

If a holiday falls during an employee's scheduled vacation, the employee will receive holiday pay for the day, if eligible for such pay, and will not be charged for vacation benefits for the day.

Accrued and unused vacation benefits shall be paid upon termination of employment.  Vacation credits shall not accrue during any unpaid leave of absence.

The District provides vacation benefits to its regular part-time and full-time employees.  Vacation credits will be posted monthly as follows for employees:

Years of Continuous Service


Monthly Accrual
0 through 1




     6.673 hours

2 through 5




     8.000 hours

6 through 10  




    10.000 hours

11 through 15




    13.329 hours

16 plus





    15.000 hours

Employees may accrue up to 180 hours of vacation accrual.  Accruals will not be posted to in-crease any employee's vacation balance in excess of 180 hours and will be forfeited or may be directed as time off or paid at the District's discretion.

B.
Seniority Vacation Scheduling 

Vacations shall be requested 30 calendar days prior to vacation, and scheduled upon approval of the District Manager.  Vacations will be approved on a first-to-apply basis.  Vacations must be scheduled and approved by the District Manager or designated supervisors in advance to insure efficient office operations and assure continued landowner assistance. . 

C.
Holidays

Regular full-time employees will receive a day off with pay on each recognized, federal holiday. These holidays include:

· New Years Day

· Martin Luther King, Jr. Birthday

· Presidents’ Day

· Memorial Day

· July 4th
· Labor Day

· Columbus Day

· Veterans’ Day

· Thanksgiving Day 

· Christmas Day

Part-time employees receive pro-rated holiday benefits.  Example:  an employee that works half-time receives half-pay for any legal holidays.

When a scheduled holiday falls on Sunday, it will be observed on the following Monday.  When a scheduled holiday falls on a Saturday, it will be observed on the preceding Friday.

If an employee works on any holiday observed by the District, at the request of the District, the employee shall be paid for all hours worked at the rate of regular pay plus one and one-half times the regular rate of pay. 

Employees who are off work on a leave of absence shall not receive holiday pay.  Employees who are off work due to sickness or vacation shall be paid for the holiday in lieu of using vacation or sick leave credits.

C.
Sick Leave

1.
Notification of Inability to Work.  Employees are expected to be able to attend work reliably, predictably and regularly.  Employees who are unable to report to work due to personal or dependent illness or injury must contact the immediate supervisor on or before scheduled starting time.  If an employee becomes sick during the day, the supervisor or designee must be notified before the employee leaves work.  When sick leave is taken to care for a dependent the District expects that other care arrangements will be made as soon as possible, except where leave for dependent care purposes is provided for by family leave laws and the employee is eligible for such leave.  The employee must comply with the notice requirements under family leave laws, which may provide for later notification of inability to work than is otherwise required by this policy, if the need for the leave is unanticipated.

2.
Accrual.  In order to minimize the economic hardships that may result from an unexpected short-term personal or dependent illness or injury, the District provides regular full-time employees with eight (8) hours of accumulated sick leave per month.

Unused sick leave benefits accumulate from year to year.  Employees are not paid for unused sick leave upon employment termination.

3.
Concurrent Leaves.  Sometimes more than one type of leave may apply to a situation.    This means that sick leave, workers' compensation leave, personal leave, leave as a reasonable accommodation for a qualified individual with a disability, family medical leave, and unpaid leaves of absence may all run concurrently and be counted against the employee's family medical leave entitlement.  The District may designate any type of leave as Family Medical Leave if the leave is used for a family medical leave purpose. The District is not covered by the Federal Family and Medical Leave Act (FMLA) or the Oregon Family Leave Act (OFLA) since the District does not meet the minimum employee requirements necessary to comply with either law.  The FMLA requires a minimum of 50 or more employees while OFLA requires a minimum of 25 employees.

4.
Medical Certification.  An employee on sick leave that is running concurrently with another type of leave, for example family medical leave or personal leave, must provide the medical certification required for any and all applicable types of leave.  This means an employee on sick leave may be required to have their medical provider complete the certification of physician or practitioner form required for federal or state family medical leave, obtain second or third medical opinions, as provided by family medical leave laws, and provide fitness for duty medical certifications before return to work as provided by the family medical leave policy.

D.
Jury Duty

If a summons for jury duty is received, the employee shall notify their supervisor.  Arrangements will be made to reassign work and time off will be granted.  Employees serving as jurors will pay the District payments received for jury duty except mileage when using personal vehicle and will be paid regular wages.  Employees are expected to report for work when not selected for a jury on any day, or when jury duty requires only part of a day.

E.
Uniformed Services Leave and Reemployment

Upon application, the District will grant a leave of absence to members of the reserve components of the armed forces of the United States or the state of Oregon, or to an employee who leaves his/her employment with the District, whether voluntarily or involuntarily, to perform extended military duty.  Such employees will be accorded all rights to which they are entitled under Oregon and federal law, as may be amended periodically.

An employee who has been employed by the District for at least six months is entitled to one paid leave of absence for annual active duty for training per military training year, not to exceed fifteen (15) calendar days.  Any subsequent leave of absence during the military training year (October 1 through September 30) will be unpaid.

Except as provided for above, the District will not provide wages or other monetary compensation during an employee’s military leave of absence.  At the employee’s discretion, he/she may use accrued vacation, personal holidays, or compensatory time during the absence. The employee may elect to continue health care coverage during the absence and may be subject to paying the full costs of such coverage.

Policy 10.6: Safety and Accidents

A.
Safety Policy Statement

Nothing is of greater concern to the District than the safety of its employees and the public.  For the employee's protection, job-related injuries or illnesses must be reported immediately in accordance with the District's safety and accident policy.  Employees are expected to use common sense and good judgment in work habits, to follow safe work practices, and to bring any unsafe condition to the attention of a supervisor.  

For example, employees shall:

1.
Use the safety equipment that has been provided for use;

2.
Not operate equipment while medication, drugs or alcohol are present in the body without a doctor's written approval;

3.
Operate only the equipment on which they have received training;

4.
Warn co-workers and management of unsafe conditions or practices.  Accept with appreciation the warning of a co-worker or supervisors as an expression of concern for their own well being;

5.
Report dangerous or unsafe conditions observed at work; and

6.
Refrain from horseplay at all times.

B.
Unsafe Conditions

1.
Employee Responsibility.  Every employee is responsible for safety as a specific job assignment.  To achieve the District goal of providing a safe work place, everyone must be aware of safety at all times.  Employees shall report immediately any unsafe or hazardous condition directly to a supervisor, if it cannot be corrected safely and independently.  Every effort will be made to remedy safety problems as quickly as possible.

2.
Management Responsibility.  Supervisors shall frequently review the need for implementing safety practices, policy, or procedures warranted by hazards.  Each accident and "near miss" is cause for review.  A copy of such policies shall be delivered to all department employees.  Supervisors will periodically involve employees in the process.  The need for periodic training shall be considered and arranged, as determined by the District Manager.

3.
Managing Unsafe Conditions.  It is every employee's responsibility to observe and identify conditions which could pose a hazard to employees or to the general public.


After identifying the problem, employees at the scene are expected to:

a.
Safely eliminate the hazard, and obtain necessary assistance;

b.
Safely control the hazard by enclosure or guard;

c.
Employ avoidance procedures; and

d.
Use personal protective equipment as appropriate.

C.
Accident Reporting

Accidents involving the District must be reported in detail as soon after the occurrence as possible.  All accident reports should be submitted to the District Manager.

1.
Vehicular Accidents.  Accidents involving District owned vehicles or personal vehicles being operated on District business must also be reported to the District, a police agency, and the risk management division of the state of Oregon for investigation.  Any accident resulting in personal injuries or death must be reported immediately to the District office.

2.
Other Accidents.  Accidents involving damage to equipment or property, or personal injury, must also be reported to District Manager.  The District Manager will determine the need for further investigation.

D.
Employee Injury Report

In case of an accident involving personal injury to an employee, regardless of how serious, a supervisor and the District Manager should be notified as soon as possible.  Failure to report accidents can result in a violation of conditions of insurance coverage and state laws, leading to difficulties in processing insurance and benefit claims.  Injured workers must fill out a Worker's Compensation Report form and submit it as soon as possible to the District Manager.  All injuries must be reported in a timely manner to avoid risk of claim denial.  The District Manager will provide advice and assistance to any person filling out a Workers' Compensation Report.

If an injury results in the death of an employee, then the District Manager shall immediately notify the State Workers' Compensation Department and the District's insurance carrier by phone.  The District Manager will then proceed to process a claim report form.

The appropriate entries shall be made in the OSHA 300 Report log.

E.
Workers’ Compensation Insurance

If an employee is injured on the job, in most cases the injured worker will be entitled to benefits under the state workers' compensation law.  The District carries workers' compensation coverage and will assist employees in obtaining all benefits to which they are legally entitled.

F.
Return-to-Work Policy

The following procedures must be followed by employees who wish to return to work following an on-the-job injury which has resulted in the employee’s being off work.

1.
All requests to return to work must be made in writing, dated, and signed by you.

2.
All requests to return to work must be accompanied by a dated, written release signed by your attending physician.  This release must clearly specify whether you are released for your former job or are restricted in any way.

3.
Requests to return to work must be made no later than the seventh (7th) calendar day following the date of your physician’s signature on the written release.  Except where, in our opinion, extenuating circumstances exist, failure to make a timely request terminates your right to reinstatement or reemployment.  Failure to seek a written release upon your becoming able to return to work may constitute abandonment of your right to reinstatement or reemployment.  However, if the District has 20 or fewer employees both at the time of your injury and at the time of your request to return to work, the District has no obligation to reinstate you.

4.
Requests to return to work may be brought in personally or mailed to the District.  If mailed, the request should be directed to the person listed in No. 5 below.  Requests brought in personally will be deemed made the date on which the written request is given to the District.  Mailed requests will be deemed made on the date of receipt.  All requests will be date stamped upon receipt.

5.
All requests to return to work must be directed to the District Manager.
6.
If a suitable job is not available at the time of your request, you must contact the District Manager in person or by telephone once a week to renew your request.  If a period of 10 days elapses without such a contact, you will be considered to have abandoned your right to be returned to work.

7.
All job offers will be made by telephone.  It is your obligation to keep the District advised of any changes in your telephone number.

8.
If you are offered a suitable position in response to your request to return to work and you refuse to accept it, you will be considered to have voluntarily terminated your employment and abandoned your right to reinstatement or reemployment.

G.
Violence in the Workplace

The District is absolutely committed to providing a workplace which is free of harassment, threats, intimidation, and violent acts.  Each of the District’s employees is entitled to come to work without fear of being the target of such actions.  The District has a zero-tolerance policy in this area.  Such acts will not be permitted to occur. This prohibition includes verbal or physical harassment, verbal or physical threats, any menacing behavior, any actual aggressive or angry touching of a co-worker, verbal confrontations, name-calling or profanity directed against anyone personally, explosions of anger, and any other actions that cause others to feel unsafe, harassed, or threatened.  This policy is in addition to our harassment policy.

Examples of behavior that will not be tolerated include, but are not limited to, continually making fun of another person; angry outburst or threats to others which cause them to feel unsafe and intimidated; employees “ganging up” to ridicule or tease an employee who does not quite “fit in” with the rest of the group; employees refusing to train, work with, help or cooperate with another person when necessary; off the job harassment, threats, unwelcome advances or stalking of a co-worker, which causes workplace consequences; and any other conduct which causes a tense and stressful workplace filled with interpersonal conflict.

For purposes of this policy, violent behavior is defined as:

1.
The actual or implied threat of harm to an individual, group of individuals, or associates of those individuals.

2.
The possession on District property and/or district clientele property of weapons of any kind, unless specifically authorized by District management, or the brandishing of any object that could reasonably be construed as a weapon.  Weapons include, but are not limited to, guns, knives, explosives, tear gas, and mace.  District property includes parking lots.  Weapons are not permitted in cars parked in District lots, and this includes rifles during hunting season.

3.
Loud, angry, or disruptive behavior (“temper tantrums”).  Such outbursts are clearly not an acceptable part of the District’s work environment.

4.
Negligent or intentional disregard for the physical safety or well-being of others.

5.
Willful destruction of District or other employee property.

6.
Commission of any violent crime on District property.

7.
Any other conduct that a reasonable person would perceive as constituting actual or threatened violence.

Anyone engaging in any acts of harassment, threats, intimidation, or violence against a fellow employee will be subject to discipline, up to and including immediate termination.

This policy is not intended to take away employees’ freedom of speech or to keep employees ever from engaging in lighthearted banter in the workplace.  However, there is a clear line between lighthearted kidding and banter, and subjecting a fellow employee to ridicule, threats or other action, which makes for a hostile or violent workplace.  It takes only a little common sense to realize that, if an employee would be uncomfortable in a co-worker’s shoes, the line has been crossed and the employee’s behavior is inappropriate.  Each employee should respect the other’s feelings, as they would expect their own feelings to be respected.

Any employee who is subjected to, witnesses, or has knowledge of actions that could be perceived as harassment, threats, intimidation, or violence, or has reason to believe that such actions may occur, is encouraged and required to report them immediately to District Manager.  Employees may raise concerns and make reports without fear of reprisal.  Such communications will be kept confidential to the full extent possible under the circumstances.

The District reserves the right to inspect, with or without notice, all District property,  including, but not limited to packages, bags, briefcases, backpacks, purses, automobiles, etc.  The District also reserves the right to conduct ongoing background checks on employees in compliance with applicable law and to remove any individuals from the District’s premises that present safety risks to others.

Policy 10.7: What The District Expects From You

A.
Teamwork and Excellence

This section has been arranged to present a general overview of some of the District's expectations of its employees.  Every employee should keep in mind that each is a part of a team of public employees, and public satisfaction with the District depends upon good service.

B.
Personal Conduct

Positive attitude, proper courtesy, and conduct on and off the job are important to the individual as well as to the District.  Neatness of work performed is also important.  All employees are engaged in public relations.  Some deal directly with the public; others, while not in direct personal contact, do perform work under the public eye.  Employees of the District, regardless of whether contacts are direct or indirect, are expected to be courteous, efficient, and helpful in all their work assignments.  Favorable impressions created by employees' public behavior help develop good will and support for District services.

C.
Code of Ethics for District Employees at the Direction of the Board of Directors

1.
Personal Interests Avoided.  District employees may not use District time, equipment or services for personal interest or gain.  When giving testimony unrelated to their assigned District responsibilities, District employees shall not use information or facts that have come to them by virtue of their employment for personal gain or benefit.  In matters of personal interest, employees should conduct themselves so as not to impair their working relationship with other employees, officials, or the public.

2.
Gifts and Gratuities.  Employees shall not accept any special favors, gifts, or gratuities resulting from or related to employment with the District. In this regard, the appearance of impropriety can be as damaging as actual impropriety and shall be avoided.

3.  Employees may accept monetary or material donations to, and on behalf of, the District and donations should be recorded by the District Manager.  

4.
Special Gifts.  The District Manager may allow acceptance of non-monetary gifts of nominal value [e.g., under $50] at holidays or special occasions which are available to be shared by all employees.

D.
Political Activities for District Employees

1.
Official Position - Campaigning.  Employees may not use their official authority or position with the District to further the cause of any political party or candidate for nomination or election to any political office.

2.
On-Duty Activity.  Oregon law forbids any District employee, while on the job, from soliciting money, influence, service, or other article of value or otherwise aiding and/or promoting any political cause, or the nomination or election of any person for public office.

E.
Attendance and Punctuality

Each employee and the employee's performance on the job is important to the overall success of operations.  When absent, someone else must do the job.  Everyone is expected to keep regular attendance, be on time, and work as scheduled.

In accepting employment with the District, each employee is required to meet certain standards.  Maintaining an acceptable level of job attendance is part of good work performance and is one of the standards by which an employee's overall contribution to the District may be measured.  Continued employment carries with it the personal responsibility of each employee to be on the job and on time every scheduled workday.  Recurring and excessive absences and/or tardiness is disruptive to work schedules, costly to the District and its residents, and detrimental to the morale and efforts of employees who maintain a good work record.

Except when the absence is due to leave protected by state or federal law, failure to meet these requirements subjects an employee to disciplinary action, which includes termination.  The ability to attend work regularly is an essential job requirement.

F.
Personal Appearance

Each employee while on the job is responsible to present a proper, businesslike appearance whether in the office, a District vehicle, or other site.  Good taste and good judgment in personal attire is expected.  All articles of clothing shall be neat and clean and in good repair.

G.
Appearance of Work Areas

The District's objective is to provide and maintain clean, safe, and healthy work conditions.  It is the responsibility of each employee to maintain a safe, neat work area and ensure that all working documents, desks, cabinets, and equipment are secure at the close of the work shift.

H.
Personal Telephone Calls

District phones are to be used for District purposes.  Telephone calls of a personal nature (incoming or outgoing) should be kept to a minimum and made during breaks or lunch periods whenever possible.  Under no circumstances should an employee charge a long distance call to the District unless it is work-related.  Friends and relatives should be discouraged from calling during working hours except in emergencies.

I.
Smoking

State law prohibits smoking in the workplace buildings, and it is only allowed in designated smoking areas on District property.

J.
Outside Employment

1.
District Comes First.  When an individual accepts employment with the District it is understood that the District has first call upon the services of its employees, regardless of any effect on secondary employment.

2.
Incompatible Work.  Employees shall not engage in outside employment that conflicts in any way with District employment, detracts from the efficiency of work performance, or is in conflict with the interests of the District.  The District expects employees to avoid extra work which affects endurance, overall personal health, or effectiveness.  The District will hold all employees to the same standards of performance and scheduling demands, including employees who hold outside jobs.  

3.
Notification.  Employees shall notify the District Manager in writing, in advance, of all employment outside the scope of their employment with the District.

4.
Conflicts.  The District Manager will notify the employee at any time outside employment is found to be in conflict with the interests of the District or is likely to bring discredit upon the District.  It shall be up to the employee to choose which employment option is most desired.

K.
Drugs and Alcohol

1.
Statement of Concerns.

a.
The District has a responsibility to its employees, and the public to ensure safe working conditions for its employees and a productive District workforce unimpaired by chemical substance abuse.  The District has a responsibility pursuant to the Drug Free Workplace Act of 1988.  To satisfy these responsibilities, the District must preserve a work environment free from the effects of drugs, alcohol, or other performance-impairing substances.

b.
The misuse of alcohol and other drugs can impair employee performance, as well as physical and mental health, and may jeopardize employee safety as well as the safety of the public.

2.
Policy.  

a. The District is committed to maintaining a safe and healthy work place for all employees by assisting employees to overcome drug or alcohol related problems through appropriate treatment and, if necessary, disciplinary action.  

b.
Each employee is responsible for meeting performance, safety, and attendance standards.

c.
Employees shall not report to work under the influence of intoxicating liquor or illegal drugs.

d.
The use, sale, possession, manufacture, distribution, and/or dispensing by an employee of an intoxicating liquor, controlled or illegal substance, or a drug not medically authorized, or any other substances which impair job performance, or pose a hazard to the safety and welfare of the employee, other employees or the public, is strictly prohibited.  The use of alcohol or medically prescribed controlled substances off-duty is not controlled by this policy.  Conduct in violation of this policy may result in disciplinary action and/or criminal investigation, if appropriate.

e.
The policy includes both voluntary and mandatory testing.

f.
Laboratory tests relied upon shall be highly accurate and reliable.

g.
Positive test results may only be disclosed to the employee, the appropriate management officials necessary to process an adverse action against the employee, or a court of law or administrative tribunal in any adverse personnel action.

h.
This policy will be enforced and administered in a manner which is consistent with the value statements set forth in this section, and with the advice and concurrence of the District's Substance Abuse policy, adopted February 19, 2003.

3.
Permitted Use.  It is the employees' responsibility to determine from a physician whether or not a prescribed drug can impair job performance.  An employee whose impairment may affect job performance should take sick leave or other steps consistent with advice of a physician.  If an employee reports to work under the influence of prescription medication and endangers self or others, the employee may be disciplined.  Any failure to report the use of such drugs or other substances following an event of concern to the District, or failure to provide evidence of medical authorization, can result in disciplinary action.

4.
Reports of Drug Conviction.  Each employee must report facts and circumstances to the District Manager no later than five (5) days after conviction for violating any criminal drug statute.

5.
Employee Education.  The District will afford employees an opportunity to deal with drug and alcohol related problems.  Any District employee may seek advice, information, and assistance voluntarily.  Medical confidentiality will be maintained, consistent with this policy.

6.
Employee Assistance.  Any employee who voluntarily requests assistance in dealing with a personal drug and/or alcohol problem may do so through a private treatment program for drug and alcohol problems.  The District will assist employees who wish to identify and select an appropriate treatment program.

If an employee seeks drug treatment voluntarily and not under adverse employment circumstances, accrued sick leave benefits may be used while attending rehabilitation.  After such accommodation, the discontinuation of any involvement with alcohol or drugs may be an essential requisite for employment and is consistent with the District's policy of maintaining a drug free workplace.

7.
Discipline Related to Abuse.  An employee may be found to use illegal drugs on the basis of any appropriate evidence including, but not limited to:

a.
Direct observation;

b.
Evidence obtained from an arrest or criminal conviction;

c.
A verified positive test result; or

d.
An employee's voluntary admission.

In such a case, the employee may be subject to disciplinary action, up to and including immediate dismissal.  As part of the disciplinary action arising from current use of illegal drugs or job-related alcohol problem, an employee may be directed to consult with health care providers.  Such an employee may be required to participate in a drug or alcohol treatment program as a condition of continued employment. 

A supervisor, based on reasonable suspicion that substance abuse is a factor in employment, may require an employee to be evaluated for illegal drug and alcohol use and treatment by an employee assistance program or a doctor.  An employee may be required to participate in follow-up care as part of a comprehensive alcohol and drug treatment program based upon medical advice.

When an employee is required to undergo treatment under the policy, the employee may be required to authorize the following as a condition of continued employment:

1.
Monitoring of the treatment program and the employee's participation by the District Manager or the District Board; and

2.
Submission to random blood and/or urine screening for alcohol and/or drugs for a specific period of time not to exceed thirty-six (36) months.

When an employee voluntarily enters a treatment program, which is not associated with District intervention, testing and monitoring by the District will not be required.  

Medical confidentiality will be preserved, subject to rights granted by the employee to the District Manager to monitor treatment and program compliance with a health care provider in order to ensure compliance with conditions of employment and ability to return to or remain at work.

8.
Drug Testing Upon Reasonable Suspicion.  Where a supervisory employee has a reasonable suspicion that an employee is under the influence of alcohol or illegal drugs, including unlawful use of a controlled substance without a valid prescription, the employee in question will be asked to submit to discovery testing, including urinalysis or a blood screen, or both, to confirm involvement with alcohol or illegal drugs or that the employee is drug or alcohol free at the time in question.

9.
Consequence of a Positive Test.  An employee who is found to be under the influence of or impaired by alcohol or illegal drugs as a result of a test requested by the District based upon reasonable suspicion will be subject to disciplinary action including suspension or termination.

10.
Consequence of Refusal to Submit to Testing.  An employee who refuses to submit to discovery testing for alcohol and illegal drugs will be subject to suspension or discharge, or both.  Alleged lack of reasonable suspicion is not grounds to refuse to submit to a test; however, it is reason to challenge discipline if discipline is imposed based on the test result alone.

11.
Testing Procedure.  

a.
Employee Representation.  When the employee is notified that he or she is required to consent and submit to such tests, he or she may request the presence of a representative to witness the test.  The test may not be delayed unreasonably in order to wait for a representative.  The absence of a representative shall not be grounds for the employee to refuse to consent and submit to such tests or searches.  The presence of a representative shall not disrupt or interfere with the tests or searches.

b.
Authorization to Test.  Before a supervisor, acting on behalf of the District under this policy, may require an employee to consent and submit to any test, the supervisor must first obtain concurrence from the Personnel Committee, based on the personnel policy, that the information available to the District about the subject employee is sufficient to determine reasonable suspicion that prohibited conduct will be established as a result of the test

c.
Procedure for Consent.  The employee shall give consent to a blood, urine, or breathalyzer test, or any combination, upon request, by signing a consent form.  The form shall contain the following information:

(1)
Employee's consent to release tests results to the District;

(2)
The procedure for confirming an initial positive test result for a controlled substance, including marijuana;

(3)
The consequences of a confirmed positive test result for a controlled substance, including marijuana;

(4) The consequences of a positive test for alcohol, under the circumstances;

(5)
A listing provided by the employee of legally prescribed and over-the-counter medications, which may be in the employee's body;

(6)
The right to explain a confirmed positive test result for a controlled substance, including marijuana, or a positive test for alcohol; and

(7)
The consequences of refusing to consent to the blood, urine, or breathalyzer test.

d.
Confirmatory Test.  In the event that the blood or urine test results are positive for controlled substance(s), including marijuana, the District shall require that a second confirmatory test from the same sample be conducted, using gas chromatography/mass spectrometry methods performed by a laboratory certified by the National Institute on Drug Abuse, which also must be positive before concluding the employee has such substances(s) present in the body.

e.
Employee Requested Test.  If a blood or confirmed urine test is positive, the District will instruct the laboratory to retain the blood or urine sample for a period of not less than thirty (30) calendar days from the date the tests are complete for the purposes of allowing the employee to conduct an independent test at his or her own expense at a laboratory approved by the District.

f.
Chain of Evidence.  The procedures to obtain, handle, and store blood and urine samples and to conduct laboratory tests shall be documented to establish procedural integrity and chain of evidence.  Such procedures shall be administered with due regard for the employee's privacy and the need to maintain the confidentiality of tests results to an extent which is not inconsistent with the needs of this policy.  

g.
Notification.  The employee shall be notified of the results of all tests conducted pursuant to this policy.  Employees who test positive shall be afforded an opportunity to provide medical or other information that may explain the positive test result.  If a question exists, the available information will be reviewed by a licensed physician with training in forensic drug testing.

12.
Pre-Employment Drug Screening.  Applicants who are offered an opportunity to interview may be required to consent to a pre-employment drug screen.  The applicant will be advised that the presence of one or more drugs may be cause for rejection from further consideration for employment, and that appointment to a position is contingent upon a negative drug test result.  The applicant will be asked to authorize the District to conduct, through the District's designated physician or laboratory testing facility, a drug screen test as a requirement of employment.

Applicants shall be directed to an appropriate collection facility.  The drug test must be undertaken as soon after notification as possible, and no later than 48 hours after notice to the applicant.  Where appropriate, applicants may be reimbursed for reasonable travel expenses.

Applicants shall be advised of the opportunity to submit medical documentation that may support a legitimate use for a specific drug and that such information will be reviewed only by medical consultants to determine whether the individual is lawfully using an otherwise illegal drug.

The District will decline to extend a final offer of employment to any applicant with a verified positive test result, and such applicant may not reapply to the District for a period of twelve months.  The District shall object to the applicant on the basis of failure to pass the drug screen, a lack of personal characteristics necessary to relate to public employment or failure to support the goals of the District.  The District shall inform such applicant that a confirmed presence of an illegal drug in the applicant's urine precludes the District from hiring the applicant.

13.Definitions.

a.
"Reasonable suspicion" is defined as specific articulable observations by a supervisory employee concerning the work performance, appearance (including noticeable odor of an alcoholic beverage), behavior, or speech of the employee.  Any accident or incident involving physical injury to any person may be considered as constituting reasonable suspicion for discovery testing for drugs and alcohol where human factors contribute to the incident and a question of sobriety short of reasonable suspicion exists.

Reasonable suspicion testing may be based upon, among other things:

(1)
Observable phenomena, such as direct observation of drug use or possession and/or the physical symptoms of being under the influence of a drug;

(2)
A pattern of abnormal conduct or erratic behavior;

(3)
Arrest or conviction for a drug-related offense, or the identification of an employee as the focus of a criminal investigation into illegal drug possession, use, or trafficking;

(4)
Information provided either by reliable and credible sources or independently corroborated; and

(5)
Newly discovered evidence that the employee has tampered with a previous drug test.

Although reasonable suspicion testing does not require certainty, mere "hunches" are not sufficient to meet this standard.

b.
"Under the Influence" is defined as any detectable level of a controlled substance (in excess of trace amounts attributable to secondary exposure) in an employee's blood or urine or any noticeable or perceptible impairment of the employee's mental or physical faculties.  With respect to alcohol, a blood alcohol content of .04% constitutes under the influence while on duty.

c.
"Controlled Substances" are defined as all forms of narcotics, depressants, stimulants, hallucinogens, cannabis, and other controlled substances of which the sale, purchase, transfer, use, or possession is prohibited or restricted by The Federal Controlled Substances Act.  "Illegal or controlled substances" means a controlled substance included in Schedule I or II, as defined by Section 802(6) of Title 21 of the United States Code, the possession of which is unlawful under chapter 13 of that Title.  The term "illegal drugs" does not mean the use of a controlled substance pursuant to a valid prescription or other uses authorized by law.

d.
"Over-the-Counter Drugs" are those which are generally available without a pre-scription from a medical doctor and are limited to those drugs which are capable of impairing the judgment of an employee to safely perform his or her duties.

e.
"Prescription Drugs" are defined as those drugs which are used in the course of medical treatment and have been prescribed and authorized for use by a licensed practitioner/physician or dentist.

f.
“Searches.”  Employees have no expectation to be free from search of a locker, desk or contents of other similar District controlled spaces.  A search for contraband within personally controlled spaces on District property (purses, garments, brief cases, or a personal vehicle, for example) shall be based on reasonable grounds or consent of the employee.  In accordance with the provisions of this policy prohibiting drugs in the work place, or based upon legitimate concerns for the possession of other unauthorized materials (such as firearms, explosives, or stolen property), this policy constitutes formal notice of the District's intent to search premises, persons and secured spaces, including vehicles parked on District property, based upon reasonable grounds or consent.  Searches shall be approved by the District Board Chair or his/her designee, and, if possible, notice to the employee and an opportunity to be present shall be given.

g.
“Refusal.”  Failure to appear for testing without a deferral will be considered refusal to participate in testing, and will subject an employee to the range of disciplinary actions, including dismissal, and an applicant to the cancellation of an offer of employment.  If an individual fails to appear at the collection site at the assigned time, the collector shall contact the District Board Chair to obtain guidance on action to be taken.

Policy 10.8: Non-Discrimination and Harassment

A.
Equal Opportunity Employment

It is the District's policy to employ, retain, promote, discipline, discharge, and otherwise treat all employees and job applicants on the basis of merit, qualifications and competence or membership in any other classification protected under federal or Oregon law.  It is the policy of the District to comply with federal and state statutes on equal employment opportunity.  This policy shall be applied without regard to any individual's sex, gender, race, color, religion, national origin, ancestry, age, marital status, political affiliation, sexual orientation, veteran status, any disability which can be accommodated reasonably, or any other status protected by law.

The Personnel Committee is the coordinator for the District's procedures for the implementation of this policy.  It is the intent and desire of the District that equal employment opportunity will be provided in employment, promotions, wages, benefits, and all other privileges, terms and conditions of employment.

B.
Harassment

1.
Statement of Concern.  The District will work to eliminate and prevent harassment and to alleviate any effect harassment may have on the working conditions of an employee.  All harassment of any employee is forbidden, including unsolicited remarks, gestures or physical contact, display or circulation of derogatory written materials or pictures regarding either gender or disability or racial, ethnic or religious groups, and personnel decisions based on an employee's response to such harassment.  The District regards job related harassment as a serious transgression and reason for discipline or discharge.

2.
Policy.  The policy of the District is that every employee has a right to be free of harassment or hostile or offensive conduct directed at another.  In response to formal reports of harassment, the District will protect all parties involved from retaliation, false accusations, or future harassment, and where indicated, will take prompt and adequate remedial measures.

Should an issue of harassment be raised, all related matters will be kept confidential to the extent possible throughout the investigation, counseling and disciplinary stages.  Any supervisor or manager receiving notice of harassment shall notify the District Manager, or the Personnel Committee who will direct an investigation and ensure that the charge is resolved appropriately.

3.
Reporting Harassment.  Any employee who feels that he/she is the object of offensive harassing behavior or is aware of harassment of another employee, and/or is urged to report this to an immediate Supervisor, District Manager, Personnel Committee or District Chair. The report may be informal or formal. 

4.
Response to Reports of Harassment.  The District will investigate and promptly take remedial action if deemed appropriate.  Reports concerning harassment will be forwarded to the District Manager unless there is an allegation against that person, and if so, then written reports will be forwarded to the District Board Chair who will delegate the matter to the District's legal counsel.  This procedure will apply to written statements received from reporting employees or written records made by supervisory employees, including department heads.  Whenever supervisory employees become aware of allegations of harassment, they will make a written record of the allegations and will forward the record to the District Chair or Personnel Committee in accordance with this policy.

5.
Investigation.  The Personnel Committee or the District's legal counsel or other person designated by the District Board Chair will begin an investigation if necessary.  The first pre-investigation step shall be to inquire of all persons reporting as to whether the record now includes all allegations of harassment.  The investigation will be conducted promptly on a priority basis.  The investigation will be directed at ascertaining the facts concerning the allegations.

The investigator shall cause the person reported to have harassed an employee to be advised of the allegations and to afford such person an opportunity to reply verbally or in writing.  The employee shall also be advised that any retaliatory conduct will be subject to disciplinary action regardless of allegations of harassment.

The results of the investigation shall be reduced to writing.  A finding shall be made that there is or is not reasonable cause for disciplinary action.  Nothing in this section shall limit the authority of the District to modify policies or practices to correct any appearance of sexual harassment without finding reasonable cause for disciplinary action or taking any disciplinary action.  The report will also include any recommendations to remedy the situation and prevent similar future incidents.

A report which finds reasonable cause for disciplinary action will be maintained in the personnel file of any employee subject to discipline.  The employee may have placed in the personnel file a statement of rebuttal or correction.  For the purpose of this section, a former employee may present such statement.

C.
Immigration and Nationality Program

1. Policy Statement.  The District recognizes that it has a responsibility to comply with the provisions of the Immigration Reform and Control Act of 1986 by employing only citizens of the United States of America and lawfully authorized alien workers.  The District further recognizes that it is an unfair immigration-related employment practice to discriminate against an individual, other than an unauthorized alien, based on national origin or citizenship status.  

The District's policy is to provide equal opportunity to all persons in matters affecting employment with the District, including full compliance with the Immigration Reform and Control Act of 1986.  The District shall not discriminate against any individual, other than an unauthorized alien, based on national origin or citizen status.

2.
Procedure.  In order to assure compliance with the Immigration and Nationality Act, the District will:


a.
Consider every job applicant on his or her merits;

b. Verify employability and identity in a lawful and consistent way; and

c. Maintain complete and accurate documentation of all decisions.

Policy 10.9: Performance Evaluations

A.
Purpose - Communication

Employee performance reviews are an essential communication process between the employee and the immediate supervisor.  Such reviews provide information relating to merit, identify areas of training needs, target the strengths and weaknesses of the employee's work performance, and measure the relationship between goals and objectives and the individual employee's job performance.  The purpose of evaluations is to let employees know how well they are performing their job and whether they have performance problems.  It also serves as a basis of personnel decisions -- merit increases, promotion, and termination.

B.
Goal – Form Desirable Behaviors

The goal of the employee performance review process is to establish a pattern of expected work performance and habits.  The review process gives employees and supervisors an opportunity to measure, review and establish goals, reward or acknowledge good performance, create incentives, and to detect and correct improper behavior or activity and/or substandard work performance.

C.
Review Process

Performance reviews shall be completed at least annually and in accordance with the guidelines and instructions set forth below.  Employees and supervisors are required to sign the completed performance review forms.  All performance reviews will be reviewed by the Personnel Committee and placed in the employee's personnel file.  Employees will be provided with a copy of performance reviews.

D.
Employees Effected

All regular employees of the District will be evaluated under this policy.  The District Manager shall be evaluated by the Board Members based upon the consensus of the Board, using a written performance evaluation.

E.
Regular Review
All employees will be evaluated at least annually in the month of their hiring date.
F.
Pay and Probation Recommendations

A recommendation concerning qualification for a merit or step increase and/or passing probation to regular employee status shall be set forth in a performance evaluation.

G.
Supplemental Evaluation
A supplemental performance evaluation may be submitted on any occasion deemed appropriate by a supervisor to clarify performance deficiencies and goals or plans for improvement.

Policy 10.10: Problem Solving Process

A.
District Policy

The District strives for fair treatment of all employees, however, misunderstandings and problems may occur in any organization.  The District intends that such matters be resolved as early and fairly as possible.  Disagreements relating to work assignment, pay, promotion, opportunity or any aspect of the work relationship should be openly discussed with the immediate supervisor.  Supervisors and employees should make honest attempts to understand each other’s perspectives and make every effort to resolve differences.

B.
Steps to Solution

If at any time an employee believes he/she is not being treated fairly, the employee may report the problem to the District Manager or the District Personnel Committee.  Several steps are suggested to insure that a prompt and fair resolution is achieved.

1.
Talk with your supervisor as soon as possible.  Your District Manager is the person responsible for what goes on in your work areas.  The District Manager will review your problem, and keep you informed of the progress.

2.
If you believe the problem is not properly resolved you can file a written statement concerning the problem with District Chair.   A copy should be sent to the District Personnel Committee. You will be given a written reply by your District within (10) working days after the written statement is received, unless additional time is needed.

3.
The District Personnel Committee will review any decision upon request, investigate further if appropriate, and issue a decision.  The employee's request for consideration of the District Personnel Committee should be made within ten (10) working days from receipt of the supervisor's decision.  The employee may present further facts, documents or argument.

4.
The District cannot guarantee that an employee's point of view will be accepted, but supervisors and the District Personnel Committee will always listen, and make every effort to ensure that problems are resolved fairly and in the public interest.

Policy 10.11: Discipline

A.
Discipline Generally

On-the-job conduct of District employees affects the ability of the District to serve its citizens and affects the taxpayer's impression of District government.  Employee safety, public safety, productivity, and morale are dependent upon employee conduct.

Occasionally it is necessary for supervisors to resort to corrective action when other actions are inappropriate, or where a particular employee fails to respond to informal guidance.

In order to provide a fair method of correcting, and when necessary, disciplining employees, the District will use progressive discipline procedures where appropriate in a given situation. This section concerning discipline does not apply to the District's Manager, who serves at the pleasure of the Board of Directors. This section establishes procedures and a process, and it does not constitute the creation of a contractual right to retain employment.

B.
Discipline – General Guidelines

1.
Discipline may be initiated for many proper reasons, including, but not limited to, violations of the work rules, insubordination or poor job performance.  The severity of the disciplinary action generally depends on the nature of the offense and an employee's work record, and may range from verbal counseling to discharge.

2.
Progressive discipline for infractions includes, but is not limited to:

a.
Verbal counseling

b.   Written counseling or warning

c.
Temporary reduction in pay in lieu of suspension

d.
Suspension

e.
Demotion

f.
Discharge

Any or all of these steps may be utilized, depending upon individual circumstances and the nature of the infraction.  Exceptions or deviations from the normal procedure may occur whenever the District deems it appropriate, case by case.

C.
Suspension of Salaried Exempt Employees

No salaried exempt employee will be suspended by the District except for serious misconduct which does not warrant discharge and in such a case the employee must be suspended for not less than one full work week.

D.
Application of Progressive Discipline

1.
For performance deficiencies and minor matters, employees will normally be verbally counseled.  A supervisor may or may not choose to make counseling or the imposition of a verbal warning part of the employee's personnel file by documenting what was said into a memo.

If no other deficiency occurs during the next twenty-four (24) months, the employee may request the warning be removed from the personnel file.  Documents removed from individual personnel files will be retained by the District in a separate record system not filed by name, which generally shall not be considered in personnel decisions.

2.
In the event of two or more performance problems or more serious violation of a District policy or rule, a written warning may be issued.

a.
The warning should be signed and dated by the employee.  An employee who disagrees with the facts in the warning may submit a written response.  It will be placed in the personnel file with the warning.

b.
A written warning need not pertain to the same or similar matter (issue).

c.
In addition to a written warning, the District Manager may also suspend an employee without pay for a period of up to thirty (30) working days, or take other disciplinary action deemed appropriate.  Prior to suspending an employee without pay, the District Personnel Committee will meet with and afford the employee an opportunity to respond.

d.
The District Board may demote or reduce the pay of employees.  A written statement of the reasons for such action shall be furnished to the employee, and a copy shall be made a part of the personnel file.  The employee will be requested to sign the statement acknowledging he has received a copy of it, and may file a rebuttal statement.

3.
Discharge may result if the employee violates District policy, commits serious misconduct or fails to improve the level of performance.  However, this statement does not limit the District’s Board right to end the employment relationship with or without cause, at any time.

4.
An employee should not be reinstated or otherwise relieved of misconduct if to do so would be contrary to public policy.  In determining if reinstatement or other action would be contrary to public policy, the District Board will look at public policy requirements as clearly defined in statutes or judicial decisions, including but not limited to policies respecting sexual harassment or sexual misconduct, unjustified or egregious use of physical or deadly force and serious criminal misconduct, related to work.  Additionally, when an employee claims the employer's alleged previous differential treatment of employees for the same or similar conduct is the basis for reinstatement of an employee who has engaged in misconduct, the following principles apply:

a.
Some misconduct is so egregious that no employee can reasonably rely on past treatment for similar offenses as justification or defense to discharge or other discipline.

b.
Public managers have a right to change disciplinary policies at any time, notwithstanding prior practices, if reasonable advance notice is given to affected employees and the change does not otherwise violate a collective bargaining agreement.

E.
Discharge Procedure

Pre-Discharge Conference. 

 If a District Manager determines there is cause for the serious discipline up to discharge of an employee, District Manager shall notify the employee of the specific reasons and that a suspension without pay, demotion, pay reduction, and/or discharge is being considered.  The employee shall be provided with the facts upon which the contemplated disciplinary actions would be based.  The District Manager shall afford the employee a formal opportunity to refute the charges orally or in writing to the District Personnel Committee within 5 working days.    If a pre-discharge conference is to be held, it will be scheduled and held three (3) days after oral or written refutation has been given.  The time limits may be varied by the District to meet individual needs. The District Personnel Committee will conduct the conference and decide whether to impose discharge or a lesser degree of discipline or no discipline, as appropriate.

F.
Appeal of Discipline Action

1.
Right to Appeal from Discipline.  Any regular employee subordinate to the District Manager who has been suspended, reduced in pay, demoted or dismissed, shall have the right of appeal to the Board of Directors.  Notice of the appeal must be filed not later than ten (10) days of the effective date of the action.  The notice of appeal shall include at least the following information:  (a) a statement of the complaint and the facts upon which it is based; (b) the remedial action requested; (c) a statement of the reasons why the remedial action is appropriate; (d) a statement of any policies, procedures or law or rules which have not been adhered to or which should be followed.  The appeal generally will be heard by the Board of Directors within twenty (20) days after receipt of the request.  The Board of Directors shall furnish the District Manager or employee concerned with a copy of the notice of appeal in advance of the hearing.

2.
Who May Appeal?  Only regular employees not excluded from the application of these policies have a right to appeal disciplinary actions.  In addition to formal appeals under this Section, the Board of Directors may give consideration to all suggestions and complaints that concern administration of the personnel policies.

3.
Investigations.  In connection with an appeal or complaint, with respect to any matter arising under these personnel policies, the  Board of Directors may conduct or cause an investigation to occur as deemed necessary upon a majority vote from the board.   The District Personnel Committee shall make a written report upon all matters investigated under the personnel policies.  A copy will be given to the employee and placed in the file.

4.
Hearings on Appeal.

a.
Procedure.  The Board of Directors shall set a hearing upon timely requests made under this policy.  The employee and the supervisor shall be given written notification of the time and place of the hearing.

The order of procedure at the hearing may be as follows, or as otherwise determined as appropriate:

(1)
The District Manager or a designee will set forth the reasons for the action and the facts on which it is based.  The employee may conduct cross-examination if appropriate.

(2)
The employee may present evidence in support of the appeal with or without the assistance of legal counsel or other representative.

(3)
The District Manager or a designee may cross-examine or submit evidence in rebuttal or both.

(4)
Opening statements, if any, will be brief and confined to the issues.  Closing argument, if any, will be first by the District Manager or a designee then by the employee.  The District Manager may offer rebuttal evidence if desired.

(5)
Evidence of a type commonly relied upon by reasonably prudent persons in the conduct of their serious affairs shall be admissible.  Irrelevant, immaterial or unduly repetitious evidence may be excluded.  Affidavits and counter-affidavits may be acceptable as evidence.  If either party intends to rely on an affidavit, it shall provide the other party with such affidavit together with the name, address and telephone number of the affiant at least ten (10) days prior to the hearing or such affidavit shall be inadmissible.

b.
Conduct of Hearings.  A hearing before the Board of Directors is intended solely for the purpose of receiving evidence either to refute or substantiate specific charges brought to the Board of Directors.  The hearing shall be conducted accordingly.  The Board of Directors may impose limits on questioning in the interest of the orderly conduct of the hearing and fairness.

c.
Counsel or Representative.  In appealing a disciplinary action to the Board of Directors an employee may, but is not required to, have counsel or other representative.  The District’s counsel may assist the District Manager or supervisor.
d.
Board of Directors Findings.  If, after receiving evidence presented in hearings on disciplinary actions, the Board of Directors finds that sufficient evidence supports the charges, that the complained-of action taken by the District Manager was reasonable and taken for a proper reason consistent with policy, the Board may affirm the action; if they find the complained-of action taken by The District Manager was not so made, the Board shall fashion an appropriate remedy and the personnel file shall be revised accordingly or purged of any record inconsistent with the Board’s determination.  The Board of Directors, in lieu of affirming the disciplinary action may modify the discipline as the circumstances warrant.

e. The Board may refer any issue to a Hearings Officer who shall conduct the proceedings in accordance with these rules.  In such event, all provisions of these rules relating to the duties and authority of the Board shall also apply to the Hearings Officer in the conduct of the hearing.  The Hearings Officer shall issue Recommended Findings which shall be reviewed by the Board based solely on the record and applicable law.  The Board may adopt the Findings by voice vote.  In all other cases the Board shall issue a final written decision within twenty (20) working days from receipt of the Recommended Findings.

At the time of filing of the request of the appeal with the Board, the District Manager shall supply the employee with an outline of the procedures used by the Board of Directors.  The decision of the Board of Directors shall include findings of fact and shall be final.

Certificate and Acknowledgement Form

I certify that I have received a copy of the Personnel Policies and Procedures of the District.  I understand that it is my responsibility to read and ask questions if necessary regarding personnel policies.  I understand this manual is not a contract of employment.  I accept responsibility for understanding and complying with the District's policies.  I understand that my employment can be terminated with or without cause, at any time, at the option of either the District or myself.  I understand that no one except the District Manager and Board has the authority to enter into any agreement in writing, contrary to the personnel policies and procedures of the District.  I further acknowledge that the personnel policies and procedures may be changed at any time in the sole discretion of the District.

____________________________________

Employee Signature

___________________________

Date

____________________________________

Employee Print Signature

 Resolution Adopting Personnel Policies

RESOLUTION NO._____


WHEREAS, it is in the best interests of the citizens of the Jackson Soil and water Conservation District and the employees of the District that certain policies relating to employment by the District be clearly set forth; and


WHEREAS, the District Board has reviewed this manual of personnel policies for employees; and 


WHEREAS, the adoption of these policies appears to be in the best interest of the District and its employees;


NOW, THEREFORE BE IT RESOLVED BY THE BOARD OF DIRECTORS OF the Jackson Soil and Water Conservation District:

That the personnel policies attached hereto are approved and adopted as the policies for all employees of the District.

ADOPTED BY BOARD OF DIRECTORS THIS                 DAY OF    __           , 200______ 

             ________                        , Chairman, Jackson Soil and Water Conservation District

    Barbara Niedermeyer

ATTEST:

___________________________, Secretary/Treasurer, Jackson Soil and Water Conservation District

    Charlie Boyer

Appendices 

Appendix A

Exempt Employee:  Under the current overtime rules, workers generally must meet three tests in order to be exempt "white collar" employees. First, exempt employees must be paid at least a certain minimum amount each week - $ 155 for executives and administrative employees, and $ 170 per week for professionals. Second, they must be paid on a "salary basis," meaning that they receive a predetermined salary each week, free from deductions based upon variations in the quality or quantity of work performed, or the number of hours worked. Third, an exempt employee's primary job duties generally must be those of an "executive," "administrative" or "professional" employee. 

A salary basis means that the employee generally must receive at least a full predetermined salary for any week in which he or she performs any work, without regard to the number of days or hours worked, or the quality or quantity of work performed.

There are limited exceptions that permit deductions when an employee

1. is absent for a day or more for personal reasons other than sickness or accident; or 

2. is absent for a day or more because of sickness or disability if the deduction is made in accordance with a bona fide plan, policy, or practice providing compensation for loss of salary occasioned by both sickness and disability; or 

3. is penalized or disciplined in good faith for infractions of safety rules relating to the prevention of serious danger to the employer's premises or other employees. 

The requirement that an employee receive his full salary for any work week in which he performs any work is also subject to the general rule that an employee need not be paid for any complete workweek in which he performs no work.

However, and of special concern to employers, the federal regulations make it clear that to satisfy the "salary basis" test, the employee's salary cannot be subject to impermissible deductions. Thus, even if an employee's (or a group of employees) salary has never been wrongfully reduced, if the employer does not have a well written policy describing how the salary basis will be applied, the employer is at risk of having an exempt employee's salary wrongfully "subject to" impermissible deductions.

The salary basis requirement does not preclude converting an exempt employee's salary to an hourly basis for computerizing the payroll. Nor does the salary basis requirement preclude the payment of discretionary overtime compensation to an exempt employee; he or she may be paid any amount of overtime compensation mutually agreed upon by the employer and the employee.

Non-exempt employee:  A non-salaried employee. An employee whom is required to document actual hours worked, is paid a predetermined hourly wage, and is financially compensated based on actual hours worked and the predetermined hourly wage. 
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