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Administrative Committee September 16, 2022 Meeting Minutes 
8:30 AM to 10:00 AM
Facilitator: Committee Chair Hsu 
Recorded by: Brenda Sanchez
Meeting offered by video conference and by telephone.

	Attendance

	Committee Members

	Terry Hsu – Director and Committee Chair

	Darin Olson - Director

	Brenda Sanchez – District Manager
Linda Lovett – Financial Administrator

	

	

	


A. Hsu Call to Order:  8:30 AM?  

B. Agenda Additions or Changes: None

C. 

Announcements: None

D.  Review of June 24 & August 12, 2022, Minutes

· Olson moved, Hsu 2nd, to approve the minutes as a presented.  Motion Passed 2-0 with 1 abstention (Lovett). 



E.  Employee Policy Handbook 


Personnel Policy Handbook Review Projected Schedule

· September - Introduction through Whistleblower Protections
· October - Communication and Software Systems through Benefits
· November - Leaves of Absence to End
· December - Adopt employee handbook.




Review Part 1:  Discussion

Sanchez explained that previous DM Boyd had started working with Cascade Employers and OACD to update our Policy Handbook.  She presented the new draft (see exhibit).

Discussion regarding the delegation of authority, privacy, fairness, speed of process, and  confidentiality.  

Recommend sending to Admin committee to, at their discretion, respond directly or go to board to review how the complaint will be address after DM’s response, if unacceptable by staff.

Hsu recommended consulting a lawyer after final language is decided.  Olson suggested giving examples of possible redresses available.  

Lovett suggested changing the language from “attend orientation”, to “be given an orientation plan.”

Discussion regarding access to the managers personnel file, and Olson suggested having the chair and vice-chair control access on SharePoint.  District Manager will be responsible for staff’s information.  

Committee Recommends Part 1 to move forward.



F.  Organizational Chart Draft (see Exhibit).	


· Hsu moved to accept the organization as shown, 2nd Olson, passed 3-0.


G.  Admin Committee Work Plan

Sanchez presented the work plan for the committee thru February (need exhibit).
Discussion regarding COLA’s, reviews/evaluations, bonuses, and raises.   
Sanchez will present the salary administration plan when it is completed.  

Hsu adjourned the meeting at 9: 40 (if the meeting started at 8:30…there is 1 hour and 7 minutes of audio.

Prepared by T. Wilson
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Administrative Committee August 12, 2022 Meeting Minutes DRAFT

8:30 AM to 10:00 AM

Facilitator: Committee Chair Hsu 

Recorded by: Brenda Sanchez

Meeting offered by video conference and by telephone.



		Attendance



		Committee Members



		Hsu, Terry – Director and Committee Chair



		Delani Herb – Staff 



		Brenda Sanchez – District Manager



		



		Guests





		





A. Hsu Call to Order: 8:36 AM



B. Agenda Additions or Changes: None



C. Announcements: None



1. [bookmark: _Hlk102682298]Review of June 24, 2022, Minutes

Moved to Next Admin Committee Meeting



2. Urban Conservationist Position



Hsu asked Sanchez what the vision of this position. Sanchez replies that there has been a need for some time for an Urban Conservationist at the Marion SWCD. Sanchez added that the District has developed a framework and funded the Backyard Habitat Improvement Program, which needs a lead to implement. The UC can work on that. This is a new position and the person hired for the position will help develop the position over time. They would work to achieve the District’s mission in urban areas. The City of Salem and City of Keizer have expressed that they look forward to working with the UC once hired and have wanted to have that partnership with the District for some time. Hsu goes on to say he understands what the cities do but what exactly would the UC do. Sanchez explains that there is a need for education and outreach to urban communities related to stream management, water quality, etc. Hsu asked how this position will be different then what the cities do such as weed management. Sanchez explains that the position will connect urban communities to our mission, build relationships, and provide resources to those communities not traditionally served by the District. Sanchez says she spoke with other UCs at other Districts and find that they have a large response to the position, they are very busy, working with residents on many issues concerning water quality and conservation. The UC will add to our portfolio of technical services. Hsu asked what a successful job of the UC would be. Sanchez responds that urban issues are pollution, toxic, pesticides, water conservation, and backyard habitat; focusing on these issues alone will benefit our mission. Discussion continued regarding the duties of the UC. 



3. Compensation Study



Sanchez explained that she worked with Cascade Employer Association to revise the Compensation Study and removed the Financial Manager and replaced it with the new approved Financial Administrator position. Sanchez went on to explain that the study, although updated with the new position, is somewhat obsolete because this information changes fast and we would have to update this study annually. Sanchez wants to know how to move forward with the study. Sanchez asks if we could agree to use this study to determine our competitive ability when recruiting new hires, to answer “Are our pay ranges competitive for similar work?”. Discussion continued related to the study information and design.  Hsu expressed that he wanted the study to be fair. Sanchez answered that maybe we need to do a Pay Equity Analysis. Sanchez displays what a Pay Equity Analysis would entail; analyze employee pay for positions of comparable character, apply justifying differentials based on Oregon’s Equal Pay Act, identify pay disparities, then make recommendations for equitable pay adjustments based on remaining pay discrepancies. Sanchez and Hsu discussed the Pay Equity Study. Adding that Sanchez had already spoken with Cascade Employers Association has an agreement ready to submit. Hsu agreed we should complete the study.



9:10 AM Herb has left the meeting.



Sanchez asked again if we should accept the compensation study and use to figure our salary ranges as we update the Salary Administration Plan. Hsu responds that yes; these are challenging times and cost are increasing. Sanchez asks should I take this back to the Board and ask for a new compensation study to be completed. Sanchez and Hsu continued to discuss the compensation study and the data used for the study. Sanchez again asks Hsu for direction on whether we will accept and use the competitive study or have a new one completed. Sanchez explained how the study can be used for our purposes; the information can be used to help define our pay ranges. Sanchez asks, “do we want to meet the 80 percent norm for our lowest steps, and do we want to meet 120 percent for our highest steps or do we want to use some other percentage within the 80-120 percent”. Sanchez struggles to define what the market ranges mean to the District and would like to look to into this more, if the Board accepts the study for use. Hsu states that he would rather have all the committee members here to discuss this with. Sanchez explains we could move this to next month. Hsu agrees and we will move this till next month.



4. Employee Compensation for Waived Benefits



Sanchez explains that there is an employee who was given misinformation a few years ago regarding health benefits and as a result they waived their health benefit and now have their own insurance that they pay out-of-pocket for. The employee has requested if the Board would compensate them and contribute more to their retirement, since the District is not paying for the health benefit. Sanchez and Hsu discussed the issue further and it was determined that Sanchez would investigate the legal pathways to compensate the employee and bring to the Board for discussion.



Adjourn: Chair Hsu adjourned the meeting at 9:14 AM
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Marion Soil and Water Conservation District complies with the American with Disabilities Act (ADA) and does not discriminate based on race, color, national origin, gender, religion, age, disability, political beliefs, sexual orientation, and marital or family status. If special physical, language, or other accommodations are needed for this meeting, please advise the District Manager at 503-391-9927 as soon as possible, and at least 48 hours in advance of the meeting.
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Administrative Committee Meeting Minutes DRAFT

June 24, 2022

8:30 AM to 10:00 AM

Facilitator: Committee Chair Hsu 

Recorded by: Brenda Sanchez

Meeting offered by video conference and by telephone.



		Attendance



		Committee Members



		Hsu, Terry – Director and Committee Chair



		Darin Olson – Director 



		Delani Herb – Staff 



		Brenda Sanchez – District Manager



		

Guests



		







A. Hsu Call to Order: 8:30 AM, paused the meeting at 8:37 because Olson requested a late start. Returned to the meeting at 9:00 AM.



B. Agenda Additions or Changes: None



C. Announcements: None



1. Review of May 27, 2022, Minutes

[bookmark: _Hlk102682298]

No changes recommended.



Action: Hsu motioned for the Committee to approve the May 27, 2022, Admin Committee Meeting Minutes.  2nd by Sanchez. No further discussion. 



2. Grievance

Sanchez reported that the legal review is complete. The Board has scheduled Special Board meeting on June 27, 2022, to address the personnel action form by former District Manager Boyd and end the three month of additional duties that the Programs Assistant has been completing.  A copy of the legal review was provided to the employee.



3. Establish Goals, Objectives, & Tasks of “The Pause” – Board 



Sanchez began by describing that this discussion is needed to provide the Board with a way to engage in the “Pause” and for the Board to provide direction as to what is completed over the next six months. Sanchez then displayed an excel spreadsheet that shows all the current district programs and services and will work as a tool for the Board to work from. The “Pause” starts July 1, 2022, and continues until December 31, 2022. Sanchez reminded the committee of the reason why Olson had thought of the “Pause”: “to work to bring staff levels up and provide adequate training and establish workloads”. Hsu states that it will be good for the Board to have a brainstorming session and get initial concerns out for discussion. Let’s keep it a listening session for the Directors and not have a structured conversation. Olson adds that every Director has a different ideal regarding the pause, share the District Inventory that Sanchez has, and the Board can take the time to discuss programs. The committee determined that a work session prior to the July 6, 2022, Board meeting will work fine. Start at 5PM and provide dinner. Bring in two staff to be there for questions.



4. Annual Workplans



Sanchez presented the annual workplans that staff put together. Sanchez revised the workplan format and process to have more use for the workplan. Sanchez has linked staff timesheets to be aggregated over time. We will be able to next year have tracked all our accordingly and it will help with next year’s projection; more accurate and useful to see if we are meeting goals and objectives of our business plans. Sanchez reviewed the workplans format and results. Hus replies that he appreciates the results and the aggregated sheet. Discussion took place regarding the nuances of the workplans; admin was up slightly due to more consideration of meetings and committee times. Training hours are acknowledged, which was not as much in prior years. Olson adds that he also like the workplans. Sanchez asked if these workplans need to come to admin committee in the future? Hsu says it has a place in the Admin Committee for next year.



5. Grants Coordinator Position Description

Sanchez provided a draft of the Grants Coordinator position that is really a revision of the Programs Assistant position. All the fiscal work was removed, and Sanchez added in a couple of new duties that should have been in there. Sanchez expressed that this is the pretty much the Programs Assistant position with some updates and a new title. Hsu asks if Sanchez needs anything regarding this. Sanchez, states that she just needs a recommendation that the position description is good. It is not a new position just a reclassification.

[bookmark: _Hlk103929563]Action: Hsu motioned for the Committee to approve the Grants Coordinator Position as presented by Brenda.  2nd by Olson. No further discussion. MOTION PASSED (unanimously: Aye-3 (Olson, Hsu, and Sanchez), Opposed-0). 



6. Policy Updates – Board Meeting Policy-Part 1

Sanchez explains that the original Board Meeting policy was one page. The proposed policy, using the Special Districts Association of Oregon, will be several pages. Hsu suggests that the policy be split into a few policies for ease and make it into a few polices, so the Board can easily digest and review. Sanchez agrees and will return with the proposed policy broken into separate documents for the Admin Committee to review.



Adjourn: Chair Hsu adjourned the meeting at 9:36 AM 
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Marion Soil and Water Conservation District complies with the American with Disabilities Act (ADA) and does not discriminate based on race, color, national origin, gender, religion, age, disability, political beliefs, sexual orientation, and marital or family status. If special physical, language, or other accommodations are needed for this meeting, please advise the District Manager at 503-391-9927 as soon as possible, and at least 48 hours in advance of the meeting.
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Marion SWCD	89	Revision Date: 

[bookmark: _Toc89682862]Welcome to Marion Soil and Water Conservation District!

We’re happy to welcome you to Marion SWCD  we’re glad you’ve joined us!  We take pride in selecting people such as you to join our organization, and we truly believe you will be a positive addition to our most important asset – our employees.



We hope you will enjoy a productive and pleasant association with us.  We have created a work environment, compensation and benefits program, and interactive culture that we believe fosters positive work relationships.  We expect that you will enhance the atmosphere by contributing your best efforts in whatever is asked of you.



We believe that you can contribute significantly to our success and want you to share in the growth of our future.  We also feel that the best way to help you achieve is to help you understand our organization and your role in it.  This Handbook has been prepared as a guide to give you a better understanding of the organization's policies, procedures, and practices.  Please familiarize yourself with its contents and keep it handy for reference.



Our organization values two-way communication, and our “open door” policy encourages you to ask questions if there are policies or procedures you don't understand.  We welcome your ideas and suggestions for ways to improve our operations and services or to save unnecessary costs during your employment with us.



Again, welcome to our team.  We wish you success in your new position and truly value you and the contribution you make during your employment with us.  We sincerely hope you will like it here.





[bookmark: _Toc89682863]
Our History 

In 1935, President Franklin D. Roosevelt addressed the problems of soil erosion in the nation by establishing the Soil Conservation Service within the United States Department of Agriculture. The action was called the Soil Conservation Act. The Soil Conservation Service was charged with developing a program to conserve and enhance the nation’s soil and water resources. 

It was originally thought that the Soil Conservation Service could manage the nation-wide program but during the initial two years of operation it became clear that the task needed local support and direction. The Soil Conservation Service needed farmer’s help and cooperation to put together an effective program. So, in 1937, President Roosevelt asked all state governors to promote legislation to create soil conservation districts. This began a partnership that exists today.

Oregon passed soil conservation district legislation in 1939, organizing the Oregon Soil Conservation Committee. This committee is now called the Soil and Water Conservation Commission. Its responsibility is to provide direction and assistance to individual districts and help coordinate their efforts. The South Tillamook Soil Conservation District was the first district formed in Oregon. It was officially organized on February 10, 1940. Since then, many other districts have formed, consolidated with other districts, redefined their boundaries and now are represented in every county of the state. Today there are 45 districts in Oregon, with Douglas, Grant, Josephine, Lake, Lane, and Multnomah Counties having two districts each while Baker County has four.

Within the boundaries of modern Marion SWCD, three conservation Districts initially organized between 1947 and 1953. The Santiam SWCD hearing was held in Aumsville on May 29, 1947; the Silver Creek on April 23, 1948, and Mt. Angel on March 16, 1953. The three conservation districts had offices in Stayton, Silverton, and Mt. Angel. The Districts were organized to work on problems associated with flood control, riverbank stabilization, weed control, improvement of fertility and any other problems effecting the best use of land and water resources within Marion County.

In 1971, after lengthy deliberation, the three Districts decided to consolidate. A certificate of organization was issued by the Secretary of State on September 10, 1971, for the Marion Soil and Water Conservation District. In 2021 we celebrated 50 years as a unified soil and water conservation district! 



[bookmark: _Toc89682864]
About this Handbook

This Employee Handbook is a guide to help you understand our employment provisions and expectations. The Handbook applies to all employees. It is intended to be a positive document that begins to establish the relationship between us.



Please remember that this Handbook contains only general information and guidelines. It is not intended to address all the possible applications of or exceptions to general policies and procedures. Our policies are based on the belief that common sense, good judgment, and consideration for the rights of others are paramount to our ability to serve our customers and ourselves. While we have tried to anticipate many of your questions, keep in mind that this document won’t provide every answer. If you have any questions concerning eligibility for a particular benefit or how a policy or practice applies to you, please ask our District Manager.



We know that employees have varied skills, goals, perceptions, and values, and that such diversity may create situations not fully addressed within this Handbook. In that event, we’ll try to make fair and equitable decisions while making sure that the best interests of the organization are served.



Neither this Handbook nor any other organizational document confers any express or implied contractual right to remain in Marion SWCD’s employ, nor does it guarantee any fixed terms or conditions of your employment. Your employment is not for any specific period and may be terminated at will, with or without reason, and without prior notice by Marion SWCD or you for any reason, at any time.



The procedures, practices, policies, and benefits described here may be modified or discontinued from time-to-time. We recognize our responsibility to keep employees informed of changes that may affect them and will provide replacement pages so you can keep your Handbook current.



Some subjects described in this Handbook, such as benefit plan information, are covered in detail in official policy documents. You should refer to these documents for specific information since this Handbook provides summaries only. Please note that when discrepancies occur between benefit language in this Handbook and in the official policy documents, the terms of the written insurance policies are controlling. We encourage you to use caution when making decisions with long-term impact based on our current benefit offerings, given that we may find it necessary to make changes to these programs.



You are encouraged to offer suggestions for improvement to these policies, employment practices, or working conditions. Please read through the Handbook carefully and share it with your family members so they will also understand your work environment. If you have additional questions or need further details, please talk with your supervisor, who can advise you or refer you to the appropriate resource.

[bookmark: _Toc89682865]Employment Policies
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You and Marion SWCD are engaged in an “at-will” employment relationship. Therefore, employment at Marion SWCD is for no definite period and may, regardless of the time and manner of payment of wages and salary, be terminated at will. This means that either you or the organization may terminate the employment relationship at any time, with or without reason or advance notice.



No one in the organization has the authority to enter into any agreement contrary to this “at-will” relationship. Marion SWCD will not make and will not be bound by any oral promises concerning the length or terms of your employment.



Equal Employment Opportunity

Marion SWCD is an equal opportunity employer and, as such, considers individuals for employment according to their abilities and performance. Employment decisions are made without regard to race, age, religion, color, sex, national origin, physical or mental disability, marital or veteran status, sexual orientation, gender identity, genetic information, or any other classification protected by law. All employment requirements mandated by local, state, and federal regulations will be observed. 



The organization employs affirmative personnel measures to ensure the achievement of equal employment opportunities in all aspects of employment and the work environment. These policies of nondiscrimination will prevail throughout every aspect of the employment relationship, including recruitment, selection, total compensation, promotion, transfer, layoff and recall, termination, training, and dispute resolution.



In keeping with our philosophy and applicable laws, our advertising and recruiting materials will contain the following statement to encourage qualified applicants to apply: “Equal Opportunity Employer.”  Our policy as an equal opportunity employer is to employ those legally entitled to work in the United States without regard to citizenship status, ethnic background, or national origin. However, in conformity with the relevant immigration statutes and regulations, our policy is to hire only those who are eligible to work in the United States.  Verification documentation is required of all new hires.



All employees in the organization are responsible for following and carrying out this policy according to the spirit and intent of our equal employment commitment.  Management provides and supports a dispute resolution procedure for complaints alleging discrimination.  Employees are expected to bring any questions, issues, or complaints to Management’s attention.  If you believe you have been harassed, or if you witness or suspect any violation of this policy, you should report the matter immediately to the District Manager.  We also encourage that you document your concerns. We will not retaliate against you for filing a complaint or cooperating in an investigation and we will not tolerate or permit retaliation by Management or co-workers.



[bookmark: _Toc89682867]
Americans with Disabilities Act

The Americans with Disabilities Act [ADA], amended by the ADA Amendments Act of 2008, is a comprehensive federal civil rights law that specifically protects individuals with physical and mental disabilities from discrimination in the workplace.



Individuals are protected under the ADA if any of the following conditions exist:



· They currently have a physical or mental condition that significantly restricts their ability to normally conduct a major life function [walking, seeing, hearing, breathing, bodily functions, etc.];



· They have a history of such impairment; or,



· They are regarded as having such impairment.



The ADA also prohibits discrimination on the basis of an individual's relationship to someone, i.e. a parent, sibling, child, spouse, friend, etc. with a disability.



Marion SWCD offers equal employment opportunities to qualified individuals who may have a physical or mental disability but are still able to perform essential job functions with reasonable accommodations.  Essential functions are defined as the fundamental non-marginal duties of the position being held or sought.  A job function is essential if the position exists for the performance of the function, there are only a limited number of employees available to perform it, or it is so highly specialized that an expert is required to perform it.



Reasonable accommodations are available to employees and applicants if the requested accommodations do not cause an undue hardship on the organization.  Individuals protected by the ADA/ADAAA should discuss their needs for possible accommodation with the District Manager.

[bookmark: _Toc89682868]
Harassment

Marion SWCD will not tolerate conduct by any employee, elected official, board or commission member, volunteer or intern, customer or member of the public that harasses, disrupts, or interferes with an employee’s work performance or which creates an intimidating, offensive, or hostile work environment.  All forms of harassment are prohibited.  We want to maintain a working environment free from all forms of harassment, whether based upon race, age, religion, color, sex, national origin, physical or mental disability, marital or veteran status, sexual orientation, gender identity, on-the-job injury, genetic information, or any other legally protected characteristic or status. Retaliation associated with a complaint of harassment is also prohibited. 



Behavior such as telling ethnic jokes; using religious slurs or offensive slang, or other derogatory terms regarding a person’s race, sexual orientation, age, sex, national origin, or disability; or mimicking one's speech, accent, or disability are examples of prohibited conduct and will not be tolerated.  Harassing individuals by making derogatory comments regarding protected status or characteristics is strictly prohibited, as well as using any other words or conduct that might create a hostile or offensive work environment. 



Sexual harassment or assault is also a form of harassment.  The following conduct is considered to be sexual harassment;



· Submission to the conduct is in any way deemed to be a term or condition of employment;

· Submission to or rejection of the conduct is used as a basis for employment-related decisions; or,

· The conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile, or offensive work environment.



Sexual harassment can also consist of unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature.  Conduct such as sexual or sexist language, jokes, or innuendoes; nude, profane, or obscene cartoons, drawings, or photographs; whistling; staring; and inappropriate touching are not tolerated at Marion SWCD.  Cell phone use, including text messages and other similar electronic communications, can also be considered harassing behavior.  



Sexual Assault is defined as unwanted conduct of a sexual nature that is inflicted upon a person or compelled using physical force, manipulation, threat, or intimidation. 



Each manager/supervisor has a responsibility to maintain a workplace free of any form of sexual harassment.  No person shall threaten or insinuate, either explicitly or implicitly, that an employee's refusal to submit to sexual advances will adversely affect the employee's employment, evaluation, wages, advancement, assigned duties, shifts, or any other condition of employment or career development.  Sexual harassment in the workplace, whether by managers/supervisors, non-managerial employees, or outside individuals (vendors, customers, etc.) is prohibited. 



This policy explicitly applies to conduct in the workplace, at social functions sponsored by the organization, and at business functions (conferences, trainings, etc.).  This policy applies to any conduct, however, as described above, which impacts the organization or work environment, regardless of where it occurs. 



Management provides and supports a dispute resolution procedure for receiving and resolving complaints alleging discriminatory practices in employment relations.  As an employee of Marion SWCD, you have the responsibility to immediately report any actions or words, which you find to be harassing.  The organization will not retaliate against you for filing a complaint or cooperating in an investigation and will not tolerate or permit retaliation by anyone. 

[bookmark: _Toc89682869]Reporting Incidents of Harassment

If you believe that you have been harassed, have witnessed harassment, or suspect any violation of our harassment policy, you must immediately report the matter to the District Manager. They are responsible for ensuring that all complaints are promptly and thoroughly investigated without prejudice or retaliation.  The investigation will be conducted promptly, but no specific timeframe can be guaranteed because each situation is likely to be different, and individuals may have varying schedules.  Every effort will be made to complete the investigation within [two weeks].  In all cases, you will be notified of the outcome of the investigation.  We will also check in with you quarterly following receipt of the information to ensure the matter has been resolved and continues to meet the organizations standards.  



All complaints of harassment will be investigated promptly and impartially.  Discretion will be used during the investigation to maintain as much confidentiality as possible while effectively completing the investigation, however, confidentiality cannot be guaranteed.  If you are not satisfied with the handling of a complaint or the action taken by management, you should bring the complaint to the next higher level of authority.  In all cases, you will generally be advised of the outcome.



Any employee or manager who is found, after appropriate investigation, to have engaged in harassment or to have retaliated against an individual for reporting harassment will be subject to appropriate corrective action, depending on the circumstances, up to and including termination.



[bookmark: _Toc89682870]External Complaint Procedure

We encourage employees to bring their concerns and complaints to the organization, and understand that, at times, this may not be the choice of the employee.  Below is a list of the external complaint options.  Please reach out to the preferred choice to determine the appropriate timelines for their processes.



•	Oregon Bureau of Labor and Industries at the following web address: https://www.oregon.gov/boli/CRD/Pages/C_Crcompl.aspx  



•	Civil or Criminal Action.  In these circumstances, a Notice of Claim must be provided to us in accordance with ORS 30.275.



[bookmark: _Toc89682873]Workplace Professionalism

While harassment due to a person’s protected class is prohibited, so too is unprofessionalism, such as incivility, due to personality clashes or issues.  We want our focus to be on customer service, productivity, and the ability for each employee to flourish here.  This makes it essential that our employees treat each other and those with whom we serve with courtesy, respect, and consideration.  Further, we require that employees work cooperatively and constructively in resolving issues or problems on-the-job to foster satisfactory working relationships.  



Marion SWCD defines unprofessionalism as repeated or one-time behavior, which is inappropriate, and which may be verbal, non-verbal, or physical; either direct or indirect which generally occurs at work and in the course of employment but may also apply to off-site behavior exhibited by employees that negatively impacts the working relationship.  Such behavior, whether exhibited between co-workers, management and staff, vendors/customers, another outside party, or a member of the public, violates our policy on how others should be treated while at the workplace or engaged in organizational operations.  

  

Where an allegation of unprofessionalism is made, consideration of the intention will be given.  The purpose of this policy is to communicate to all employees, including supervisors and managers, that Marion SWCD will not, in any instance, tolerate unprofessional behavior.  Employees found to be in violation of this policy will be subject to corrective action, up to and including termination. 

  

We will consider the following examples as unprofessional; however, this is not considered a comprehensive list.  Any actions that create the same or similar result will also be considered.  



• Making comments on Facebook, texting, misuse of other forms of social media

• Public humiliation in any form 

• Constant criticism on matters unrelated or minimally related to the person’s performance or job description

• Spreading rumors and gossip regarding individuals

• Interfering with the ability of someone to perform job duties or consistently assigning menial tasks not central to the job.

• Taking credit for another person’s ideas 



Any Marion SWCD employee who has experienced unprofessionalism should immediately report the behavior according to the reporting process outlined in our anti-harassment policy.  All reports will be investigated and addressed.  Making false/baseless or malicious complaints of unprofessionalism will be regarded as a serious offense, which may also lead to corrective action, up to and including termination.





[bookmark: _Toc89682874]
Dispute Resolution

[bookmark: _Hlk4167142]We believe that undisclosed problems will remain unresolved and will lead to impaired work relationships, dissatisfaction with working conditions, and a decline in operational efficiency.  Therefore, the organization has established this dispute resolution procedure to solve problems as quickly, fairly, and thoroughly as possible.  This procedure is a method for impartially hearing the complaint and is intended to resolve problems and provide a fair and objective review.  All issues will be handled without prejudice or retaliation.

[bookmark: _Toc89682875]Reporting Issues Other than Harassment/Discrimination

Any other questions or concerns you may have should be discussed with your immediate manager/supervisor, absent special circumstances, as soon as you are aware there is a problem or have a question.  Your manager will generally follow-up to your concern, in writing, within one week.



We realize there may be valid reasons to forego this initial step; in those circumstances [i.e., a concern involves an immediate manager/supervisor], you may go directly to a Board Officer for assistance.

[bookmark: _Toc89682876]Process

The dispute resolution process addresses matters under District administrative control about 

which the employee is dissatisfied, other than disciplinary actions covered under Section 7.3

of this Chapter, or complaints regarding discrimination, harassment or retaliation that are 

covered under Chapter 5. 



Examples of concerns that may be addressed under the dispute resolution process include:

· The need for a District policy on a particular matter

· The need for modification of a policy that is unfair

· Misapplication of a policy

· Disagreement with another employee or supervisor

· Disagreement with a performance evaluation

· Disagreement with an oral or written warning

Stages

Disputes may contain all or portions of the following activities. 

1. Investigation: Upon receiving notice of a possible concern about or violation of District policies or procedures, the District Manager, or their designee, will investigate the matter and develop a case file of the facts upon which a decision can be made. 



2. Decision: Based upon the facts developed, a preliminary decision will be made as to the appropriate action, if any, to be taken. 





3. Notice: If the District Manager makes a preliminary determination that an action is required, the District Manager will give appropriate notice to the employee, Board, committee, or other appropriate entity about the proposed course of action and next steps in an action plan. This notice will be in writing for any confirmed violation. 



4. Due Process: If the dispute is regarding an employee or employee action, and discipline or termination is being considered, the employee will be given an opportunity to respond to the violation report in writing or in person, prior to the final decision. The employee may provide information to the case file. Unless the case includes criminal or civil charges, the District Manager will be the final decision maker. If the case includes criminal or civil charges the Board Chair will be the decision maker for the disciplinary action. 

Procedure

1. The District has an “Open Door Policy.” An employee is encouraged to discuss an issue informally with the District Manager, prior to submitting a written request for resolution. The District Manager will do their best to resolve the issue at this stage and will respond either verbally or in writing, depending on the manner the initial concern is raised, or the seriousness of the concern. 



2. An employee who is not satisfied with the outcome of Step One, or chooses to skip Step One for any reason, can submit a resolution request in writing to the District Manager. If a dispute resolution request is related to an act or event, the request for resolution must be submitted within ten (10) working days after the act or event. The District Manager shall respond to the request in writing within ten (10) working days, unless the District Manager notifies the employee in writing, that additional time is needed for an investigation.



3. If the employee is not satisfied with the response from the District Manager, the employee can make a written request for review to the Board Chair. A dispute resolution request will be considered closed for review if it is not submitted to the Board Chair within ten (10) working days after the written response from the District Manager. The Board Chair may, at their discretion, respond directly, or submit the request to the Board for review. If the request is submitted to the Board, the Board may, at its discretion, decline to review the grievance. If neither the Board Chair nor the Board has responded in writing within thirty (30) calendar days after the request for review, the request shall be considered closed for review and the Step Two response of the District Manager shall be final.



4. If the dispute is regarding a District Manager’s disciplinary decision regarding suspension without pay, demotion, or discharge, the employee may request fair review by the Board. The request must be sent withing five (5) business days after the employee received notice of the disciplinary decision, or if mailed, within seven (7) business days of when it was mailed. The request must include a statement from the employee stating why the employee thinks the disciplinary action is unwarranted. The Board will review the request and disciplinary record and respond within thirty (30) calendar days. The Board may provide a written opinion on the appeal, affirm the decision of the District Manager, or provide a different disciplinary action. The decision of the Board is final. 



[bookmark: _Toc89682877]
Employment

It is our goal to fill employment vacancies with the most qualified applicants, whether recruiting internally, externally, or in utilizing both options. Job applicants will be considered on an equal basis for all positions without regard to sex, age, race, color, religion, national origin, marital or veteran status, sexual orientation, gender identity, genetic information, a physical or mental disability, or any other characteristic protected under applicable law, including Veterans’ Preference.  



Our goal will always be to select the most qualified person for each available job. 



Former employees and relatives of current employees will be considered for employment in the same manner as other applicants. A spouse, domestic partner, or immediate family member will not be permitted to be the direct supervision of a spouse, domestic partner, or family member.



You may, from time-to-time, be temporarily transferred or assigned to perform work outside of your regular job duties, schedule, or location. Depending upon the circumstances, you may be subject to a wage adjustment while performing such work. We may also reassign employees on a long-term basis whose placements are determined to be unsuited to their individual skills and transfer any employee who has an illness or disability that requires modified duty without posting the position.


[bookmark: _Toc89682878]New Employee Orientation

New employees are expected to attend an orientation within the two weeks of employment. This helps to ensure positive integration into our operations and helps new employees start a productive and satisfying employment relationship.  At the orientation, you will receive detailed information about general policies, procedures, benefits, and basic information on pay and leave policies. 

[bookmark: _Toc89682879]Introductory Period

As a new employee, you are hired on a 6-month introductory period commencing on your first day of employment. The introductory period is an extension of the employee selection process.  During this period, you are in training and under observation and evaluation by the District Manager. Evaluation of your adjustment to work tasks, conduct and other work rules, attendance, and job responsibilities will be conducted during the introductory period. This period gives you an opportunity to demonstrate satisfactory performance for the position and provides an opportunity for us to see if your abilities and the requirements of the position match. It is also a chance to see if we meet your expectations as an employer.



Your performance will be evaluated at the end of the introductory period, and a decision about your employment status will be made and shared with you in writing. If you have successfully completed the introductory period, you will be moved to regular status. Movement to regular status does not alter the at-will condition of your employment. If your skills border on satisfactory, but fall a little short, the introductory period may be extended if there is reason to believe that your skills will improve within a period up to three months. This period may be extended only by approval of the District Manager. The request for an extension won’t be approved if it is submitted after the normal conclusion of your introductory period. If expectations are not met or if your skills are not satisfactory, it is unlikely that your employment will continue.

[bookmark: _Toc89682880]Promotions and Transfer Training Period

If you are promoted or transferred to a new position, you must also complete an introductory period of 90 days to determine the suitability of the placement and your ability to satisfactorily perform the required work. If it is determined that the job change is not working during this period, you will be returned to your original job if a vacancy exists. Otherwise, you will be assigned to any other vacant job we deem suitable. If no such job is vacant, your employment may be terminated. If you are placed in a job other than your original job, the pay and benefits may be adjusted.

[bookmark: _Toc89682881]Re-Employment

Employees who resign from the organization in good standing may be eligible for re-employment consideration. Applications received from former employees will be considered and processed using the same procedures and standards that govern all other applicants. Previous performance with the organization will be evaluated if the reference check phase is reached.  We are not obligated to rehire former employees.  If an employee returns with in 12 calendar months their previous Sick Leave balance will be restored in full.

[bookmark: _Toc89682883]Employment Classifications

Employee status is categorized to make distinctions in employment-related conditions and to aid in a better understanding of employment relationships within the organization. Employees may be considered introductory, full-time, or part-time, temporary, or on-call as described below:



Introductory:	Newly hired or promoted employees within the introductory period. New hires normally earn, but cannot use, benefits, apart from sick time, which is available as soon as it is earned. 



Regular Full-time: 	An employee who is regularly scheduled to work 40 hours or more per week. Classification normally is eligible for benefits. 



Regular Part-time:	An employee who is regularly scheduled to work less than 40 hours per week. This classification is normally eligible for benefits, but on a pro-rata basis. 



Temporary:	An employee who is hired for a specified period, usually no more than six [6] months.  This classification is typically not eligible for benefits, except for those mandated by law.



Employees are further classified according to federal and state wage and hour laws as exempt or non-exempt, as defined below. Management will make the appropriate designation regarding the status for each new position or when a position changes substantially.  If you are uncertain as to your status, ask your supervisor/manager.



[bookmark: _Hlk4162316]Exempt:	An employee who is exempt from the overtime pay and minimum wage requirements under federal and state laws.  Exempt employees include managers, executives, supervisors, professional staff, outside sales representatives, owners, and others who are generally paid a salary and whose duties and responsibilities allow them to be exempt under federal and state law.



[bookmark: _Hlk4162225]Non-exempt:	An employee who is paid an hourly wage and whose job generally calls for the payment of minimum wage and overtime as specified under state or federal regulations.

[bookmark: _Toc89682884]
Employment Record Keeping

[bookmark: _Toc89682885]Access to Personnel Files

The organization maintains a personnel record for each employee, and access to those records is restricted to authorized persons only. The records contain applications, written evaluations, performance counseling notices, correspondence, and other information pertinent to employment. Authorized persons are individuals in a direct line of supervision over the employee to whom the file applies or any management representative involved in a pending personnel action.



Your personnel file is available for review [except for any references and other material exempt from disclosure under state law] by making advance arrangements with the District Manager. We will provide copies of personnel records or files as required by law, but you may be asked to reimburse us for the reasonable cost of providing copies.



Access by Others

Personnel files of District employees are public records. However, some or all of an employee’s personnel file may be exempt from disclosure under applicable public records laws if disclosure would constitute an unreasonable invasion of privacy. 



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

[bookmark: _Toc89682886]Change in Personal Data

Keeping your personnel records current can be important to you regarding pay, payroll deductions, benefits, and other matters.  If you have changes in any of the following items of information, please notify the District Manager: 



· Name

· Marital status

· Address

· Telephone number

· Dependents

· Beneficiary

· Person to be notified in case of emergency

· Job-related physical or other limitations that impact employment

· Other information having a bearing on your employment



A Personnel Action Form is available for your use in reporting any changes in your personal information.



[bookmark: _Toc89682887][bookmark: _Toc18470737][bookmark: _Toc18470934][bookmark: _Toc94000131][bookmark: _Toc140032399]Employment Relations and Conduct 



[bookmark: _Toc89682888]Ethics

We believe in treating people with respect and adhering to ethical and fair practices.  All Public Officials are held accountable to the states Ethics laws found in ORS 244. 

[bookmark: _Toc89682889]Public Officials

A public official includes anyone serving the State of Oregon or any of its political subdivisions or any other public body in any of the listed capacities, including as an “agent.” An “agent” means any individual performing governmental functions. Governmental functions are services provided on behalf of the government as distinguished from services provided to the government. This may include private contractors and volunteers, depending on the circumstances.



Upon employment with our organization, you became a Public Official.

[bookmark: _Toc89682890]Gifts

During a calendar year, a public official, a candidate or a relative or member of the household of the public official or candidate may not solicit or receive, directly or indirectly, any gift or gifts with an aggregate value more than $50 from any single source that could reasonably be known to have a legislative or administrative interest.



During a calendar year, a person who has a legislative or administrative interest may not offer to the public official or a relative or member of the household of the public official any gift or gifts with an aggregate value more than $50.



During a calendar year, a person who has a legislative or administrative interest may not offer to the candidate or a relative or member of the household of the candidate any gift or gifts with an aggregate value more than $50.



[bookmark: _Toc89682891]Use of Official Position or Office

A public official may not use or attempt to use official position or office to obtain financial gain or avoidance of financial detriment for the public official, a relative or member of the household of the public official, or any business with which the public official or a relative or member of the household of the public official is associated, if the financial gain or avoidance of financial detriment would not otherwise be available but for the public official’s holding of the official position or office.



Except:



· Any part of an official compensation package as determined by the public body that the public official serves.



· The receipt by a public official or a relative or member of the household of the public official of an honorarium or any other item allowed under ORS 244.042 (Honoraria).



· Reimbursement of expenses.



· An unsolicited award for professional achievement.



· Gifts that do not exceed the limits specified in ORS 244.025 (Gift limit) received by a public official or a relative or member of the household of the public official from a source that could reasonably be known to have a legislative or administrative interest.



· Gifts received by a public official or a relative or member of the household of the public official from a source that could not reasonably be known to have a legislative or administrative interest.



· The receipt by a public official or a relative or member of the household of the public official of any item, regardless of value, that is expressly excluded from the definition of “gift” in ORS 244.020 (Definitions).



· Contributions made to a legal expense trust fund established under ORS 244.209 (Application to establish fund) for the benefit of the public official.



A public official may not solicit or receive, either directly or indirectly, and a person may not offer or give to any public official any pledge or promise of future employment, based on any understanding that the vote, official action, or judgment of the public official would be influenced by the pledge or promise.



A public official may not attempt to further or further the personal gain of the public official using confidential information gained during or by reason of holding position as a public official or activities of the public official.



A person who has ceased to be a public official may not attempt to further or further the personal gain of any person using confidential information gained during or by reason of holding position as a public official or the activities of the person as a public official.



A person may not attempt to represent or represent a client for a fee before the governing body of a public body of which the person is a member. This subsection does not apply to the person’s employer, business partner or other associate.



The provisions of this section apply regardless of whether actual conflicts of interest or potential conflicts of interest are announced or disclosed under ORS 244.120

[bookmark: _Toc89682892]Honoraria

A public official may not solicit or receive, whether directly or indirectly, honoraria for the public official or any member of the household of the public official if the honoraria are solicited or received in connection with the official duties of the public official. Honoraria is defined as “a payment for professional services that are rendered nominally without charge”.



A public official may receive of an honorarium or a certificate, plaque, commemorative token, or other item with a value of $50 or less; or receive an honorarium for services performed in relation to the private profession, occupation, avocation or expertise of the public official or candidate.

[bookmark: _Toc89682893]Financial Interest in Public Contracts

A person who ceases to hold a position as a public official may not have a direct beneficial financial interest in a public contract for two years after the date the contract was authorized.



You are required to inform us of any activity that is ongoing or planned that may be or is a conflict with these laws.  We will work with the State Ethics commission to determine the appropriate steps for resolution.



Failure to meet these standards will result in investigation and, depending on the outcome, result in discipline up to and including separation.

[bookmark: _Toc89682894]
Confidentiality

[bookmark: _Toc89682895]Organization and Customers

At Marion SWCD, employees have access to confidential and proprietary information, including information about our clients. Our clients trust us with confidential information and disclosing this information without authorization would have a materially adverse impact on our integrity and on our relationships with our customers. Employees must not disclose any information pertaining to the organization or its customers without prior explicit approval of their managers/supervisors and must sign a form stating such.



No organization records or information, including documents, files, records, computer files, and similar materials may be removed from our premises without permission from Marion SWCD, except in the ordinary course of performing duties on behalf of Marion SWCD. Additionally, the contents of organization records or information otherwise obtained regarding business may not be disclosed to anyone except where required for a business purpose. This prohibition also applies to items posted in a blog or website. Employees are subject to appropriate corrective action, up to and including termination, for revealing confidential information.  



[bookmark: _Toc89682896]Employee Records 

Marion SWCD’s philosophy is to safeguard personal employee information in its possession to ensure the confidentiality of this information. Additionally, the organization will only collect personal information that is required to pursue its business operations and to comply with government reporting and disclosure requirements. Personal information collected by the organization includes employee names, addresses, telephone numbers, e-mail addresses, emergency contact information, EEO data, social security numbers, date of birth, employment eligibility data, benefit plan enrollment information, which may include dependents’ personal information, and school/college or certification credentials. All pre-employment inquiries, including reference check records, as well as former employee files are maintained in locked, separate areas and are not used by the organization during business operations.

Personal employee information will be considered confidential and, as such, will be shared only as required and with those who have a need for access to such information. All hard copy records will be maintained in locked, secured areas with access limited to those who have a need for such access. Personal employee information used in business system applications will be protected under company proprietary electronic transmission and Virtual Private Network policies and security systems. Participants in company benefit plans should be aware that personal information will be shared with plan providers as required for claim handling or record keeping needs. 

Organization-assigned information, which may include organizational charts, department titles and staff charts, Designated Positions, department budgets, company coding and recording systems, telephone directories, e-mail lists, and company facility or location information and addresses, is considered by the District to be proprietary information to be used for internal purposes only.  

If an employee becomes aware of a breach in maintaining the confidentiality of any personal information, the employee should report the incident to District Manager. The District Manager has the responsibility to investigate the incident and take corrective action. Please understand that the reasonableness of actions taken in these circumstances will be taken into consideration. Examples of the release of personal employee information that will not be considered a breach include the following:

· Release of partial employee birth dates [i.e., day and month, which is not considered confidential and will be shared with supervisors/managers who elect to recognize employees on such dates].

· Personal telephone numbers or e-mail addresses may be distributed to supervisors/managers to facilitate company work schedules or business operations.

· Employee identifier information used in salary or budget planning, review processes, and for timekeeping purposes will be shared with supervisors/managers.

· Employees’ company anniversary dates will be distributed to appropriate supervisors/managers periodically. 

· Employee and dependent information may be distributed in accordance with open enrollment processes, for periodic benefit plan changes, or for benefit statement updates.

Should a security breach occur, you will be notified in writing as soon as possible. 

[bookmark: _Toc89682897]
Workplace Rules

Marion SWCD believes policies and procedures are essential for the orderly operation of our business and for the protection and fair treatment of all employees. As a result, we have clearly identified performance expectations so that each employee behaves according to our workplace standards. Courtesy and common sense should always prevail. The following work rules are not all-inclusive but serve as guidelines to demonstrate the work behaviors considered important to 

Marion SWCD.



1. You are expected to be at work on time, to stay until your workday ends, and to do the work assigned or requested of you. If you are unable to be at work on time, you are expected to contact the District Manager promptly.



2. You are expected to regard your workplace with respect and attention. Marion SWCD records, equipment, and property are to be treated carefully and appropriately. You are responsible for those items in your custody and will be held accountable for their maintenance, appropriate use, and accuracy.



3. You are expected to act in accordance with all appropriate codes, laws, regulations, and policies, regardless of whether they are set by Marion SWCD or by outside regulatory bodies.



4. You are expected to conduct yourself in a professional manner, exhibiting a high regard for our customers, vendors, business associates, and for co-workers. No breach of professional behavior [abusive language, harassment, personal business during work time, etc.] will be condoned.  This also applies to alcohol consumption when representing Marion SWCD in a business or social capacity.



5. You are expected to maintain the confidentiality of organization information or customer information in your possession [i.e., personnel information, etc.].



6. You are expected to wear clothing that is consistent with a professional atmosphere, or a field setting as appropriate, keeping in mind the impression it has on customers, visitors, and other employees as well as the need to promote organization and employee safety. Good individual judgment is the best guideline, but management retains the right to decide what dress is appropriate and/or safe.



This information regarding our behavioral expectations should help guide employee actions. You are urged to use reasonable judgment and to seek advice in doubtful or unclear situations. If all employees do their best to meet both the spirit and intent of these guidelines, disciplinary issues will be minimal. It is our policy to resolve conduct and performance problems in the most informal and positive manner possible; however, conduct which falls outside of the above guidelines will result in corrective action, up to and including termination.



We also believe that all our employees should have an opportunity to be heard in matters involving discipline; therefore, we have adopted a formal Dispute Resolution Procedure, which can be found on page [X] of this Handbook.

[bookmark: _Toc89682898]
Whistleblower Protections

Marion SWCD encourages any employee with knowledge of an illegal or dishonest activity to report it to the District Manager. All such issues will be promptly investigated with the intent to determine fault and institute any appropriate corrective measures. Examples of illegal or dishonest activities are violations of federal, state, or local laws; billing for services not performed or for goods not delivered; and other fraudulent financial reporting. Any employee wishing for more information can obtain further details from District Manager.

If an employee has knowledge of or a concern of illegal or dishonest fraudulent activity, the employee should immediately contact the District Manager. The employee must exercise sound judgment to avoid baseless allegations. An employee who intentionally files a false report of wrongdoing will be subject to corrective action, up to and including termination. 

Whistleblower protections are provided to maintain confidentiality and to prevent retaliation. Although someone’s identity may have to be disclosed to conduct a thorough investigation, to comply with the law, and to provide accused individuals their due course, the privacy of the individual making the report will be protected to the extent possible. Marion SWCD will not retaliate against a whistleblower. This includes, but is not limited to, protection from retaliation in the form of an adverse employment action such as termination, compensation decreases, or poor work assignments as well as threats of physical harm. Any whistleblower who believes retaliation has occurred must contact the District Manager immediately. The right of a whistleblower to protection against retaliation does not include immunity for any personal wrongdoing that is alleged and investigated. 

All reports of illegal and dishonest activities will be promptly submitted to the District Manager who is responsible for investigating and coordinating corrective action.
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