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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 1
Section 1
Issue
4

10/29/84
Date

SUBJECT:
ISSUANCE AND REVISION INSTRUCTIONS FOR ADMINISTRATIVE
PROCEDURES
I.

Purpose
In accordance with Lane Manual 2.095 and 3.074, the purpose of this procedure is to
establish a standard method for requesting, issuing, monitoring, and amending
administrative procedures in Lane County.

II.

Scope
This procedure is applicable to all County departments administratively responsible
to the County Administrator. In the interests of uniformity, effectiveness, and
completeness, it is also requested the departments represented by elected officials
follow these procedures.

III.

IV.

Authority of Administrative Procedures
A.

All administrative policy directives affecting County departments will be issued
as administrative procedures.

B.

All written instructions pertaining to operating procedures or standard practices
affecting two or more County departments will be in the form of administrative
procedures.

C.

All administrative procedures will be issued over the signature of the County
Administrator and will be in full force and effect until canceled or revised in
writing.

Issuance and Revision
A.
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Requests for new or revised procedures will be directed to the County
Administrator with a brief summary of the recommended procedure and the
departments which will be affected.
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B.

If the County Administrator considers the recommended procedure necessary
and appropriate, the department most directly involved will be directed to
prepare the procedure.

C.

The assigned department will submit a draft copy of the administrative
procedure, including a sample of any forms or other attachments, to County
Administration/Policy & Procedure Staff Liaison. The procedure will be
checked for references to other administrative procedures, the Lane Manual, or
Lane Code. County Administration will submit the draft in the appropriate
format to Word Processing. Departments should not submit the draft to Word
Processing. County Administration will send the initiating department a copy
of the draft and a memo indicating the review steps (e.g., through Finance,
Budget, Personnel, Legal, etc.) and the expected completion date. County
Administration will coordinate the review process. The Policy & Procedure
Staff Liaison can be contacted if the status of a procedure is desired.
When the review is complete, the initiating department will be sent a final draft.
The initiating department should indicate its approval by returning the draft to
the County Administration.

D.

V.

A final copy of the procedure will be forwarded to the County Administrator for
approval and signature. The new or revised procedure will then be forwarded
to the Policy and Procedure Staff Liaison for transmittal to all County
departments.

Departmental Responsibility
A.

Implementing Department
All administrative procedures shall be the responsibility of a particular
implementing department. That department shall be named in each procedure.
Those departments named as the implementing department shall be responsible
for maintaining records of their procedures. These records shall pertain to the
utilization of the procedure, exceptions granted, problems, needed changes, etc.,
and shall be made available to the County Administrator on request.

B.

Other Departmental Responsibilities
It is the responsibility of each department director to monitor existing
administrative procedures and to propose new or revised procedures for
approval based on changes in management policies and government regulations
and statutes.
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Each department director should also inform all concerned departmental staff
of these administrative procedures and issue all further instructions to insure
their implementation.
Each County department is required to maintain at least one current copy of the
Lane County Administrative Procedures Manual.

Authorized:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
10/29/84
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 1
Section 2
Issue
11

7/11/06
Date

SUBJECT: PROCESS FOR SUBMITTING AGENDA ITEMS FOR CONSIDERATION AT
BOARD OF COUNTY COMMISSIONERS' MEETINGS
I.

Purpose
The purpose of this procedure is to establish a standard method and time frame for
submitting agenda items for consideration at Board of County Commissioners' meetings.

II.

Scope
This procedure is applicable to all County departments, as well as to the Lane County
Fair Board and the Lane County Housing Authority and Community Services Agency.

III.

Amendment
The County Administrator may amend this procedure as required.

IV.

Definitions
BOARD - The Lane County Board of Commissioners.
AGENDA COORDINATOR - The staff person in the Board of Commissioners' Office
who is responsible for Board agenda material.
SIGN-OFF STAFF - Department Managers, Legal Counsel, Management Analysts, and,
in certain instances, Personnel, Risk Management and Management Services Supervisor.

V.

Procedure
A.

Agenda Material. Agenda material is the report on information attached to the
order being submitted to the Board for consideration. All agenda material shall be
submitted to the Board Office with the agenda title memo. Departments submitting
agenda items are responsible for contacting other departments affected by the
Board actions.

WD apm/Ch1Sec2/T
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1.

Checklist. Each agenda item shall be accompanied by an Agenda Checklist.
(See Attachment 1.) Copies of the checklist can be obtained from the County
Administration Office or from the County Administration web page on the
intranet. Each complete checklist must include a sign-off by the Department
Manager.

2.

Cover Memo Procedures and Packet Material. Except for minutes, citizen
advisory committee appointments (see Committee Appointment Form),
license or permit endorsements, tax refunds and certain other items, all
material requiring action by the Board must be submitted with a cover
memo. The cover memo should follow the format on Attachments 2 and 3.
The majority of cover memos for regular and consent calendar items will
follow the format on Attachment 2. The abbreviated agenda packet format
on Attachment 3 may be used for consent calendar items not requiring a full
agenda packet. Approved abbreviated agenda format usage includes:
x Increasing grant or State program appropriations.
x Creation of positions already approved as part of a grant application or
required by State program funding.
x Delegating contract signature authority to the County Administrator for
contracts funded by grants or State programs.

3.

Agenda Items/Material Requested by Board for Next Meeting. On occasion,
the Board may request agenda material for the next Board meeting. Although
the normal deadline for submission of material is waived, the requirements
for a checklist and cover memo still apply.

4.

Continued or Postponed Agenda Items. All continued or postponed agenda
items shall be processed in the same manner as new agenda items. For
second or subsequent readings, only an agenda title shall be required. IF AN
ORDER, THE ITEM MUST CARRY THE ORIGINAL ORDER
NUMBER.

5.

Emergency Business. All Emergency Business items should be referred to
the Agenda Coordinator, who shall consult the Chair of the Board and the
County Administrator to determine whether the item shall be presented to the
Board as an emergency item or postponed until the next meeting. Only those
items that need immediate consideration by the Board, due to legal or
financial implications, grant deadlines or construction contracts with
committed dates, will be considered after the deadline for submission.

6.

Executive Session. All Executive Session issues and confidential packet
material should be submitted to County Counsel, the Senior Board Office
Specialist (Board Secretary) or both. The department submitting the item
will be responsible for contacting the Senior Board Office Specialist to
determine at which Executive Session the material will be discussed and

WD apm/Ch1Sec2/T

2 of 6

when the department should have representatives available for presentation
or discussion of the material.
B.

Deadlines for Submission:
1.

The Agenda Packet. This should be composed of the Agenda Checklist, and
agenda material. Departments will email this material to the following
mailbox: Lane County Agenda Review. If there are maps or other material
not available to send electronically, please note that the material was not sent
electronically but is included with the hard copy. This entire hard copy
packet must be delivered to the Board Office by 5:00 p.m., on the
Wednesday preceding the week it will be approved for inclusion in the
Agenda. Generally, this is 12-13 days prior to the date the Board will hear
the item. NOTE: For reference, Agenda due dates are listed on the
Future Agenda. (See Section F.1)
Agenda material should be submitted as early as possible before the
deadline. Upon receipt, staff in the Board Office will log agenda packets that
will be reviewed by Legal Counsel, Management Analysts, Risk
Management and Personnel, as appropriate. Changes and corrections need to
be made by departments and returned to the Board Office by 4:00 p.m.
Monday.

C.

2.

Agenda Material. Agenda items requested by the Board for next meeting
must be submitted to the Agenda Coordinator by 3:00 p.m. on the Monday
preceding the Board meeting at which the material is to be presented.

3.

Continued or Postponed Agenda Items. All continued or postponed agenda
items shall be processed in the same manner as new agenda items. For
second or subsequent readings, an agenda title memo is required along
with any additional material. If the continued/postponed item is a Board
Order, the item must carry the original order number.

4.

Emergency Business. Following approval by the Chair of the Board and the
County Administrator, Emergency Business items should be delivered to the
Agenda Coordinator as early as possible.

5.

Executive Session. This must be submitted by noon on Monday of the week
of the Executive Session.

Items Appropriate for Board Review at Meetings.
1.
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Action Items. These require a motion and approval by Board majority.
Orders are drafted by the Department for review by Legal Counsel,
Management Analysts, Personnel and Risk Management, as appropriate, and
signature of the Chair or Commissioners, as applicable.
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2.

Status Reports. When requested by the Board or the County Administrator
these are normally scheduled for presentation at a Work Session.

3.

Work Session Items. These are requested by the Board, the County
Administrator or a Department Director for purposes of comprehensively
reviewing issues prior to public hearings and Board decisions. Work
Sessions are normally held on Tuesdays.

4.

Public Hearings. These are scheduled by the Board and the Agenda
Coordinator. Most public hearings are scheduled for 1:30 p.m. on
Wednesday afternoons. Hearings that appear to be of a routine nature will be
scheduled first.

5.

Awards/Presentations. These are scheduled by the Board and the Agenda
Coordinator. Most awards and presentations are scheduled on Board meeting
days. Hearings that appear to be of a routine nature will be scheduled first.

6.

Committee Appointments. These are scheduled on Tuesdays or Wednesdays,
and may include appointments to task forces, special districts and advisory
committees.
NOTE: See Chapter 1, Section 10, for details.

7.

D.

Land Use.
a.

Information submitted to the Board Office relative to land-use items
scheduled for Board action are to be referred to the Land Management
Division.

b.

Information submitted by the Board Office to the Land Management
Division will be identified and incorporated into a supplemental
appendix. The supplemental appendix will be kept open until 12:00
noon the day prior to the date of the scheduled Board hearing. Land
Management staff will distribute copies of the supplemental appendix
(13) to the Agenda Coordinator for further action.

c.

Items submitted after 12:00 noon on the day prior to the scheduled
Board hearing or action will be copied and an addendum to the
supplemental appendix will be prepared. The addendum will be
distributed at the Board meeting and will be introduced by the staff
member from LMD who is performing the staff function.

Documents to be Prepared for Board Agenda. The requesting department is
responsible for preparation of the documents; however, with sufficient advance
notice, the Office of Legal Counsel can provide assistance. Lane Manual and Lane
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Code changes, as well as ordinances, must be processed through Legal Counsel
prior to placement on the agenda.
1.

Orders (required on all items requesting formal action by the Board). Orders
are administrative acts of the Board or expressions of general policy and
procedural rules necessary for the Board to organize the conduct of its own
business under authority of state law, the Home Rule Charter or Lane County
ordinances. They require one reading before the Board.

2.

Ordinances: These are legislative mandates of the Board enacting general,
uniform and permanent procedures and requirements relating to the affairs of
Lane County. Ordinances are enacted under the authority of state law, the
Home Rule Charter, or both, and require two readings before the Board, at
least 13 days apart.

3.

Resolutions: These are political expressions of the Board on a given issue, or
for other purposes when the Board is specifically directed by state statute to
use a resolution.

NOTE: If a Board decision merely gives guidance pertaining to information the
Board wishes to be presented the next time it considers a certain matter, the action
does not require any of the above-mentioned documents.
E.

Services Provided by the Board Office.
1.

Agendas/Future Agenda Items. Available by 3:00 p.m. every other Thursday
in the Board of Commissioners' Office, and on the Lane County Board of
Commissioners’ web page under BCC Meeting Agendas and Future
Commissioner Agenda. (Call Document Resource Center for instructions at
x 4526). Future Agenda items are listed for at least 60 days and are subject to
change.

2.

Minutes. Following approval, minutes are available in the Board Office and
on the Lane County Board of Commissioners’ web page under Board Orders.

3.

Copies of Signed Documents. Sent to affected departments by the Senior
Board Office Specialist, normally by the Monday of the week following the
Board meeting. An electronic copy of signed Board Orders, Ordinances and
Resolutions are available on the Lane County Board of Commissioners’ web
page under Board Orders.

4.

Agenda Packets. Filed and maintained by the Board Office, and available on
the Lane County Board of Commissioners’ web page under BCC Meeting
Agendas.
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5.

Tapes. Available following each Board Meeting. Staff and citizens may
listen to tapes in the Board Office. Duplicate tapes can be purchased from the
Senior Board Office Specialist or copies can be made on tapes provided by
the requesting party.

6.

Exhibits/Written Testimony. Logged and filed in Board Office. Items
pending a decision are also available for review in the Board Office.
Exhibits included in Board Orders, Ordinances and Resolutions are available
on the Lane County Board of Commissioners’ web page under BCC
Meeting Agendas and Board Orders.

7.

Equipment for Meetings.
a.

Audiovisual (AV) equipment is limited to an overhead projector and
screen, which are available for use at all meetings scheduled in Harris
Hall and the Commissioners' Conference Room. AV equipment
required for outside meetings must be transported by the staffing
department. Use of all equipment should be pre-arranged with the
Board Secretary.

NOTE: Sound systems are built into Harris Hall and the Commissioners'
Conference Room, with speakers located in most Department Directors' offices
and the Board Office. Meetings may also be heard on your phone by dialing 80.
VI.

Interpretation and Clarification
Any questions concerning the intent or application of this procedure should be directed to
the Agenda Coordinator.

Authorized:

_____
County Administrator

__________________
Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
7/11/06
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Attachment 1

AGENDA CHECKLIST
Account Code ___ ______ _____
AGENDA INFORMATION TO BE
SUBMITTED TO THE BOARD
OFFICE:

AGENDA TITLE:

One Title Memo

(See APM CH.1, Sec. 2) (Photocopy of Agenda Checklist is acceptable)

Agenda Packet

One Original/Hard Copy plus One
As-Complete-As-Possible copy emailed to Lane County Agenda
Review mailbox

Material Due

Due by 5 pm Wednesday preceding
the week it will be approved for
inclusion on the agenda. (Check
Future Agenda for due dates.)

DEPARTMENT
CONTACT

EXT

AGENDA DATE:
THIS ITEM WILL INVOLVE:
Consent Calendar
ORDER/Resolution
Ordinance/Public Hearing
Public Comment Anticipated?

Report
Discussion & Action
·

1st Reading
Yes
No

Appointments
Discussion Only

2nd Reading

Committee Reports

3rd Reading
Estimated Time ________

NOTE: DEPARTMENT MANAGER MUST SIGN OFF BEFORE SUBMITTING TO BOARD OFFICE
Department Manager:
Date
Legal Staff-Review by:

Date

Management StaffReview by:

Date

Human ResourcesReview by (if required):

Date

Yes

No

File Note Attached?

Yes

No Information for Agenda Setting Committee Only?

Yes

No To be Distributed with Packets

INDICATE OTHER DIVISIONS/DEPARTMENTS THAT REQUIRE COPIES OF APPROVED ORDER
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Attachment 2
FORMAT FOR AGENDA COVER MEMO
(Note: Not all items will lend themselves to the precise format as shown below,
however, materials should be logical and brief and stress major points. If you need
clarification or assistance, please contact the Management Analyst assigned to your
department.)

Memorandum Date:
Order Date:

Board of County Commissioners

TO:
DEPARTMENT:
PRESENTED BY:
AGENDA ITEM TITLE:

REPORT/

I.

MOTION

II.

AGENDA ITEM SUMMARY
…Concisely state the issue or problem you wish addressed by the Board. If there
is more than one issue or problem, then number and name them and state each
separately.
Examples:
The Board is being asked to approve…
The purpose of this work session is to present the …
This is an update on and discussion of…

III.

BACKGROUND/IMPLICATIONS OF ACTION
A.

Board Action and Other History

…Describe previous actions, if any, by Board order, ordinance, resolution,
consensus or other. Also describe any other background information. Be specific
about what happened in the past.
1

B.

Policy Issues

…Explain if any administrative policy or objective exists, when it was adopted and
any issues with this item.
C.

Board Goals

…Describe how this relates to County goals and the Strategic Plan goals. State
and quote appropriate references to the Strategic Plan.
D.

Financial and/or Resource Considerations

…Describe the financial implications of taking action on this item … or tell if this is
an informational item only.
E.

Analysis

…Provide the Board with an analysis of the issue or problem. Examples of items
to include in the analysis are: the extent and magnitude of the issue or problem;
why the issue or problem exists; why it should be addressed or solved; the shortand long-range effects of the problem; existing time frames or deadlines; and who
benefits from the solution. Any other pertinent information should be presented in
this section.
F. Alternatives/Options
…Describe alternatives or options available to the Board to adequately address the
issue or solve the problem, and discuss the advantages and disadvantages of
each. Where possible, compare and contrast the alternatives using similar criteria.
If goals, objectives or criteria have been previously adopted by the Board, then the
alternatives or options should be weighed against them.
…If no feasible alternatives or options exist, then so state in this section, however,
keep in mind that the Board strongly desires a discussion of alternatives and
options available to them.
IV. RECOMMENDATION
…This section should concisely state recommendations to the Board, along with
reasons for the recommendation and who is making the recommendation - staff,
committee, department or other. The recommendation should be to approve the
motion stated above, to deny the motion, or to take some other course of action.
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V. TIMING/IMPLEMENTATION
…Generally, the purpose of this section is to give the Board an idea of the timing
involved in the implementation of the alternative or option they choose. Describe
when staff will begin addressing the issue or begin solving the problem, if the
recommendation is accepted. If appropriate, state an ending date for staff activity.
Tell when the Board can expect results.
VI. FOLLOW-UP
…Describe the next step or steps if the motion is passed, or if other action is taken.
If a follow-up or status report will be done, state when it will be submitted to the
County Administrator or the Board.
VII. ATTACHMENTS
… This section describes or simply lists attachments to the agenda item.
Attachments may include pertinent background information, written input from
other departments or citizens, and so forth.
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MANUAL
Chapter 1
Section 2a
Issue 2

6/22/11
Date

SUBJECT:
AGENDA PROCESS FOR APPROVAL OF A GRANT APPLICATION OR
ACCEPTANCE
I.

Procedure
The purpose of this procedure is to establish a standard method to provide pertinent
agenda information regarding grant application and acceptance to the Board of County
Commissioners, and to request approval of grant submittal and grant acceptance.

II.

Scope
This procedure is applicable to all County departments.

III.

Amendment
The County Administrator may amend this procedure as required.

IV.

Procedure
A.

When to request approval and acceptance of grants in one agenda packet.
Staff from departments desiring to apply for grants may submit the proposal and also
request approval to accept a subsequent grant award with one action of the
Commissioners unless the following circumstances apply:
1.

if the initial proposal was still in development at the time of the board order, and
the award include substantial changes to the workplan or budget or answers to
any of the questions below; or

2.

if the final award requires an increase in the funds required of the County; or

3.

if the conditions in the final award are substantially different from those
approved by the Board.
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 1
Section 2b
Issue
1

5/12/04
Date

SUBJECT: PROCESS FOR APPROVAL OF PARK SDC FUND CAPITAL IMPROVEMENT
PLAN PRIORITIES LIST
I.

Purpose
The purpose of this procedure is to establish a standard method to provide pertinent
information to the Board of County Commissioners (BCC) regarding review and
approval of the Parks and Recreation System Development Charge (SDC) Capital
Improvement Plan (CIP) priorities list.

II.

Scope
This procedure is applicable to all County departments.

III.

Amendment
The County Administrator may amend this procedure as required.

IV.

Procedure
A.

New capacity-increasing capital improvements and/or development to
accommodate growth and funded by Parks and Recreation SDC revenues shall be
guided through annual development of a five-year Parks SDC Capital
Improvement Plan priorities list.
1.
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The Park Manager will annually coordinate the revision and approval of
the SDC CIP priorities list using the following as guidance:
a)

Parks SDC CIP,

b)

Parks Master Plan,

c)

Parks Advisory Committee (PAC) input/recommendations, and

d)

Strategic Opportunities
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2.

B.

The two primary purposes for the five-year Parks SDC Capital
Improvement Plan priorities list are:
a)

To allocate limited SDC resources to projects that provide an
appropriate return in providing growth-required new park capacity,
and

b)

To provide the most efficient scheduling of staff workforce
resources.

Review & Approval Process
1.

The Park Manager will submit a draft SDC Capital Improvement Plan
priorities list to the Finance and Audit committee during the month of
January of each year for review before submission to the Board of County
Commissioners.

2.

SDC CIP priorities list Cover Memo. The Park Manager will submit a
draft SDC Capital Improvement Plan priorities list to the Board of County
Commissioners during the month of January of each year.
a)
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When allocation of Parks SDC funds will be requested, the
following items will be addressed for each project on the SDC
Capital Improvement Plan priorities list:
1)

Is this project a priority in the Parks Master Plan?

2)

Is this project listed on the Parks SDC CIP?

3)

Has this project been supported by the PAC?

4)

What strategic opportunity, if any, does this project
address?

5)

What other funds may be leveraged for project completion,
if any, (i.e. grants, in-kind matches, donations, publicprivate partnerships, operations funds)?

6)

What portion of project work and subsequent costs, if not
all, will be for growth-required new park capacityincreasing capital improvements as authorized by ORS
223.309 and LC 4.645?

7)

How will the project be accomplished if no SDC funds are
approved?
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3.

8)

Will the project require any interagency cooperation?

9)

Is the project dependent upon land use, building, or other
permit approvals?

10)

How will ongoing operations and maintenance costs be
integrated into the budget?

Annual review and approval by BCC
Using the format in B.2. above, those projects proposed for funding in the
new fiscal year and recommend by the Parks Advisory Committee, will be
reviewed by the Board of County Commissioners for approval annually to
facilitate inclusion in budget documents prepared for Budget Committee
and BCC review and adoption.

C.

Budget appropriation/allocation
Having received Board of County Commissioners approval, SDC CIP priority list
funded project appropriations will be identified in the appropriate budget
documents for BCC adoption.

V.

Interpretation and Implementation
Any questions concerning the intent or application of this procedure should be addressed
to the County Administrator, who is responsible for the interpretation and implementation
of this procedure.
Authorized: _____________________
County Administrator

_____________________
Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
5/17/04

WD apm/Ch1Sec2b/T

3 of 3

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 1
Section 4
Issue
4

4/1/98
Date

SUBJECT: SPACE ALLOCATION AND MODIFICATION PROCEDURE
I.

Purpose
This Administrative Procedure is established to provide a uniform and consistent handling
of requests by departments for facilities needs, including but not limited to additional
space, relocation, remodeling, and construction in County-owned facilities.

II.

Scope
This procedure is applicable to all departments occupying County-owned facilities.
Departments wishing an exception to the application of this procedure shall submit a
written proposal to the County Administrator, supporting the justification. Exceptions will
take effect upon written approval of the County Administrator.

III.

Amendments
This procedure may be amended by the County Administrator.

IV.

Definition of Terms
Facilities Request for Service Form - hereinafter "Form," the standard form on which all
requests with regard to space allocation, modification, repair and other related services
must be submitted (see attached sample).
Facility - any County-owned physical structure.

V.

Procedure
To ensure that each request for service with regard to space allocation and modification of
County facilities for which costs will exceed $500.00 is processed in a timely and uniform
manner, the following procedure should be adhered to:
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A.

Departments shall submit to the Facilities Division a Facilities Request for Service
Form (see attached example), completing the top portion of the form with specific
information regarding the nature of the requested service, including funding detail
where appropriate. The form shall be signed by the requesting authority and the
department director. Copies of the form can be obtained from the Facilities Division
in Management Services.

B.

Upon receipt of the request, the Facilities Manager will determine if the project is
appropriate and amenable for assignment to in-house maintenance staff. Only no or
low cost changes that do not require design services will be considered for in-house
assignment. (Normal maintenance or repair work does not require special approval.
In such cases, the applicable feasibility assessment portion of the form will be
completed by facilities staff, including material and labor estimates and an estimate
of project cost. The form bearing the conditional approval or denial of the Facilities
Manager will then be forwarded to the Director of Management Services, who will
authorize the project to proceed or recommend denial. An adverse decision by the
Director of Management Services can be appealed to the County Administrator, who
retains final authority on project disposition.

C.

If a project is not suitable for assignment to in-house staff, the Facilities Manager
shall so note with the reason for conditional approval or denial on the appropriate
section of the form and forward it to the County Administrator. The County
Administrator shall review the requests with regard to fiscal resources, available
space, established County standards of space allocation and consistency with County
space allocation plans. If approval is given to proceed, the form will be returned to
the Director of Management Services, who will coordinate project follow-through
with the Facilities Manager and the County's consulting architects or planners.

D.

It should be noted that no request for services will be approved by the County
Administrator unless budgetary authorization and resources are available in the
requesting department's current fiscal year budget. Consideration for unfunded urgent
needs should be addressed to the County Administrator. Projects for which funds are
not available should be submitted for consideration during the following year's budget
development cycle.

E.

If necessary criteria and approvals have been met, architects or planners will conduct
a needs assessment with the requesting department, consistent with its preliminary
cost parameter. Following design development of the approved project concept,
consulting architects or planners will prepare all drawings and specifications needed
to complete the project. Final cost estimates shall be shared with the requesting
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department and the County Administrator, who retains final responsibility for the
decision to proceed toward project completion.
F.

VI.

Approved projects will be let to contractors according to regulations in Lane Manual
Chapter 21 and Administrative Procedures Manual Chapter 2, Sections 1, 2 and 3.
The consulting architect, in conjunction with the Facilities Manager, will provide
ongoing project supervision during construction leading to final project acceptance
by the County.

Interpretation and Implementation
Any questions relative to the intent or application of these procedures should be directed
to the Director of Management Services, who shall have the responsibility for interpreting
and implementing this procedure.

Authorized:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
4/1/98
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SUBJECT: SAFETY PROGRAM
I.

Purpose
In accordance with the provisions of the Oregon Health and Safety Code and Lane Manual
Chapter 2.430, Safety Program, sets forth the procedures that are to be followed by all County
personnel in achieving a safe and healthy working environment.

II.

Policy
It is the policy of Lane County:

III.

A.

To preserve and protect the health and safety of employees and the public and reduce
losses arising from occupational injuries and disease.

B.

To ensure that the employer and employees comply with all applicable codes and
administrative orders, County policy and procedures and departmental rules which
pertain to health and safety.

C.

To encourage a joint voluntary effort to achieve safety standards.

Scope
This procedure will apply to all Lane County employees and includes elected officials,
volunteers, agents and those stipend individuals who work in a Lane County facility or for
Lane County away from a County facility.

IV.

Amendments
This procedure may be amended by the County Administrator.

V.

Responsibilities
A.

Lane County: Lane County recognizes the need for the development of safe working
practices for every job.

WP ap/Ch1Sec5.00020/T

1 of 6

Chapter 1
Section 5

VI.

B.

Departmental Responsibility: Each department shall prepare appropriate safety plan and
applicable safety rules by means of which safe working practices will be brought to the
attention of every employee.

C.

Supervisory Responsibility: The administration of the safety program is an essential
part of each supervisor's job.

D.

Employee Responsibility: All employees are required as a condition of their
employment to follow all established safety practices. It is their further obligation to
report all suspected unsafe working conditions to their supervisor for their action or
referral to the County's Risk Manager.

Procedures
A.

General:
1.

Safety Standards. The Oregon Health and Safety Code, supplemented by the
Administrative Orders which pertains to this subject, will be the safety standard for
Lane County. Any state or city Fire code, applicable Fire and Life Safety code,
County policy, department policy, department plan or rules will be considered as
a standard, if it is in the interest of safety.

2. Oregon Occupational Safety Health Administration (OR-OSHA) Inspections: All
County staff shall be responsible for advising the immediate supervisor if a
Compliance Officer from OR-OSHA appears and expresses the intention of making
an inspection. Unless otherwise addressed in a labor contract, the supervisor will
accompany the inspector and forward a written summary of the concerns raised
during the inspection and copies of all documentation to the Risk Manager as soon
as possible. If specifically addressed in labor contracts, it may be necessary to have
a union representative accompany the OR-OSHA officer also.
B.

County Responsibility: The responsibility for coordinating the County's Safety Program
lies with the County's Risk Manager who shall:
1.

Ensure a safe working environment by making periodic safety inspections and
responding to safety recommendations as provided for by this Procedure.
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C.

2.

Establish a County Safety Committee consisting of representatives from all
departments and bargaining units.

3.

Ensure that all discovered or reported safety hazards are investigated and corrected
as necessary.

4.

Arrange for safety inspections by consultants, hygienists and other health and safety
technicians as required.

5.

Assist departments in the development of appropriate safety plans and establishing
safety committees as required.

6.

Assist departments in the education and training of employees and furnish technical
assistance to best achieve a safe working environment.

7.

Represent the County in safety-related matters which include appearing for
hearings on citations issued by OR-OSHA.

Departmental Responsibility: Although detailed practices are dependent on the unique
safety requirements of individual departments, the general pattern of the program is as
follows:
1.

Safety Information: Through the established lines of departmental organization,
safety information shall be periodically given to each employee. Department
managers shall arrange to regularly discuss safety issues with appropriate
supervisors. The supervisors shall transmit safety information to their employees
either through group meetings or by discussion with individual employees. Written
safety rules shall be formulated for safe working practices concerning departmental
operations. These rules must be kept up-to-date and must be thoroughly explained
to every employee.

2.

Safety Recommendations:
Recommendations will be on the Safety
Recommendation Form (See Attachment 1). Employees will forward the form to
their supervisors for referral to department heads and the Risk Manager for
investigation and follow-up.

3.

Hazardous Working Conditions: All such conditions reported shall be studied and
corrected as soon as practicable, either through the elimination of the condition,
equipment modification or by proper job instruction.

WP ap/Ch1Sec5.00020/T

3 of 6

Chapter 1
Section 5
4.

Departmental Safety Committees: Because of the potential for high risk safety
exposures, the departments of Youth Services, Public Works and Public Safety,
shall establish safety committees. These departmental safety committees shall be
in addition to representation on the County Safety Committee.
Other department heads or their designee may establish a departmental safety
committee in addition to their representation on the County Safety Committee to
address safety issues unique to the department's operations.

5.

D.

Departmental Safety Organization: The department head or other designee is
responsible for the coordination of the safety program within their department.

Supervisory Responsibility:
1.

Safety Supervision: The success of the safety program depends upon the efforts of
first-line supervisors. Each such supervisor has the responsibility to prevent
accidents through continuous surveys of work areas, administering departmental
safety rules and developing safe working habits in all employees under their
direction. The supervisor's performance in this area will be evaluated annually as
a factor of their Performance Appraisal, from the perspective of both their personal
work performance and their supervisory responsibility to promote safe work
performance by their staff.

2.

Safety Education of Employees: The supervisor shall be sure that all employees
are acquainted with existing safety rules and that these rules are enforced.

3.

a.

Problems relating to safety on the job shall be discussed by supervisors either
in group meetings or individually.

b.

Supervisors shall encourage employees to submit safety recommendations
and shall see that replies are made promptly.

Immediately following any injury, the employee's supervisor will thoroughly
investigate all circumstances leading up to the occurrence to determine the basic
cause. Copies of the investigation report will be reviewed by the Risk Manager
and, if occurring within the Department of Public Works, the Safety Coordinator,
to assist in developing procedures, training or
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equipment modification in order to prevent similar injuries from recurring.
E.

Employee Responsibility:
1.

All employees shall be expected to follow all safety practices which are established
for the protection of themselves, co-workers and the public.

2.

The County expects that each employee will accept safety as a personal matter and
cooperate in the safety program by developing safe working habits and by reporting
any hazardous working condition. The employee's performance in this area will be
evaluated annually as a factor of their Performance Appraisal.

3.

As dictated by Oregon law, all employees and passengers must secure themselves
in the seat restraint devices before operating any vehicle. It shall be the driver's
responsibility to inform all passengers of this policy. The term "employee"
includes elected officials, appointed officials, agents and volunteers of Lane County
government.

4.

Unless otherwise provided through written authorization by the County
Administrator, all County vehicles will be operated with their headlights on during
daylight as well as evening hours. Research has demonstrated that multiple vehicle
accidents may be prevented by this practice. Employees are also encouraged to
follow this practice while using their personal vehicles within the scope of
employment.

5.

Safety recommendations should be made to supervisors on a Safety
Recommendation Report Form. For an example of this form, see Attachment 1.
If a satisfactory response is not received from the supervisor within five working
days, the safety suggestion should be resubmitted to the Risk Manager. The Risk
Manager will review and evaluate the recommendation and provide written
feedback to the employee within 30 days. All safety recommendations and
responses will be reviewed by the County Safety Committee.

VII. Compliance
Compliance with this procedure is mandatory as it affects the safety of the public in general
as well as fellow workers. Failure to comply may result in progressive discipline up to and
including discharge.
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VIII. Implementation and Interpretation
Any question relative to the intent or application of this procedure shall be directed to the Risk
Manager.

Authorized:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
8/5/91
____________.
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Attachment 1

Immediate Action Required
Yes [ ]
No [ ]
SAFETY RECOMM ENDATION REPORT
A.

EMPLOYEE'S PORTION

1.
2.

NAME OF EMPLOYEE: ________________________
DEPARTMENT: ______________________________

5.

TYPE OF SAFETY ISSUE:
a.
Procedural
b.
Structural
c.
Mac hine/Equipment

6.

7.

8.

[ ]
[ ]
[ ]

d.
e.
f.

3.
4.

To ols
Environmental
Other

DATE: ________________________
TELEPHONE: ___________________

[ ]
[ ]
[ ]

LO CATION : __________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
EX PLAN AT ION OF CO NC ER N: __________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

9.

SU GG ESTE D R EC OM MEN DA TION : _____________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
SUP ERV ISOR A DV ISED : YES [ ]
NO [ ]

B.

SUPERVISOR'S PORTION

1.

SU PE RV ISO R'S REM ARKS : _____________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

TO BE COMPLETED BY RISK MANAGEMENT:
RE SPON SE: _________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
ACTION TAKEN: ____________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
RISK MAN AGER ________________________________________
DATE ________________________
Risk Managem ent, White & Canary
Supervisor, Pink
Employee, Goldenrod
C70-139
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SUBJECT: SMOKING POLICY FOR COUNTY-OWNED AND LEASED BUILDINGS
I.

Purpose
The purpose of this procedure is to develop a policy that is consistent with ORS 433.835 to
433.875 (Oregon Indoor Clean Air Act), Eugene Municipal Code 6.225 to 6.235 (Smoking
Ordinance), and Lane Manual 2.430 (Safety Program), and in so doing, contribute to the
health and comfort of nonsmokers in County-owned and leased buildings.

II.

Scope
This procedure is applicable to all County departments. It is intended to provide a business
environment for County employees and the general public, that reduces their exposure to the
harmful effects of tobacco smoke. The procedure does not apply to those individuals or
agencies who lease County-owned space and conduct operations physically independent of
the County. In those instances where the lessee shares building space with County employees
and operations, they will be expected to observe this procedure as it relates to common areas,
e.g., restrooms, lobbies etc. This procedure does not apply to buildings under the control of
the Lane County Fair Board.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Policy and Procedure
A.

Statement
As an owner and administrator of public places as defined in ORS 433.835, the County
of Lane hereby prohibits the use of any lighted smoking instrument or device within a
County-owned or leased building.

B.

Procedure
In support of state and local regulations the County Policy on Smoking in County
Buildings shall be implemented as follows:
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V.

1.

All entrances to County buildings, open to and frequented by the public, shall have
signs that contain the words "NO SMOKING" or "SMOKING PROHIBITED
WITHIN THE BUILDING." The letters on the signs shall be no less than one (1)
inch in height, as referenced by OAR 333-15-0-40(6).

2.

All restrooms, waiting rooms, lobbies, dining areas, and spaces commonly
occupied by both smokers and nonsmokers shall be posted with "No Smoking"
signs. All signs will be lettered as described in item #1.

3.

Smoking will be prohibited in all County vehicles. Exceptions to the prohibition
include vehicles that are permanently assigned to a smoker, and "heavy
equipment," such as dump and solid waste transfer trucks. Smokers in those
vehicles shall refrain from smoking when a nonsmoker is present.

4.

Buildings where the nature of operations impose a total or partial restriction on the
movement of occupants, such as the County Jail, would only be subject to the Lane
County Policy on Smoking for those portions of the building that are unrestricted.
This does not preclude the use of internal rules to control the smoking of inmates,
detainees, patients, etc.

Implementation and Compliance
Managers and supervisors throughout the lines of authority shall be responsible for
implementing and enforcing this policy. Members of the general public who knowingly and
willingly violate the Lane County Policy on Smoking, may be prosecuted as specified in ORS
433.855 and 433.990. County employees who knowingly and willingly violate the Lane
County Policy on Smoking will be subject to normal disciplinary measures as specified in the
APM, Chapter 3, Section 52.

VI.

Interpretation and Clarification
Any question concerning the intent and/or application of this procedure should be directed to
the Office of the County Administrator.

Authorized:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
2/5/90
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SUBJECT: REPORTING AND OBTAINING REPLACEMENT FOR STOLEN COUNTY
PROPERTY
I.

Purpose
The purpose of this procedure is to establish a standard process for reporting the theft of
County-owned property and to establish the method of replacing that property.

II.

Scope
This procedure is applicable to all County departments at all locations including the Lane
County Fairboard and the County-owned property in the Lane County Housing Authority and
Community Service Agency's offices. This includes property purchased with federal, state,
or local grant funds and maintained by the County.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definitions
CAPITAL OUTLAY ITEMS - items which cost more than $300.00 or have a useful life of
one or more years such as machinery, furniture, or equipment.
COUNTY-OWNED PROPERTY - That property or equipment owned by Lane County
whether listed on the asset inventory or not. This does not include personally-owned items
even though used on the job at the County. That property is defined and covered in Chapter
3, Section 33 of the Administrative Procedures Manual, "Reimbursement for Repair or
Replacement of Destroyed or Damaged Personal Property."
LOSS - All property stolen at the same time, at the same building complex or location.
Inventory loss not directly attributable to a theft is not considered stolen property for the
purposes of this procedure.
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V.

Procedure
A.

Reporting Stolen Property
1.

2.

Any department discovering the theft of County-owned property will immediately
report such theft to the Sheriff's Office and/or municipal police and to the Risk
Manager. Property must be stolen. Inventory loss is not considered stolen unless
theft can be proven.
a.

To report the theft to the Sheriff's Office, telephone the
Communications/Records Section. A deputy will complete the Lane County
Sheriff's Office Crime Report. The department should request a copy of the
crime report.

b.

To report the theft to the Risk Manager, complete the Lane County Stolen
Property Report (see Attachment I for an example). Blank forms may be
obtained from the Risk Manager. Attach a copy of the Lane County Sheriff's
Office Crime Report to the Lane County Stolen Property Report.

Stolen property that is listed on the fixed asset inventory must also be removed
from the department's fixed asset account. The department reporting the theft shall
complete a Lane County Fixed Asset Data Entry Sheet for the stolen equipment
(see Attachment II for an example) and send it to the Audit Section of Finance.
Blank Fixed Asset Data Entry Sheet forms can be obtained from the Audit Section
of Finance.

B.

The Risk Manager will file any applicable claims for the stolen property with the
appropriate insurance company.

C.

Any reimbursement for stolen property will be deposited in the General Expense
Revenue Account or the fund that originally purchased the material, whichever is
appropriate.

D.

Replacing Stolen Property
If the department determines that the stolen property needs to be replaced, they will
check with Lane County Purchasing staff to see if it can be replaced out of County
surplus property. If the stolen property cannot be replaced out of surplus property and
is a capital outlay item, the department may request replacement funds from the Director
of Finance and Management Services by completing the "Replacement of Stolen
Equipment/Property Section" of the Lane County Stolen Property Report.
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VI.

Interpretation and Implementation
Any questions relative to the intent or application of these procedures should be directed to
the Risk Manager who shall have the authority for interpreting and implementing this
procedure.

Authorized:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
3/3/86
____________.

WP ap/Ch1Sec7.00021/T

3 of 3

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 1
Section 10
Issue
6

5/11/04
Date

SUBJECT: ADVISORY COMMITTEES
I.

Purpose
The purpose of this administrative procedure is to establish a standard method for
maintaining and providing County staff support to advisory committees.

II.

Scope
This procedure is applicable to all County departments as well as the Lane County Fair
Board and the Lane County Housing Authority and Community Services Agency.
Where any action, subsection, sentence, clause, or phrase of these procedures is found
inconsistent with either properly negotiated and ratified working agreements concluded
through collective bargaining between Lane County and duly certified representatives,
or with any state or federal law, or administrative rule, the terms of such agreements,
laws, or rules shall prevail. Exceptions to this procedure shall only be allowed when
written documentation of an overriding agreement, law, or rule is provided to the
implementing department.

III.

Amendment
The County Administrator may amend this procedure as required.

IV.

Procedures
A.

County Staff Support
Specific direction from the Board of Commissioners and advisory committee
bylaws shall define the role of the department staff liaison in support of an
advisory committee.
1.

The department staff liaison assigned to a committee will provide all support
services inclusive in this administrative procedure. These include, but are
not limited to, the following:

WD apm/Ch1Sec10/T

Chapter 1
Section 10

2.

WP ap/Ch1Sec10/T

a.

May participate in committee deliberations.

b.

Staff may serve as chair for a new committee until it is sufficiently
organized to elect officers.

c.

Submits letters of resignation to the County Administrator's Office. In
the absence of a letter, will include the reason for resignation in a
memorandum along with a written request to advertise for that vacant
position.

d.

Notifies present committee members and the County Administrator's
Office at least two months prior to the expiration of members' terms.

e.

Prepares on behalf of the Board of County Commissioners letters of
appreciation for participation and service to those committee members
who have resigned or whose terms have expired.

f.

Picks up the original applications for membership the day following
deadline for applications to be submitted to the County Administrator's
Office.

g.

Prepares advisory committee agenda packets for the consideration of
the Board of County Commissioners, in accordance with
Administrative Procedures Manual, Chapter 1, Section 2.

h.

Prepares orientation packets for new members.

i.

If a committee meeting is rescheduled or changed, is responsible for
notifying the Document Resource Center by 12:00 noon on
Wednesday, a week prior to the meeting date.

j.

Sends agenda and minutes of committee meetings to the County
Administrator's Office and/or to the Commissioner representative.

k.

Prepares and submits any changes in bylaws to the Board of County
Commissioners with a copy to the County Administrator's Office.

l.

Coordinates the development of the annual report and yearly work
plan and submits to the Board of County Commissioners by February
1 of each year.

Department directors shall be responsible for advising the Board of
Commissioners of an action or proposed action of a committee that is
inconsistent with County policy, procedures, or authorized budgetary
resources.
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This policy applies to all advisory committees unless specifically exempted
by the Board of Commissioners.
B.

C.

Vacancies
1.

Vacancy Due to Resignation: A letter of resignation signed by the resigning
committee member must be submitted to the County Administrator's Office
by the department staff liaison before advertising a vacancy on any advisory
committee. In the absence of such letter, the department staff liaison will
include the reason for resignation in a memorandum to the County
Administrator's Office along with the request to advertise the vacant
position.

2.

Vacancy Due to Expiration of Term: A person presently serving on a
committee who wishes to be considered for another term on the advisory
committee must complete and submit a new application. It will be the
responsibility of the department staff liaison to notify present committee
members and the County Administrator's Office at least two months prior to
the expiration of terms.

3.

Vacancy Due to Failure to Comply with Bylaws: When bylaws state that a
voting member absent from three consecutive meetings, unexcused, shall be
removed, the following materials are required:
a.

A memorandum to the County Administrator's Office from the
department staff liaison documenting the missed meeting dates or, a
copy of the attendance record (See Attachments 7 and 8);

b.

Documentation of attempts to contact the individual;

c.

A copy of a letter that will be sent to individual notifying him or her of
present status; and

d.

A request to the County Administrator's Office to advertise for the
vacant position.

Letter of Appreciation
Letters of appreciation for participation and service to resigning committee
members and members whose terms are expiring, shall be drafted on behalf of the
Board of Commissioners by the department staff liaison for signature by the
Chairperson of the Board of Commissioners. (See Attachment 1 for an example.)
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D.

Application Process for Committee Vacancies
1.

Following written notification to the County Administrator's Office by the
department staff liaison of a vacancy on an advisory committee, a news
release is prepared by the Document Resource Center and sent to the media.
The news release provides the following information:
a.

The name of the advisory committee, membership, committee charge,
number of vacancies on the committee, and any special needs or
qualifications of applicants;

b.

Closing date for submitting applications; and

c.

Where and how to obtain an application.

2.

Vacancies shall be advertised for 30 days.

3.

News releases are sent to the following: libraries, chambers of commerce,
and news media.
DEADLINE: All completed applications must be submitted to the County
Administrator's Office by 5:00 p.m. on the closing date indicated in the news
release to be considered for appointment.

E.

Appointment Process for Committee Vacancies
When the time period for acceptance of applications has expired:
1.

The County Administrator's Office will make one copy of each application
(see the attached sample of Application for Lane County Citizen Advisory
Committees, Attachment 2) for its files.

2.

Original applications (new and those received over the past 12 months) will
be picked up by the department staff liaison to present to the advisory
committee for its review and subsequent recommendation.

3.

The committee's recommendations will then be returned by the department
staff liaison to the Board of Commissioners' Office to be placed on the Board
Agenda in accordance with Administrative Procedure Chapter 1, Section 2,
Process for Submitting Agenda Items for Consideration at Board of
Commissioners' Meetings. The recommendation shall contain the following
information:
a.
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One completed Citizen Advisory Committee Appointments memo (see
the attached sample, Attachment 3), with an up-to-date list of
committee members (name and term) attached.
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b.

A copy of each completed Application for Citizen Advisory
Committees with attachments. Do not attach the second page (page 2
of 2). If additional material or resumes are attached, addresses and
phone numbers must be blacked out.

c.

Completed Agenda Checklist, with reference to any qualifications for
membership (i.e., citing local, state, or federal requirements).

d.

NOTIFICATION OF APPOINTMENT OR NONAPPOINTMENT.
Notification of appointment or non-appointment letters must be
submitted after action taken by the Board. (See Attachments 4 and 5
for examples.)

e.

Board Order and notification letters will be processed by the
responsible department and submitted to the County Administration
Office for signatures. (See Attachment 6 for example.)

4.

The department staff liaison should attend the Board of Commissioners'
meeting on the scheduled agenda date to make the presentation of advisory
committee recommendations.

5.

Only those citizens who have formally applied for membership within the
proper time frame and have the proper qualifications as specified by the
Board of Commissioners in Lane Manual Chapter 3 may be considered for
appointment to an advisory committee.

6.

A packet of information shall be prepared by the department staff liaison for
distribution to the new advisory committee appointees. This packet shall
contain: notification of appointment letter, advisory committee policy and
informational materials, copy of committee charge, and any other pertinent
County information.

7.

The department staff liaison is responsible for providing new appointees with
copies of bylaws and minutes of past committee meetings.

8.

County employees should not ordinarily be deemed eligible as citizen
representatives on advisory committees. REFER TO LANE MANUAL,
CHAPTER 3.
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F.

Meeting Notice Procedure and News Releases
1.

Notice: The Public Meetings Law requires that public notice be given of the
time and place of meetings. The notice must be reasonably calculated to give
actual notice to interested persons and members of a governing body.
Notice of all advisory committee meetings must be published two weeks
prior to the meeting date, unless provided otherwise by state law, Lane Code,
or Lane Manual. It is the responsibility of the department staff liaison to
ensure compliance with this procedure.
The County Administrator's Office has records of regularly scheduled
advisory committee meetings; therefore, if the meeting is rescheduled or
changed, it is the responsibility of the department staff liaison to notify the
County Administrator's Office and to contact media representatives in the
event of late changes.

2.

Agenda: If there is an established agenda, it should be included with the
Meetings Notice; otherwise, notice of the subject matter is sufficient.
The department staff liaison is responsible for sending a copy of the advisory
committee agenda to the County Administrator's Office two weeks prior to
the meeting date. A copy of the agenda will be forwarded to the
Commissioner liaison.

3.

Minutes. The Public Meetings Law requires written minutes of all public
meetings, including executive sessions. Regular meeting minutes shall
include:
members present, motions, proposals, resolutions, orders,
ordinances and measures proposed and their disposition, result of all votes
and the vote of each member by name (except for public bodies consisting of
more than 25 members unless requested by a member of that body), the
substance of discussion on any issue which concludes with a committee
action, and the subject matter of any other discussion. Instead of written
minutes, a record of any executive session may be kept in the form of an
audio tape recording, which need not be transcribed unless otherwise
provided by law. Material the disclosure of which is inconsistent with the
purpose for which a meeting under ORS 192.660 is authorized to be held
may be excluded from disclosure. However, excluded materials are
authorized to be examined privately by a court in any legal action, and the
court shall determine their admissibility.
Minutes of the advisory committee meetings shall be sent to the County
Administrator's Office by the department staff liaison; a copy will be
forwarded to the Board of Commissioners by the County Administrator's
Office. It is the department staff liaison's responsibility to highlight matters
in the minutes to indicate special notice to the Board of Commissioners.
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4.

Emergency Meetings Notice Procedure: An emergency is defined as a
sudden unexpected happening, an unforeseen occurrence or condition,
specifically, perplexing contingency or complication of circumstances; a
sudden or unexpected occasion for action; exigency, pressing necessity-defined by Legal Counsel.
Media must be given at least 24-hour notice by e-mail or telephone and the
County Administrator's Office must be contacted regarding the emergency
meetings.

G.

H.

Bylaws Procedure
1.

The department staff liaison is responsible for submitting any recommended
changes to existing bylaws or new bylaws with an accompanying Board
Order to be submitted to the Board of Commissioners for approval. (See
Attachments 9, 10 and 11.)

2.

After Board approval, the department staff liaison is responsible for
submitting a copy of approved bylaws (with an accompanying Board Order)
to the County Administrator's Office.

Annual Work Plan
By February 1 each year, each advisory committee shall provide the Board of
Commissioners and the County Administrator's Office with an annual report
detailing the committee's accomplishments over the past year and the proposed
work plan for the coming year. It is the responsibility of the department staff
liaison to coordinate the development of the annual report with the committee and
forward that report to the County Administrator's Office for scheduling on the
Board of Commissioners' Agenda.

I.

Forming New Committees
1.

The Board of Commissioners may create new committees based on its own
initiative or on recommendations from staff, citizens, or other sources.

2.

The Board of Commissioners assigns the committee a specific charge by
Board Order, which is included in Lane Manual Chapter 3. The Board of
Commissioners will also establish the qualifications for membership, terms
of office, and number of consecutive terms, to be included in the committee
bylaws. (See Attachments 9 and 10 for sample of bylaws.) The committee is
responsible for preparing bylaws with an attached Board Order to be
submitted to the Board of Commissioners for review and approval, unless (a)
provided otherwise by Lane Manual.
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V.

Implementation
Any questions relative to the intent or application of this procedure shall be directed to
the County Administrator's Office, who is responsible for the interpretation and
implementation of this procedure.

Approved: ________________________
County Administrator

__________________________
Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
5/14/04
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Dear
We would like to extend our sincere thanks and appreciation to you for your participation on the
_________________ Advisory Committee. Your contributions of time and support to the
committee have been invaluable over the years and your presence will be missed. We hope that
your experience and continued interest will complement our efforts as you speak with your
friends about the accomplishments of Lane County to improve services for our citizens.
If you have an opportunity to drop by and attend one of the meetings of the Advisory Committee
in the future, you would be welcome. Again, the Board of Commissioners extends its thanks to
you for your service to our community.
Sincerely,

Chair, Lane County Board of Commissioners

WP ap/Ch1Sec10/T
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APPLICATION
APPLICANT'S NAME AND CITY:

Attachment 2
DATE:

NAME OF ADVISORY COMMITTEE:

PLEASE CHECK ONE:
New Applicant
Application for
1. Give a brief description of the experience or training that qualifies you for membership on this advisory
committee (If you wish, you may attach a resume or other pertinent material.)
2. Why do you want to become a member of this committee, and what specific contributions do you hope to
make?
3. List the community concerns related to this committee that you would like to see addressed if you are
appointed.

4. Briefly describe your present or past involvement in relevant community groups. (Having no previous
involvement will not disqualify you for appointment.)
5. Lane County is committed to reflecting diverse cultures on its boards/committees and does not discriminate
against any person on the basis of gender, race, color, national origin, religion, disability, or age in
employment or in admission, treatment, or participation in its programs, services, and activities.
6. Are you currently serving on any Advisory Boards or Committees? If so, which ones?
7. Are you employed by, have any business, contractual arrangements or family connections with programs
having contractual agreements with the County or that might be within the purview of the committee on
which you are seeking appointment? (If there is a change in your circumstances, please advise the staff for
the committee within 30 days.)
No
Yes Specify:
8. How did you learn about this vacancy?

Newspaper

Word of mouth

Other:

9. In which County Commissioner District do you reside? please check one:
Unsure
West Lane County Springfield
South Eugene
North Eugene

East Lane County

*The Board of Commissioners has adopted the following policy on reappointments:
a. Members of County advisory groups will serve a maximum of two consecutive terms
when term lengths are three or more years in length.
b. The deadline for incumbent applications will be the same as the deadline for new
applications.
* Unless waived by the Board.
WD apm/Ch1Sec10/T
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APPLICATION
Please Print

Name: ______________________________
_______________________________________
(Last)
(First)
Address: ____________________________ ___________________________ _________
(Street)
(City)
(Zip)
Home Phone: ________________________ How Long Have You Lived in Lane County?
__Months

__ Years

Occupation: _____________________________
__________________________________

Place of Employment:

Business Address: ________________________

Business Phone: _______________

E-Mail Address: __________________________

Fax: _____________________

NOTE: Information in this box consisting of home addresses and phone numbers may be exempt from disclosure per ORS 192.502(3).

OPTIONAL INFORMATION
Lane County is required under state and federal guidelines to identify applicants by ethnicity, race, gender and age. Supplying this
information will also assist Lane County in evaluating its Diversity Implementation Plan to achieve more diversity on its advisory
committees. Providing this information will not adversely affect your opportunity to serve on this committee or board and this
information is processed separately from the application. Completion of this section is entirely voluntary and remains confidential.

Male
African American
Hispanic/Chicano/Latino

Female
European American
Other:

Asian American
Native American
Disability: *Type:

*This information is used to ensure there is reasonable accommodation and representation on advisory boards.

Is your age over 40?

Yes

No

Lane County does not discriminate against any person on the basis of race, color, national origin, gender,
disability, or age in employment or in admission, treatment, or participation in its programs, services, and
activities.

Signature of Applicant _________________________________________ Date:
Except as noted above, all information provided as part of this application is a public record subject to disclosure.

Please Return to: Lane County Administration
Public Service Building
125 East 8th Avenue
Eugene, OR 97401
NOTE: If you are not selected at this time, your application will be kept on file for 12 months from
the date it was received and will be reconsidered as vacancies occur.
WP ap/Ch1Sec10/T
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CITIZEN ADVISORY COMMITTEE APPOINTMENTS
Date ____________
A.

MOTION: IN THE MATTER OF APPOINTING MEMBER(S) TO THE
______________________________ COMMITTEE/BOARD/COMMISSION
name of Advisory Committee

VACANCIES __________________
B.

_______________________________ has reviewed attached applications.
name of Committee

C.

RECOMMENDATIONS

TERM EXPIRATION

_______________________________________

___________________

_______________________________________

___________________

_______________________________________

___________________

_______________________________________

___________________

TOTAL MEMBERSHIP _____ NO. OF APPLICATIONS SUBMITTED _____
ADVERTISING PERIOD_________ TO _________
MANDATED COMMITTEE ______YES

TERMS: _____YEAR(s)

______NO

STAFF LIAISON: _______________________________ PHONE: _________
name

dept./div.

COMMITTEE CHARGE:

D.

BACKGROUND/ANALYSIS:

NOTE: A list of the present membership of your committee MUST be attached as part of theagenda packet.
Copies of applications are on file in the County Administrator's Office.
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Attachment 4

Dear
Congratulations on your appointment to the ___________________ Advisory Committee/Board.
It is my judgment that Lane County is most fortunate to have a person with your knowledge,
interest and willingness to serve on this committee/board.
I look forward to your participation, and speaking on behalf of County Government, I hope that
your association will be mutually beneficial and rewarding.
Best wishes to you as you assume your new responsibilities on the _______________________
Advisory/Board.

Chair
Lane County Board of Commissioners
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Attachment 5

Dear
I would like to acknowledge and thank you for taking the time to apply for the vacant
__________________ position on the _____________________ Advisory Committee/Board.
Making a final choice from among the many applicants for the position was quite difficult.
However, after careful consideration of qualifications, background and experience, we have
selected another applicant to fill this position.
We will continue to keep your application on file for a year from date of receipt, and if another
vacancy should occur during this time your application will be automatically submitted for
consideration.
Your interest in serving Lane County is greatly appreciated.
Sincerely,

Chair
Lane County Board of Commissioners
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Attachment 6
IN THE BOARD OF COUNTY COMMISSIONERS
OF LANE COUNTY, OREGON
)
)
)

ORDER No. 04-5-3-__

IN THE MATTER OF APPOINTING ________
MEMBERS TO THE ______________________
ADVISORY COMMITTEE

vacancy(ies) exist(s) on the
WHEREAS,
expiration of/resignation from the terms of
WHEREAS, the

Advisory Committee, due to the
; and

vacancy(ies) was (were) duly advertised and applications reviewed.

NOW THEREFORE IT IS HEREBY ORDERED THAT the following person(s) be
appointed to
position(s) on the
Advisory Committee to serve a -year term.
NAME

on

TERM (1st or 2nd)

IT IS FURTHER ORDERED that the term of the position(s) appointed hereunder begins
and expires on
.
Dated this

day of

, 2004.

Chair, Lane County Board of Commissioners
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Attachment 7
ATTENDANCE RECORD
____________________________________
(Name of Committee)
_____________
(Year)
JAN

FEB

MAR

APR

MAY

JUNE

JULY

AUG

SEPT

SMITH

X

X

X

EA

X

X

X

X

A

JONES

X

X

A

A

R

-

-

DOE

X

X

X

X

X

X

X

A

X

BROWN

X

EA

X

X

X

A

X

X

X

NM

A

X

MEMBER

WHITE

A = Absent
X = Present
EA = Excused Absence

WP ap/Ch1Sec10/T

R = Resigned

OCT

NOT

DEC

NM = New Member

Attachment 7

Attachment 8
ATTENDANCE RECORD
____________________________________
(Name of Committee)
_____________
(Year)
MEMBER

WP ap/Ch1Sec10/T

JAN

FEB

MAR

APR

MAY

JUNE

JULY

AUG

SEPT

OCT

NOT

DEC
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Attachment 9
SAMPLE BYLAWS FOR CITIZENS' ADVISORY COMMITTEES
[GENERAL INFORMATION: Consult Lane Manual, Chapter 3, in preparing your committee's
bylaws. The bylaws must conform to the applicable Manual provisions. Some committees have
federal or state mandates with which they must comply and which should be briefly summarized
in LM Chapter 3. If you know the federal or state citation, cite it in the bylaws as done in this
sample. If not, ask Legal Counsel when the bylaws are submitted for adoption or amendment.]
ARTICLE I. NAME. This Committee shall be known as the
Citizens' Advisory
Committee, hereinafter referred to as the Committee. [The name must be exactly as it appears in
LM Chapter 3.]
ARTICLE II. RESPONSIBILITIES AND OBJECTIVES. In accordance with LM 3.5
Committee has the following authorities and responsibilities:
[Repeat here the LM language.]

, the

In addition to the above-cited objectives, the Committee shall also have the following
responsibilities and objectives:
A.

[Outline here]

B.

[Outline here]

[This section should contain the "charge" to the Committee as set out in LM Chapter 3. If the
Committee has federal or state statutory duties, those duties should appear here, and reference
should be made to applicable state and federal law.]
ARTICLE III. MEMBERSHIP.
members, each of whom shall serve

-year terms as

A.

The Committee shall consist of
specified in LM 3.5
.

B.

The Committee shall consist of one representative each from the following groups:
, as mandated by LM 3.5 . [This provision applies only if the
Lane Manual or applicable statute contains requirements for composition of the group.]

ARTICLE IV. VACANCIES.
A.

Vacancies may occur because of death, illness, resignation or other reasons. When such a
situation occurs, the Committee shall notify the County Administrator's Office, which will
request that the Board of County Commissioners declare a vacancy and appoint a
replacement.

B.

A member who is absent without excuse from
consecutive meetings shall receive a
certified letter from the chairperson of the Committee that if the member fails to attend the
next meeting without excuse, the chairperson will request that the Board of County
Commissioners declare a vacancy and appoint a replacement.
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ARTICLE V. OFFICERS.
A.

B.

The officers of the Committee shall be elected to serve for
successors are elected and shall consist of the following:

years or until their

1.

Chairperson - who shall preside at all meetings of the Committee and
[specify
other special duties as desired. Examples: maintaining contacts with Department
Heads, conducting correspondence, presenting reports and recommendations to the
Board.]

2.

Vice-Chairperson - who shall act in the absence of the Chairperson.

3.

Secretary - who shall act in the absence of the Chairperson or Vice-Chairperson, and
shall maintain accurate minutes of topics discussed, motions and votes (by name).

An officer may be removed from office for misconduct or neglect of duty in office. [The
Committee should set out criteria for what is to be deemed misconduct and neglect of duty.
The Roberts' Rules procedure is to rescind the election and then elect a successor for the
remainder of the term.]

ARTICLE VI. MEETINGS AND VOTING.
A.

The Committee shall meet at least

as mandated by LM 3.5

.

B.

All meetings of the Committee shall be conducted in accordance with the Oregon Open
Meetings law, ORS 192.610-.690. The Committee is responsible for complying with the
requirements of the law, including advance public notice of the agenda and written minutes,
which shall be filed with the County Administration Office. [For guidance, consult the
Lane County Advisory Committees Information handbook.]

C.

Meetings of the Committee shall be conducted according to Roberts' Rules of Order, latest
revision, unless otherwise specified in these bylaws.

D.

Each member of the Committee shall be entitled to one vote on all issues at meetings at
which the member is present, except as provided in Article VII (Conflict of Interest), and no
proxy votes shall be allowed.

E.

of the Committee members shall constitute a quorum for the transaction of business at
any meeting of the Committee. [According to Roberts' Rules, there is no single number or
percentage of members that will be equally suitable as a quorum in all committees. The
quorum should be as large a number of members as can reasonably be depended on to be
present at any meeting.]

F.

The act of a majority of the total membership shall be the act of the Committee.

ARTICLE VII. CONFLICT OF INTEREST. In accordance with ORS Chapter 244, no
Advisory Committee member shall participate in a decision in which he or she has a private
WP ap/Ch1Sec10/T
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pecuniary interest. Affected members shall disqualify themselves from participation by written
notification to the Board of County Commissioners as mandated by ORS 244.210.
ARTICLE VIII. ROLE OF STAFF. [This should be in accordance with LM Chapter 3. Unless
the Board of County Commissioners approves expanded duties, the Committee cannot require
more of the staff support person.]
ARTICLE IX. AMENDMENTS TO BYLAWS. The Committee by two-thirds vote of members
present may recommend amendments to these bylaws. Amendments shall become effective only
upon approval of Legal Counsel and the Board of County Commissioners.
[GENERAL CAVEAT - LM Chapter 3 is subject to amendment by Board Order. Always double
check the Manual when preparing or amending bylaws.]
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 1
Section 15
Issue
5

2/2/12
Date

SUBJECT: APPEAL OF ADMINISTRATIVE PROCEDURES
I.

Purpose
To provide a formal appeals process for those who are adversely affected by a Lane
County administrative procedure in accordance with Lane Manual 2.095. Appeals of
personnel actions and discrimination complaints are covered under APM Chapter 3,
Section 60.
Related Procedures: APM 3-60.

II.

Scope
This appeals process applies to any approved administrative procedure except when there
is a specific exemption to this appeals process as part of a procedure. An appeal may be
dismissed or continued at any time in the process in the event that other administrative or
judicial relief is sought, alleging the same or similar facts.
Any person who is adversely affected by a Lane County administrative procedure, i.e., a
person who suffers an immediate and substantial monetary loss or a violation of their
employee rights as a result of an application of a procedure, may use this appeals process.
Where any section, subsection, sentence, clause, or phrase of this procedure is found
inconsistent with properly negotiated and ratified working agreements concluded through
collective bargaining between Lane County and duly certified or recognized
representatives, the terms of such agreements shall prevail. Departments wishing an
exception to the application of this procedure shall submit a written proposal to the
County Administrator, supporting the justification. Exceptions will take effect upon
written approval of the County Administrator.

III.

Amendment
The County Administrator may amend this procedure.

Ch1Sec15Issue5
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IV.

Procedure
A.

Appeal Procedure
The appeal shall commence with the completion and submission of an Appeal of
Administrative Procedure form (see Attachment I for an example). Blank forms
may be obtained from the Human Resources Department. All completed forms
will be addressed and submitted to the employee's supervisor who shall in turn
submit the appeal to the department director. The department director may provide
any relevant comments and then submit the appeal to the Human Resources
Department Director. In the case of an appeal from a person who is not a County
employee, submission of the appeal form shall be directly to the County
Administrator.
DEADLINE. All appeals must be submitted to an employee's supervisor within
seven (7) calendar days of the incident that the person is appealing. Persons other
than employees must submit their appeal to the County Administrator within seven
(7) calendar days of the incident. An incident shall be the date on which an
employee learns of the application of an administrative procedure which the
employee wishes to appeal. A department must submit an appeal to the Human
Resources Department Director within five (5) calendar days of receiving it from
an employee. These deadlines may be waived by mutual agreement of the Human
Resources Department Director and the appellant.

B.

Supporting Evidence
Any evidence that may support the person's appeal shall be submitted along with
the completed Appeal of Administrative Procedure form. This may include
memoranda, statements from witnesses, affidavits, etc.

C.

Decision Authority
Within seven (7) calendar days of receiving a completed appeal form, the Human
Resources Department Director shall make a written recommendation to the
County Administrator. No recommendation shall be made to the County
Administrator prior to consultation with all affected department directors. The
County Administrator shall have seven (7) calendar days upon receipt of the
recommendation to make a ruling on the appeal. That decision shall be in writing
stating the reasons for the decision and shall be delivered to the appellant.

D.

Judicial Review
If, after receiving the written decision of the County Administrator, the appellant
wishes to obtain judicial review of that decision, they may do so according to
Oregon Revised Statutes Chapter 34.

WD ap/Ch1Sec15/T
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E.

Exceptions to Deadline
By mutual agreement, any of the time requirements may be waived for this
procedure.

V.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to
the Human Resources Department Director who has the authority to interpret and
implement this procedure.

Authorized:

2/2/2012
Effective Date

County Administrator

WD ap/Ch1Sec15/T
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MANUAL
Chapter 1
Section 17
Issue
10

12/17/12
Date

SUBJECT: PUBLIC USE OF COUNTY FACILITIES
I.

Purpose
In accordance with Lane Manual Chapter 60, Public Use of County Facilities and
Services, and Lane Code Chapter 6, Offenses--Public Property, this procedure is
established to provide uniform and consistent policy concerning the use of County
buildings, including Harris Hall and Public Service Building conference and meeting
rooms, and Courthouse/Public Service Building Plazas, and including political
campaigning in County buildings and property.

II.

Scope
This procedure is applicable to all departments occupying County-owned, leased or
rented facilities, tenants, and users of County buildings, including Harris Hall and Public
Service Building conference and meeting rooms.

III.

Amendments
The County Administrator may amend this procedure at any time as required, either
temporarily or permanently. Temporarily amendments are exempt from the amendment
procedures of Chapter 1, Section 1, Issue 4 of this Administrative Procedures Manual and
made be made by order of the County Administrator or designee.

IV.

Procedure
A.

Admittance to County Buildings
1.

General. County buildings are normally closed to the public between the
hours of 5:30 p.m. and 7:00 a.m., and all day Saturday, Sunday and holidays.
County employees and building tenants working during hours when facilities
are regularly closed, must adhere to prevailing security provisions and make
every effort to prevent unauthorized after-hour access to County buildings.

2.

Use by Other than Regular Occupant. Non-official use of County facilities is
at the County's convenience and must not in any way interfere with the
operations of the County. Such use of the facility must not require care or
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service beyond that which is normal and routine for County operations. If a
facility is needed for official County activities, permission granted for nonofficial use may be revoked any time prior to 24 hours before such scheduled
use. Permission to use County facilities may be granted to the following:

3.

4.

a.

Other department or agencies of the County.

b.

Agencies of federal, state or other local governments.

c.

County employee organizations.

d.

Other non-profit organizations which either have headquarters or
branches in Lane County and whose meetings are open to the public.

e.

Individuals or organizations authorized to use County facilities by the
Board.

Rules
a.

The organization requesting permission to use County facilities must
designate a representative who will be responsible for the protection,
care and cleanliness of the used facility.

b.

Facilities must be left in good condition. (See B-6)

Administration
a.

If a building is normally occupied by a single department or agency,
the head of that department or agency will administer this section of
the Administrative Procedures Manual.

b.

If a building is normally occupied by more than one department or
agency, the County Administrator or designee will administer this
section of the Administrative Procedures Manual.

c.

The Director of Public Safety (Sheriff) and the Director of Health and
Human Services will establish rules for visiting hours in their
respective facilities, i.e., the County Jail and the John Serbu Youth
Campus.

d.

If continuing use has been authorized by the Board, the department
responsible under paragraph 4.a, 4.b, or 4.c will establish appropriate
rules to insure compliance with County policies, regulations and
standards, including agreement forms containing the necessary
indemnification/hold-harmless clauses and providing for the required
insurance certificates.
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B.

Harris Hall and Public Service Building Conference and Meeting Rooms. The goal
of this policy is to preserve and prioritize access to the meeting rooms, including
Harris Hall, for county related business, and secondarily, to provide nonexclusive
public, other government, and community organization access in certain
circumstances. The following general rules govern the use of these facilities:
1.

Lane County reserves the right to use these facilities at any time.

2.

Facilities are open for non-government use, subject to 3. through 6. below
for Monday through Friday from 11:30 a.m. — 1:30 p.m. and Monday
through Thursday from 5:00 p.m. — 10:30 p.m., excluding holidays.
Building closing time is strictly enforced.

3.

Meeting rooms are open for the use of the public, and community and nonprofit organizations that do not have other appropriate meeting facilities, and
whose meetings are open to the public and government agencies.
a.

“other appropriate meeting facilities” includes the non-government
sponsor or any of its members owning, leasing, or having access
through an affiliation to other meeting facilities that are used for a
substantially similar purpose, i.e., subject matter and availability to
community groups.

b.

“open to the public” means allowing all members of the public who
wish to attend.

4.

Meeting rooms are available on a first-come, first-serve basis. The use for
each non-government sponsor is limited to one time per month, for the total
of all meeting rooms covered by this policy. However, a request may be
made for additional use and decided by the County Administrator based on
weighing the following factors: (a) Competing demand by others; (b)
History of requests and whether use is comparatively equal, vis-a-vis others’
use; (c) Whether one type of speech would predominate over others, due to
repeated additional use, including but not limited to whether such a
predominate use may violate constitutional standards.

5.

The group or individual wishing to use a county meeting room must provide
a nonrefundable security deposit in the amount of $150 (Lane County and
City of Eugene staff exempt). The individual or the group's contact person
must also provide appropriate photo ID. The individual or the group's
contact person agrees to be responsible for any damage to the meeting room
relating to its use.
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C.

10.

Reservations for the use of these facilities or other questions concerning their
use should be directed to the Office of County Administration.

11.

Lane County does not provide a public address system for any group or
person, other than County or the City of Eugene staff, using Harris Hall or
any other room in a County building. Public address systems are available
for rent at several local rental businesses.

12.

No smoking is permitted in any County facility. No food or drink is
permitted on the main floor of Harris Hall. However, other meeting rooms
do allow food and drink. Please refer to the rules posted in each meeting
room.

Courthouse/Public Service Building Plaza. The following general rules govern the
use of the plaza areas outside the Courthouse:
1.

The actual free speech area is designated on the west plaza within the Wayne
Morse Terrace in an area from the podium area west of Harris Hall, an oval
area contained by the Wayne Morse statue on the south and the planter areas
to the west and north, and measuring 71’ x 73’. In order to ensure health,
safety and uninterrupted county operations, use of this designated area is
permitted only between 6:00 a.m. and 11:00 p.m. unless otherwise
authorized by the County Administrator in writing. Unauthorized use of the
free speech area may be punishable as trespass under Lane Code 6.025.

2.

The following conditions and restrictions apply to the use of the
Courthouse/PSB plazas:
a.

In order to protect property, ensure free and orderly flow of pedestrian
traffic, as well as uninterrupted building operations during normal
business hours, the following uses of the plazas, individually or
collectively, are prohibited: (1) Any use, including for speech
activities, that generates serious audio or visual distractions; (2) Any
use that unreasonably interferes with the normal ingress and egress
into or from the building; (3) The affixing of any signs to the building
or walls; and (4) Any use that violates any county or city ordinances
governing excessive noise.

b.

In order to protect the building and its occupants in case of an
emergency, any physical property used to assist the speaker(s) in
communicating a message must be able to be moved quickly and
easily.
Generally, this means that a speaker may set up a
literature/document distribution table, a chair, signs, written materials,
and property reasonably necessary to protect speech activity from
inclement weather. The county reserves the right to remove unattended
property. This physical property must be removed by 11:00 p.m., but
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may be replaced again at 6:00 a.m. Non-governmental vehicles and
open flames are not permitted at any time.
c.

In order to limit wear and tear on the building and plaza property, and
to protect and conserve the resources necessary for efficient county
operations, persons using the plazas, including for engaging in speech
activities, are not permitted to use the county’s water and electricity
utility services except as allowed in this subsection. Any speaker
desiring access to electricity for the purpose of communicating a
message must submit appropriate documentation requesting a
electricity permit to County Administration for approval. If the
request is granted, access is limited to each individual speaker, or
sponsoring group with more than one speaker, to three hours per day,
up to six hours per week, and up to two permits per month. Permits
are on a first-come, first-serve basis and may be obtained no more than
one month in advance. The county reserves the right to charge a
reasonable fee for such utility use.
Electrical permits will require a fee of $82 and a refundable deposit of
$200. Violation of rules, illegal activities, willful damage of County
property or equipment, or failure to remove trash and restore property
and equipment to their proper position will result in forfeiture of the
deposit and potential denial of future use privileges, at county
discretion.
Users must remain in compliance with the City of Eugene Noise
Ordinance.

3.

d.

In order to limit wear and tear on county property and to protect the
health, safety and welfare of the community and its individuals, the
following uses are prohibited: use of the plazas or other county
property outside the building for living accommodation activities,
including by those engaged in speech activities. Prohibited activities
include sleeping, making preparations to sleep, maintaining a sleeping
bag, bedroll, tent or other structure for sleeping, storing personal
belongings, bathing, doing laundry, and preparing meals. All other
county and city ordinances concerning camping, including Eugene
Code 4.815, apply to use of the plaza areas.

e.

Nothing contained in these administrative procedures supersedes any
other regulation, ordinance, or law that applies to use of the property.

Persons using the plazas are responsible for removing litter created as a
result of their use of the area, and failure to do so may be punishable as
unlawful littering under Lane Code 6.200 if it is necessary for the county to
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clean the area following its use. In addition, all property, signs and material
to be distributed must be removed upon departure.

V.

Interpretation and Clarification
A.

Any questions concerning the intent or application of this procedure should be
directed to the County Administrator or designee in the Office of County
Administration who is responsible for the interpretation and implementation of this
procedure.

Authorized:

12/17/12
Effective Date

County Administrator
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SUBJECT: COUNTY TELEPHONE SYSTEM
I.

Purpose
The purpose of this procedure is to provide for a uniform method of operation and use within
the County telephone system.

II.

Scope
This procedure applies to all County Departments.

III.

Procedure
A.

Approvals
Within the current structure, L-COG manages the telephone system and Lane County
maintains policy control and approval authority. Approval of changes as discussed in
III. C. is required both at the departmental and County Administration level.
Departments will appoint telephone contact persons who are authorized to request
telephone service and changes. The named telephone coordinator will call the "HELP"
line to initiate service or changes.

B.

Unused Equipment
Departments no longer requiring the use of specific telephones should request their
removal. The removal of unused telephones results in the following benefits to the
departments:

C.

1.

Station count and billing will be reduced appropriately.

2.

Cost of unused "financed" telephones will be allocated to all users.

Moves, Changes, and Equipment Cost
1.

Equipment Additions
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2.

a.

Phones coming from unused stock used to fill an order will be billed to the
new user at the financed cost of the equipment.

b.

If a department has an order for phones that cannot be taken from stock, the
station equipment required will need to be charged to an operating budget.
This will, however, reduce on-going costs for that department, as the cost of
the station equipment will not be billed after purchase. Because phones
generally fall below $300, no capital outlay problems are anticipated.

c.

With County Administration approval, phones may be traded between project
agencies, e.g., City of Eugene, 4-J School District, City of Corvallis, etc. as
needed.

Software Changes
If a change is software only, and involves no cabling or hardware work, L-COG
will provide this service without seeking further approval. These changes are paid
for out of the Phone Management budget, and not on a fee-for-service basis.

3.

Work Order Approval and Processing
Work orders that must be approved, for example, those requiring technician time
or additional equipment, will be originated by L-COG after consultations with the
department. These will be described, and an estimated cost applied and returned
for the appropriate approval.
After the department approval, County
Administration will review, and if approved, the work will be performed and billed
to the user department. Generally, time-frames for software moves and changes are
1 to 5 days, hardware changes 1 to 12 days, and line changes that involve telephone
company service 10 to 15 days.

4.

Unauthorized Changes
In order to preserve the integrity of the Warranties on the telephone equipment and
avoid costly service and/or repair work, telephones, data adapters, jacks, etc. must
not be moved, removed, altered, installed or otherwise modified, except by
authorized telephone personnel.
Problems or requests for service are to be directed to telephone coordinators for
referral to the L-COG telecommunications unit.
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IV.

Interpretation
Any questions relative to the intent or application of this procedure shall be directed to the
Office of the County Administrator.

Authorized:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
6/26/87
____________.
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SUBJECT: EMPLOYEE TRANSPORTATION AUTHORIZATION
I.

Purpose
The purpose of this procedure is to establish policies and processes that will control the
assignment and use of County-owned and leased vehicles for employees engaged in required
County business. In so doing, it will complement Lane Manual 2.605-2.640, Fleet Services.
Employee transportation policies and procedures, as they relate to conferences, seminars,
conventions and training programs are covered under Administrative Procedure 2-7,
Authorization and Reimbursement for Travel and Business Expenses.
Additionally, this regulation establishes the method for obtaining reimbursement rates for the
use of privately-owned vehicles or public transportation by County employees during the
performance of their official duties.

II.

Scope
This procedure is applicable to all County departments and shall be administered in
accordance with the authority delegated to the County Administrator in Lane Manual
2.605-2.640. Where any section, subsection sentence, clause or phrase of this procedure is
found to conflict with either properly negotiated and ratified collective bargaining unit
contracts or with any state or federal law or administrative rule, the terms of such contracts,
laws, or rules shall prevail. Exceptions to this procedure shall only be considered when
written documentation of an overriding contract, law or rule is provided to the County
Administrator.

III.

Amendment
The County Administrator may amend the content set forth in this procedure as required.
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IV.

Employee Transportation Policy
The general program set forth in this regulation will be administered in accordance with Lane
Manual 2.605-2.640 and the policies herein established. It is the responsibility of each
department director to enforce the provisions of this procedure as it relates to the employees
of their department.
When required by an employee's official duties and responsibilities, one of the following types
of transportation may be authorized subject to department budget limitations and in
accordance with the criteria set forth in Section V of this procedure:
A.

A County-owned or leased vehicle permanently assigned to the employee. Vehicles
permanently assigned to an individual must be authorized by the County Administrator.

B.

A County-owned vehicle checked out from either the Fleet Services dispatch pool or a
departmental car pool on an "as-required" basis. Occasional overnight use of such
vehicle requires prior approval by the department director.

C.

Privately-owned vehicles with reimbursement for associated expenses as specified in
Lane Manual 2.636-2.637.

D.

Public transportation, such as bus or taxi, on an "as-required" basis with reimbursement
for costs incurred by the employee.

E.

Rental or leasing of vehicles may be authorized based upon specialized and emergency
needs.

All prospective operators of Lane County vehicles must have a current State of Oregon
Driver's License with the proper class of license for the equipment operated. No employee
will be authorized to operate a vehicle for which he/she does not have the appropriate
classification of driver's license. To do so is a violation of state law. Employees will be
personally responsible for any fines or assessments levied for violation of licensing
regulations. Employee coverage under the self insurance program applies only when County
vehicles are used with permission, and in the course and scope of their duties. The use of
County vehicles for private benefit will subject the user to full personal liability in the event
of any type of accident. Employees who knowingly operate County vehicles without the
appropriate license due to a change in status will be subject to disciplinary action.
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VI.

2.

Any County employee whose job regularly requires travel between multiple job
sites but who does not qualify for the assignment of a County vehicle based on the
above-mentioned criteria will be authorized to use their personal vehicle for the
performance of official duties and will be reimbursed for each mile traveled on
County business at the mileage rate established in Lane Manual 2.637. However,
if average monthly mileage exceeds 650 miles, employee is required to use a
departmental assigned or fleet pool vehicle.

3.

Any County employee not having access to a departmental or dispatch pool vehicle
and whose official duties require intermittent travel, will be authorized to use their
personal vehicle to transact County business and will be reimbursed at the mileage
rate established in Lane Manual 2.637.

4.

Under exceptional circumstances, employees may receive authorization and
reimbursement for the use of public bus or taxi transportation. Employees who do
not have access to a County vehicle during off-duty hours, and are expected to
respond to an emergency call, may be authorized to be reimbursed as specified
above, for the use of their own vehicles or for the actual costs of public
transportation.

Requests for Transportation Authorization
A.

Discussion of Terms
Temporary Assignment - Refers to a period less than 120 calendar days. Authorizations
for less than 120 calendar days may be approved by the department director. If an
additional vehicle is required from the fleet pool, the Fleet Supervisor shall review and
approve if a suitable vehicle is available and usage is projected to meet the minimum
utilization standard.
Permanent Assignment - Refers to a period of more than 120 consecutive calendar days.

B.

Vehicle Assignment Procedure
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1.

Any department that has determined the need to obtain either the permanent or
temporary assignment of a vehicle, in accordance with the criteria set forth in
Section V of this Procedure, shall complete Form B-190, Vehicle Assignment or
Acquisition Request, and forward the request to Fleet Services (See Attachment 1).
a.

With the exception of the Departments of Public Safety and the District
Attorney, all requests for "unmarked" vehicles must be forwarded to the
County Administrator for approval.

2.

The Fleet Services Supervisor shall review and provide a determination for each
request based on equipment availability and the assignment criteria established by
Section VIII of this Procedure and forward the completed copy of Form B-190 to
the director of the requesting department.

3.

Assigned vehicles that are part of an expired temporary assignment, or any assigned
vehicle that is no longer needed will be returned to Fleet Services. Notification of
such action with an effective date, should be made by memorandum to Fleet
Services stating that the vehicle, identified by unit number, make, model and
ending mileage, is no longer needed.
Rental will be discontinued as of the date the unit is returned to Fleet Services.

C.

D.

Ongoing Private Mileage Reimbursement Procedure
1.

An appointed department director who has determined the need to authorize
ongoing private mileage reimbursement (as discussed in V. B. 2.) shall submit a
written request to the County Administrator following the criteria set forth in
Section V of this Procedure, and outlining the necessity for authorization.
Employees authorized to receive ongoing Private Mileage Reimbursement shall
provide a certificate of insurance to the Risk Manager as discussed in IV.

2.

Elected Department Managers may authorize private mileage reimbursement
subject to the annual budget review process and factors outlined in Section VIII of
this Procedure.

Mileage Reports for Employees Authorized to Receive Private Mileage Reimbursement
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VII.

1.

Employees authorized to receive private mileage reimbursement must maintain a
monthly record of mileage traveled for County business on Form C70-10, Travel
and Business Expense Report (see Attachment II). Mileage traveled on personal
business, including the commute to and from work, shall be recorded as personal
business and excluded in computing the amount of reimbursement.

2.

Travel and Business Expense reports shall be approved by elected or appointed
department directors or their appropriate designees, and be submitted with a
Request for Check form every two weeks. (See Attachment II.)

Establishment of Mileage Reimbursement, Automobile Allowance Rates and Vehicle
Assignment Criteria
A.

Each year, Fleet Services will analyze vehicle operation and maintenance costs and,
with the endorsement of the Fleet User Committee, establish the following rates and
criteria to be used in determining budget allocations for employee transportation.
1.

Dispatch pool daily base and mileage rate by category of vehicle.

2.

Assigned vehicle accounting period base and mileage rate by category of vehicle.

3.

Heavy equipment hourly rates by category.

4.

Annual mileage criteria for determining the economic mileage required to retain
departmental assigned vehicles.

B.

Private mileage reimbursement and monthly automobile allowance rates are specified
in Lane Manual 2.636 and 2.637. Current rates may be obtained from the Departments
of County Administration or Finance and Management Services.

C.

In addition to the criteria discussed in Sections V and VI of this procedure, a vehicle
will only be permanently assigned to a department or an individual if the vehicle meets
utilization criteria. Those vehicles that are under-utilized will be exchanged for a high
use vehicle or returned to Fleet Services. Authorized special use vehicles are exempt
from the utilization standard. Decisions in regard to under-utilization will be the joint
effort of the County Administrator and the Support Services Manager.
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Employees who receive a permanently assigned vehicle via an employment contract are
exempt from this requirement.
VIII. Care of County-Owned or Leased Vehicles
Departments and operators of County-owned or leased vehicles are expected to operate,
maintain and care for vehicles in a prudent, safe and legal manner.
A.

B.

C.

Operators are responsible for the following daily care:
1.

Check fluid levels of engine oil, cooling system and fuel.

2.

Clean windows and headlamps.

3.

Visually check mirrors, glass and body for damage.

4.

Visually check tires for low air pressure or abnormal wear.

Operators are responsible for the following routine maintenance:
1.

Wash vehicle exterior monthly or more often as needed, clean vehicle interior.

2.

Schedule timely preventative maintenance service as indicated by "service due" ondash mileage sticker.

Accident Response
In addition to the procedures outlined in Lane Manual 2.625(6), in the event of an
accident, the operator shall complete the following reports within 24 hours:
1.

Complete County Vehicle Accident Report, forwarding copies to Fleet Services
Supervisor, Risk Manager, and Legal Counsel. (See Attachment III.)

2.

Injured County employees shall complete Worker's Compensation insurance form
and forward to immediate supervisor. Supervisor shall complete and forward to
Risk Management Claims Specialist.

3.

If an injury or in excess of $400 damage to any one vehicle occurs, Oregon
Department of Motor Vehicles Accident form must be completed and delivered to
local Department of Motor Vehicles or State Police Office.
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4.

IX.

If the accident involves a third party (non-county), notify the Legal Counsel Claims
Investigator as soon as possible.

Amendment of Assignment
The County Administrator may modify or amend employee transportation authorizations
where lower costs and/or approved service will result and where the best interest of the
County will be served.
Authorized:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
5/11/92
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SUBJECT: USE OF COUNTY COMPUTER AND COMMUNICATION RESOURCES
I.

Purpose
The purpose of this procedure is to ensure that access to County Computer and
Communication Resources within Lane County is used appropriately and the use is
consistent with Oregon Public Records and Government Standards and Practices law,
and to establish rules governing such use of County Computer and Communication
Resources. The primary objectives are to meet the County’s performance goals; to
maintain the organization’s credibility with our clients, the public, and to protect the
integrity of the County’s Computer and Communication Resources. Lane County
reserves the right to review any data, files, or communications created, sent, accessed,
stored, or received on its Computer and Communication Resources.

II.

Scope
This procedure is applicable to all County departments and shall be administered in
accordance with the authority delegated to the County Administrator in Lane Code
2.110(4)(f) and Lane Manual 4.220. Where any section, subsection, sentence, clause or
phrase of this procedure is found to conflict with either properly negotiated and ratified
collective bargaining unit contracts or with any state or federal law or administrative
rule, the terms of such contracts, laws, or rules shall prevail. Exceptions will take effect
upon written approval of the County Administrator. Individual Department Directors
may establish more strict procedures for their respective departments.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definitions
County Computer and Communication Resources (hereinafter “Communication
Resources”): All forms of information technology that are acquired, purchased, leased,
or licensed by Lane County, accessed on or from Lane County's premises; accessed
using County computer or communication equipment, or County-paid access methods;
or used in a manner that identifies the individual with Lane County. This includes, but
is not limited to, e-mail, Internet, Intranet, County computer hardware and software,
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County wired and wireless Personal Digital Assistants (PDA’s), cellular telephones,
and other wireless voice or data devices. This definition does not include land-line
local telephone use. It also does not include personal use of a personal computer
communication device when connected to the public wireless network or when used as
a stand-alone device,
Data: Information in a form suitable for processing by a computer, such as the digital
representation of text, numbers, graphic images, or sounds.
Download: To copy data (usually an entire file) from one location to another. The
term is often used to describe the process of copying a file from the Internet to one's
own computer.
E-Mail: The transmission of text messages, memos, and reports.
Internet: The worldwide network of computers communicating with one another via an
agreed upon set of protocols. Internet access also may involve a wide range of other
information services and communications technology.
Intranet: The network based on protocols belonging to the County, accessible only by
County employees, or others with authorization. An intranet's web site looks and acts
just like any other Internet web site, but the firewall surrounding an intranet prevents
unauthorized access.
User Account: A network access account established for general access purposes, such
as file permissions, timecards and email.
Wired Telephones:
system.

Lane County’s telephone system, currently a land-line based

Wireless Telephones: Cellular telephones.
Wireless Internet Access Devices: Devices and services provided through cellular and
wireless technologies to access the Internet. (ie. laptops and PDA’s.)
V.

Ownership and Public Records. Communication Resources are provided and shall be
used in the furtherance and conduct of County business.
A.

Public Records
1. Unless otherwise specified, all software programs, documents, and data
generated and/or residing on the Communication Resources or generated by
County employees or others at the direction of the County, and all
Communication Resources are County property and public records.
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2. Employees should not expect personal privacy with respect to any of their
activities using Communication Resources. Under Oregon's Public Records
law, there is no absolute right to privacy for any public record, which includes
e-mail and other data; in fact, all County records are public records subject to
limited confidentiality and disclosure exceptions.
3. The County reserves the right to access and disclose without prior notice any
data stored on Communication Resources, including but not limited to
removable flash or external storage devices, or created storage media.
4. Any data or telephone records may be accessed and reviewed at any time
without prior notice by the Department Director, the County Administrator,
the Information Services Director, County Counsel, or County Human
Resources Manager. Data or records may also be accessed and reviewed by
Information Services or other assigned support staff in their role of providing
support services.
5. Retention of data. Since County data is public record, it is subject to the same
retention requirements as hard copy documents. Data should be retained even
if it is confidential, privileged, or otherwise exempt from disclosure under the
Public Records Law. The retention and disposition of public records is
authorized by retention schedules issued by the Secretary of State Archives
Division. Records may be retained either in hard copy or electronic format. If
a hard copy of the electronic data is printed, then the electronic version may be
deleted. One version should be kept according to the applicable retention
schedule. Questions about retention of electronic data (or other public
records) shall be directed first to the Department Director, then, if necessary to
County Counsel.
B.

Exceptions to records requests
1. The County may exercise any applicable privileges and objections to a public
records or discovery request made for any County data contained in the
Communication Resources or otherwise created or utilized in the furtherance
of County business.
2. An employee who wants the County to assert a privilege or objection under
the Public Records law with respect to County data shall notify the
Department Director who will consult with County Counsel about the request.

VI.

Guidelines. The following guidelines are designed to assist employees in their use of
Communication Resources.
A.

Communication Resources should be used as a tool for County business purposes.
They are not to be used for personal pursuits while at work, unless permitted
under Section VII.
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VII.

B.

Users should not expect privacy; they should observe courtesy and good security
practices. There are a variety of ways data can be disclosed to people other than
the intended recipient, including as a result of unauthorized access. The intended
recipient of data or voice communication can forward information to a third party
without the creator’s knowledge; data communications sometimes are misdirected
or disclosed to third parties due to human or system error. Data can be disclosed
in the course of maintaining the Communication Resources.

C.

Lane County has the right to and may monitor the usage of any Communication
Resource without prior notice.

D.

E-mail should be used wisely. It is appropriate to use e-mail to get important
information to colleagues, provide project updates and status reports, share
meeting times and scheduling information, provide reports and information that
have been requested by the other party, and let a supervisor know of important
changes and developments. Refer to the E-mail Protocol Guidelines available in
Human Resources or the employee’s department for additional information. If an
employee receives an inappropriate e-mail, he or she should take appropriate steps
to inform the sender to not send such e-mail, delete the message and not forward
it. The employee can contact the Information Services Department if assistance is
needed.

E.

Employees should represent Lane County's best interests, with a prudent exercise
of judgment in the use of Communication Resources. This includes avoiding
visiting improper Internet sites or “sounding off” in group discussion sites, such as
chat rooms, blogs, newsgroups, and instant messaging. When logged in from a
site that is identifiable with Lane County, employees should avoid any
communications or activities that could be construed as improper or that otherwise
could harm Lane County's reputation.

F.

Employees should respect the rights of others. Employees shall not copy or
distribute any copyrighted material. It is always wise to treat all material as
copyrighted, unless the author has given his or her permission for the material to
be redistributed.

Acceptable Use:
A.

County Business. Communications Resources are provided and shall be used in
the furtherance and conduct of County business. Acceptable uses of
Communications Resources include, but are not limited to, communication, data
creation, or Internet activity that is in direct support of County-budgeted programs
and activities.
Examples of acceptable use in support of County activities include:
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Communication for County purposes with private sector, federal, state, or
local government agencies, their committees, boards and/or commissions.
The use of worldwide web or search engines to research work-related topics.
Any other administrative communications or activities that are in direct
support of normal and accepted County programs.
Communication for current position-related professional development, or
other professional development approved by the Department Director, to
increase knowledge of issues in a field or subfield of knowledge.
B.

Wireless Devices. The use of County-provided wireless telephones and Internet
access devices is limited to work-related duties. Any such devise that accesses a
cellular network to provide voice or data communication (such as a wireless
telephone or Internet access device) shall not be used for personal use, except
when a personal call is directly related to official duties such as a meeting, which
runs later than expected or a last minute change of schedule. Incoming calls
regarding family emergencies are also permitted. The Oregon Government
Standards and Practices Commission Advisory Opinion No. 98A-1003 prohibits
all other personal usage of County-provided cellular telephones; the same logic
applies to Internet access devises that utilize cellular network communications.
1.

2.

The County may require that certain employees carry a wireless telephone
and/or wireless Internet access device for job related purposes. If so required,
the County may assign a County-owned device and calling plan for the
employee’s work-related use.
Alternatively, at the sole discretion of the Department Director and upon
request of the employee, a monthly stipend as established by the County may
be paid to the employee in lieu of being assigned the wireless telephone or
Internet access device. (Refer to APM Chapter 2, AUTHORIZATION AND
REIMBURSEMENT FOR USE OF
TELEPHONE FOR COUNTY BUSINESS

3.

EMPLOYEE-OWNED

WIRELESS

Employees accepting the monthly stipend will be responsible for acquiring
their own wireless telephone or Internet access device, which they agree to
use for County business according to the job requirements assigned by their
supervisor or Department Director.
a.

Such requirements may include but are not limited to publication of
the employee’s personal wireless number as needed, and call
availability requirements.

b.

If assigned, the employee will receive the stipend in monthly payments
as part of compensation through the County payroll system.
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4.

C.

c.

This allowance is considered income to the employee as defined by the
Internal Revenue Service, and is therefore subject to standard payroll
taxes.

d.

The prohibitions against personal use of County-owned equipment do
not apply to an employee using a personal wireless telephone or
Internet access device in lieu of being assigned a County wireless
telephone.

Assignment of a County wireless telephone or wireless Internet access
device or a monthly stipend for any employee is at the sole discretion of the
County, and the County reserves the exclusive right to modify or discontinue
such assignment, allowance, or practice at any time for any reason.

Personal Use. Personal use of Communication Resources (except wireless
telephones or Internet access devices that access cellular network to provide voice
or data communication), which otherwise complies with this APM and which does
not interfere with County business is permitted subject to the conditions stated
below.
The Information Services Director, Department Director or the
employee’s supervisor may cancel this personal use privilege.
1.

For the limited purpose of compliance with the state ethics rules
(Government Standards and Practices Law and administrative rules), this
personal use is considered part of an employee's compensation package.

2.

Personal use may not involve any prohibited activity under Section VIII.

3.

Personal use of the Internet on non-paid time (lunch break during regular
work shift) is limited to a maximum of one (1) hour per week.
Personal use of the County email program (i.e., Outlook) during County-paid
work time is permitted up to one (1) hour per week.
Personal use of other Communication Resources is not time limited, but must
comply with all other aspects of this APM.

4.

Examples of acceptable personal use:
Communication with family.
Review of County sponsored benefit account information, such as life
insurance, retirement accounts, flexible spending (Section 125 program), and
health insurance.
Use of Communication Resources, including County fax systems for
submitting benefit forms and/or information.
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Access of educational resources for career development.
Communications in support of community volunteer activities, such as
school boards, and other non-profit organizations.
Tracking personal appointments and contacts is permitted during paid time
and is not subject to the hour limitation or lunch hour restriction. However,
employees should be aware that contacts and appointments could be subject
to disclosure under a public records request.

VIII.

5.

Department Directors may authorize individual exceptions to the timing of
the personal use privilege under Section VII, C-3 above.

6.

Personal use shall not consume significant system resources or storage
capacity on an ongoing basis.

Unacceptable Use
A.

Prohibited Activities. Employees are strictly prohibited from using
Communication Resources in connection with any activities listed below. While
personal use is permitted by Subsection VII (C), it does not include or permit any
of the following prohibited activities:
Note: the list below is illustrative of prohibited activities; however, if a
prohibition exists in any applicable law, administrative rule, other administrative
procedure or directive established within the employee's department, it is likewise
applicable.
1.

Using Communication Resources to conduct personal business for private
financial gain or avoidance of private financial loss at any time.

2.

Except for the purchase or sale of goods or services for County use when
authorized by the Department Director, using Communication Resources to
engage in any commerce, including the purchase or sale of any goods or
services.

3.

Accessing personal Internet accounts, financial, trading, and personal travel
accounts to perform a financial transaction.
NOTE: the prohibited uses described in Sections VIII(A)(1), (2) and (3)
likely constitute a violation of the Oregon Code of Ethics and may result in
civil liability for the employee. See, ORS Chapter 244.

4.

Accessing personal e-mail accounts.
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NOTE: Accessing personal e-mail accounts exposes the Communication
Resources to security threats such as viruses.
5.

Attempting to or circumventing, reducing, or defeating security or auditing
systems of Communication Resources or those of any other organization
without prior written authorization from the Information Services Director.

6.

Taking any action that attempts to or renders the user's computer equipment
unusable or that interferes with another's use of Communication Resources.

7.

Obtaining unauthorized access to any computer system.

8.

Using another individual's password.

9.

Using another individual’s account or identity without explicit documented
authorization, unless approved by the Information Services Director,
Department Director, County Counsel, or the County Administrator. (Use of
Outlook’s capability for granting and assigning delegates is allowed and
provides necessary documentation.)

10. Giving non-Lane County employees or other users not authorized by the
Department and Information Services Director access to Communication
Resources.
11. Monitoring or intercepting the files or electronic communications of
employees or third parties, unless this is approved by the Information
Services Director, and one of the following: Department Director, County
Counsel, or the County Administrator. This prohibition does not apply to an
authorized use of a particular software program (for instance: calendar
management).
12. Engaging in illegal, fraudulent, or malicious conduct, or conduct which
constitutes a tort.
13. Downloading data (other than software) off the Internet without previous
authorization from the Department Director. (Exception: data necessary to
the employee’s performance of duties).
14. Downloading software off the Internet without previous authorization from
the Information Services Director.
15. Except as allowed under any software license and as authorized by the
Information Services Director, copying or downloading any software from or
onto the Communication Resources, especially software, tools or viruses
having the potential for bypassing or damaging the Communication
Resources and/or the County systems’ security protocols. No unauthorized
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software is permitted on the Communication Resources. Any commercial
software residing on the Communication Resources shall be purchased
through an authorized vendor or otherwise lawfully obtained. Except as
otherwise allowed under the software license, and except for backup/archival
purposes, software owned by Lane County or installed on the
Communication Resources is covered under the copyright laws and shall not
be copied, duplicated, or installed on any other computer resource.
16. Soliciting, supporting, opposing, or promoting political or religious causes or
beliefs.
17. Using the Communication Resources in a manner that would constitute or
might be construed by a reasonable person to constitute an endorsement of a
specific commercial entity by Lane County.
18. Working on behalf of organizations or businesses without any professional
or business affiliation with Lane County, or working on behalf of
organizations or businesses with such affiliation but outside of the specific
County business with them.
19. Except as expressly authorized by the Department Director or the County
Administrator as a matter of County concern, and except for communications
in support of community volunteer activities as listed in Section VII, C,
using the Communication Resources on behalf of non-profit or charitable
activity. (Note: the annual Charitable Giving campaign is so authorized.)
20. Sending, receiving, or storing offensive, obscene, or defamatory data.
21. Sending uninvited e-mail of a personal nature.
22. Visiting or viewing pornographic Internet sites, downloading pornographic
data from the Internet, sending or retrieving sexually explicit or offensive
messages, cartoons or jokes, ethnic slurs, racial epithets or any other
statement or image that might be construed as harassment, disparagement,
libel, or discriminatory based on sex, race, sexual orientation, national origin,
disability, or religious or political beliefs.
23. Annoying or harassing other individuals, including any prohibited form of
harassment.
24. Distributing or storing chain letters, jokes, solicitations, junk mail, spam,
offers to buy or sell goods, or other non-business material of a trivial or
frivolous nature.
25. Using Communication Resources to play games.
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26. Using Communication Resources in a manner that interferes with the
productivity of the employee or co-workers or the County communication.
27. Use of any large bandwidth Communication Resource (e.g., internet radio,
streaming video) unless authorized by the Information Services Director or
provided on the County’s Intranet.
28. Connection of personally-owned hardware to the County computer and
communication resources without authorization from the Information
Services Department Director.

IX.

B.

Departmental Authorization. A Department Director may authorize a specific
prohibited activity for a specific individual for legitimate County business
purposes, except for activities which require the Information Services Director’s
approval. Such authorization must be in writing.

C.

Violation. Employees violating the Lane Manual policy or this APM are subject
to discipline, up to and including termination of employment. Furthermore,
employees using Communication Resources for defamatory, illegal, or fraudulent
purposes also may be subject to civil liability and criminal prosecution.

Password Procedure
A.

Overview. Passwords are an important facet of computer security. They are the
first line of defense for all Lane County user accounts. Lane County employees
are responsible for taking the correct steps, as outlined below, to select and secure
their passwords.

B.

Purpose. The purpose of this procedure is to establish a County Wide password
policy for employees accessing the Lane County Communications Resources that
require passwords.

C.

Password Requirements and Limitations
1.

Do not use the same password for Lane County accounts as for other nonLane County access (e.g., personal ISP account, option trading, benefits,
etc.).

2.

Passwords should never be written down, or stored on-line without
Information Services approved encryption software.

3.

Passwords shall not be shared with anyone, including administrative
assistants or co-workers. All passwords are to be treated as sensitive,
confidential Lane County information.
a.
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b.
c.
d.
e.
f.
g.
h.
i.
j.

Do not reveal a password in an email message.
Do not reveal a password to your supervisor.
Do not talk about a password in front of others.
Do not hint at the form of a password (e.g., my dogs name, street
address, etc.).
Do not reveal a password on security forms or polls.
Do not share a password with family members.
Do not reveal a password to a co-worker while on vacation.
If someone demands a password, refer them to this document or have
them call the LCIS or RIS Help Desk.
Do not use the “Remember Password” feature of applications (e.g.,
Outlook, Internet Explorer).

4.

Passwords should not have any of the following characteristics:
a.
The words “Lane County” or any derivation.
b.
Birthdays and other personal information such as addresses, and phone
numbers.
c.
Word or number patterns like aaaccc, qwerty, zyxwvuts, 123321, etc.
d.
Contain spaces in the password.

5.

Passwords shall have the following characteristics:
a.
Be a minimum of 14 characters.
b.
Be required to be changed not more than every 90 days.
c.
Not be similar to or the same as any of the past ten (10) passwords.
d.
Not be changed more frequently than every one (1) day.

6.

Security Incident reporting.
If an account or password is suspected to have been compromised, report the
incident to the LCIS Help Desk.

X.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed
to the Information Services Director, who is delegated the responsibility to interpret and
implement this procedure.
Approved:
County Administrator

Effective Date

This on-line version of the Administrative Procedures Manual is a
copy of the original signed by the County Administrator on 5/5/2008.
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1

1/13/2012
Date

SUBJECT: LANE COUNTY COMMUNICATIONS AND GOVERNMENT RELATIONS
I. Purpose
Viewpoints and opinions of Lane County employees may be easily misinterpreted
when it comes to public statements entered into official records of other governmental
agencies. It is the intent of this policy to clarify the procedures used when speaking
or writing on behalf of Lane County before other deliberative bodies, including the
United States Congress, the Oregon Legislature, or at other regional or municipal
entities, and to emphasize the importance of good communication skills prior to,
during, and after voicing or providing written testimony to another deliberative body.
This communications administrative policy and procedure applies to Lane County
employees and to those who serve on Lane County’s advisory committees.
The legislative process often unfolds within a highly dynamic and fast moving
environment. This policy is meant to provide guidance and illustrate the expected
adherence to legislative procedures that exist within the Lane County government. It
is recognized that the situational environment may preclude one’s ability to follow
this policy at all times. In those instances, the understanding remains that
professional conduct is of the highest priority, and that follow through
communications with pertinent Government Relations staff is expected.
II. Overview
Adherence to this policy is based on the fundamental understanding that words and
overall decorum are especially important when it comes to interactions with
deliberative bodies, the elected or appointed officials of those bodies, and with
agency staff.
Under the guidance of the County Administrator, the Intergovernmental Relations
Manager (IGR) develops, manages, and conveys official County positions on matters
pending before the Oregon Legislature or the United States Congress. In order for a
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position to be deemed “official” it must be acted upon by the Board of County
Commissioners during a regularly scheduled or special Board meeting.
Issue identification is the responsibility of every Lane County employee, but taking a
formal position involves discussion before the Legislative Committee, a standing
committee of Lane County established under the authority of the Lane Manual,
Chapter 3, section 3.515, sub-section 4.
For purposes of this policy, positions on actual or proposed legislation are
differentiated from general informational meetings with elected officials from the
United States Congress or the Oregon Legislature.
Further, this policy covers legislative testimony, face to face meetings with elected
officials, and formal comment sought by other agencies on rule development or other
issue guidance.
III. Representation of County Positions , Personal Opinions, and Professional Opinions
County employees, when acting in their official capacity and submitting testimony or
comment to other deliberative bodies, shall strive to provide testimony or comment,
whether written or oral, that has been vetted in advance by the Board of County
Commissioners, typically through the Legislative Committee and in advance of a
regularly scheduled Board meeting.
Employees also have every right to express their own opinions. This policy is not
intended to restrict an employee’s First Amendment right. However, when testifying
at a deliberative body as an individual and offering expertise that has been gained
through employment or service at Lane County, employees and officials should state
that they are “offering a personal view and not speaking on behalf of Lane County”.
This is especially important in those instances where due to circumstances beyond
their control, meeting agendas or other descriptive materials may describe them as a
county employee or official.
It is recognized and encouraged that staff are involved with professional associations.
Some are officers of those organizations, and may often be involved with legislative
or other advocacy issues that bring them before a deliberative body to testify on an
issue. It may be that in these situations the view of the given association may be
contrary to the official position of Lane County. In these instances, employees should
state that they are speaking on behalf of their given association, and must make clear
the Board’s adopted position on the issue at hand.
IV. Disclosure Exemptions
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Legislation is often developed after an event that brings to light inconsistencies or
gaps in existing laws. Advocates, whether in support of, or opposed to, such
legislation may wish to provide examples within their testimony that could involve
actual experiences involving Lane County employees.
Unless approved by Lane County Legal Counsel, employees shall not disclose or
provide to any person, records or information contained in records that are exempt
from disclosure under ORS 192.501, ORS 192.502 or any other state or federal public
records statute. Employees shall not disclose or provide to any person, records,
materials or information contained in such materials that are distributed in executive
session (ORS 192.660) unless the information is not exempt from disclosure. In
addition, employees shall not disclose to any person the substance of discussions held
in executive session.
For additional information on Inspection of Public Records and Requests for
Information, review Lane Manual Policy 2.150.
V. Government Relations
A. Elected Officials (or their staff) Inquiries/Meeting Requests
County employees are subject-matter experts for a variety of services. It is expected and
encouraged that relationships with appointed or elected officials from other deliberative
bodies may exist. When such contact is initiated by officials from outside of Lane
County it is wholly appropriate for staff to respond to requests for information. If the
Board has an established position on the issue at hand, however, that position must be
shared with the person initiating the conversation.
B. County Initiated Inquiries/Meetings Requests
Lane County staff may from time to time desire to inform or advocate on behalf of a
given issue or suite of issues before elected or appointed officials from other deliberative
bodies. When such contact is initiated by County employees or mandated advisory
committees, it is expected that guidance for these activities is sought through the
Intergovernmental Relations Manager, Department Directors, or the County
Administrator.
In cases where actual or proposed legislation is to be discussed, employees should
familiarize themselves with Lane County’s advocacy history and established positions.
Employees or mandated advisory bodies seeking changes to existing legislation must first
vet those changes with the Board of County Commissioners and through the Legislative
Committee.
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County-owned or leased vehicles shall only be used for official business. No County-owned
or leased vehicle shall be used to commute to and from an employee's residence or parked
after normal hours at any location other than the regular work location or equipment yard,
except as provided by this Procedure.
County-owned or leased vehicles shall not be used for the transport of non-County personnel
unless provided for in the County employee's job description or unit operating procedure, or
unless prior written approval specifying the name(s) of the individual(s) to be transported,
time, duration and purpose has been granted by the department director.
Any individual authorized to routinely receive private mileage reimbursement or a fixed
monthly automobile allowance for the use of their personal vehicle on County business must
file a copy of their certificate of insurance coverage for that vehicle with the Risk manager
prior to being eligible to receive reimbursement.
V.

Assignment of County-Owned Vehicles and Authorization of Private Mileage Reimbursement
and Monthly Automobile Allowance
A.

Assignment of County-Owned and Leased Vehicles, Private Mileage Reimbursement,
Monthly Automobile Allowance for Elected Officials.
Elected officials who may be required to respond to emergency situations, or who use
vehicles regularly in their normal daily activities may be authorized to utilize an
individually-assigned County-owned or leased vehicle which may be garaged at home,
or to receive an optional private mileage reimbursement or monthly automobile
allowance. (Lane Manual 2.635(3) and 2.636.)
Individuals who are assigned County-owned or leased vehicles shall restrict their use,
due to liability exposure, to County-related business and travel to and from work.

B.

Assignment of County-Owned and Leased Vehicles and Reimbursement for all Other
County Employees
1.

An individual employee may only be assigned a County-owned or leased vehicle
when approved by the County Administrator based on the need for the particular
vehicle and its equipment (for example: a pickup that has emergency lighting and
carries equipment such as road signs; or a marked police vehicle equipped with
lights and sirens). Department directors shall submit a list to the County
Administrator designating which employees are assigned which vehicles annually
on or before January 1 as discussed in Lane Manual 2.635(1). An assigned County
vehicle may be driven to and garaged at home only if the employee is required to
respond to after-hours call-outs.
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C. Testimony
Testimony is an important element within the legislative process and may take a verbal or
written format. It may be provided only after the Board of County Commissioners has
memorialized a position on selected legislation. In most cases, written testimony should
be limited to one page, and verbal testimony should be limited to three minutes. It should
be clear to the deliberative body accepting the testimony what the position of the Board
of County Commissioners is on the given issue.
Positions the Board of County Commissioners may take include the following
descriptors:
Support-means that the majority of the Board is supportive of the concept or
legislation at hand.
Oppose- means that the majority of the Board does not agree with the concept or
legislation at hand.
Monitor-means that the majority of the Board wished to continue following the
issue or legislation at hand for its potential impacts or benefits to the County.
Ignore-means that a majority of the Board has deemed the issue or legislation
unimportant to the County.
Amend- means that the majority of the Board wishes to make specific additions
or deletions to the legislation or matter at hand.
D. Comment
Comment is sought prior when changes to administrative rules are being considered,
typically by agencies or the citizen committees or commissions that oversee those
agencies. Comment is always provided in a written format. It is encouraged that staff
first consult with the Board of County Commissioners to develop a formal position on
behalf of the Board of County Commissioners, and after review by the Legislative
Committee.
Comment may be provided without prior Board approval after review by the County
Administrator or their designee. Comment provided through this method will be
reviewed post-submission by the Legislative Committee.
E. General Conduct
When providing testimony to, meeting with, or visiting the locations of other agencies or
entities, whether local, federal, or state based, it is expected that Lane County staff
conduct themselves with the highest degree of professional decorum and in conformance
with the State of Oregon Government Ethics Laws, as established in ORS Chapter 244.
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