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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
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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
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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.
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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.
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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
____________.

WP ap/Ch1Sec5.00020/T

6 of 6

Chapter 1
Section 5

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

WP ap/Ch1Sec5.00020/T

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter
Section
Issue

1
6
2

2/5/90
Date

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
____________.
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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:
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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
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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.
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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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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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SUBJECT: PURCHASING PROCESS
I.

Purpose
The purpose of this procedure is to provide a standard method for the purchase of goods and
services in accordance with Lane Manual Chapter 21. Nothing stated in this procedure shall
be construed contrary to the provisions of Oregon Revised Statutes Chapter 279 and Oregon
Administrative Rules Chapter 125.
In accordance with this procedure, the Director of Management Services or a delegate is
authorized to bind the County by purchase order for payment for goods, supplies, materials
and services not exceeding $50,000; to implement a purchase pursuant to a requirements
contract; to implement a purchase utilizing a contract competitively bid by other political
subdivisions when the specifications indicated that more than one political subdivision could
utilize the award; and to purchase price-regulated items when the rate or price has been set
by Federal, State or local regulatory authority. Purchases of more than $50,000 can be made
by purchase order only in implementation of an appropriately awarded written contract, or to
purchase price-regulated items, or if authorized by action of the Board of County
Commissioners. Purchase orders shall not be utilized to circumvent public contract law or
regulations.

II.

Scope
This procedure is applicable to all departments that purchase goods and services through
County budget funds. It does not apply to purchases made by the Fair Board in accordance
with Lane Manual 3.160.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Procedure
This procedure assumes the department requesting the purchase has appropriated funds and
authority to utilize goods and services in the quantity and quality specified in the request. If
sufficient appropriated funds are not available, the department must obtain funding in
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accordance with Administrative Procedure 2-8, Approving and Processing Budget
Appropriation Transfers, before making the purchase.
It is the responsibility of Management Services - Purchasing to secure goods and services of
a quality necessary to perform given tasks at the least possible cost.
This procedure is to be used to obtain goods or services that do not exceed$ 50,000, are for
a single project, and are neither related to nor a component of any other project. Requests
above these amounts unless otherwise exempted require competitive bidding in accordance
with Administrative Procedure 2-2, Bid/RFP Process, and execution of a written contract in
accordance with Administrative Procedure 2-3, Contract Process.
Terms used in this section are defined as follows:
Competitive Quotes: The solicitation of offers by the County from competing vendors. The
solicitation may be by advertising or by initiating a request to vendors to make an offer. The
solicitation and the offer may be written or oral. Certain circumstances may require written
quotations. The original of all quotations shall be forwarded to the Purchasing Office along
with the Quote Recap Sheet prepared by the person obtaining the quotes.
Competitive Bidding: The solicitation by the County of competitive offers in accordance with
Administrative Procedure 2-2, Bid/RFP Process. This provides the formal process for
advertising, bid, and bid opening.
Negotiable: Goods or services are available from more than one source; equal or similar
items are available from more than one source; or prices or discounts are not regulated by
federal, state, or local regulatory authority.
Non-Negotiable: Goods or services are available only from a single source; comparable
products are not available; or prices are regulated by federal, state, or local regulatory
authority. This includes employee reimbursements, utility bills, subscriptions, dues, and fees.
Purchase of a product or service as "non-negotiable" or as a "sole source" may require
documentation and/or legal advertising.
Trade services: Work by any person or firm falling under "Building Trades or Crafts" as
defined by Standard Industrial Classification (SIC). Any person or firm performing $500 or
more of such work must be properly registered with the State of Oregon Construction
Contractors Board or the State of Oregon Landscape Contractors Board.
Contract Release Order: State of Oregon language required (see below) to purchase items
utilizing State Price Agreements. State Department of Administrative Services –
Purchasing Division issues bids on behalf of State agencies and authorized political
WP ap/Ch2Sec1.00033/T
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subdivisions. County Purchasing contracts with State for right to use this service. Vendor
invoices department directly. "This purchase is placed against State of price agreement #.
The terms and conditions of said price agreement apply to this purchase and take precedence
over all other terms and conditions written or implied."
Purchase Order: County form (PO) written to obtain goods and services that do not exceed
the appropriate dollar amount. Requisitions are prepared by the department and submitted to
Management Services for issuance. A Purchase Order contains the standard set of Term and
Conditions for the acquisition.
Field Purchase Order: County form (FP) written to obtain items less than $500.00. A Field
Purchase Order is issued by department staff directly to the vendor and takes the place of a
Purchase Order.
Blanket Purchase Order: Purchase Order issued by Purchasing to a vendor from which a
department will have continued day-to-day purchases of low cost items. Blanket Purchase
Orders carry all of the authority and conditions of the Purchase Order section above and are
issued for a term not to exceed one fiscal year and may not exceed $50,000. Purchases
pursuant to the blanket purchase order are subject to the County's competitive selection
requirements, including 1-5 below. However, Blanket Purchase Orders used to purchase
utility type (power, water, gas and telephone) services may be issued for a one fiscal year
period without a dollar limit.
DISADVANTAGED BUSINESS ENTERPRISE (DBE): A Business concern which is at
least 51 percent (51%) owned by one or more minorities (MBE) or women (WBE), or in the case
of a corporation, at least 51 percent of the stock is owned by one or more minorities or women and
whose management and daily business operations are controlled by one or more such individuals.
Certification for the above classifications is obtained through the following State of Oregon
office:
OFFICE OF MINORITY, WOMEN & EMERGING SMALL BUSINESS
155 Cottage Street NE
Salem, OR 97310
(503) 378-5651
1.

Purchases Less Than $500.00
For purchases of less than $500, the department has the authority to select a specific
vendor and issue a Field Purchase Order or place an order in accordance with
Administrative Procedure 2-16, Imprest Cash Funds, with the following exceptions:
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2.

a.

Purchases that are covered by an existing contract or blanket purchase order;

b.

Items maintained in Ready Stores;

c.

Purchases of $500 or more that are purchased by installment; and

d.

To purchase items from the State Price Agreement

Purchases of $500 But Less Than $5,000
For purchases of $500 but less than $5,000, Management Services - Purchasing has the
authority to select a vendor and place a Purchase Order without obtaining additional
competitive quotes. This authority is intended not to eliminate competitive quotations,
but rather to expedite the purchasing process, as dollar values may not justify further
solicitation effort. Where feasible, competitive quotes will be obtained.

3.

Purchases of Materials and Non-Trade Services of $5,000 But Less Than $50,000 and
TRADE services of $5,000 but less than $25,000
For purchases of Materials and Non-Trade Services of , $5,000 but less than $50,000
and TRADE services of $5,000 but less than $25,000, the County must obtain a
minimum of three competitive quotations. County shall solicit quotations from at least
one Disadvantaged Business Enterprise (DBE) vendor or contractor for all proposed
acquisitions which are more than $5,000 but less than $50,000, and for all retainer type
personal services. The County may waive this requirement if it is determined that there
are no vendors on the Certified DBE Directory for Lane County capable of providing
the service or item. Departments shall indicate the DBE vendor or certify that there
were no such vendors on the directory. This designation or certification shall be on the
quote recap sheet. For acquisitions over the dollar amounts indicated in this section, all
DBEs on the above-referenced list in the business of providing the service or item
required shall be mailed bid or proposal information. Purchasing must maintain a
written record of the source and the amount of the quotes received. If three quotes are
not available, a lesser number will suffice provided that a written record is made of the
effort to obtain the quotes. Purchase is made by execution of a County Purchase Order.

4.

Purchases of Trade Services of $25,000 But Less Than $50,000
ORS 279.348 through ORS 279.375 Prevailing Wage Rates for Public Works Contracts
in the State of Oregon Requirements. For purchases of trade services of $25,000 but less
than $50,000, all conditions contained in 3 above apply. All quotations shall be in
writing and in response to a written specification which includes the following
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requirements: 1. Prevailing Wage Rates for Public Works Contracts in the State of
Oregon ; 2. Standard Lane County Performance Bond requirements; and 3. Applicable
conditions for a public improvements contract contained in LM 21.115. In addition,
the Director of Management Services or a delegate shall have the discretion to require
a written contract in lieu of a Purchase Order whenever it is determined to be in the best
interest of the County.
5.

Purchases of Materials or Services of $50,000 or Greater.
Purchases of materials, supplies, goods, or services of $50,000 or greater, unless
otherwise exempted, require competitive bidding in accordance with Administrative
Procedure 2-2, Bid/RFP Process, and execution of a written contract in accordance with
Administrative Procedure 2-3, Contract Process.

V.

Interpretation and Clarification
Any questions concerning the intent or application of this procedure should be directed to
Management Services - Purchasing. Resolution of disputes shall be made by the Purchasing
Manager. If a problem exists which cannot be resolved with the department which prepared
the requisition for Purchase Order, Management Services will describe it in a memorandum
attached to a copy of the requisition which will be forwarded to the County Administrator for
review and determination or further action.

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
11/2/00
____________.
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BID/RFP PROCESS

Purpose
The purpose of this procedure is to establish a standard method for reviewing and
coordinating the solicitation of bids or requests for proposals (hereinafter RFPs) for Lane
County projects and purchases in accordance with Lane Manual 21.100 - 21.280.

II.

Scope
This procedure is applicable to all departments that prepare bids or requests for proposals
and recommend to the Board the award of contracts. It does not apply to the contracts
awarded by the Fair Board in accordance with Lane Manual 3.160.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Procedure for Bids
A.

Preparation and Review
1.

A department that has a need to solicit bids shall contact the appropriate
department described in Lane Manual 21.105. The department authorized to
call for bids (hereinafter called bidding department) shall prepare the bid
document. If the bids affect any department other than the bidding
department, the bidding department shall consult with those affected.

2.

The bidding department shall submit the bid documents along with a
Bid/RFP Cover Sheet (see Attachment 1 for a sample), to the Office of Legal
Counsel for review. The bidding department shall complete the first three
sections of the Cover Sheet prior to submission. Blank Cover Sheet forms
are available from Purchasing.

3.

Legal Counsel shall review the bid documents, and return them to the bidding
department for any necessary corrections. When they are approved, Legal
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Counsel shall so indicate on the Bid/RFP Cover Sheet, and if appropriate,
shall stamp and sign the contract for Approval as to Form for a limited period
of time adequate to allow for award and execution of the contract in
accordance with Administrative Procedure 2-3 Contract Process. Upon
approval, Legal Counsel shall send the bid package to the Risk Manager.
B.

Waiver of Bid Security
If the bid is not for a public improvement contract, the bid security may be waived
pursuant to LM 21.106(1)(b). The public officer shall make written findings that:
1.

Waiving the bid security will probably result in lower bids or an increased
number of bids.

2.

Waiving the bid security will not endanger project completion if rebidding is
necessary because the apparent low bidder does not sign the contract or
provide required documents.

3.

The cost to the County for rebidding is outweighed by the benefits.

These findings, and the reasons behind them, shall be kept in the bid file by the
public officer.
C.

Insurance
The bidding department shall contact the Risk Manager in advance of preparing the
bid package to determine insurance requirements. The Risk Manager, upon
receiving the bid package, shall review the requirements, and either return the
package to the department for any necessary changes, or approve them by signing on
the cover sheet.

D.

Advertisement of Bid
Requirements for advertisement of bid are delineated in ORS 279.025, and LM
21.105(2). The advertisement must be published in a newspaper of general
circulation at least once, and at least five days before bid opening. If for a public
improvement, it must also be published in one trade newspaper. The advertisement
must include:
1.

Date and time after which bids (proposals) will not be received, which is not
less than five days after the last publication of the advertisement.

2.

Date prequalification applications due if prequalification is a requirement.

3.

Character of the work to be done or the items to be purchased.
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4.

Office where contract terms, conditions and specifications may be seen, i.e.,
where bid (RFP) packages available.

5.

The name and title of the person designated to receive bids (proposals).

6.

The date, time, and place that bids (proposals) will be publicly opened.

7.

If applicable, a statement that the contract is for a public work subject to the
provisions of ORS 279.350 or 40 USC 276a regarding prevailing wages are
to be complied with.

E.

Bid Documents. The bid solicitation document shall contain appropriate and
applicable provisions set forth in LM 21.105(4) and ORS 279.027.

F.

Bid Opening

G.

1.

At the time set for bid opening, the bidding department shall open all bids,
and publicly announce the bidder and amount of the bid.

2.

The bidding department shall evaluate the bids in accordance with Lane
Manual 21.105(7) and public bidding laws and regulations. The department
shall prepare a Bid Recap Sheet (See Attachment II), listing all bids and
noting any deviations on the Bid/RPF Cover Sheet in Section 5.

Bid Securities
All bid securities received at the time of bid opening shall be deposited with the
Department of Finance and Management Services, which shall be responsible for the
retention and return of the securities. The bid securities of the three lowest unrejected bidders shall be kept until the contract is executed and any required
performance bond is received.

H.

I.

Recommendation for Award
1.

After evaluation of the bids, the bidding department shall confirm that
sufficient funds have been budgeted to finance the award of the contract, and
sign Section 6 of the Bid/RFP Cover Sheet.

2.

The bidding department shall then prepare a recommendation of award of the
contract and Board Order to be placed on the Board's agenda if the contract
amount is to exceed $50,000. A copy of the bid recap sheet shall accompany
the recommendation.

Contract
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Upon award by the Board, the bidding department shall prepare the contract for
execution in accordance with Administrative Procedure 2-3 Contract Process.
V.

Procedure for Requests for Proposals
A.

B.

Preparation and Review
1.

The department that needs to solicit proposals shall prepare the RFP
documents. If the potential contract affects any other department, it shall be
consulted.

2.

The RFP documents shall contain all information required by Lane Manual
21.107(2) and (3).

3.

The department shall submit the RFP documents along with a Bid/RFP Cover
Sheet to the Office of Legal Counsel for review. The department shall
complete the first three sections of the Cover Sheet prior to submission.
Blank forms are available from Purchasing.

4.

Legal Counsel shall review the RFP documents and return them to the
department for any necessary corrections. When they are approved, Legal
Counsel shall so indicate on the Bid/RFP Cover Sheet, and send the package
to the Risk Manager.

Insurance
The department shall contact the Risk Manager in advance of preparing the bid
package to determine insurance requirements. The Risk Manager, upon receiving the
bid package shall review the requirements, and either return the package to the
department for any necessary changes, or approve them by signing on the cover
sheet.

C.

Advertisement/Notice of RFP
The advertisement must meet all the requirements stated in IV(D) above for bids.

D.

Opening of Proposals
1.

At the time set for opening, the department shall open all proposals and
publicly announce the proposers.

2.

The evaluation committee shall evaluate the proposals in accordance with the
RFP documents and Lane Manual 21.107(6). Each member of the committee
shall prepare an evaluation matrix, listing all proposals and evaluating each
against the criteria stated in the RFP. The matrices shall then be compiled in
preparation for a recommendation for award.
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3.
E.

F.

Each evaluation matrix and the compilation are public records available for
inspection.

Recommendation for Award
1.

After the evaluation committee has completed its evaluation, it shall prepare
a recommendation for award to the appropriate decision maker, either the
Board or the County Administrator.

2.

The department shall confirm that sufficient funds have been budgeted to
finance the award of the contract, and, after the time for appeal has expired,
shall prepare the necessary packet material including a copy of the compiled
evaluation matrix, to place the matter on the Board's agenda or deliver the
recommendation to the County Administrator. Should an appeal be filed, the
steps described in Lane Manual 21.107(9) shall be followed prior to
preparation of the packet material.

Contract
Upon award, the department shall prepare the contract for execution in accordance
with Administrative Procedure 2-3 Contract Process.

VI.

Interpretation and Clarification
Any questions concerning the intent or application of this procedure should be directed to the
Office of Legal Counsel which is delegated 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
____________.
10/26/04
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Attachment I
BID/RFP COVER SHEET
1.

Project Title
Department:

2.

Package Prepared:
a.
b.
c.
d.

3.

Division:
(signature)

Instructions
Specifications
Bid Form
Bid Security Provision

Advertisement Prepared:

(phone)
e.
f.
g.
h.

Contract Form
General & Spec. Conditions
Performance Bond Provision
Other

(signature)

Name of Paper

/ /
(date)

(phone)

/ /
(date)

Date(s) of Notice

a.
b.
4.

Legal Approval:

5.

Risk Manager Approval:

6.

Bids/Proposals Opened by:
Initial

(signature)

/ /
(phone)

(date)

(signature)

(phone)

/ /
(date)

(signature)

(phone)

/ /
(date)

a. Recap/Matrix Compilation Sheet Prepared and Attached
b. All Bid Securities Sufficient
c. All Bid Forms Complete
Remarks on Any Deviations:
7.

Department Budget Review (Budgeted funds are available to fund this project.)
Budget Code

FO.

Review:
8.

Recommendation:

$
PGM.

ORG.

ACCT.

(signature)

(phone)

(date)

(signature)

(phone)

/ /
(date)
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter
Section
Issue

2
3
6

05/20/02
Date

SUBJECT: CONTRACT PROCESS
I.

Purpose
The purpose of this procedure is to establish a standard method for the review and processing
of contracts in accordance with Lane Manual 21.100-21.280.

II.

Scope
This procedure is applicable to all departments that prepare and submit contracts to be
executed by the County Administrator or authorized representative. It does not apply to
contracts executed by the Fair Board in accordance with Lane Manual 3.160, or to purchase
orders executed in accordance with Lane Manual 21.215.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Procedure
This procedure assumes the County Administrator has authority to execute the contract,
either from Lane Manual 21.105 or by the Board. Section IV. D. describes the deviations in
the procedure when someone other than the County Administrator or his or her designee is
authorized to execute the contract.
A.

Preparation and Submission
1.

Waiver of Selection Procedure: If the contract is a personal services
contract, and the originating department desires a waiver of the selection
procedures as described in Lane Manual 21.205, the department shall seek
the waiver prior to preparation of the contract. The request for waiver shall
be made by memorandum to the County Administrator and shall address the
criteria of Lane Manual 21.205(4). If the County Administrator approves the
waiver, that fact shall be noted on the Standard Contract Cover Sheet under
Selection Information (see Attachment 1 for an example and explanation of
the form).

Chapter 2
Section 3

B.

2.

Contract Development: After the contract has been awarded by the Board or
the contractor has been selected following prescribed procedures described in
Lane Manual 21.110 through 21.280, the department responsible for the
contract shall prepare the contract and have the contractor sign and return
three copies.

3.

Submission to County Administrator: The department shall prepare a
Standard Contract Cover Sheet for submission of the contract to the County
Administrator. The department shall ensure that the contract is entered into
the County’s computer system, including any appropriate computer tracking
system. Where the parties are to receive contracts with all original signatures
(not facsimile copy of a party’s signature), the department shall attach three
copies of the contract with original contractor signatures to contract cover
sheets. Where the County is to execute by facsimile copy of an authorized
signature, the department shall follow the same process except only one copy
of the contract should be processed. Each copy of the contract shall be a
complete contract, i.e., each shall have all required exhibits, insurance
certificates, or performance securities attached.

Review
Except as indicated below, the contract shall be processed for review first through
budget staff, Legal Counsel, then the Risk Manager, before being executed by the
County Administrator.
1.

Budget Staff: The budget staff shall review the contract to verify that
budgeted funds exist to pay for the contract and that such funds shall be
appropriately spent. Any unsolved problems shall be addressed in a
memorandum to the County Administrator in the same manner as described
in IV. B. 2. and 3. below.

2.

Legal Counsel: Legal Counsel shall review all contracts or contract forms as
described below, as resources permit. The review shall be for compliance
with public contracting and other applicable laws and regulations, as well as
for the form of the contract. Signature by Legal Counsel on an "Approved as
to Form" stamp shall denote the approval. If a problem exists which cannot
be resolved with the department which prepared the contract, Legal Counsel
shall describe it in a memorandum attached to the Standard Contract Cover
Sheet which will be forwarded to the County Administrator.
a.
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limited information needs to be completed in blanks on the form (i.e.,
revenue-sharing contracts and on-the-job training contracts) may be
submitted to Legal Counsel for review and approval prior to signature
by the contractor. The approval by Legal Counsel shall be valid for
the time indicated, but not longer than six (6) months. The approval
of the form contract shall eliminate the need for the contract to be
processed through Legal Counsel as described in IV. B. 2. above.
The department originating the contract shall be responsible for
seeing that all required exhibits, insurance certificates, and securities
are attached to the contract and that the form is correctly completed.
If any change is needed in the form, if any questions are raised as to
the legality of the contract, or if the period of approval has expired,
the contract shall be resubmitted to Legal Counsel for approval in
accordance with IV. B. 2.
b.

3.

C.

Individual Contracts - Contracts which have not received form
approval described in IV. B. 2. a. above shall be reviewed by Legal
Counsel before the Risk Manager has reviewed them. Where Legal
Counsel determines there is a low risk of problems, the contract may
be processed on to the Risk Manager without further legal review, in
which case the “Approved as to Form” stamp will not be signed.

Risk Manager: The Risk Manager shall review all contracts to verify that all
required insurance certificates and securities have been obtained and that the
risk of liability for the County has been minimized to the extent it is
reasonable and feasible. The Risk Manager's signature on the Standard
Contract Cover Sheet shall denote that he/she has reviewed and approved the
contract. If he/she does not approve the manner in which risks are handled in
the contract he/she will notify the contact person listed on contract cover
sheet. If the Risk Manager cannot resolve the problem in the contract with
the department which prepared it, he/she shall describe the problem in a
memorandum to be attached to the Standard Contract Cover Sheet which will
be forwarded to the County Administrator.

Execution and Post-Execution
1.

Execution: The County Administrator or authorized representative shall
execute all contracts within his/her authority. If the County Administrator
has delegated execution authority in accordance with LM 21.149(2), the
person receiving the delegation shall be responsible to maintain the written
record of such delegation in a readily accessible file. In lieu of an original
signature, execution may be by means of:
a.
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b.
2.

D.

A faxed copy of an authorized signature with an additional
confirmation of the contract version intended to be signed.

Distribution and Process Completion:
a.

For contracts which have been finally executed by all parties, one
copy will be retained in County Administration’s central contract file.
The County Administrator shall ensure there are appropriate
indexing and retrieval procedures for the central file. The second
copy shall be returned to the originating department. The copy of the
contract shall be delivered to the contractor. The third copy of the
contract shall be distributed to the Department of Management
Services - Accounts Payable Section.

b.

For contracts which have not been finally executed by all parties, the
department shall be responsible for:
1.

Sending the County-signed contract(s) and any accompanying
documents to the Contractor’s representative in the
appropriate manner, e.g., mail or facsimile.

2.

Receiving finally executed contracts, confirming that the
contract signed by the County has not been modified when
signed by other parties, and

3.

Distributing in accordance with a. above.

On-Site Construction Change Orders
When an on-site construction change order is executed by a duly authorized (LM
21.270(3)) person on behalf of the County and by the Contractor, three copies shall
be submitted with a Standard Contract Cover Sheet, to the County Administrator for
processing pursuant to this subsection. The contract shall proceed through the same
review process as other contracts except as follows:
1.

In the area on the Standard Contract Cover Sheet for the County
Administrator's signature, the Department Director under whose authority the
change order was executed shall sign and date the cover sheet.

2.

Legal Counsel shall note "Reviewed as to Form" rather than "Approved as to
Form" to indicate post-execution review.
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Attachment I
Explanation of Standard Contract Cover Sheet
(Purchase Order Form)
1.

Vendor - List name and address of vendor.

2.

Tax Exempt. - Optional.

3.

Description or Contractual Matter - The subject of the contract. Describe enough to
distinguish this contract from any other with the same contractor. If it is an amendment,
describe it as: "Amendment to . . ." and list the description on the original contract.

4.

Line-Schd Item - Chronological numbering of original contract and all amendments.

5.

LCITS Tracking Number - Number is assigned when contract entered into this contract
tracking system.

6.

Contract Term - List beginning and ending date of contract.

7.

Department Contact Person - Name and telephone number of the department contact
person.

8.

Amount - List the amount of the contract. If it is an amendment, list only the amount of
the amendment. If it is a decrease, place the amount in parenthesis, i.e., ($5,000).

9.

Ship To: and Bill To: - List the originating department and division.

10.

Purchase Order # - When entered into the PeopleSoft system, the contract is issued a
number.

11.

Selection Information - Check the appropriate box and complete requested information,
with specificity. Attach necessary documentation as required. Any waivers granted
should be described. Note: A revenue contract is not a reason why quotes or bids are not
required. If selected by bid or RFP, attach a copy of Recap Sheet and of Bid/RFP Cover
Sheet.

12.

Account: Fund: Org: - List the accounts affected and the dollar amounts involved. Also
indicate whether a revenue contract or non-financial.

13.

Insurance Certificate and Performance Bond - Check the appropriate boxes.

14.

Board Order # - List Board Order # indicating appropriate Board approval to support
execution.

15.

Signature lines for Budget, Legal Counsel, Risk Management, County Administrator.

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 2
Section 4
Issue
4

4/1/98
Date

SUBJECT: ACCOUNTS PAYABLE PROCEDURES
I.

Purpose
The purpose of this procedure is to establish a standard method for authorizing and
processing disbursement requests through Finance Operations, in accordance with Lane
Manual 2.095 and 3.084.

II.

Scope
This procedure is applicable to all County departments. Where any section, subsection,
sentence, clause, or phrase of these procedures is found to be inconsistent with properlynegotiated 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
This procedure may be amended by the County Administrator.

IV.

Procedures
Many of the procedures included in this section are to ensure that Lane County adheres to
generally accepted accounting principles (GAAP). A number of them are essential to
efficient cash management. The remaining procedures are designed to prevent losses
through sound internal control practices and to allow Finance Operations to provide the
best service possible to Lane County departments.
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A.

Procedures Required by GAAP
Generally accepted accounting principles are the standards against which external
auditors compare Lane County's practices and procedures. Serious deviation from
them can result in a substandard audit, which would adversely affect the auditor's
report of Lane County's financial statements. More important, they provide effective
guidelines for the prevention of loss resulting from overpayment and other errors.
The following procedures are required by GAAP and good internal control.
1.

Payment Of Invoices
An original invoice for each purchase must be provided with the payment
request. The invoice must have the vendor's complete name and mailing
address. It must clearly show that the goods or services were provided to Lane
County, clearly describe the goods or services provided by the vendor and
contain the accurate and total price to be paid.
Should the original invoice be lost or destroyed, the vendor shall be contacted
by the department and asked to provide a duplicate invoice that clearly states it
is a replacement.
In the event that the vendor provides monthly statements only and they are not
a utility, the vendor must provide documentation stating that no invoices are
issued. The vendor's monthly statement will then be honored only if it describes
the goods or services provided. The unpaid balance from prior statements will
not be paid.
The following items do not require an invoice:
a.

Rent or lease of property and equipment made under contract.

b.

State, county and city licenses, permits and fees. Documentation must be
provided to Finance Operations as soon as available.

c.

Special client assistance payments where confidentiality must be
maintained. The documents are to be retained by the department.

d.

Subscriptions will be processed with only a properly-completed order
form.
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2.

e.

Registrations to seminars and conferences will be processed if a properlycompleted form and a flier describing activities and costs are provided

f.

Construction contract payments may be made from an Application and
Certificate for Payment.

g.

Payments on the Individual Payment (IP) system. Through prior arrangement with Finance Operations, the documentation for IPs is generally
retained by the department. Examples of IPs are:
i.

Client assistance payment made from grant funds.

ii.

Clothing allowances as negotiated in labor contracts.

iii.

Witness and jury fees paid from official court documents.

iv.

Election board and certification staff stipends.

v.

Land and right-of-way payments. (A copy of the deed or conveyance must be provided to Finance Operations as soon as available.)

Payment Authorization
Department heads may authorize expenditure of their approved budget, in
accordance with the procedures established in the Lane Manual and APM.
The County has given department heads the authority to delegate approval of
most budget expenditures. In order to be effective, this delegation must be in
writing and on file with Finance Operations.
The department head must personally approve travel and business expenses
incurred by the department's program managers and the purchase of land or
rights-of-way that exceed $9,999.99. Documents without proper approval will
be returned to the department head.

3.

Properly Completed Payment Request Documents
The payment document is an essential part of the clear and complete accounts
payable files required to meet GAAP standards. Therefore, it must contain the
following elements:
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B.

a.

The complete and accurate vendor name and address. This is important
for new vendors to ensure payment is made to the proper name and
address.

b.

A complete and accurate description for each invoice. The description
should include the invoice number, the invoice date, a brief description
of the goods or services received and the customer number assigned to
Lane County by the vendor. The description of the goods and customer
number should be restricted to 30 characters.

c.

A complete and accurate account code. The purchasing program (FAPU)
checks to ensure that an active fund, department and accounting
classification are being charged.

d.

The correct total to be paid for each invoice and the total to be paid for all
items included on the request for payment. The amounts on the invoices
shall be extended and footed (mathematical calculations must be verified)
to ensure that the amount printed on the payment document is correct.

e.

Where the audit of a payment request reveals a change must be made, the
authorizing department will be notified of any required changes greater
than five dollars ($5.00).

Cash Management
The County has a large annual operating budget and proper disbursement and
investment practices can generate a substantial amount of additional income.
1.

Trade Discounts
Many vendors allow a trade discount when bills are paid within a specific time
frame. It is Lane County's policy to take the discount whenever possible. The
discount should be calculated, the net payment figured and the net payment
placed on both the invoice and on the payment request.

2.

Late Fees and Service Charges
Lane County generally will not pay late utilities fees or service charges. Should
there be special circumstances where payments are required, please contact
Finance Operations.
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3.

Disbursement Timing
Finance Operations, as directed by Lane County administrative procedures, may
hold some payments beyond the scheduled check-writing date. This allows
Lane County to earn additional interest on its funds. Only those payments that
will still be within the vendors' terms will be held.

C.

Internal Control Procedures
The following procedures are designed to allow Finance Operations to serve Lane
County:
1.

Processing Payment Documents
The payment process generally begins with initial documentation to substantiate
a Contract, Purchase Order, Field Purchase Order or Request for Check. Please
refer to Lane Manual Chapter 21 and APM Chapter 2, Sections 1, 2 and 3,
which detail the purchasing procedures. Finance Operations will not be able to
process any payment documents that do not comply with those procedures.
When the goods and invoice have been received, complete the payment section
of the form. These include:
a.

Receiving Information and Signature. The goods or services must be
received in total or complete to full satisfaction before payment will be
made. After inspecting the order, complete and sign this section.

b.

Payment Approval. An authorized individual must approve the payment.
Finance Operations will return any documents that have not been
authorized and do not appear in the accounts payable queue.

c.

Complete Description and Amount. The description must include the
invoice number, a description of the goods or services received, the
complete account codes, the net amount of each invoice and the total
amount to be paid.
Generally, the total amount paid on an order may not exceed the
encumbered amount. However, the encumbrance amount on purchase
orders may be exceeded by up to 10%, with specific budget authority
approval, in the following cases:
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i.

The additional expenditure does not increase the total purchase to
more than $2,499.99

ii.

Should the increase cause the purchase to exceed $2,499.99 the
department must provide documentation of 3 quotes

iii.

If the increase causes the purchase to exceed $24,999.99, the
request will be returned to the department to:
a.

provide the legal citation which exempts the purchase from
competitive bids, or

b.

return the goods and obtain competitive bids.

Expenditures which exceed the encumbrance amount by more than 10%
must be approved by the Purchasing Manager. The limitations outlined
in i, ii, and iii above also apply.
d.

Partial or Final Payment. Finance Operations encumbers the amount of
contracts and purchase orders to the originating department's accounts.
When partial payment of this amount is desired, the department should
submit to Finance Operations a Request for Contract Payment or a copy
of the purchase order clearly indicating that it is for a partial payment. If
the payment document is not properly marked as partial or final, an
incorrect remaining balance may be reported on the monthly financial
reports of the departments.

e.

Special Payment Instructions or Documents. Special processing or
mailing instructions must be clearly entered in the handling code section.
Documents such as order blanks, registrations, subscriptions or other
correspondence must be filled out and attached to the payment form.

f.

Capital Outlay Inventory Information. A Fixed Asset Data Entry Sheet
must accompany the payment documents for capital outlay items (7xxxx
object accounts). Complete section (B) Acquisition or Improvement of
Asset and section (H) Approval.
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2.

General Processing Procedures
The following procedures help maintain internal control:

3.

a.

Payment Requests Presented on or Before Submission Date. Properlycompleted payment requests received by the published submission day
will be included in that check run. Requests that are incomplete or
incorrect will be returned and will be included in the current check run
only if time allows.

b.

Payment Requests Presented After Submission Date. Payment requests
submitted after the established submission date generally will be
processed for the following check run.

c.

Release of Vendor Checks. Vendor checks will be released only after the
check run has been edited and balanced.

d.

Mailing of Vendor Checks. Generally, vendor checks will be mailed
directly to the payee by Finance Operations. Checks may not be sent to
departments by Lane County's courier.

Special Handling Procedures
Exceptions to the above procedures will be made only when a clear and
compelling need exists. Requests for special handling shall be made to Finance
Operation's supervisory staff no less them one day prior to when the check is
needed. This will allow Finance Operations enough time to obtain sufficient
funds so that an overdraft will not be created. Some examples of these
exceptions are:
a.

Payment Requests Submitted After the Submission Date. These payment
requests will be processed only when approved by a Finance Operations
supervisor and will be approved only if time allows.

b.

Department Pick-Up of Vendor Checks. Vendor checks may be picked
up by the requesting department only when a special, compelling need
exists. Requests to pick up a check should be made in writing.
i.
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c.

ii.

If the need to pick up a check is identified after the scheduled
submission date, Finance Operations must be notified by memo no
later then the day before the check is needed.

iii.

A Lane County employee must sign for all checks not being mailed
to the payee.

iv.

Good internal control mandates that the person authorizing the
expenditure will not be allowed to pick up the check.

Manual Check Procedures. Manual checks require many times the time
and effort to prepare and divert staff services available to meet the rest of
the County's needs. They will be issued only when an emergency exists
and will be approved on an individual basis by a Finance Operations
supervisor.
A need will be considered clear and compelling if:
i.

Lane County is contractually required to pay at a specific date and
it was impossible to meet those requirements through normal
processing.

ii.

A delay in processing will cause Lane County substantial financial
loss.

iii.

A vendor or employee will suffer significant financial distress.

iv.

A Finance Operations error in the processing of payment
documents caused undue delay of a payment.

Requests for special handling of payment requests should be addressed
to the Accounts Payable Accounting Supervisor. If the Accounts Payable
Accounting Supervisor is unavailable or the department wishes to appeal
any decision, the department should contact the Finance Manager.
V.

Interpretation and Implementation
Any questions about the intent and/or application of these procedures should be directed
to the Director of Management Services, who is delegated the authority for interpreting and
implementing this procedure. Should a payment problem exist which can not be resolved
by Finance and the submitting department, Management Services shall describe it in a
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memorandum. The memorandum and the payment document in question shall be
forwarded to the County Administrator for review and determination regarding payment.

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: READY STORES
I.

Purpose
The purpose of this procedure is to establish a standard method for obtaining office supplies
and custodial products common to all County departments.

II.

Scope
This procedure is applicable to all County departments. Where any section, 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 agreements, laws, or rules shall prevail. Exceptions to this
procedure shall be allowed only when written documentation of an overriding agreement, law,
or rule is provided to the Director of Finance and Management Services.

III.

Amendment
The County Administrator may amend this procedure as required.

IV.

Definitions
READY STORES - The Intergovernmental Services program operated by Finance and
Management Services for the procurement of supplies and products used by several
departments.
STOCK ITEMS - The common inventory of items maintained by Ready Stores for immediate
pickup or shipment upon receipt of a Ready Stores Requisition.
NON-STOCK ITEMS - Items not carried in inventory that are ordered by Ready Stores on
a once-per-week basis following receipt of an order from a department.
READY STORES REQUISITION - The Lane County form to be used to order products from
Ready Stores (see Attachment I).
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V.

Procedure
Since large-volume purchasing by a centralized professional unit yields significant cost
savings and other economies, Ready Stores will process all orders for general office supplies.
It shall be the responsibility of individual departments to properly plan for their product needs
and maintain departmental inventories to avoid emergency purchase requirements. All
general office supply and custodial products common to many departments shall be purchased
through Ready Stores.
To order from Ready Stores:
A.

Complete a Ready Stores Requisition, including quantity, item stock number,
description, budget account number and proper authorization signature, using catalogues
and inventory listings as supplied by Ready Stores.

B.

Bring or send the requisition to Ready Stores at the Central Receiving Warehouse.

C.

Ready Stores staff will review the order to determine if items are stock or non-stock.

D.

Stock items will be pulled from inventory and prepared for same-day pickup or next-day
shipment through the courier. The pink copy of the Ready Stores requisition will serve
as the packing slip.

E.

Partial orders will be shipped with a photocopy of the requisition indicating the items
shipped. The pink copy will be sent with the final shipment of the order.

F.

Non-stock items will be consolidated with other orders for once-weekly ordering from
the office supply vendor. Orders are placed each Wednesday. All requisitions received
by Tuesday will be included in that week's order. Delivery time is dependent upon
availability from vendor stock.

G.

Vendor shipments are received and individual orders are prepared for pickup or
shipment in the same manner as stock items above.

H.

Upon receipt of a shipment from Ready Stores, the receiving department shall:
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VI.

1.

Compare the packing slip to the items received to check for missing items; and

2.

Examine the order to inspect for possible damaged merchandise.

I.

Missing or damaged items are to be reported to Ready Stores immediately. Instructions
for disposition of such items will be issued by Ready Stores. No merchandise will be
accepted for credit unless arrangements are made in advance. Claims must be made
within five working days of receipt of goods.

J.

Departments are charged for items shipped on a monthly basis through the
Interdepartmental Receivable (IR) system on a cost-plus-ten-percent basis. The markup
on large-item purchases shall not exceed $100.

Interpretation and Implementation
Any questions concerning the intent or application of this procedure should be addressed to
the Director of Finance and Management Services, 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
____________.
1/26/89
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SUBJECT: FINANCIAL AUDITS
I.

Purpose
The purpose of this procedure is to establish a standard policy and process for the conduct and
completion of audits and special reports when any of the County's finances are involved, in
accordance with Lane Manual 3.084, "Financial Auditing."

II.

Scope
This procedure is applicable to all County departments and the Lane County Fair Board.
Where any section, subsection, sentence, clause, or phrase of this procedure 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 be considered only when written
documentation of an overriding agreement, law, or rule is provided to the Performance
Auditor.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Definitions
AGENCY - The entity being audited. This can be all or part of a program, division,
department, or fund. In certain cases, it can also include entities operated solely outside of
the Lane County organization.
AUDIT - The examination and evaluation of agency activities for financial compliance to
determine that financial operations are properly conducted, that financial reports are presented
in accordance with generally accepted accounting principles, and that the agency is in
compliance with applicable laws and regulations. Additionally, financial audits may include
the following elements:
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Economy and Efficiency. To determine whether the entity is managing or utilizing its
resources (personnel, property, space, etc.) in an economical and efficient manner and
the causes of any inefficiencies or uneconomical practices, including inadequacies in
management information systems, administrative procedures, or organization structure.
Program Results. To determine whether the desired results or benefits are being
achieved, whether the objectives established by the Board or another authority are being
met, and whether alternatives have been considered that might yield desired results at
lower cost.
AUDITOR - The auditor who is in charge of conducting the audit. In the case of a financial
audit conducted by County staff, this will generally apply to Finance Operations Staff. In an
audit by an independent auditor, such as an auditing firm of certified public accountants or
a governmental audit agency, it will refer to that entity's auditor-in-charge.
EXCEPTION - Any audit finding requiring corrective action received as part of a final audit
report, as well as any written recommendations and suggestions received from an auditor as
the result of an audit.
V.

Procedure
A.

Audit Initiation
An audit shall be conducted yearly, shall include all Lane County funds, departments,
divisions, and programs, and shall meet the legal requirements of a General Annual
Audit as specified in ORS 297 and an investment audit as required in ORS 294. This
audit shall be conducted by an independent certified public accountant.
Audits may also be initiated in response to state and federal legal requirements, contract
provisions, and requests from the Lane County Board of Commissioners, the County
Administrator, the Performance Auditor, the Director of Finance and Management
Services or any other department director or the Finance Manager.

B.

Selection of Auditor
The auditor shall be selected in accordance with Oregon state and federal requirements
and grant and contract provisions.
The selection of an independent certified public accountant shall be according to Oregon
Revised Statutes (ORS) and Lane County purchasing procedures, rules, and regulations
concerning proper selection procedures.
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C.

Audit Methodology
All financial audits shall be conducted in accordance with Generally Accepted Auditing
Standards (GAAS), Government Accounting Auditing and Financial Reporting
Requirements (GAAFR), state and federal rules and regulations, and Audits of State and
Local Government Units requirements established by the American Institute of Certified
Public Accountants. The audit shall report that it was done in accordance with at least
one of the above.
Where a financial compliance audit is performed, the audit shall state that the books and
records were or were not kept in accordance with Generally Accepted Accounting
Principles (GAAP). If appropriate, the audit shall also report on economy, efficiency,
and program results.

D.

Department Responsibilities
When notified that an audit has been initiated, the agency being audited will make
available for audit all books and records requested by the auditor. The department shall
cooperate with the auditor to the fullest extent possible so that the audit may be
completed as quickly and prudently as possible.
The auditor, in turn, shall plan the audit in such a manner as to cause the least disruption
and interference with daily programs as possible.

E.

F.

Preliminary Audit Review
1.

External Auditor. When the audit is conducted by an independent certified public
accountant, any exit interview shall include the appropriate department personnel,
the Finance Manager or representative, the management analyst assigned to that
agency, and, as appropriate, the Performance Auditor.

2.

Internal Auditor. An internal audit exit interview shall be conducted by the
assigned auditor to include appropriate County personnel, such as the Performance
Auditor and the management analyst assigned to that agency.

Submission
Final audit reports shall be submitted to the Finance and Audit Committee for review.
Appropriate department managers shall be invited to participate in the review and to
respond to any exceptions noted in the audit. If further response is desired by the
committee, the audit shall be referred to the department with a request for additional
response.
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G.

Audit Exceptions
1.

Corrective action, if instituted and verified prior to drafting the report, may be
included as part of the comments and findings of the report.
Where appropriate and if the agency director desires, the audit report shall include
a section from said director responding to the audit findings and exceptions.
There shall be a notification in the body of the audit report that the response is not
part of the audit findings and exceptions but has been prepared by the agency.

2.

Within 30 days of receipt of the final audit from the Finance and Audit Committee,
the agency director shall submit a written response to the Performance Auditor
indicating the proposed corrective measures to be taken to resolve the exception(s)
noted.

3.

Within 30 days of receipt, the Performance Auditor in conjunction with the Finance
Manager shall review the corrective measures. In consultation with the concerned
department they shall submit their comments and recommendations to the Finance
and Audit Committee. Proposed corrective action shall be submitted to the auditor
for comment, and such comments shall be forwarded to the committee.

4.

The Finance and Audit Committee will review the report and shall forward to the
Board of County Commissioners for approval the final audit subject to amendment,
together with the report of corrective measures.

5.

a.

For annual recurring audits, corrective actions shall be verified in the
subsequent year's audit.

b.

For all special or internal audits, the County Administrator or the appropriate
elected official will be responsible for insuring compliance and shall submit
a report to the Board when all corrective measures have been instituted by the
affected department.

Upon approval of the Board of County Commissioners, the audit will be considered
to be complete.
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VI.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to the
Performance Auditor, who shall have the responsibility for implementing and interpreting 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
5/5/88
____________.
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SUBJECT: AUTHORIZATION AND REIMBURSEMENT FOR TRAVEL AND BUSINESS
EXPENSES
I.

Purpose
The purpose of this procedure is to establish a process for authorization and
reimbursement of travel and business expenses and to define and clarify which travel and
business expenses incurred by County employees in connection with their official County
responsibilities are reimbursable consistent with Lane Manual 2.376, "Travel Expense
Reimbursement Policy."

II.

Scope
This procedure is applicable to all County departments. Where any section, subsection,
sentence, clause, or phrase of these procedures is found to be 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 County Administrator, supporting the
justification. Exceptions will take effect upon written approval of the County
Administrator.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Exception
The County Administrator may exempt any County employee from these procedures if,
in his or her opinion, such exemption is warranted because of extraordinary
circumstances or operating requirements.

V.

Reimbursable Expenses
County officials and employees should exercise good judgment and regard for economy
while traveling or incurring expenses in connection with County business. Any expense
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for which an employee requests reimbursement should directly and clearly relate to the
conduct of County business. In the event of an audit subsequent to the reimbursement,
there should be no question that such expenditures did relate and were necessary to the
conduct of County business.
A.

Authorization
Department directors, including the County Administrator, may authorize for their
employees any travel and reimbursement for all travel and business expenses
defined by this procedure as necessary for the conduct of County business within
departmental budget limitations. However, the County Administrator shall
specifically authorize in advance all out-of-state travel by all appointed
department directors. To obtain such authorization, a memorandum to the County
Administrator describing the purpose, destination, dates, and anticipated cost of
the proposed travel must be submitted prior to departure. Where trips out of state
are made frequently, a department director may request a blanket approval from
the County Administrator in accordance with the procedure above. The County
Administrator's written authorization shall be attached to the Travel and Expense
Report form that requests reimbursement for that expense (see Attachment 1).
All County employees are entitled to reimbursement for travel and business
expenses associated with County business. "Employee" means any elected or
appointed officer, including employees appointed by department directors and all
other persons entitled to Lane County reimbursement as defined in the Lane
Manual or Lane County Administrative Procedures Manual. Relatives of an
employee are not entitled to reimbursement for expenses (e.g., an employee's
spouse is not entitled to reimbursement for meals or lodging while accompanying
the employee on County business).

B.

Advisory Committees, Boards, and Task Forces
1.

Advisory Committee Expenses. For purposes of this procedure, Citizen
Advisory Committee members shall not be considered to be employees.
Such citizen members shall be reimbursed as follows:
a.

Mileage - All members of Lane County Citizen Advisory
Committees are authorized to receive, upon request, the mileage
reimbursement rate for mileage incurred in activities relating
directly to the business of their respective committees when such
one-time round trip mileage exceeds 30 miles. Such mileage
payments shall be budgeted by the operational departments
providing support to the committees.

b.

Meals - When it is necessary that meetings be scheduled during
normal meal hours, operational departments providing support to
committees shall budget and pay for reasonably priced meals.
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C.

2.

Major Committees' and Boards' Expenses. Because the nature of the work
of these committees and boards is more operational than advisory,
members of the Planning Commission, Board of Equalization, Budget
Committee, and any other major committees and boards so designated by
the Board of Commissioners shall be eligible for reimbursement for
mileage incurred with private automobile for authorized committee or
board activities. Members shall also be eligible for reimbursement of
reasonably priced meals and other travel expenses when specifically
authorized by the Board or the department director providing support to
the committee. Standard County procedures shall apply to such requests
for payment. The departments providing support to these committees
shall budget for these expenses and review expense reimbursement
requests for appropriateness.

3.

The standard Travel and Expense Report form shall be used when
requesting payment for committee members' travel and business expenses.

Transportation
1.

Air: Allowances for air travel shall be actual round-trip airfare by the
most direct route. All employees shall utilize coach or tourist class. If an
employee desires to ride first class, the employee may pay the additional
expense. Except for mileage points, if an employee receives a special
discount coupon, credit or any other benefit associated with an air carrier
promotional campaign that is given with a Lane County purchased ticket,
that coupon or other benefit must be submitted with or itemized on the
Travel and Expense Report form.
a.
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Air Fare Discounts: The department director may authorize an
employee to "lay over" extra days in order to take advantage of
discounted air fares. The department director shall provide
documentation in the form of a cost comparison of "regular" air
fare versus the discounted air fare and shall consider as a minimum
the following (see Attachment 2):
i.
The cost of the non-discounted flight.
ii.
The discounted air fare.
iii.
The cost of lodging and meals for the lay over day(s).
iv.
The cost of normal wages and benefits for the lay over
day(s). Upon approval of the department director, an
employee may eliminate this factor by using accumulated
leave for any or all lay over day(s).
v.
The cost of transportation incurred during the lay over
day(s).
vi.
All other costs associated with the lay over. For example,
it may be cost effective to fly to one location and drive to
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the final destination rather than flying directly to the final
destination. The cost of both methods of transportation
must be included in the comparison.
2.

Private Automobile: With permission of an employee's department
director, private automobiles may be used in the conduct of County
business. The driver must possess insurance and a valid Oregon driver's
license. For travel outside Oregon, an amount not to exceed coach or
tourist class airfare will be authorized for use of private cars, based upon
the County's private mileage allowance in effect at that time. The
department director shall provide documentation in the form of a cost
comparison of airfare versus automobile, and shall consider at a minimum
the following items (see Attachment 2):
a.

The cost of coach air fare.

b.

Mileage or other travel reimbursement. Reimbursable mileage
shall be listed with a description of the purpose and destination of
each trip.

c.

Cost of lodging and meals for all car-travel days.

d.

Cost of normal wages and benefits for car-travel days. Upon
approval of the department director, an employee may eliminate
this factor by using accumulated leave for any or all travel days.

e.

Specific other costs which can be directly identified as relating to
travel by automobile (see Chapter 1, Section 21), and incurred via
the transaction of County business.

Private automobile mileage rates will be equal to the IRS authorized rate
pursuant to LM 2.637. Reimbursable mileage is the lesser of the actual
mileage traveled or the distance between the employee's normal duty
station and the approved destination.
3.

County-Owned or -Leased Vehicle: Use of a County-owned or -leased
vehicle may be authorized by a department director when it can be
demonstrated to be the most economical means of transportation or private
automobiles are not available. Any employee using a County vehicle must
possess a valid Oregon State driver's license.

4.

Vehicle Rentals, Taxi and Bus Fare: Expenses for transportation must be
necessary and reasonable for the conduct of County business. Receipts for
vehicle rentals must be submitted for reimbursement.
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5.
D.

Garage and Parking Expenses: Parking and garage charges are allowable
expenses in the conduct of County business.

Lodging
Expenses will be allowed for lodging for overnight trips. Hotel accommodations
should be appropriate to the purpose of the trip, and when possible,
accommodations should be obtained at commercial or government rates.
Itemized receipts for lodging must be provided to obtain reimbursement. Long
distance telephone and fax charges associated with County business will be
reimbursed upon appropriate receipt submission. All other miscellaneous hotel
charges such as laundry, movie/game rental, or fees for use of hotel amenities are
not reimbursable.
A trip will normally be considered to be an overnight trip if the employee must
leave for the out-of-town location two hours prior to the normally scheduled
reporting time in order to complete the assigned task or attend an authorized
meeting.

E.

Meals, Tips and Gratuities
1.

Meals will normally be considered related to County business in the
following cases:
a.

When an employee attends a meeting that the supervisor has
approved as work related and the meal occurs between portions of
the scheduled meeting, e.g., lunch. When meals are included in
conference fees, the employee may not generally claim them for
reimbursement.

b.

When a shift is extended and the meal would normally be provided
under the appropriate bargaining-unit agreement.

c.

When travel on County business requires a stay out of town
overnight in accordance with the definition of an overnight trip.
Meals will normally be provided for breakfast or lunch on the day
of departure and for dinner on the day of return only under the
following circumstances:
i.

WP ap/Ch2Sec7.00028/T
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traveling to the conference, seminar or training session
location more than one (1) hour in advance of their normal
departure time.
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d.

2.

ii.

Lunch: The employee must leave their duty station prior to
the lunch hour in order to arrive at the conference, seminar
or training location within normal working hours.

iii.

Dinner: The employee must travel from the conference,
seminar or training session location for more than two (2)
hours after their normal quitting time to reach their
residence.

When meals are authorized by another section of this procedure
(see Advisory Committees, Boards, and Task Forces and
Conferences, Seminars, Conventions, and Training Programs).

Employees who must provide meals to persons other than County
employees may receive reimbursement for expenses associated with the
meal only when they have received authorization from their department
director for such meals. When requesting reimbursement for other than
County employees, the following information must be provided in
addition to what is normally required:
a.

A receipt for each meal.

b.

A description of the purpose of each meal, including an
explanation of its necessity to the County.

c.

A list of all persons, including other County employees who were
in attendance, specifying their organizations and titles. If the
expense is for a specific committee or other designated group, the
name of the group will satisfy this requirement.

d.

Special authorization from the department director for this expense
must be noted on the Travel and Expense Report form.

Expenses for award or retirement meals as well as service club meetings
are not allowable except where specifically authorized by department
directors or elected officials for their departments.
Alcoholic beverages (i.e., beer, wine, cocktails) are not a reimbursable
expense.
Tips and gratuities should be appropriate to the service. Any amount
which exceeds 15 percent of total billing will be paid by the employee.
Tips for receipted meals should be reported as part of the meal expense on
the Travel and Expense Report form.
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3.

Meals related to County business shall be reimbursed based upon actual
expenses incurred or a per diem rate, at the employee’s option. The option
chosen shall apply to the entire trip. (Tips and gratuities for meals are
included as part of the per diem rate.) If the per diem rate is not used,
receipts shall be required for all meals for which the employee is reimbursed.
The per diem rate is the rate established by the U.S. Government General
Services Administration (GSA) for government travel. This rate is
determined by city, county and state traveled to and can be obtained at
http://www.gsa.gov/perdiem or from an employee’s supervisor/manager.
The per diem rate also includes an allowance for incidentals as defined in V.
F. 4 below.
When using the per diem rate, it is the responsibility of the employee or
department to attach documentation on the allowable GSA rate to the request
for reimbursement.

F.

Incidental Expenses
Incidental expenses are described as: 1) fees and tips given to porters, baggage
carriers, bellhops, hotel maids, stewards, or stewardesses 2) Transportation
between places of lodging or business and places where meals are taken, if
suitable meals cannot be obtained at the temporary duty site; 3) Mailing costs
associated with filing travel vouchers and payment of Government charge card
billings; and 4) Other incidentals may be authorized on an individual basis if they
are necessary for the conduct of County business.
If the per diem rate described in V. E. 3. above is not used, receipts should be
retained when possible and submitted when requesting reimbursement. Expenses
such as parking tickets, traffic citations, child care, pet boarding and lost or stolen
personal items are considered personal expenditures and therefore will not
generally be considered reimbursable expenses.

G.

Conferences, Seminars, Conventions, and Training Programs
Attendance at out-of-town conferences, seminars, conventions, and training
programs should be limited to the number of representative which will provide the
best cost benefits to the County.
Reimbursement for conference registration may be submitted if not already
prepaid.
Meals for conferences, seminars, conventions and training programs will
normally be provided as specified in V.

VI.

Reporting of Expenses
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A.

Accumulative Travel Accounts
If an employee periodically travels, he or she may accumulate the incurred
expenses and submit the Travel and Expense Report form listing the dates of
travel and an itemized list of expenditures with the appropriate receipts to
Finance. The employee should review Administrative Procedures Chapter 1,
Section 21, to ascertain the need for any additional reporting requirements.
Expenses should be reported no less than quarterly. Expenses more than one (1)
year old normally will not be reimbursed.

B.

Controls
Upon return from travel, the employee must submit all forms and receipts to his or
her department director for initial evaluation and review. Generally, only the
County Administrator, elected officials and other department heads may approve
their own Travel and Expense Report forms. If all forms and expenditures are in
proper order, they shall be submitted to Finance for processing. If any
irregularities are disclosed in this examination, the authorizing department director
shall be notified immediately so that errors and questions of valid expenditures
can be corrected.
The examination of these forms will include review of account numbers, questions
of valid or reasonable expenditures, correct authorizations, attachment of
appropriate receipts, the total incurred expense amounts, and verification that the
expenditures are covered by the budget. The purpose for each trip or expense
must be expressly stated.
Appropriate receipts are:
1.

An original invoice or receipt which clearly shows the vendor's name, the
type of goods or service provided and the amount. The document should
clearly be marked "paid."

A cash register receipt will be considered an original receipt if this information is
machine printed.
2.

Cash register and credit card receipts that do not meet the requirements
outlined above in VI.B.1. will be accepted for purchases of $50 or less.
The department must provide the vendor name and a description of the
purchase.

3.

A conference brochure that contains an agenda and details all items
included in the conference fee.
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4.

VII.

Receipts for expenses should be obtained whenever possible. However,
receipts for some types of expenses generally are not available and will
not be required. Some examples are:
Cab or city bus fare.
One time personal services for which receipts are not available
(tips, baggage handling).
Disbursements made at coin-operated machines (laundromats,
telephones, parking meters).
Disbursements to clients for one time, emergency, personal needs.

Methods for Obtaining an Advance on Travel or Business Expense
Advances for travel or business expenses are allowable with authorization of the
employee's department director.
The estimated total or partial cost of the authorized travel may be advanced. Alternately,
procurement cards may be available for employee use when on authorized travel. A
completed Travel Advance Form should be signed by the department director and
processed through Finance in the same manner as regular payables. As supporting
documentation, a copy of the meeting or seminar agenda, meeting notice, or conference
brochure and a completed registration form (where needed) shall be attached to the
advance request. If the conference information is voluminous, copies of only the pages
which show the following must be submitted:
The conference or meeting location and schedule Conference fees and what is included in
the fee (some fees include meals and non-conference activities).

VIII.

Method for Obtaining Reimbursement of Travel Expenses/Reconciling Advances.
Upon return from travel the employee must submit receipts and a completed Travel and
Expense Report form to the appropriate supervisor within the department for initial
review and approval. If all forms and expenditures are in proper order, they shall be
signed and submitted to Finance for reimbursement.
If an advance was received, the amount will be noted on the Travel and Expense Report.
Any excess of advance over the receipted expenditures must be refunded to the County
within 5 days of the completion of the trip. Where authorized expenditures exceed the
advance received, a reimbursement will be processed.
If the travel advance is not reconciled within 30 days of completion of a trip, the
traveler will be ineligible for further travel advances until the outstanding advance is
reconciled.
In accordance with IRS requirements and guidelines, amounts which are not
substantiated within 60 days from the date of travel will be reported as taxable income
on the employee's W-2.
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Unresolved irregularities will be disclosed to the respective department director. Should
the irregularity remain unresolved, the department may request an interpretation under
subsection X.
IX.

Vehicle Allowance
Specific employees (such as Commissioners, the County Administrator and certain
Department Directors) have the option to receive a monthly allowance in lieu of
substantiating actual mileage for the use of a personal vehicle on County business. This
allowance is based upon travel of an estimated 1000 miles and is paid at the current
County established mileage rate. (See V.C.2 above for rate computation and Time Card
Process, APM Ch2, Sect 14 for reporting.) Travel between home and office is not
considered business travel.
Allowances paid to the employee will be reported as additional compensation in
accordance with IRS regulations and guidelines.

X.

Interpretation and Implementation
Any questions about the intent or application of these procedures should be directed to
the Director of Management Services, who is delegated 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
____________.
7/1/06
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SUBJECT:
PROCEDURE FOR
APPROPRIATION TRANSFERS
I.

APPROVING

AND

PROCESSING

BUDGET

PURPOSE
The purpose of this administrative procedure is to specify the procedure for obtaining
approval for and processing of all inter-departmental and intra-departmental budget
appropriation transfers. All transfers must be made in accordance with ORS 294 (Local
Budget Law).

II.

SCOPE
This procedure is applicable to all County departments. 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.
Exception 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
Budget

Basis of the legal authorization for the expenditure of funds. A
written plan of financial operation for estimated expenditures for
one year, and the proposed means of financing the estimated
expenditures.

Local Budget Law

All provisions found in ORS 294.305-294.520, 294.555 and
294.565.

Appropriation

Legal authorization for spending a specific amount of money in a
single fund for a specific purpose during a specific period of
time.
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Budget Transfer

Expenditure
Classification

V.

A change in the fiscal year's spending plan and appropriation
which requires the department to prepare an amendment for the
approval of the Budget Officer or the Board of Commissioners,
depending on the nature of the transfer. (See Types of Transfers
below for further detail).
Grouping of similar types of expenditures in broad categories;
expenditure classifications used by Lane County include
Personnel Services (wage and benefit costs); Materials and
Services; Capital, including capital outlay (for items valued at
more than $5,000 with a useful life of more than one year) and
capital projects (a major repair, renovation or replacement of
current asset that extends the useful life by at least 5 years or
expands capacity of an existing facility); and Fiscal Transactions,
including reserves.

Position

A group of duties and responsibilities occupied by one employee.

FTE

Full Time Equivalent. The equivalent of one employee working
full-time for one year. The authorized or appropriated FTE is the
amount listed for each department/fund in the Board Order
Adopting the Budget, plus any additional Board Orders approved
throughout the fiscal year.

Budget Officer

County Administrator or designee.

TYPES OF TRANSFERS
Administrative
Transfer

Net zero changes to appropriations within a single department
and single fund completed by transferring appropriations
between account line items within or between expenditure or
revenue accounts; may NOT be used to establish new FTE, but
can perform a net zero adjustment to existing FTE.
Effect on spending authorization: None
Board order: Not required
Authorization: Budget Officer

Board Order Adjust
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General Fund and any other fund also possible under limited
conditions per OAR 150-294.450(3).
Effect on spending authorization:
May increase one
department's or fund's spending authority while decreasing others
Board order: Required
Authorization: Board of Commissioners
Grant Resolution

A specific procedure authorized under ORS 294.326(2) to allow
expenditure in the year of receipt of dedicated revenues - grants,
gifts, bequests or devises transferred to Lane County. Must
include increase/decrease of revenue and expenditure
appropriations to keep overall fund balanced. Available for
expenditure only after enactment by the governing body of an
appropriation ordinance or resolution authorizing the
expenditure. Addition of FTE also possible.
Effect on spending authorization: Increases spending authority
and possibly FTE
Board order: Required
Authorization: Board of Commissioners

Supplemental Budget

Modifications to an adopted budget for the purpose of adding to
or subtracting from current appropriations; may include transfers
between funds and additions or deletions of FTE. Must be
adopted and appropriated before any additional money can be
spent (OAR 150-294.480). Lane County currently processing
approximately three supplemental budgets per fiscal year.
Must meet the condition of an occurrence or pressing necessity
which had not been ascertained or able to be foreseen at the time
of the preparation of the current budget.
A supplemental budget cannot authorize spending an
unappropriated ending fund balance, except when necessitated by
involuntary conversion or civil disturbance or natural disaster.
Also cannot be used to spend the tax raised above the estimated
amount stated in the ballot for a rate local option tax.
Effect on spending authorization: Generally increases, but
may also decrease
Legal Notice: Required
Public Hearing: Required
Board order: Required
Authorization: Board of Commissioners, following public
hearing
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VI.

TYPES OF RESERVES
While Lane County has chosen to distinguish between contingency and reserves as
described below, only the Operational Contingency account (99100) is recognized by
local budget law as an appropriation. When preparing appropriation board orders, 992xx
accounts must be added into the 99100 total.
Operational
Contingency (99100)

Each operating fund may establish an operational contingency
for unforeseen expenditures caused by limited emergencies or
unanticipated changes that may become necessary; any
reasonable amount can be appropriated, but the governing body
may transfer by resolution no more than 15% of a fund's total
appropriations during the year.
Type of Transfer: Board Order Adjust

Operational
Reserves (992xx)

Reserves not intended to be spent in the current year, but are
available to respond to significant emergencies, changes or
potential disruptions of service caused by external factors. Also
referred to as the ‘prudent person reserve.’ Lane Manual Chapter
4 establishes the reserve policies and requirements for all County
funds.
Type of Transfer: Supplemental Budget

Unappropriated
Reserves (99300)

Technically a "requirement," not an expenditure; local budget
law specifically requires that unappropriated ending fund
balances become a budget resource in the next fiscal year (cash
balance). During a current year, unappropriated funds are not
available except when necessitated by involuntary conversion or
civil disturbance or natural.
Type of Transfer: None allowed

VII. PROCEDURE
The Budget Office will assist departments in preparing budget transfer requests. The
procedure will be as follows:
A.

Departmental Responsibility - It will be the responsibility of individual departments
to prepare a budget form in the automated budget software system. Justification
must be provided to explain why the transfer is necessary and any authorizing
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approvals already secured (board order, personnel action for reclassification,
settlement of a grievance, etc). Where one planned expenditure is reduced in order
to provide increased spending for another, the justification should indicate the effect
of the changed plan.
If the transfer being proposed requires Board approval, the Department shall prepare
the agenda memorandum and board order. See Chapter 1, Section 2 for the process
of submitting agenda items to the Board of County Commissioners. Consultation
with the Budget Office is strongly encouraged to assure that all requirements of local
budget law are met. The budget form prepared on the automated budget software
system
and the information contained in the agenda memorandum and the
accompanying board order must be consistent.
When an adjustment is completed at the department level, it must be authorized by
the department director or designee. Departments shall not incur any liability
against a proposed transfer until the transfer has been approved and processed.
B.

Human Resources Responsibility - When budget transfers affect positions in any
way (FTE increases, new positions, reclassification, flex staff promotions, grievance
settlements, change in pay status, etc.), Human Resources will review and
recommend approval or denial of the personnel action identified in the budget
transfer request. Human Resources may assist the department in determining the
level of approval required for a particular personnel action and assist in the
preparation of any necessary board order to implement the personnel action. When
an adjustment meets all the personnel requirements, Human Resources will authorize
the adjustment. See Chapter 3, Section 4 for details on adding and deleting positions
and/or FTE outside of the Annual Budget Process.

C.

Budget Office Responsibility - Upon receiving a budget transfer request, it will be
the responsibility of the Budget Office to determine whether sufficient authority
exists (department authorization, Human Resources authorization, approved board
order, etc.) to recommend the requested transfer for approval. Budget staff may
assist departments in determining the level of approval required for a particular
transfer, assist in the preparation of the necessary board order, legal notice or other
actions required to conform with local budget law.
When a transfer is unusual or complicated, the Budget Office may request additional
information and explanation to supplement the budget adjustment comment.
Due to the limited circumstances allowing for Supplemental Budgets and the
required legal notice publications, the Budget Office will coordinate all
Supplemental Budget requests. Generally these occur three times each year, usually
in December, March and June. Departments will be responsible for entering the
supplemental budget information into the automated budget software system and
providing any detailed information requested by the Budget Office for inclusion in
the agenda memorandum and board order.
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When an adjustment meets all the budget requirements, the Budget Office will
authorize the adjustment and recommend it for approval by the Budget Officer or
designee.
D.

Budget Officer Responsibility - The Budget Officer will issue final approval of
budget transfers.

E.

Rejection of Budget Transfer Requests - When a department's budget transfer
request is recommended for rejection by any reviewer, the department will be
notified immediately.

VIII. INTERPRETATION AND IMPLEMENTATION
Any questions relative to the intent or application of this procedure should be directed to
the County Administrator who is delegated 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
10/12/07
____________.
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Chapter 2
Section 9
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3

9/27/2007
Date

SUBJECT: BUDGET ADMINISTRATION AND EXPENDITURE MONITORING
I.

PURPOSE
In accordance with the provisions of ORS 294, County and Municipal Financial
Administration and Lane Manual Chapter 2.9 and 4.005, Budget Policies and Procedures,
provides a uniform budget control plan to assist County Departments in effectively
managing their fiscal operations, to ensure that sufficient funds are available to meet
departmental operating requirements and to avoid year-end deficiencies and/or
supplemental appropriations.

II.

SCOPE
This procedure is applicable to all County departments.

III.

AMENDMENTS
The County Administrator may amend this procedure.

IV.

V.

DEFINITIONS
Appropriation Order

Board Order adopting the current fiscal year
budget, making appropriations and levying
taxes. Completed in mid to late June of each
year.

Expenditure Classification

Grouping of similar types of expenditures in
Classification . In broad categories as
defined by local budget law.

Account Line Item

The number that identifies the type expense,
i.e. Professional & Consulting, Telephone
Services, Permanent Operating Salaries, etc.

BUDGET ADMINISTRATION AND EXPENDITURE MONITORING PLAN
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A.

Fiscal Control of Expenditures
1.

Annual Appropriations
The Appropriation Order meets the requirements of local budget law by
establishing the official budget of the County and specifying the maximum
resources and expenditures authorized at the fund and department levels.
The Appropriation Order provides an annual aggregated spending authority
at the department levels in each fund unless the order specifies that
expenditures shall be governed and controlled according to specific
expenditure classifications as defined in Local Budget Law as follows: (1)
Personnel Services, (2) Materials and Services, (3) Capital Outlay, (4) Debt
Service, (5) Special Payments, (6) Inter-fund Revenue Transfers, and (7)
Operating Contingency..

2.

Financial Reports
Financial Services shall keep and maintain an Appropriation and
Expenditure Ledger in sufficient detail to record expenditures against the
appropriations for each fund, department and program by account line item
within each classification of expense.

B.

Management Responsibility for Expenditure Monitoring
It is the responsibility of each department director to monitor expenditures within
the departmental appropriations authorized for each classification of expense by
account line item.
1.

Fund Manager Designee & Duties
Each department director must designate a fund manager for each fund used
in the department and notify both Budget and Financial Services of the name
of the individual. Duties for the fund manager include:
a)
b)
c)
d)

Monitoring expenditures and budget
Forecasting as detailed in VI below.
Notifying appropriate department staff of need for appropriation
changes.
Responsible for duties described in VI.

Budget adjustments to appropriations between account line items and expenditure
classifications shall be requested in accordance with Chapter 2, Section 8 prior to
making expenditures. When submitting payroll authorizations, request for checks,
request for contract payments, purchase requests, field purchase orders, etc., the
department director or designee shall certify, by signature or action on-line, that
funds were appropriated and are unencumbered for the proposed expenditure.
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2.

Personnel Services
Before requesting the filling of a position vacancy or the addition of a new
FTE, the department director shall determine the availability of appropriate
funds and be prepared to demonstrate upon request the necessity for
employing new or replacement personnel. See Chapter 3, Section 4 for
procedures on adding or deleting FTE and/or positions.

3.

Materials and Services
Before submitting purchase requests or payment documents as required by
existing public purchasing policies, the department director shall determine
the availability of funds and be prepared to demonstrate upon request the
necessity for the expenditure. No purchase order or request for payment will
be processed if it is determined that sufficient funds are not available. Such
requests will be returned to the authorizing department director together with
an explanation of the inability to process payment.

4.

Capital
The department director shall verify the availability of appropriate funds
prior to submitting requests for Capital items.

VI.

FISCAL YEAR-END CUTOFF
A.

Orders
All departments should anticipate their operating requirements for the balance of
the fiscal year according to the following:
1.

B.

Purchase Orders: Purchases must be ordered to allow the goods or services
to be received by June 30. Therefore, Purchase Orders must be authorized to
allow sufficient time to process them and receive the goods or services by
June 30.

Accounts Payable
Payments for goods and services received with an invoice date prior to the close of
the business day June 30, will be paid from the current year's budget. Payment
requests for goods and services received after July 1 will be paid from the
following fiscal year's funds. Date of receipt of the goods or services is generally
substantiated by the date of the invoice or by a description on the invoice which
indicates timing of receipt of the goods or service.

C.

Grant and Contract Revenues
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Departments responsible for grant and contract revenues shall establish deadlines
for reimbursement in order that revenues are collected prior to the fiscal year end.
Since many contracts and grants are reimbursed after the close of a reporting
period, arrangements should be made to submit reimbursement requests based
upon estimates prior to the end of the last reporting period of the fiscal year.
VII. RECONCILIATION OF REVENUE AND EXPENDITURES REPORTS/BUDGET
VIOLATION
Every department should reconcile its records at the end of each accounting period with
the revenue and expenditure reports available through the PeopleSoft Financials software.
Any variances which may occur should be immediately reconciled. If the department
experiences difficulty in reconciling its accounts, Financial Services should be contacted
for assistance.
The Fund Manager for any specific fund is responsible for ensuring that that a budget
violation does not occur. In the event of a violation, it will be the responsibility of the
Fund Manager to provide an explanation for the occurrence and details on how such a
violation will be avoided in the future. This information must be submitted to the Finance
& Audit Committee and in a report to the Secretary of State. The violation is also
referenced in the County’s financial audit and financial reports.
VIII. DEPARTMENTAL REVENUE AND EXPENDITURE FORECASTS
A Financial reporting system and schedule shall be established by the Financial Services
and Budget & Planning divisions. Each department will review its accounts and prepare
revised estimates of revenues and expenditures in order to provide a comprehensive
budget status report for review by the Board of County Commissioners' Finance and Audit
Committee. This review is necessary in order that operating requirements for the fiscal
year may be carefully evaluated to disclose any major revenue or expenditure problems
confronting the County.
If at any time it appears that any expenditure account may be significantly over expended
or any revenue significantly under realized it is the responsibility of department directors
to report to the Finance and Audit Committee alternate methods of maintaining a balanced
budget.
Upon the recommendation of the Finance and Audit Committee and approval by the
Board of Commissioners, the County Administrator may implement expenditure controls
necessary to assure that sufficient funds are available to avoid year-end deficiencies,
intrafund or intradepartmental transfers and/or special appropriations.
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IX.

X.

CONTINGENCY FUNDS
A.

Departments are expected to fund departmental errors, omissions and inflationary
costs, including employee grievance settlements, reclassifications, promotions, etc.,
from current appropriations.

B.

Emergency requests for additional appropriations due to natural or man-made
catastrophes and other unusual events may be submitted to the County
Administrator. The County Administrator may recommend approval for such
appropriations by the Board of County Commissioners. This allocation will be
based on County-wide need and availability of funds.

INTERPRETATION
Any question relative to the intent or application of this procedure shall be directed to the
County Administrator who has the authority and responsibility to implement 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
10/12/2007
____________.
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SUBJECT: MEMBERSHIPS IN PROFESSIONAL ORGANIZATIONS AND SUBSCRIPTIONS
TO PROFESSIONAL LITERATURE
I.

Purpose
To provide a uniform policy for the expenditure of County funds for professional licenses and
memberships as well as subscriptions to professional literature.

II.

Scope
This procedure is applicable to all County departments. Where any section, subsection,
sentence, clause, or phrase of these procedures 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 as required.

IV.

Guidelines
A.

Membership in Professional Organizations
Expenditure of County funds for membership in a professional organization or society
should be limited to the following criteria:
1.

Membership in the organization or society that will result in a general benefit to the
County or a specific benefit to a department or section.

2.

Where feasible, each department should limit departmental participation to one
membership per organization. In organizations of a specialized nature, such as the
National Sheriffs Association, Association of Oregon Finance Directors, etc.,
membership should be assigned to the most appropriate department. The single
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membership per department could possibly be assigned to the department or
division directors. This would allow access to publications, training seminars, and
information by all departmental staff. This limitation does not apply to advisory
committees.
B.

Professional Registrations, Licenses, and Memberships
The cost of professional registrations, licenses, and memberships that are a prerequisite
for County employment in a specific clas- sification will be paid by the employee, not
the County. Examples of such classifications would include but not be limited to
engineers, architects, sanitarians, physicians, nurses, attorneys, equipment operators,
pilots, etc.

C.

Subscriptions to Professional Periodicals and Literature
Subscriptions to professional journals and literature may be paid for with County funds.
However, subscriptions to more than one publication providing basically the same
information should be avoided where possible. Moreover, wherever feasible, subscriptions should not be duplicated by other departments but rather every effort should be
made to share publications between departments.

D.

Subscriptions to Newspapers
A reasonable number of subscriptions to newspapers may be paid for with County
funds.

V.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be referred to the
County Administrator who is delegated 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
____________.
3/31/95
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Use of Employee-Owned Wireless Telephone for County
Business
As a Lane County employee, I have been authorized to carry a county-provided wireless telephone
for job related purposes. I make this request to receive a monthly stipend for use of my personal
wireless phone in lieu of being assigned a county-owned wireless phone.
In accordance with APM Chapter 2, Section 11, I agree to use my own wireless phone for County
business according to the job requirements assigned by my supervisor or director and I agree to
the following:
The County may publish my personal wireless number as needed.
I am responsible for acquiring a cellular telephone and calling plan and maintaining active
service at all times while receiving the stipend. I am also responsible for any service and
maintenance cost for my own phone.
My supervisor or director may establish call availability requirements. Job related calls
should be responded to in a timely manner, and personal calls during assigned duty periods
should be kept to a minimum.
The stipend will be paid monthly through the payroll system and is considered taxable
income and as such will be subject to standard payroll taxes.
Records of calls made or received on my wireless phone for which the stipend is received
may be subject to public records laws.
Approval of the stipend and/or assignment of a wireless telephone is at the sole discretion
of the County, and the County reserves the right to modify or discontinue such practice at
any time for any reason.
I understand that this stipend may be revoked or modified at any time for any reason.
I further understand that a new request and approval must be submitted each July 1.
Failure to submit a request and approval to Financial Services will result in no payment of a
stipend.
ACCEPTANCE:
Start

Stop

______________________________
Effective Date

Action (circle one):
Continue

______________________________
Supervisor/Manager Sig. (if required)

_______________________________
Employee Sig.

______________________________
Department Director Sig. (required)

_______________________________
Print Name

______________________________
Wireless Phone Number

_______________________________
Employee ID #

______________________________
HR Labor Code
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SUBJECT: TIME CARD PROCESS
I.

Purpose
The purpose of this procedure is to establish consistent guidelines for preparing and
processing County time cards and certifying payroll in accordance with Lane Manual 2.285
and 2.290. Accurate time records are the only official source documents which can be used
to show employee hours to be paid. They allow the County to issue correct and legally
defensible paychecks.

II.

Scope
This procedure is applicable to all County departments. 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.

IV.

Definitions
EXEMPT EMPLOYEE - An employee of Lane County who is not eligible for paid overtime
or compensatory time (see Chapter 3, Section 42, Attachment I)
NONEXEMPT EMPLOYEE - An employee of Lane County who is eligible for paid overtime
and/or compensatory time (see Chapter 3, Section 42, Attachment II)
PAYROLL AUTHORIZATION FORM - The form that each department director or designee
signs verifying, by employee, the number of hours worked, number of paid hours, and gross
pay. Return of the form to the Payroll Section authorizes the printing of paychecks, and the
expenditure of Personnel service funds.
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RETROACTIVE PAY - Back wages due an employee because of a change in pay rate. The
amount will be the difference between the amount already paid and the amount that should
have been paid.
SUPPLEMENTAL PAY - A new paycheck issued to an employee because his/her regular
paycheck is incorrect. The most common reason for supplemental pay is that the employee
was paid for too few hours.
V.

Guidelines
A.

The Payroll Section pays employees for hours worked and authorized compensatory
time, holidays, vacations, and paid leave. The employee must be filling a position
authorized in the Position Control System and will be paid at the appropriate rate as
approved by Personnel Services.

B.

Each department will maintain a record of employee hours worked and other hours to
be paid for all nonexempt employees as supporting documentation to the paycheck. All
employee hours will be certified as correct by the signature of the nonexempt employee
and the employee's supervisor. In the absence of an employee, the signature of the
supervisor is adequate for payment, but the employee's signature should be obtained
upon the employee's return. Exceptions to normal hours worked, such as overtime,
vacation, leave, and compensatory time, will generally be authorized before they occur
in accordance with paragraph VI.C., and Chapter 3, Section 34, "Time Management,
Other Types of Leave, and Holidays", Attachment II.

C.

Time card information on employee hours paid for exempt employees may be kept on
an exception basis. In terms of process, the only time an exempt employee must prepare
a time card is when the employee is on leave. The department for which the employee
works must keep on file both a time card and an authorization of all leave time taken by
the employee.
Authorization for leave shall be made on forms which promote departmental efficiency.
Leave time shall be documented to show the type of leave (time management, vacation,
bereavement, etc.), amount, and shall be certified as correct by the signature of the
employee and the supervisor.
In no event shall the compensation for an exempt employee be reduced if the time
management accruals are fully exhausted and the employee is absent for less than one
day.

D.

Time card information on employee hours worked and other hours paid must be entered
to the automated time card system by the department before an employee's paycheck is
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prepared. This applies to salaried as well as hourly employees. This also applies to
employee termination hours and corrections to paychecks. Supervisors should make
sure complete and accurate time card information is provided each pay period for all
employees, even those away from work.
E.

Time management are based on employee time card hours. Accrual calculations are
based upon normal working hours, compensatory time taken, time management,
vacation, holiday, personal time taken, and all types of leave hours. In order to accrue
the proper amount of leave time, a full-time employee must be compensated for at least
eighty (80) paid hours in the payroll period.
Accruals are not calculated for overtime, double time, compensatory time worked or
paid, payment for leave time sold, termination vacation pay, or personal time paid.

F.

VI.

Departments will retain employee time records and other supporting documentation for
a minimum of thirty (30) months. This will allow for review of authorized payroll
expenses by County, state and federal auditors, and provide backup justification for
employee hours paid. Where required by grant guidelines, records will be retained as
long as the grant requires.

Procedure
A.

Completing Time Cards
The Lane County standard biweekly time card is recommended for all departments (see
Attachment I). Time cards can be obtained from Ready Stores. Departments with
unique requirements may print their own time cards as long as specified information
appears on the card. Department unique time cards will be reviewed and approved by
Finance Operations.
1.

All Employees: Every department will collect a completed time card from each
nonexempt employee on a weekly or biweekly basis. The time card must contain
the following minimum information: employee name, ending date of the time card,
number of days worked, hours worked per budget program, and hours not worked
but paid, such as vacation, holiday, and leave. Time card hours should be recorded
to indicate separate weekly totals by type of hours, e.g., regular or overtime. The
time card must be signed by the employee and the employee's supervisor. A
designee may sign for the supervisor in his or her absence.
Other information to be recorded on the time card, as required, includes: hours at
special pay rates such as shift differential and out-of-class pay, and adjustments to
gross pay resulting from actions such as retroactive pay increases. Interested
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departments can also use time cards to allocate employee hours worked to various
activities or cost centers. Contact the Finance Data Processing for information on
this feature of the automated time card system.
Time card information must be processed and submitted by each department to
Payroll via a terminal by 8:00 p.m. on Monday preceding payday.

B.

2.

New Employees: New employees will complete a time card in the same manner
as a current employees. The PAF for employees hired into permanent positions is
generated automatically when the Applicant Tracking System is updated by
Personnel Services. The department must then add the position control number to
the PAF. The PAF for temporary employees must be created by the department.
A PAF must be processed before the employee's time card can be entered on the
time card system.

3.

Terminating Employees: Terminating employees will complete a time card in the
same manner as a current employee. The department must also submit the Payroll
Termination Work sheet, the Notice of Change form and a copy of the time card
to Personnel Services no later than 9:00 a.m. on the employee's last day of work.
Please refer to the Administrative Procedure titled "Employee Separation Process,"
Chapter 3, Section 56. As applicable, termination, leave pay, and compensatory
pay must be recorded on the Payroll Termination Worksheet and on the time card.
Department entry of all time card hours must be completed no later than 9:00 a.m.
on the employee's last day of work, or by 8:00 p.m. Monday if the last working day
is Tuesday or Wednesday preceding payday.

Supplemental and Retroactive Pay
1.

Retroactive pay due an employee is calculated using the Retro Pay Calculation
Worksheet form, see Attachment IIIA. The dollar amount due is data entered as
part of the employee's time information and will be added to gross pay as part of
the next paycheck. The Retro Pay Calculation Worksheet must be submitted to the
Payroll Section as soon as possible, but not later than 10:00 a.m. the Monday
before paychecks are issued. The department payroll clerk should sign the Retro
Pay Calculation Worksheet to certify it is correct.

2.

Some supplemental pay due can be processed by adjusting the employee's hours on
the next time card. For example, if the employee was paid for 38 hours and should
have been paid for 40, the two additional hours would be added to the next time
card.
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If the correction must be processed immediately and a new paycheck is required,
the supplemental pay due to the employee is calculated using the Time Card
Supplemental Worksheet form. The department must enter the correction to the
automated timecard system, and submit the form to the Payroll Section. The
Payroll Section will issue a new paycheck.
If a new paycheck is required, the department director or delegate must sign the
Time Card Supplemental Worksheet to certify it is correct and authorize the
resulting personnel services expenditure. If an employee is not entered
appropriately in the time card system and does not receive a check, the department
must contact Payroll as soon as possible for corrective action.
C.

Pay for Vacation, Leave, Overtime, and Compensatory Time
If an employee is to be paid for hours not worked, including time management,
vacation, leave, and compensatory time taken, the hours shall be preauthorized by the
employee's supervisor. Preauthorization is required for all departmental staff except as
described in Administrative Procedure, Chapter 3, Section 34, "Time Management,
Other Types of Leave, and Holidays". See also the Administrative Procedure titled
"Hours Worked, Overtime, and Compensatory Time" Chapter 3, Section 42 for further
detail.
If an employee is to work overtime, the hours should also be authorized by the
employee's supervisor.
The Authorization for Vacation Leave/Overtime/Compensatory Time form provides
documentation for other than normal hours worked and shall be used. This form is
available from Purchasing.
For additional procedures covering the subject, see the administrative procedures titled
"Time Management, Other Types of Leave, and Holidays," Chapter 3, Sections 34. Pay
for overtime and compensatory hours worked will be made according to the
Administrative Procedure titled "Hours Worked, Overtime, and Compensatory Time"
Chapter 3, Section 42.

D.

Certification of Payroll
The Tuesday preceding payday, each department will receive a Payroll Authorization
Report listing each employee and his/her gross pay. The Payroll Authorization should
be verified and signed by the department director or designee, and returned to the
Payroll Section by 11:00 a.m. the same day received. The Payroll Authorization is the
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County's authority to make Personnel Service expenditures, except supplementals and
terminations.
VII.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to the
County Administrator who is delegated the authority to interpret and implement 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
3/31/95
____________.
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SUBJECT: CASH ACCOUNTS AND CASH FUNDS
I.

Purpose
The purpose of this procedure is to establish guidelines for the creation and use of cash
accounts and cash funds. The procedures are intended to comply with the provisions of
ORS 294.

II.

Scope
This procedure is applicable to all County departments. This procedure shall be
administered in accordance with the authority delegated to the County Administrator in
Lane Manual 4.012. Where any section, subsection, sentence, clause or phrase of this
procedure is found to conflict with any state or federal law or administrative rule, the
terms of such contracts, laws, or rules shall prevail.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definitions
Cash Account. An account established in the name of Lane County at a financial
institution, the assets of which are liquid.
Change Fund. A sum of money designated for the purpose of making change where cash
is collected.
Petty Cash. A sum of money designated for the purpose of making certain expenditures.

V.

Administrative Procedure
A.

Authorization and Establishment of Accounts
County cash accounts and funds will be authorized by the County Administrator
and monitored by the Financial Services Division in order to facilitate effective
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and efficient cash management, accommodate operating needs and maintain
adequate controls over cash.

B.

1.

Departments will be authorized to establish and maintain cash accounts with
the County’s contracted financial institution where a legitimate business
need exists for a separate account.

2.

Departments will be authorized to establish and maintain petty cash or
change funds where a business need or operational efficiency justifies
establishment of the account.

3.

Departments will submit a request to establish the account or fund to the
Financial Services Manager which includes the following information:
a.

Purpose of the fund and amount requested.

b.

Name of the custodian of the account.
regular, active County employee.

c.

Names of proposed signers on the account, and the name of the
employee responsible for reconciliations.

d.

The location and method of safekeeping of the fund.

The custodian must be a

4.

The Financial Services Manager will make a recommendation to the County
Administrator as to the establishment of the account.

5.

The Financial Services Manager has the authority to close Department cash
accounts and cash funds after reasonable notice to the Department Director.

Maintenance and Control of Accounts
1.

Full responsibility for each cash account or fund and the method by which it
is utilized will rest with the Director of the department which has custody of
the funds.

2.

Expenditures made from cash accounts and funds are subject to the same
budget and fiscal control requirements as are regular expenditures of the
County, and must be substantiated by acceptable receipts in accordance with
APM Chapter 2, Section 4.

3.

Replenishment of cash accounts is to be made from authorized budget
appropriations, and funds within the account will not be considered an
additional appropriation.

4.

The following transactions are prohibited:
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C.

a.

Providing change for a transaction initiated by check.

b.

Cashing a check for any person from a change or petty cash fund.

c.

Payment of expenditures from cash receipts or change funds.

Reconciliation
1.

2.

All cash accounts with financial institutions will be reconciled on a monthly
basis, employing the following components to ensure adequate control and
separation of duties:
a.

The account will be reconciled to the bank statement by a County
employee who is not an authorized signer on the account.

b.

The reconciliation will be reviewed by a second County employee who
is also not an authorized signer on the account. Both reconciler and
reviewer will sign and date the reconciliation for proper
documentation.

c.

Reconciliations will be maintained on file in the custodial Department
and will be provided upon request to the Financial Services Manager
or Internal Auditor.

All cash funds will be reconciled to underlying receipts on a periodic, but not
less than monthly, basis.
a.

Change funds should be reconciled daily, or at the time of deposit of
the receipts for which they provide change. Change funds will be
replenished from the cash receipts at the time of deposit.

b.

Petty cash funds will be reconciled to the expenditure receipts at least
monthly, and upon a request for replenishing. Requests for funds to
replenish the petty cash fund will be submitted to the Financial
Services Division together with receipts for all expenditures.

3.

All accounts will be reconciled as of June 30 of each year, and the
reconciliations will be forwarded to the Financial Services Manager.

4.

The Financial Services Manager (or designee) will maintain a schedule of all
authorized County cash accounts and cash funds. Such schedule will include
the custodian of the account and authorized purpose of the account.

5.

All County cash accounts and cash funds are subject to audit at all times.
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6.
VI.

In the event of a suspected theft or loss of funds from the cash fund, the
custodian will notify the Financial Services Manager immediately.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to
the Management Services Director, who is delegated the responsibility to interpret and
implement this procedures.

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
1/9/07
____________.
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Section 17
Issue 1

1/9/07
Date

SUBJECT: FIXED ASSET AND INVENTORY MANAGEMENT
I.

Purpose
The purpose of this procedure is to establish guidelines for the management and
disposition of capital and personal property assets. The procedures are intended to
comply with Federal, State and local laws and regulations relating to procurement and
disposition of public assets.

II.

Scope
This procedure is applicable to all County departments. This procedure shall be
administered in accordance with the authority delegated to the County Administrator in
Lane Manual 60.405 and in accordance with ORS 279A.070 and 279A.185. Where any
section, subsection, sentence, clause or phrase of this procedure is found to conflict with
any state or federal law or administrative rule, the terms of such contracts, laws, or rules
shall prevail.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definitions
Application Development Stage. The stage of software development project during
which the design, coding, installation and testing of the software occurs. The stage
begins once management commits to funding the project and it is probable that the
project will be completed and the software will be used as intended.
Capital Asset. Tangible and intangible assets having an initial individual cost of $5,000
or more and an estimated useful life of more than 2 years. For the purposes of this
procedure only, land, buildings and real estate assets are specifically excluded.
Personal Property Asset. Tangible assets that fall below the cost or useful life thresholds
of capital assets.
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Preliminary Project Stage. The early stage of software development project during which
alternatives are evaluated, vendor proposals are reviewed and alternatives are selected.
Post-Implementation Stage. The stage that begins once the software is put into use. This
state includes training and subsequent maintenance of the software.
V.

Administrative Procedure
A.

Capital Assets
Capital assets, including machinery and equipment, furniture and software will be
tracked in the County’s fixed asset system maintained by the Financial Services
Division.
1.

Departments are responsible for reporting the acquisition, transfer or disposal
of capital assets to the Financial Services Division using the forms available
on the County intranet site.

2.

Assets having an initial individual cost of $5,000 or more and an estimated
useful life in excess of 2 years will be recorded as capital assets. Additions,
improvements and other capital outlays that significantly extend the useful
life of an asset will also be capitalized. The cost of normal maintenance and
repairs that do not add to the value of the asset or materially extend the life
of the asset will not be capitalized.

3.

Purchased software with an initial cost in excess of $5,000 and an estimated
useful life in excess of 2 years will be recorded as capital assets.

4.

Internally developed software with an initial development cost in excess of
$100,000 and an estimated useful life in excess of 2 years will be recorded
as capital assets.
a.

Internal and external costs to develop the software during the
application development phase will be capitalized. Typical costs
include direct materials or services contributing to the project, payroll
and payroll-related costs for employees directly associated with the
project, testing and installation costs.

b.

Interest costs incurred during the development process will be
capitalized.

c.

Costs of the internally developed software project incurred during the
preliminary project stage or the post-implementation stage will be
expensed as incurred.
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d.

B.

The cost of upgrades and enhancements to capitalized software will be
capitalized only if the upgrade or enhancement provides additional
functionality, and the development cost exceeds $100,000.

Personal Property Assets
Personal property acquired for use in the conduct of County business which does
not qualify as capital assets because it falls below the cost or useful life thresholds
of capital assets will be tracked at the Department level.
1.

2.

C.

Departments acquiring personal property assets will be responsible for
maintaining adequate control over those assets.
a.

Personal property assets are to be disposed of in the same manner as
capital assets, in accordance with Section C of this chapter.

b.

Departments should periodically inventory personal property assets to
ensure that the assets are used in the conduct of County business and
that adequate control is maintained over the assets.

The Information Services Department will be responsible for maintaining an
inventory of computers, laptops, PDAs, printers and fax machines for all
County departments.

Disposition of Capital and Personal Property Assets
1.

Capital and personal property assets which are surplus to the County’s needs
will be disposed of expeditiously under the centralized supervision of the
Management Services Director in accordance with the provisions of Lane
Manual 60.405.

2.

Prior to disposition of such property, the appropriate Department Director
will certify to the Management Service Director that the property is surplus
to the needs of the department.

3.

a.

Certification will be made using the form provided on the County
Intranet.

b.

The certification will include an estimate as to the fair market value of
the asset.

At the time of disposition of capital assets, the Department disposing of the
asset will report the disposition to Financial Services Division using the
form provided on the County intranet.
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VI.

4.

County employees may not purchase or receive surplus County property
unless offered through public auction or sealed bid. Certain employees in
positions connected with such auctions are prohibited from bidding in
accordance with APM Chapter 1, Section 8, 4.E.

5.

Information technology property sold, donated, or disposed must have all
files removed from the hardware and all software removed in compliance
with licensing agreements and mandated requirements.

6.

Any disposal of surplus property deemed unusable or of minimal fair market
value will be in accordance with existing federal, state or local disposal
regulations, and every effort will be made to recycle or dispose of surplus
property in an environmentally sound manner.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to
the Management Services Director, who is delegated the responsibility to interpret and
implement this procedures.

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
1/9/07
____________.
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6

5/10/2011
Date

SUBJECT: INVESTMENT PROCEDURES
I.

Purpose
The purpose of this procedure is to provide specific direction to the Director of
Management Services of Lane County in the investment of public funds in accordance
with federal, state, and other legal requirements, including the provisions of Lane Manual
4.015 to 4.020.

II.

Scope
This procedure is applicable to the investment of all funds under the management of the
County Treasurer, including funds held in a fiduciary capacity, unless directed otherwise.

III.

Delegation of Authority
In accordance with Lane Manual 4.020(3), authority to manage the investment program is
granted to the Director of Management Services. The Director of Management Services
shall be responsible for all investment transactions undertaken, and shall establish a
system of controls to regulate investment activities. Only the Director of Management
Services, or his/her designee, may engage in investment transactions on behalf of Lane
County.

IV.

Investment Advisory Committee
A.

The Director of Management Services shall appoint an Investment Advisory
Committee to which the Financial Services Division shall provide staff support.
The committee will be composed of three Lane County employees, drawn from
departments who are major stakeholders in the investment portfolio.

B.

The Investment Advisory Committee is charged with providing investment advice
to the Director of Management Services. The committee will communicate
quarterly and meet annually to perform the following additional functions:
1.
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V.

2.

Make recommendations regarding investment vehicles;

3.

Review benchmarks and compare to the Lane County investment
portfolio;

4.

Review the list of authorized financial institutions, depositories, and
broker/dealers for compliance with these Investment Procedures;

5.

Review internal controls over investments;

6.

Review and recommend modifications and changes to these Investment
Procedures and submit them to the County Administrator for approval;
and

7.

Review the annual investment report prior to submission to the Finance &
Audit Committee.

Amendments
The County Administrator may amend this procedure.

VI.

General Objectives
The general objectives of investment activities, in priority order, shall be safety, liquidity,
and yield. Although ranked, these three objectives represent factors that interrelate and
should be considered together when managing the investment portfolio. No objective
supersedes another, but all three objectives should receive adequate consideration, as
prioritized, before making investment decisions.
A.

Safety
Safety of principal is the foremost objective of the investment program.
Investments shall be undertaken in a manner that seeks to ensure the preservation
of principal in the overall portfolio. The objective will be to mitigate credit risk
and interest risk.
1.

Credit Risk
Lane County will minimize credit risk, which is the risk of loss due to the
failure of the security issuer or backer, by:
a.
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2.

b.

Pre-qualifying the financial institutions, depositories, and
brokers/dealers with which Lane County will do business in
accordance with Section IX; and

c.

Diversifying the investment portfolio so that the impact of
potential losses from any one type of security or from any one
individual issuer will be minimized.

Interest Rate Risk
Lane County will minimize interest rate risk, which is the risk that the
market value of securities in the portfolio will fall due to changes in
market interest rates, by:

B.

a.

Structuring the investment portfolio so that securities mature to
meet cash requirements for ongoing operations, thereby avoiding
the need to sell securities on the open market prior to maturity; and

b.

Investing funds primarily in shorter-term securities, money market
funds, or similar investment pools and limiting the average
maturity of the portfolio in accordance with this Section XIII.

Liquidity
The investment portfolio shall remain sufficiently liquid to meet the daily
operating requirements that may be reasonably anticipated by the Director of
Management Services or her/her designee. This is accomplished by structuring
the portfolio so that securities mature concurrent with cash needs to meet
anticipated demands. Furthermore, since all possible cash demands cannot be
anticipated, the portfolio should favor securities with active secondary or resale
markets. Alternatively, a portion of the portfolio may be placed in money market
accounts or the Local Government Investment Pool of the State of Oregon, which
offer same-day liquidity.

C.

Yield
The investment portfolio shall be designed with the objective of attaining a rate of
return throughout budgetary and economic cycles that is typical of market
conditions for similar portfolios, taking into account the investment risk
constraints and liquidity needs of Lane County. However, return on investment is
of secondary importance compared to the safety and liquidity objectives
previously described. The core of investments shall be limited to relatively low
risk securities in anticipation of earning a fair return relative to the risk being
assumed. Securities shall generally be held until maturity with the following
exceptions:
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VII.

1.

A security with declining credit may be sold early to minimize loss of
principal.

2.

A security swap would improve the quality, yield, or target duration in the
portfolio.

3.

Liquidity needs of the portfolio require that the security be sold.

Standards of Care
A.

Prudence
The standard of prudence to be used by employees and investment officials shall
be the “prudent person” standard and shall be applied in the context of managing
an overall portfolio. Employees and investment officials shall act in accordance
with these Investment Procedures and exercise due diligence. Deviations from
expectations regarding credit risk or market price changes shall be reported in a
timely fashion to the County Administrator and the liquidity and the sale of
securities shall be carried out in accordance with the terms of these Investment
Procedures.
The “prudent person” standard states that, “Investments shall be made with
judgment and care, under circumstances then prevailing, which persons of
prudence, discretion, and intelligence exercise in the management of their own
affairs, not for speculation, but for investment, considering the probable safety of
their capital as well as the probable income to be derived.”

B.

Ethics and Conflicts of Interest
Employees and investment officials involved in the investment process shall
refrain from personal business activity that could conflict with the proper
execution and management of the investment program, or that could impair their
ability to make impartial decisions. Employees and investment officials shall, at
all times, comply with the State of Oregon Government Standards and Practices
code of ethics set forth in ORS 244.040, and the limitations regarding use of an
employee’s office or position set forth in Lane County’s administrative
procedures manual, chapter 1, section 8.

VIII.

Pooling of Funds
Except for cash in certain restricted accounts and funds, Lane County will consolidate
cash balances from all funds to maximize investment earnings and to increase efficiencies
with regard to investment pricing, safekeeping, and administration. Investment income
will be allocated to the various funds based on their respective participation.

IX.

Selection of Broker/Dealers
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A.

The Director of Management Services shall authorize the use of broker/dealers
prior to the use of any of their services.
The County will maintain a list of broker/dealers authorized to provide investment
services. To qualify for the list, they must meet the following requirements:
1.

Be certified by the Financial Industry Regulatory Authority (FINRA) or
similar organization;

2.

Be registered to do business in the State of Oregon;

3.

Have an active, unsuspended certification;

4.

Be able to provided services without impairment;

5.

Have signed an agreement stating they have read Lane County’s
investment procedures and will comply with them.

The authorized list of broker/dealers shall be six. Concentration of trading activity within any
one broker/dealer should be avoided.
X.

Custody and Safekeeping
A.

Custody
All trades of marketable securities will be executed in accordance with ORS
294.145(4) to ensure that securities are delivered to Lane County or its custodial
bank, or in the case of book-entry transactions, upon the crediting of purchased
securities to the custodian’s Federal Reserve System account, prior to the release
of payment.

B.

Safekeeping
Securities will be held by an independent third-party custodian selected by Lane
County as evidenced by safekeeping receipts in Lane County’s name. Any
insured institution that is authorized to accept deposits within the State of Oregon
may serve as custodian in accordance with ORS 295.001 to ORS 295.108. A
written contract shall be obtained between Lane County and the custodian bank
for services performed.

C.

Internal Controls
The Director of Management Services or his/her designee shall establish a system
of internal controls over investments managed in accordance with this policy.
The controls should be designed to prevent the loss of public funds arising from
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fraud, employee error, misrepresentation by third parties, or imprudent actions by
employees of Lane County.
XI.

Authorized Investments
The Director of Management Services may invest any surplus funds in his/her custody in
the depositories, classes of securities at current market prices, insurance contracts, and
other investments listed in this section.
A.

B.

Depository Investments
1.

Time deposit open accounts, certificates of deposit, money market
accounts, and savings accounts in insured institutions, in credit unions, or
in federal credit unions in accordance with the limitations of ORS
294.035(3)(d) if the institution or credit union maintains a head office or a
branch in the state of Oregon;

2.

The Local Government Investment Pool of the State of Oregon in
accordance with the limitations of ORS 294.810;

Non-depository Investments
1.

Lawfully issued general obligations of the United States, its agencies,
instrumentalities, or enterprises in accordance with the limitations of ORS
294.035(3)(a) and 294.040;

2.

Repurchase agreements for general obligations of the United States, its
agencies, instrumentalities, or enterprises in accordance with the
limitations of ORS 294.035(3)(j);

3.

Lawfully issued debt obligations of the State of Oregon, its agencies,
instrumentalities, or political subdivisions in accordance with the
limitations of ORS 294.035(3)(b) and 294.040;

4.

Lawfully issued debt obligations of the States of California, Idaho, and
Washington and their political subdivisions in accordance with the
limitations of ORS 294.035(3)(c) and 294.040;

5.

Banker’s acceptances in accordance with the limitations of ORS
294.035(3)(h);

6.

Corporate indebtedness in accordance with the limitations of ORS
294.035(3)(i);

7.

Fixed or variable life insurance or annuity contracts and guaranteed
investment contracts within the limits of ORS 294.035(3)(f).

WP ap/Ch2Sec20/T

6 of 11

Chapter 2
Section 20

XII.

Insurance, Collateralization, and Guarantees
A.

Depository Investments
1.

B.

XIII.

Depository investments are limited to:
a)

Depositories that participant in the Public Funds Collateralization
Program and have a signed agreement pursuant to ORS 295.008
and maintain collateral pursuant to ORS 295.015.

b)

Credit unions complying with insurance limits established by the
National Credit Union Administration.

c)

Certificate of Deposit Account Registry programs that meet the
requirements of ORS 295.004.

Non-Depository Investments
1.

Investments in lawfully issued general obligations of the United States, its
agencies, instrumentalities, or enterprises shall be guaranteed by the
United States, its agencies, instrumentalities, or enterprises in accordance
with ORS 294.035(3)(a);

2.

Banker’s acceptances shall be issued and guaranteed by a qualified
financial institution and eligible for discount at the Federal Reserve
System in accordance with ORS 294.035(h)(A)).

Investment Parameters
A.

Diversification
1.
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The investment portfolio should be diversified by:
a)

Avoiding an over-concentration of securities from a specific issuer
or business sector (excluding general obligations of the United
States).

b)

Investing in securities that have varying maturities; and

c)

Continuously investing a portion of the portfolio in readily
available funds such as the Local Government Investment Pool of
the State of Oregon, money market accounts, or overnight
repurchase agreements to ensure that appropriate liquidity is
maintained in order to meet ongoing obligations.
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B.

The following diversification limitations shall be imposed on the portfolio:
a)

Time certificates of deposits in a single institution shall be limited
to not more than 10% of the total deposits of that institution;

b)

General obligations of the United States, its agencies,
instrumentalities, or enterprises shall be limited, by agency, to not
more that 33% of the moneys available for investment;

c)

Banker’s acceptances shall be limited to not more than 25% of the
monies available for investment on the settlement date (ORS
294.035(h)(C));

d)

Corporate indebtedness shall be limited to not more than 35% of
the monies available for investment on the settlement date (ORS
294.035(3)(i)(D));

e)

Corporate indebtedness of any single corporate entity and its
affiliates or subsidiaries shall be limited to not more than 5% of the
monies available for investment on the settlement date (ORS
294.035(3)(i)(D), and;

f)

Investments in the Local Government Investment Pool of the State
of Oregon shall be limited in accordance with ORS 294.810.

Investment Maturity
1.

With the exception of investments made to specifically meet long-term
future cash flow requirements in accordance with ORS 294.135, the
market value of the investment portfolio will be maintained within the
following liquidity parameters:
a)
b)
c)
d)

C.

183 days or less
365 days or less
730 days or less
1,095 days or less

20% minimum
30% minimum
50% minimum
100% minimum

Investment Ratings
1.

The following minimum ratings, or their equivalent, must be maintained
for the following investments:
a)

State of Oregon, its agencies, instrumentalities, and political
subdivisions:
(1)
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(2)
b)

D.

“A” by Standard & Poor’s Corporation

States of California, Idaho, and Washington and their agencies,
instrumentalities, and political subdivisions:
(1)

“Aa” by Moody’s Investor Service, or

(2)

“AA” by by Standard & Poor’s Corporation

c)

Bankers Acceptances – Highest rating available

d)

Corporate indebtedness:
(1)

“P-1” or “Aa” by Moody’s Investor Service, or “P-2” or
“A” if headquartered in Oregon or otherwise meets the
requirements of ORS 294.035(i)(C), or

(2)

“A-1” or “AA” by Standard & Poor’s Corporation, or “A2” or “A” if headquartered in Oregon or otherwise meets
the requirements of ORS 294.035(i)(C)

Maximum Maturities
To the extent possible, Lane County shall attempt to match its investments with
anticipated cash flow requirements. Unless matched to a specific cash flow and
approved by the Board of Commissioners, Lane County will not directly invest in
securities maturing more than three years from the date of purchase.

E.

Competitive Bids
The Director of Management Services, or his/her designee, shall obtain and
review a list of investment offerings from at least three financial institutions,
depositories, or broker/dealers prior to purchasing an investment on the secondary
market, unless it is impractical to do so.

XIV. Reporting
A.

The Director of Management Services, or his/her designee, shall provide a
monthly report to the Board of County Commissioners as required by ORS
208.090. Such report should also include, but not necessarily be limited to, the
following:
1.
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B.

C.

XV.

2.

Month-to-date and fiscal year-to-date summary of earnings;

3.

Month-to-date and year-to-date effective interest rate earned;

4.

Days to maturity, and;

5.

Yield to maturity (365 day equivalent)

In January each year, or at such time as it is requested, the Director of
Management Services, or his/her designee shall prepare and submit to the Finance
and Audit Committee an annual investment report. This report shall include the
following:
1.

Analysis of safety, liquidity, and yield considerations of the portfolio;

2.

Analysis of custodial banking fees;

3.

Summary of investment activity for the previous calendar year, including
a summary of investments by type, summary of investment earnings, and
summary of yield to maturity on the current portfolio;

4.

The results of the annual independent audit as related to the investment
program;

5.

Recommendations for changes to these Investment Procedures, if any; and

6.

Other issues the Director of Management Services deems appropriate.

The Finance and Audit Committee shall review and approve the annual
investment report and, if necessary, recommend amendments to these Investment
Procedures.

Performance Evaluation
The performance of the investment portfolio shall be measured against the performance
of the local government investment pool yield. It is the goal of the County to maintain a
yield that is at least equal to or higher than that of the local government investment pool.
The County will also compare its yield to that of the City of Eugene.

XVI. Other
A.

Any investment currently held that does not meet the guidelines of these
Investment Procedures shall be temporarily exempted from the requirements of
these Investment Procedures. At maturity or liquidation, such monies shall be
reinvested only as provided by these Investment Procedures.

WP ap/Ch2Sec20/T

10 of 11

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 2
Section 21
Issue 1

09/25/06
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SUBJECT: DEBT PROCEDURES
I.

Purpose
The purpose of this procedure is to establish guidelines for the issuance and management
of debt. The procedures are intended to comply with Federal, State and local laws and
regulations relating to issuance of municipal debt.

II.

Scope
This procedure is applicable to any debt that obligates or encumbers County assets or
resources. This procedure shall be administered in accordance with the authority
delegated to the County Administrator in Lane Manual 4.025 and 4.030. Where any
section, subsection, sentence, clause or phrase of these procedures is found to conflict
with any state or federal law or administrative rule, the terms of such contracts, laws, or
rules shall prevail.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definitions
These definitions are not intended to limit or restrict definitions provided in state or
federal law. Rather, they are provided merely to enhance a general understanding of their
use. ORS Chapter 288 provides additional guidance.
Advance Refunding. Refinance of bonds prior to call date. Proceeds are placed in
escrow to be used to pay off the previous debt or calls.
Certificates of Participation/Lease Purchase Agreements. Debt secured by property and
equipment.
Conduit Debt. Debt sponsored by the county on behalf of another entity.
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Current Refunding. Sale of new bonds to refinance outstanding bonds prior to maturity,
but after the call date.
General Obligation Bonds. Bonds backed by the full faith and credit of the county,
carrying an unconditional pledge against unrestricted resources, including unlimited
property tax.
Limited Tax Bonds. Bonds secured by available general fund revenues and the
authorized taxing power of the county.
Revenue Bonds.
projects.
V.

Bonds backed by a pledge of revenues and receipts from certain

Administrative Procedure
A. General Objectives
County debt will be managed with the goal of minimizing debt service requirements
while maintaining adequate capacity for capital projects. The highest practical credit
rating will be maintained in order to issue future debt at an affordable rate.
1. Current operations will generally not be funded from the proceeds of borrowed
funds (with the exception of short-term cash flow requirements). Ongoing
maintenance and reserves for replacement will be financed from current revenues.
2. Long-term borrowing will be confined to capital improvement or projects that
cannot be financed from current revenues. Pay as you go financing will be
encouraged for capital projects where feasible.
3. Repayment schedules for debt retirement will not exceed the useful life of the
asset acquired through the debt issuance. To the extent possible, repayment will
be shorter to recapture credit capacity as soon as possible.
4. Repayments should be scheduled so that debt service will be a predictable and
manageable part of the operating budget. Any exceptions to a level payment
schedule should be called to the attention of the Board at the time of debt
issuance, together with a sound rationale for the payment schedule and a matching
of the payment schedule to a predictable revenue source.
5. Debt will be eliminated by the most cost effective and equitable means,
considering periodic re-evaluation of market rates to determine when refinancing
is advantageous.
B. Affordability Targets and Limits
An analytical approach should be used to determine the amount of debt to be assumed
by the County. The Management Services Director and Financial Services staff will
use the target ratios in the Debt Affordability Report to ensure debt issued is within
legal limits and is affordable to the County.
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1. General Obligation Bonded Indebtedness.
a. Will not at any time exceed two percent of the real market value of all taxable
property in the county (ORS 287.054).
b. Will be evaluated for affordability using the following benchmarks:
i. Debt per capita
ii. Debt service payments as a percent of current revenues
iii. Debt service payments as a percent of General Fund reserves
2. Limited Tax Bonded Indebtedness.
a. Will not at any time exceed one percent of the real market value of all
property within the county (ORS 287.053)
3. Revenue Bonds. The capital needs for revenue producing enterprise activities
may be provided through revenue bonds. The amount of revenue-secured debt
obligations will be limited by the feasibility of an overall financing plan.
4. Certificates of Participation/Lease Purchase Agreements. Capital assets that meet
lease concept criteria may be acquired through COPS or lease purchase
agreements. Because higher total costs generally result from these arrangements
than from other bonded debt, economic and cash flow projects will be calculated
prior to issuance.
5. Other long-term debt. Notes payable may be issued to finance major projects in
business-type activities in enterprise funds. Notes will be evaluated on a case-bycase basis and require approval of the Board of Commissioners.
6. Short-term debt and Interim Financing. The County may meet short-term cash
needs through the following methods when deemed advantageous. Cash flow
projections and approval of the Board of Commissioners is required. Bond
anticipation notes and tax anticipation notes may be issued through either a
negotiated or competitive sale, with Board approval.
a. Bond Anticipation Notes to provide interim construction financing.
b. Tax Anticipation Notes to provide for internal cash flow needs.
c. Line and Letters of Credit.
C. Structure and Term of Indebtedness
1. Term and repayments. Repayment schedules will not exceed the useful life of the
improvement it financed. Shorter terms will be used where feasible to recapture
debt capacity for future use. Generally, attempts will be made to repay 65% of
the outstanding principal balance within 10 years of issuance.
2. Refunding. The County may issue refunding bonds as allowed by law to
maximize savings and reduce debt services cash flow requirements.
a. Advance refunding bonds may be issued when the net present value of savings
is a minimum of 3% of the refunding par amount.
b. Current refunding bonds may be issued when the net present value of savings
is a minimum of $100,000.
3. Use of Variable Rate Securities. The County may, where appropriate, choose to
issue securities that pay a rate of interest that varies according to a pre-determined
formula or results from periodic remarketing of the securities.
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a. Variable rate bonds will be structured to protect to the greatest extent possible,
against cyclical interest rate fluctuations.
b. Economic and cash flow projections for variable rate issues will be calculated
prior to issuance. Projections will be updated at least annually to determine
the advisability of converting the issue to fixed-rate debt.
c. Variable rate debt will not exceed 15% of total outstanding debt.
4. Conduit Financing. The County may sponsor conduit financing for activities that
have a general public purpose and are consistent with the Countys goals as
defined in the strategic plan. All conduit financings must insulate the County
completely from any credit risk or exposure and must be approved by the
Management Services Director and the Board of County Commissioners.
D. Method of Sale
1. The Management Services Director or designee will establish a solicitation and
selection process to secure the professional services that are required to develop
and implement the countys debt program. The solicitation and selection process
for such services will be in compliance with applicable law.
a. Bond Counsel. External bond counsel will be retained for all bonded debt
issues. Such issues will include a written opinion by bond counsel affirming
that the County is authorized to issue the debt, that all statutory requirements
for issuance have been met and determining the debts federal income tax
status.
b. Financial Advisors. The County will retain an external financial advisor. Use
of the services of the financial advisor is required for a negotiated sale or
private placement.
2. It is the general policy of the County to issue its debt obligations through
competitive sales. When the Management Services Director or designee
determines that such a sale method will not produce the best results, an alternate
method may be used with authorization of the Board of County Commissioners.
a. Negotiated Sale. Debt obligations may be sold through a negotiated sale
when authorized by the Board of County Commissioners. Selection of the
underwriting team will be made in a manner designed to insure a fair process
and will be in compliance with applicable law.
b. Private Placement. Debt obligations may be sold through a private placement
or limited public offering. Selection of a placement agent will be made in a
manner designed to insure a fair process and will be in compliance with
applicable law.
E. Reporting
1. Rebate Reporting. The Financial Services Division will establish a system of
record keeping and reporting to meet the arbitrage rebate compliance requirement
of the federal tax code.
2. Bond covenants will be monitored to ensure that all financial reporting and
certification requirements are met and all covenants are complied with.
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3. Annual Debt Affordability Report. In January each year, or at such time as it is
requested, the Management Services Director or designee will prepare and submit
to the Finance and Audit Committee an Annual Dept Affordability Report. The
report will include the following:
a. A summary of debt activity for the prior fiscal year.
b. A schedule of future maturities of long-term debt.
c. A detail of arbitrage rebates, if any.
d. Standard benchmarks for general obligation debt including:
i. Debt as a percentage of real market value
ii. Debt per capita
iii. Debt service payments as a percentage of current revenue
iv. Level of overlapping net debt for all local taxing jurisdictions
v. Other benchmarks as deemed appropriate for analytic purposes
e. A narrative analysis detailing any changes to the current debt structure or
policies that are recommended by the Management Services Director.
VI.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to
the Management Services Director, who is delegated the responsibility to interpret and
implement this procedures.

Approved:

County Administrator

Effective Date



9/25/06
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 2
Section 22
Issue 1

12/2/2010
Date

SUBJECT: MERCHANT CARD PROCESSING
I.

Purpose
The purpose of this policy is to establish guidelines for receiving and processing
merchant card transactions. The guidelines are developed with the following in mind:

II.

A.

Ensure cardholders that sensitive account and personal cardholder information is
protected against theft and/or improper usage.

B.

Ensure compliance with all credit and banking industry security regulations
related to payment card processing and reporting.

C.

Ensure proper financial controls in the receipt and processing of payment card
transactions.

Scope
This procedure is applicable to all County departments, divisions, and employees that
process, transmit, handle, or store cardholder information in any physical or electronic
format. This procedure complements and should be read in conjunction with
Administrative Procedure Chapter 5, Sections 2 and 3 regarding electronic information
security management. This procedure shall be administered in accordance with the
authority delegated to the County Administrator in Lane Manual 2.182 and 4.220. Where
any section, subsection, sentence, clause or phrase of these procedures is found to conflict
with any state or federal law, administrative rule, or Payment Card Industry Data Security
Standard, the terms of such contracts, laws, rules, or standards shall prevail.

III.

Amendment
This procedure may be amended by the County Administrator.
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IV.

Administrative Procedure
A.

Definitions
1.

Account Number – see Primary Account Number.

2.

Acquirer – a bankcard association member that initiates and maintains
relationships with merchants that accept debit or credit cards such as Visa,
MasterCard, or Discover cards. (Also referred to as “acquiring bank” or
“acquiring financial institution.”)

3.

Branded Card – see Payment Card.

4.

Cardholder Information - any personally identifiable data associated with
a cardholder. Examples include but are not limited to: account number,
expiration date, card type, name, address, social security number, service
code, and card validation code.

5.

Card Validation Code – also called CVC, is the three or four digit code on
front or back of payment card.

6.

Credit Card – see Payment Card.

7.

Debit Card – see Payment Card.

8.

E-Commerce – those transactions where the payment card is not present,
the customer is often offsite with respect to the merchant, and the
authorization and settlement are processed through a computer over the
Internet.

9.

Hardcopy – material that is not in electronic form.

10.

Hosting Provider – Service providers who offers various services to
merchants including shared space on a server, shopping card options,
payment applications, and connections to gateways and processors.

11.

Issuer – Entity that issues payment cards directly to consumers and nonconsumers. (Also referred to as “issuing bank” or “issuing financial
institution.”)

12.

Magnetic-Stripe Data - Data encoded in the magnetic strip or chip used for
authorization during payment transactions. (Also called Track Data.)
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13.

Merchant – that unit (Department, Division, or Employee) of Lane County
that accepts payment cards for goods or services provided.

14.

Merchant Card – see Payment Card.

15.

Merchant Card Processor – the vendor selected by the Department of
Management Services through competitive selection to process payment
cards on behalf of Lane County (i.e., Elavon).

16.

Merchant Identification Number – or MID, is a unique number assigned to
each terminal location or E-Commerce site that is used to track financial
activity.

17.

No Signature Program – A program which does not require a customer
signature or PIN number on transactions of $25 or less. To enroll in the
program, the Merchant must register each participating MID with the
Merchant Card Processor

18.

Payment Card – also called Branded Card, Credit Card, Debit Card, and
Merchant Card, are those cards used to pay for goods or services with a
logo on the face of the payment card – e.g., Visa, MasterCard, and
Discover.

19.

Payment Card Brand Members – those companies that issue Payment
Cards – e.g., Visa, MasterCard, and Discover.

20.

Payment Card Industry Date Security Standard – also called PCI-DSS or
PCI Compliance, defines a series of requirements for handling,
transmitting, and storing sensitive data.

21.

Payment Card Processor – see Merchant Card Processor.

22.

PCI Compliance Manager – the County Treasurer or designee responsible
for developing, implementing, and updating the procedures required by
this chapter, as well as other duties specified within.

23.

PIN – stands for Personal Identification Number and is required on all
Debit cards not run like credit cards requiring signature.

24.

Point of Sale Transactions – also called POS, are those transactions where
the payment card is present or the number is manually entered by the
merchant. POS transactions do not occur at internet sites.
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B.

25.

Primary Account Number – also called PAN, is the unique payment card
number that identifies the issuer and the particular cardholder account.
Most often located on the face of the payment card.

26.

Service Code – three or four digit code value in the magnetic-stripe used
for various things such as defining service attributes and identifying usage
restrictions (e.g., used on medical Benny credit cards to restrict purchases
to medical supplies).

27.

Service Provider – business entities that are not payment card brand
members or merchants and are directly involved in the processing, storage,
transmission, and switching of transaction data or cardholder information
or both. This includes companies that provide services to merchants, other
service providers, or payment card brand members that control or could
impact the security of cardholder data.

28.

Terminal – also called a TID or Payment Card Terminal, is a POS device
used to gather the magnetic strip data from the payment card. The
terminal prints a receipt to be signed by the customer.

29.

Track Data – see Magnetic-Stripe Data.

30.

Truncation - is the practice of removing data from the payment card
number. Commonly, when account numbers are truncated, the first 12
digits are deleted, leaving only the last 4 digits.

Responsibilities:
1.

Departments, Divisions, and Employees of Lane County (herein after
called Merchants):
a)

Are responsible for making application to the PCI Compliance
Manager to accept payment cards as payment for goods and
services provided. Applications can be found on the County
Intranet or by contacting the PCI Compliance Manager.

b)

Will pay for all costs in maintaining the card processing machines
and internet programming, if applicable.

c)

Are responsible for the equipment in their possession and for
following this APM and all PCI compliance requirements
regarding handling, transmitting, and storing sensitive data.
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d)

2.

The PCI Compliance Manager:
a)
b)

3.

C.

May adopt their own policies that comply with the PCI compliance
requirements, or may rely on those in this chapter. If a department
does not adopt their own policies, the procedures in this Chapter 2,
Section 22 will apply.

Is responsible for approving all merchant applications to provide
payment card services to the public.
Will coordinate with the merchant and Information Services to
work through any technical requirements that may exist.

c)

Will coordinate with the merchant card processor to obtain
merchant identification numbers (MIDs) and facilitate
communication between the merchant and the merchant card
processor.

d)

Will coordinate the annual PCI Compliance certification process
with each merchant.

e)

Will review this chapter not less than annually and in response to
significant operational and legal changes, and will be modified as
needed to continue reasonable and appropriate protection of
cardholder information.

Information Services (IS):
a)

Is responsible for approving or implementing all computer
networking, computer programming, and information system
services and security necessary for the merchant to provide
payment card services to the public.

b)

Will work with Merchant to meet PCI-DSS requirements related to
information systems and provide documentation to the PCI
Compliance Manager as necessary.

Becoming a Merchant
1.

Application
a)

WD apm/Ch2Section22/T

The PCI Compliance Manager requires each department wishing to
become a merchant to complete an application. The application
will be in the form specified by the PCI Compliance Manager, and
signed by the Department Director requesting merchant status. An
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application will be required for each merchant identification
number (MID) requested.

D.

b)

The PCI Compliance Manger will approve applications based on
the department’s ability to comply with this APM and PCI
compliance requirements.

c)

Once approved, the PCI Compliance Manager will work with the
payment card provider and obtain MIDs for the merchant.

Common Requirements of all Merchants
a)

b)

The following are the only acceptable vehicles for accepting
payment cards:
(1)

Internet

(2)

Card present – swiped

(3)

Card present – not swiped

(4)

Card not present – phone, mail, or fax

Internal Controls
(1)
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Merchant will develop and maintain operational procedures
for each MID and submit to the PCI Compliance Manager
for review. These operational procedures should address
the following areas:
(a)

Segregation of duties: To the extent possible, all
duties related to data processing of payment cards
should be separated. Specifically, merchants should
establish segregation of duties between payment
card processing, the processing of refunds, and
financial reconciliations. Merchants should also
require supervisory approval for any refund
transactions.

(b)

Reconciliation procedures:
All payment card
terminals and website applications should be closed
out and reconciled as often as practical.

(c)

Physical security of cardholder information.
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(d)

c)

(2)

Merchants will be held responsible for any losses,
penalties, or punitive expenses due to inadequate internal
controls.

(3)

Merchant agrees to train all employees involved in
processing payment card transactions to protect cardholder
information, and require them to review this APM annually
and when business processes change.

Security of Cardholder Information
(1)

Merchant agrees to not store, process, or transmit
cardholder information on the County's network.

(2)

Merchant will never transmit cardholder information;
especially account numbers, by end-user messaging
technologies such as email, instant messaging, or chat.

(3)

Merchant agrees to not create an electronic file containing
cardholder information (database, spreadsheet, word
processor, image, etc.). For internet transactions, files
received from the acquiring bank will not contain any
cardholder information other than the name of the
customer.

(4)

Merchant will never store cardholder information on
portable devices, including laptops, external hard disks, and
memory keys.

(5)

Merchant agrees to never store any cardholder information,
in any physical form that is not required for business
operations.

(6)

If cardholder information needs to be physically retained in
hardcopy (paper) form for business operations:
(a)
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Disposal of cardholder information.

All hardcopy material containing cardholder
information is to be physically secure and retained,
stored, or archived only within secure Lane County
office environments.
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d)

e)
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(b)

All hardcopy material containing cardholder
information must be stored in a secure and locked
container (e.g. locker, cabinet, desk, storage bin).

(c)

Hardcopy
material
containing
cardholder
information should never be stored in unlocked or
insecure containers or open workspaces.

(d)

All hardcopy material containing cardholder
information must be easily distinguishable as
“confidential” through labeling or other methods.

(e)

Distribution of all confidential or sensitive hardcopy
material must be sent or delivered by a secured
courier or other delivery methods that can be
accurately tracked.

(f)

At no time is hardcopy material containing
cardholder information to be removed from any
Lane County secured storage area without prior
authorization from management. Management may
give blanket approval for the routine movement of
hardcopy material between locations within the
County for business and operational purposes.

(g)

Custodians of hardcopy media containing
cardholder information must perform an inventory
of the media at least annually.
Results of
inventories shall be recorded in an inventory log.

Destruction of cardholder information
(1)

All media containing cardholder data must be destroyed
after the minimum time deemed necessary for their use has
passed, or when it is no longer needed for business or legal
reasons.

(2)

Hardcopy media must be destroyed by cross-cut shredding,
incineration, or pulping so that cardholder data cannot be
reconstructed.

Other
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4.

5.

(2)

Pin-based debit cards can be accepted in over the counter
(face-to-face) transactions through a terminal or POS
system.

(3)

If merchant accepts debit cards and a valid PIN is not
required to complete the transaction, the debit card must be
run like a credit card and a valid signature obtained, unless
the transaction is $25 or less and the Merchant ID in use is
enrolled in the No Signature Program.

(4)

Merchant will comply fully with the PCI Standard,
including any new provisions added to it.

a)

On an annual basis, for each MID, merchants shall complete an annual
self-assessment questionnaire provided by the PCI Compliance Manager.

b)

The PCI Compliance Manager will prepare the appropriate reports to
obtain a PCI-DSS Certificate of Compliance for the merchant.

Fees
Each merchant will pay for the actual costs incurred to process their
transactions, including setup and monthly fees, and hardware and software
costs when applicable. Fees automatically deducted from the Lane
County main bank account will be recorded in the accounting records by
the Lane County Financial Services Division (Central Finance). Central
Finance will work with each merchant to determine the correct account
coding for these costs.

Breach of Security
a)

7.

Merchant agrees that terminals will be programmed to
truncate payment card numbers on both merchant and
customer copies of receipts.

Annual Certification

a)

6.

(1)

If a merchant suspects a breach of security that could impact the County’s
network, computers, or data, the merchant should follow the Breach of
Security procedures in Chapter 5, Section 2, Part IV. D. of the
Administrative Procedures Manual.

Sanctions/Violations
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a)

8.

Prohibited transactions
a)

VI.

Merchants not complying with the APM will lose the privilege of serving
as payment card merchants if compliance is not achieved in a time deemed
reasonable by the PCI Compliance Manager. In addition, each department
engaged in payment card processing will be responsible for any financial
losses due to poor internal or inadequate controls or negligence/neglect in
adherence to the PCI Standard.

Prohibited transactions include:
(1)

Cash advances.

(2)

Amounts over a sale amount (cash back options).

(3)

Adjustment of the price of goods or services based upon method of
payment.

(4)

Convenience fees in card present transactions.

(5)

Providing discounts to a customer for paying with cash.

(6)

Setting low-dollar or high-dollar limitations on transactions.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be
directed to the County Treasurer, or designee, who is delegated the responsibility
to interpret and implement these procedures.

Approved:
County Administrator
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 2
Section 23
Issue
2

9/26/2012
Date

SUBJECT: REIMBURSEMENT FOR REPAIR OR REPLACEMENT OF DESTROYED OR
DAMAGED PERSONAL PROPERTY
I.

Purpose
In accordance with Lane Manual 2.235(9), the purpose of this procedure is to define the
extent to which County employees may be reimbursed for the repair or replacement of
items of personal property that are destroyed or damaged in the course of carrying out
official County business, and to establish a standard process for requesting such
reimbursement.

II.

Scope
This procedure is applicable to all County departments and County employees. Where
any section, subsection, sentence, clause, or phrase of this procedure is found inconsistent
with properly negotiated and ratified labor agreements concluded through collective
bargaining between Lane County and duly certified or authorized representatives, the
terms of such agreements shall prevail. Exceptions to this procedure shall only be
allowed when written documentation of an overriding agreement is provided to the Risk
Manager.
In the case of damage or destruction of personal property that is covered by a clothing or
equipment allowance provided by the County, no reimbursement will be made.

III.

Amendment
This procedure may be amended by the General Administrator.

IV.

Guidelines
The County will reimburse employees for damage or destruction of personal property that
is worn or carried by the employee to perform their duties while conducting official
County business, when such damage or destruction could not have been prevented by
reasonable and prudent action by the employee. In most cases reimbursable personal
property will include but not be limited to such items as clothing, eyeglasses, dentures,
and hearing aids. Reimbursement for damage to other personal property such as tools,
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cameras, and briefcases will be considered only if the property was needed to perform the
employee's specified duties, the property was being used with the explicit approval of the
employee's department director, and the property was not furnished by the County.
Reimbursement shall not be made for damage to jewelry or motor vehicles. In
accordance with state law, employees must carry insurance on their own vehicles.
Jewelry such as watches, rings, bracelets, earrings, necklaces, pins, brooches, etc., are not
covered by this procedure. These items are ornamental and not required in one's job.
No County reimbursement shall be made for personal property that is stolen from an
employee while conducting County business. It is expected that employees will exercise
care in safeguarding personal property from theft.
Reimbursable Incidents - Reimbursement approval may be given for any incident that can
be classified in one of the following categories:

V.

A.

Assault by another person where the assault took place without wrongful
provocation by the employee.

B.

Attack by an animal even though care and caution were exercised.

C.

Malfunction of equipment which could not have been predicted by any
reasonable, prudent person or which was not caused by improper operation of the
equipment.

D.

An emergency situation in which the employee could not both protect their
personal property and still deal with the emergency.

E.

Miscellaneous incidents not under employee's direct control in which an
employee, in conducting official duties, suffers damage or destruction of their
personal property with no negligence on their part.

Procedure
A.

Reporting an Incident
A Lane County Employee's Claim for Damaged or Destroyed Personal Property
form (see Attachment I for an example) shall be submitted by the employee to
their supervisor or department director within three (3) working days of the
incident in order to receive any reimbursement for a loss. Blank forms may be
obtained from the Risk Manager.
Any substantiating material such as an industrial accident report, police, or
incident report shall be attached. The damaged property is to be retained by the
employee until the request for reimbursement is approved or denied.
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B.

Reimbursement from Another Source
In the event an employee receives full or partial reimbursement from any other
source, the following procedure shall be followed:

C.

D.

1.

The employee shall indicate the amount of reimbursement from other
sources in the space provided on the claim form.

2.

The Risk Manager will reduce the County's reimbursable amount by the
amount of reimbursement from the outside source(s).

3.

If the employee receives reimbursement from outside sources after
receiving payment from the County, the employee shall reimburse the
County up to the amount previously received from the County.

Authorization and Payment
1.

Review by Department Director: The department director or delegate will
rev1ew the employee's claim and recommend approval or denial. That
recommendation will be noted on the claim form; the original and one
copy of the claim form shall be forwarded to the Risk Manager. The
department shall place one copy in the employee's file and shall give one
copy to the employee.

2.

Review by Risk Manager: The Risk Manager shall be responsible for
reviewing and considering all claims for payment and shall make a
determination on reimbursement within fifteen (15) working days of
receiving the request.
a.

If the claim is approved for payment, an approved copy of the form
will be returned to the department. The original claim will be
processed by the Risk Manager who will submit the proper
documents to obtain reimbursement for the employee from the
County Self-Insurance Fund.

b.

If denied, the reason will be noted on the claim form and returned
to the department. The department director shall be responsible for
informing the employee of the denial. The employee may then
discuss the reason for denial with his/her department director. If
the matter is not resolved to the employee's satisfaction, the
employee may contact the Risk Manager.

Determining the Amount of Reimbursement
The amount of reimbursement will be the total of the current market value of
items damaged beyond repair or the repair cost of items that are repairable, less
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any amount received as reimbursement from other sources. In determining
current value for clothing, the original cost will be depreciated over five (5) years.
Reimbursement value for personal items such as eyeglasses, hearing aids, and
other personal property of that nature is current replacement value. Cost of
repairing items not totally destroyed will be determined on an individual basis.
The Risk Manager will make the final determination of the amount of
reimbursement to be authorized in each case.
The following are three examples of determination of reimbursement amounts in
different sets of circumstances:
1.

Item
Suit
2.

A two-year-old suit that originally cost $150.00 is totally destroyed.
Original
Cost
$150.00

Use %
Remaining
60 %

An eight-year-old pair of eyeglasses that originally cost $25.00 but now
costs $35.00 to buy is totally destroyed:

Estimate
Original to Repair
Item
Cost
or Replace
Eyeglasses $25.00 $35.00
3.

Use %
Remaining
100 %

Current
Value
$35.00

Reimbursement
Amount
$35.00

A five-year-old hearing aid that originally cost $150.00 is damaged; the
cost of repair is estimated to be $25.00.

Estimate
Original to Repair
Item
Cost
or Replace
Hearing Aid $150.00 $25.00
VI.

Current Value
$90.00

Reimbursement
Amount
$90.00

Use %
Remaining
100%

Current
Value
$25.00

Reimbursement
Amount
$25.00

Interpretation and Implementation
Any question relative to the intent or application of this procedure shall be directed to the
Risk Manager who is delegated the responsibility to implement and interpret this
administrative procedure.

Authorized:

9/26/2012
Effective Date

County Administrator
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 3
Section 1
Issue
1

11/9/2007
Date

SUBJECT: DRUG-FREE WORKPLACE PROCEDURE
I.

PURPOSE
The primary goals of this procedure are to achieve a workplace free of the impairments of
drugs and alcohol, to coordinate with Lane Manual 2.380, and to further support the
drug-free workplace policy of Lane County, and to provide written notice of the
procedure to all employees. These procedures do not attempt to address all possible
issues that may arise around the use of alcohol and drugs. It is incumbent upon each
individual employee and each supervisor/manager to use best judgment and act
reasonably and responsibly to situations not explicitly covered in the policy. This is
particularly true when applied to situations that may arise outside the usual workplace or
when an employee may be called back to work outside of his or her regularly scheduled
hours.

II.

SCOPE
This procedure is applicable to all classified and unclassified county employees, as
defined by and subject to the provisions of the Lane Manual, Chapter 2.380. Employees
may also be covered under alternative policies prescribed by law as in the Public Works
Alcohol and Drug Policy established in compliance with Federal DOT regulations for
holders of CDL licenses, or those prescribed by departmental regulations within law
enforcement agencies such as the Sheriff’s Office and District Attorney’s Office. Under
the alternate policies, employees may be subject to participation in alcohol or random
drug testing or related requirements which are not specified in this general countywide
policy. This procedure is intended to comply with and supplement the Federal Drug Free
Workplace Act of 1988. Employees working in programs funded by grants may also be
subject to additional requirements, including but not limited to those specified in Article
XII below.
Nothing in this procedure should be construed to violate any non-discrimination policies
outlined under local, state or federal laws.

III.

AMENDMENT
The County Administrator may amend this procedure as required.
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IV.

DEFINITIONS
Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low
molecular weight alcohols, including methyl and isopropyl alcohol.
Controlled Substances means any intoxicants or controlled substances as defined by the
criminal code of the state of Oregon or by the Uniform Controlled Substances Act (ORS
ch. 475).
Drug means any controlled substance, unless the context indicates otherwise (e.g. “overthe-counter drug”).
Drug Paraphernalia means any and all equipment, products, and materials of any kind, as
more particularly defined in ORS 475.525 (2), which are or can be used in connection
with the production, delivery, or use of a controlled substance as that term is defined by
ORS 475.005.
Prescription Medication means the same as “Regulated Substances.”
Random Testing means the selection of employees for testing for alcohol or controlled
substances using a scientifically valid method for selection or the testing of one employee
such as in a Return to Work/Performance Agreement on dates chosen using a
scientifically valid method over a specified period of time.
Reasonable Suspicion means inferences rationally derived from specific, objective facts
about the conduct or performance of an individual under the totality of the circumstances
existing at the time and place that would lead a reasonable person to suspect that the
individual is or has been using drugs or alcohol.
Circumstances which can constitute a basis for determining reasonable suspicion may
include, but are not limited to:
x
x
x
x
x
x
x
x
x
x
x

Abnormal or erratic behavior
Information provided by a reliable and credible source
A work-related accident that results in injury, damage to County equipment/
property, or a citation being issued under State or local law for a moving traffic
violation arising from an accident
Direct observation of drug or alcohol use
Employee admissions regarding drug or alcohol use
Unexplained absence from normal work areas where there is reason to suspect drug
or alcohol related activity
Perceptible odor of alcohol or marijuana
Impaired motor skills
Glazed appearance of eyes
Extreme mood shifts
Euphoria, dilated pupils
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Reasonable Suspicion Testing means the compulsory production and submission of test
specimens by an employee in accordance with procedures contained herein and chemical
analysis to detect drug and/or alcohol use.
Regulated Substances means any substances lawfully prescribed for the employee’s use
by a medical professional. Regulated Substances are also referred to in this procedure as
“Prescription Drugs.”
Return to Work/Performance Agreement means an agreement whereby an employee who
would otherwise be terminated is provided an opportunity to address their performance or
safety issues as related to drug and alcohol use.
Under the Influence of Alcohol means a breathalyzer or blood test indicates the presence
of alcohol at or above the .02% level, or by employee admission. An employee can also
be deemed under the influence of alcohol by behavior (see Article V(B)).
Under the Influence of Drugs means that testing, screening and confirmation indicates the
presence of controlled substances, or by employee admission. An employee can also be
deemed under the influence of drugs by behavior (see Article V (A)).
V.

PROHIBITED CONDUCT
The following conduct is prohibited in the workplace or while the employee is in a paid
on-call status:
A.

Possession, distribution, dispensing, sale, attempted sale, use, manufacture, or
being under the influence of any narcotic, hallucinogen, stimulant, sedative, drug
or other controlled substance while on county property, or while performing work
for the county, or while on paid county time, or in other circumstances which
adversely affect county operations or safety of county employees or others is
prohibited. The conduct prohibited here includes consumption of any such
substance prior to reporting to work or during breaks or lunch period. If use of
such substances or withdrawal symptoms adversely affects an employee’s
physical or mental faculties while at work to any perceptible degree, or the
employee tests positive for any such substances by screening and confirmation
tests, the employee will be deemed under the influence of drugs for purposes of
this procedure.

B.

Possession, transfer, use or being under the influence of any alcohol while on
county property, or while performing work for the county, or while on paid
county time, or while operating a county vehicle, or in other circumstances which
adversely affect county operations or safety of county employees or others is
prohibited. The conduct prohibited here includes consumption of any alcohol
within four (4) hours of reporting to work or during breaks or during lunch period.
If use of alcohol adversely affects an employee’s physical or mental faculties
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while at work to any perceptible degree or the employee’s blood alcohol content
exceeds .02%, the employee will be deemed under the influence of alcohol for
purposes of this procedure.

VI.

C.

Possession, distribution or consumption of prescription medications without a
valid prescription.

D.

Failure of the affected employee to report limitations or impairment caused by
prescribed medication or over-the-counter drugs.

E.

Interference with the administration of this procedure. Examples include, but are
not limited to, the following: tainting, tampering, or substitution of urine
samples; falsifying information regarding the use of prescribed medications or
controlled substances; or failure to cooperate with any tests outlined in this
procedure to determine the presence of drugs or alcohol.

F.

Involvement in an accident which results in the loss of human life, serious injury,
substantial property damage, or for which the employee receives a citation under
state or local law for a moving traffic violation arising from the accident. Any
employee involved in such an accident is also prohibited from using alcohol or
controlled substances for eight (8) hours following the accident, or until he/she
undergoes a post-accident test, whichever occurs first. Involvement in such an
accident shall be deemed reasonable suspicion sufficient to require the employee
to submit to testing for drugs or alcohol.

G.

Refusal of an employee to submit to a post-accident alcohol or controlled
substances test, a reasonable suspicion alcohol or controlled substances test, or a
follow-up alcohol or controlled substances test required under this procedure.

H.

Failure to complete any assessments or treatment programs required under this
procedure.

I.

Failure of the affected employee to report any violation of laws regulating use of
alcohol and controlled substances which adversely affects the employee’s ability
to perform job functions, specifically to include loss or limitation of driving
privileges when the employee’s job is identified as requiring a valid license.

J.

Failure of the affected employee to report all drug or alcohol related arrests,
citations, convictions, guilty pleas, no-contest pleas or diversions which resulted
from conduct which occurred while he/she was on duty, on county property, or in
a county vehicle.

EXCEPTIONS TO PROHIBITED CONDUCT
A.

ORS 475.340(2) states, in part, that nothing in the medical marijuana law “shall
be construed to require…an employer to accommodate the medical use of
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marijuana in any workplace.” Before taking any action arising out of
circumstances that may relate to an employee’s use of medical marijuana,
however, department managers and supervisors must involve the Human
Resource Manager in order to ensure the legality of the action.
B.

VII.

VIII.

Nothing in this procedure is intended to prohibit the use of a drug taken under
supervision by a licensed health care professional, where its use is consistent with
its prescribed use and does not present a safety hazard or otherwise adversely
impact an employee’s performance or County operations.

MANDATORY REPORTING
A.

Any affected employee shall be obligated to report to his/her immediate
supervisor any of the circumstances described in Article V where the failure to
report is an incident of prohibited conduct. Such report shall be made as soon as
possible under the circumstances.

B.

Any employee involved in an accident that involves a loss of human life, serious
injury or substantial property damage shall as soon as possible report the accident
to his/her immediate supervisor or a manager in the department.

C.

Employees working in a grant program may have additional reporting obligations
as described in Article XII below.

TESTING PROCEDURES AND STANDARDS
Lane County shall utilize the services of a testing facility where test specimens can be
collected and tested according to recognized professional standards and which has
received recognized certification to perform such testing services. Specimen collection
and testing procedures shall be administered with full regard for the employee’s privacy
and the need to maintain the confidentiality of test results to an extent which is consistent
with the requirements of this procedure. The employee shall be notified of all tests
conducted and test results obtained pursuant to testing. .
Unless otherwise covered by alternative provisions in a collective bargaining agreement,
all of the following alcohol and drug testing will be required for all Lane County
employees:
A.

Pre-employment Testing
Upon an offer of employment and prior to final appointment, every applicant for
County employment will be asked to consent to a controlled substance screening
test. If the initial screening test yields a positive result, the laboratory will
automatically have a confirmation test conducted using the same sample. If the
initial screening test indicates that the applicant is under the influence of
controlled substances, the applicant will be notified of the test results. If the
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applicant refuses to consent to a test or the testing indicates the use of controlled
substances, the offer of employment will be retracted and deemed void, and the
applicant will be denied employment with the County.
B.

Random Testing
This policy specifically does not provide for an ongoing random testing program
for all Lane County employees. Lane County may determine a need to conduct
random testing in certain instances in order to comply with federal and/or state
requirements or because of the safety sensitive nature of specific jobs. Random
testing may also be required as a condition of a Return To Work/Performance
Agreement.

C.

D.

Reasonable Suspicion Testing
1.

An employee must submit to testing for alcohol and/or controlled
substances whenever his/her manager, in collaboration with the Human
Resources Manager or designee, has reasonable suspicion to believe that
the employee is using or has used drugs or alcohol in violation of one or
more of the prohibitions in Article V.

2.

When reasonable cause exists to believe an employee has possession of
alcohol or a controlled substance on county property, or has otherwise
violated provisions of this procedure regarding possession, sale,
distribution or use of drugs or alcohol, the County may search the
employee and/or the employee’s possessions located on county property.

3.

An employee who is notified that he/she is to be tested for alcohol or
controlled substances under this procedure must do so immediately upon
being so notified.

4.

Failure to undergo testing and/or search according to this procedure is
grounds for discipline up to and including termination. The reasons for
the refusal shall be considered in determining the appropriate disciplinary
action.

Confidentiality
All information from an employee’s or applicant’s drug and alcohol test or
evaluation is confidential and only those with a need to know are to be informed
of test results. Disclosure of such information to any other person, agency, or
organization is prohibited unless required by law or written authorization is
obtained from the employee or applicant.
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E.

Costs
Lane County may pay all costs, including but not limited to, paid time for
employees who are required to undergo reasonable suspicion and post accident
testing.

IX.

CONSEQUENCES OF VIOLATIONS OF PROHIBITED CONDUCT
A.

Any extra help employee, temporary employee, seasonal employee, or initial
probationary employee who violates any of the provisions of this procedure will
be terminated immediately.

B.

The following provisions will apply to all other Lane County employees:
1.

Any employee who violates any of the provisions of this procedure may
be removed from the job, or may be removed from the environment where
provisions of this procedure were deemed to have been violated and will
be subject to disciplinary action. Discipline, including termination for a
first offense, could occur under circumstances of an extremely serious
nature, such as involvement in an accident resulting in serious injury, a
fatality, substantial property damage, or unacceptable damage to the
County’s reputation or credibility.

2.

Discipline for any employee who has an alcohol test result of 0.02% or
greater, or a verified positive controlled substances test result may start at
a mandatory absence from work without pay, and may result in discipline
up to and including termination of employment. Any employee who has a
positive test resulting from a random, post-accident, reasonable suspicion
or follow-up test may request the split sample analysis by another certified
laboratory. The employee may be removed from the job but will not be
terminated or disciplined while awaiting the split sample result. If the
split sample result refutes the primary sample result, the employee will
return to normal duties without any further consequences of this policy.

3.

If it is determined that the employee has violated provisions of this
procedure and is subject to disciplinary action other than termination, the
employee shall be notified in writing by the Human Resources Manager,
co-employer or designee that he or she will be returned to work or be
allowed to continue working only under provisions of a Return to
Work/Performance Agreement. Failure to accept the provisions of a
Return to Work/Performance Agreement will result in termination.
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X.

XI.

EMPLOYEE RIGHTS
A.

The employee shall have the right to a Union representative up to and including
the time the sample is given. This Provision shall not however, cause an
unreasonable delay in testing. Nothing herein shall restrict the employee’s right
to representation under general law.

B.

If at any point the results of the laboratory testing procedures specified n this
Section are negative, all further testing shall be discontinued. The employee will
be provided with a copy of the results and all documentation on the testing will be
sealed and maintained in a secure place. All test results will be kept confidential.

C.

Any employee who tests positive shall be given access to all written
documentation available from the testing laboratory which verifies the accuracy
of the testing equipment used in the tasting process, the chain of custody of the
specimen and the accuracy rate of the laboratory.

RETURN TO WORK/PERFORMANCE AGREEMENT
A.

An employee, who has been removed from work for violation of provisions of
this policy, will be subject to the terms of a Return to Work/ Performance
Agreement Violations of the provisions of a Return to Work/Performance
agreement shall result in immediate termination of the employee. The Return to
Work/Performance Agreement shall contain at a minimum the following eight (8)
provisions:
1.

Employee must provide County with documentation that he or she has
taken a return-to-duty with a less than 0.02 for alcohol and/or a
NEGATIVE result for controlled substances before being allowed to
continue to work or return to work if removed from the workplace.
Negative results must be achieved within 2 days past the latest day of the
detectable duration period listed on Appendix A (Alcohol and Controlled
Substance Testing Parameters).

2.

Employee must be evaluated by a Substance Abuse Professional (SAP)
approved by the County before being allowed to continue work or
returning to work if removed from the workplace. The substance abuse
professional shall determine what assistance, if any, the employee needs in
resolving problems associated with alcohol misuse and/or controlled
substance.

3.

Employee must faithfully attend, continue in and complete the six (6)
mandatory counseling/educational sessions or treatment program (if any)
prescribed by the Substance Abuse Professional. If employee must be
absent from any treatment or counseling/educational sessions, he or she
must notify and provide required justification to the treatment provider, if
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any and the SAP. The County has employee’s permission by this
agreement to verify attendance at treatment or counseling sessions through
the employee’s SAP.
4.

At a minimum, if the substance abuse professional does not require a
treatment or rehabilitation program, the employee must attend six (6)
mandatory counseling/educational sessions. These educational sessions
will be provided by DIRECTION and will provide an increased
opportunity for discussions about health, wellness and accountability.
Sessions will be confidential and at no cost to the employee.
DIRECTION will provide Lane County with attendance information. The
employee must attend at least one educational session prior to returning to
work or continuing to work if not removed from the workplace.

5.

If determined necessary by the substance abuse professional, the employee
must properly follow any treatment or rehabilitation program identified.
The employee must be re-evaluated by the substance abuse professional to
determine that the employee has properly followed the prescribed
treatment or rehabilitation program. The treatment or rehabilitation
program used may not be the substance abuse professional’s private
practice or be provided by a person or organization from which the
substance abuse professional receives remuneration or has a financial
interest. Employee must comply with all terms and conditions of this
procedure. The SAP will be solely responsible for the determination,
monitoring and reassessment of the appropriate, prescribed treatment
program.

6.

Employee will participate in a minimum of six (6) follow-up drug/alcohol
tests during the year following execution of this agreement. Additional
follow-up drug/alcohol tests may be conducted if recommended by
employee’s SAP.

7.

A POSITIVE result for any drug or alcohol test conducted pursuant to this
procedure and subsequent to the date of the Return to Work/Performance
Agreement will be grounds for termination of employment with Lane
County.

8.

Included in the Return to Work/Performance Agreement that the employee
will sign will be a statement that the employee understands he or she has
engaged in personnel rule violations which could otherwise result in
termination of county employment, and the consideration for entering into
and achieving the desired results as specified by the criteria of the Return
to Work/Performance Agreement is continued employment under those
terms.
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This statement shall also contain a provision that indicates that if the
desired results are not achieved in the time period allotted within the
Return to Work/Performance Agreement, the employee shall be
terminated with no right of appeal.
B.
XII.

The use of a Return to Work/Performance Agreement will not set a precedent for
the discipline of other employees in the future.

EMPLOYEES WORKING IN A GRANT PROGRAM
In addition to the consequences outlined elsewhere in this procedure, for employees
working in a program funded by grant funds that include a requirement of compliance
with the Federal Drug-Free Workplace Act of 1988 and implementing regulations of 7
CFR 3017, Sections 3017.605-3017.615, the following shall apply:
A.

The manager of the program shall ensure that the employees working in the grant
program are informed of the dangers of drug abuse in the workplace.

B.

The manager shall ensure that employees working in the grant program are
informed of the County’s policy of maintaining a drug-free workplace (LM 2.380)
and of this procedure.

C.

The manager shall inform employees working in the grant program of available
drug counseling, rehabilitation and employee assistance programs.

D.

The manager shall inform the employees working in the grant program of the
penalties that may be imposed for drug abuse violations in the workplace.

E.

The manager shall provide each employee working in the grant program with a
copy of this procedure.

F.

Any employee working in a grant program as described in this Article XII, as a
condition for performing work on that grant program shall:

G.

1.

Abide by the Drug Free Workplace Policy, LM 2.380, and

2.

Notify the manager of the grant program and the Department Director in
writing of his/her conviction for a violation of a criminal drug statute
occurring in the workplace within five calendar days after such conviction.

Upon receiving notice of such a conviction, the manager of the grant program
shall take appropriate steps to:
1.
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2.

XIII.

Within 30 days, take appropriate personnel action against the employee or
require the employee participate satisfactorily in an approved drug abuse
assistance or rehabilitation program.

INTERPRETATION AND IMPLEMENTATION
Any questions relative to the intent or application of this procedure shall be directed to
the Human Resources Manager, who shall have the responsibility for interpreting and
implementing this procedure.

Authorized: _____________________________
County Administrator

Date: _________________
Effective Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
____________.
11/9/07
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Appendix A

APPENDIX A
ALCOHOL AND CONTROLLED SUBSTANCE TESTING PARAMETERS
The following list of controlled substances and alcohol defines the amount of time that a particular substance will
give a positive result to a drug test. The time frames are estimates, since various factors influence the length of time
a substance remains detectable in an individual’s system. These include weight, height, and amount of body fat,
frequency of use, overall health, and physical shape. Prolonged, heavy use of marijuana and PCP can be detected
for up to 60 days after last use.
Substance
Alcohol
Amphetamines
Anabolic steroids
Barbituates
Benzodiazepines
Cocaine
Codeine
GHB
Heroin
Inhalents
Ketamine
LSD
Marijuana

Description
Wine, Beer, Hard Liquor
Dexedrine, Biphetamine

MDMA
Methadone
Methamphetamines
Methaqualone
PCP

Ecstasy

Amytal, Nembutal, Seconal, Phenobarbital
Ativan, Halcion, Librium, Valium, Xanax
Liquid Ecstasy
Vitamin K

Quaaludes

Information was obtained from OHS Health and Safety Services, Inc.
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Detectable Duration
1 hour up to 10 – 12 hours
1 day
oral: up to 3 weeks; injected: up to 3-6 months
2 - 3 days
2 – 3 days
1 – 2 days
1 – 2 days
1 – 2 days
1 – 2 days
Several hours
2 – 4 days
Several hours up to 5 days
2 – 5 days; daily, heavy user can sometimes
be detected up to 30+ days
1 – 5 days
1 – 7 days
2 – 4 days
10 – 15 days
1 – 8 days
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Appendix B
RETURN TO WORK/PERFORMANCE AGREEMENT

The following agreement is entered into by and between _________________________,
hereinafter EMPLOYEE, and Lane County Department of ____________, hereinafter
COUNTY. This agreement establishes the expectations that are a condition of
EMPLOYEE returning to work and for EMPLOYEE’s continued employment with
COUNTY.
EMPLOYEE is permitted to return to work subject to the following conditions:
1.

EMPLOYEE agrees to be evaluated by a Substance Abuse Professional (SAP)
approved by the COUNTY to determine what assistance, if any, the EMPLOYEE
needs in resolving problems associated with alcohol and/or controlled substance
misuse.

2.

EMPLOYEE agrees to provide COUNTY with documentation that he/she has
taken a return-to-duty test with a NEGATIVE result before actually returning to
work.

3.

EMPLOYEE agrees to faithfully attend, continue in and complete the six (6)
mandatory counseling/educational sessions or treatment program (if any)
prescribed by the SAP. If EMPLOYEE must be absent from any treatment or
counseling/educational sessions, he or she must notify and provide required
justification to the treatment provider, if any, and the SAP. The COUNTY has
EMPLOYEE’S permission by this agreement to verify attendance at treatment or
counseling sessions through the EMPLOYEE’S SAP.

4.

EMPLOYEE understands that the signing of this Agreement shall allow
COUNTY the right to communicate with the primary physician and/or counselors
regarding the status and progress of rehabilitation and aftercare.

5.

The EMPLOYEE agrees to submit to a minimum of six (6) random follow-up
drug/alcohol tests during the year following execution of this Agreement.
Additional follow-up drug/alcohol tests may be conducted if recommended by
Employee’s SAP.

6.

EMPLOYEE understands that a POSITIVE result for any drug or alcohol test
conducted pursuant to this procedure and subsequent to the date of the Return to
Work/Performance Agreement will be grounds for termination of employment
with Lane County.

7.

EMPLOYEE understands he/she has engaged in personnel rule violations which
could otherwise result in termination of county employment, and the
consideration for entering into and achieving the desired results as specified by
the criteria of this Agreement is continued employment under those terms.
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EMPLOYEE understands that violations or failure to accept the provisions of this
Agreement will result in termination
8.

EMPLOYEE understands that if he/she does not meet desired results within time
period allotted within this Agreement, the EMPLOYEE shall be terminated with
no right of appeal. See Attachment.

9.

EMPLOYEE understands that this Agreement constitutes a final warning and is
non-precedent setting for any other employees with the COUNTY in the future.
Each case will be reviewed on its on merit.

Personal Commitment
The EMPLOYEE understands and pledges and agrees to abide by the terms of this
Agreement. The EMPLOYEE understands that a violation of, or noncompliance with,
any of these terms can result in he/she being terminated from COUNTY employment.
Further, EMPLOYEE pledges to remain free of all illegal drugs and not to abuse legal
drugs (including alcohol) during term of EMPLOYEE’S employment. EMPLOYEE
understands that this Agreement does not guarantee EMPLOYEE employment for any set
period of time. EMPLOYEE signs this Agreement free of any duress or coercion and
understands that this Agreement will become part of his/her personnel medical file.

Employee

Date

Employee Representative

Date
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RETURN TO WORK/PERFORMANCE AGREEMENT

Appendix C

XI.3

3
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EMPLOYEE agrees to faithfully attend, continue in and complete the six (6)
mandatory counseling/educational sessions or treatment or rehabilitation
program (if any) prescribed by the SAP. If EMPLOYEE must be absent from
any treatment or counseling/educational sessions, he or she must notify and
provide required justification to the treatment provider, if any, and the SAP.
The COUNTY has EMPLOYEE’S permission by this Agreement to verify

EMPLOYEE must provide COUNTY with documentation that he/she has taken XI.1.
a return-to-duty test with a NEGATIVE result before actually returning to
work.

2

State of Oregon:
#2
Multnomah Co:
#2
LCDPW: #3
LCDYS: #3

State of Oregon:
#1
Multnomah Co:
#1
LCDPW: #2
LCDYS: #2
LCDPW: #1
LCDYS: #1

XI.2.

EMPLOYEE agrees to be evaluated by a Substance Abuse Professional (SAP)
approved by the COUNTY to determine what assistance, if any, the
EMPLOYEE needs in resolving problems associated with alcohol and/or
controlled substance misuse.

1

Other Agencies

APM
Code

Criteria

No.

EMPLOYEE is permitted to return to work subject to the following conditions:

The following agreement is entered into by and between _________________________, hereinafter EMPLOYEE,
and Lane County Department of ____________, hereinafter COUNTY. This agreement establishes the
expectations that are a condition of EMPLOYEE returning to work and for EMPLOYEE’s continued employment
with COUNTY.
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EMPLOYEE understands if he/she does not meet desired results within time
XI.8
period allotted within this Agreement, the EMPLOYEE shall be terminated
with no right of appeal. See Attachment
EMPLOYEE understands that this Agreement constitutes a final warning and is XI. Last

8.

X.3
XI
XI.8

XI.7

EMPLOYEE understands he or she has engaged in personnel rule violations
which could otherwise result in termination of county employment, and the
consideration for entering into and achieving the desired results as specified by
the criteria of this Agreement is continued employment under those terms.
EMPLOYEE understands that violations or failure to accept the provisions of
this Agreement will result in termination.

6.

7.

XI.6.,
IX.B.

The EMPLOYEE agrees to submit to a minimum of six (6) random follow-up
drug/alcohol tests during the year following execution of this Agreement.
Additional follow-up drug/alcohol tests may be conducted if recommended by
Employee’s SAP.
EMPLOYEE understands that a POSITIVE result for any drug or alcohol test
conducted pursuant to this procedure and subsequent to the date of the Return
to Work/Performance Agreement will be grounds for termination of
employment with Lane County.

5.

4.

attendance at treatment or counseling sessions through the EMPLOYEE’S
SAP.
EMPLOYEE understands that the signing of this Agreement shall allow
COUNTY the right to communicate with the primary physician and/or
counselors regarding the status and progress of rehabilitation and aftercare.
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State of Oregon:

State of Oregon:
#3
Multnomah Co:
#3
LCDYS: #4
Multnomah Co:
#4
LCDYS: #5
LCDPW: #6
State of Oregon:
#8
Multnomah Co.:
#8
LCDPW: #6
LCDYS: #8
State of Oregon:
#8
Multnomah Co:
#9
LCDPW:
Personal
Commit. Section
Multnomah Co.:
#9

Appendix C
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The EMPLOYEE understands and pledges and agrees to abide by the terms of
this agreement. The EMPLOYEE understands that a violation of, or
noncompliance with, any of these terms can result in he/she being terminated
from COUNTY employment. Further, EMPLOYEE pledges to remain free of
all illegal drugs and not to abuse legal drugs (including alcohol) during my term
of employment. EMPLOYEE understands that this Agreement does not
guarantee EMPLOYEE employment for any set period of time. EMPLOYEE
signs this Agreement free of any duress or coercion and understands that this
Agreement will become part of his/her personnel medical file.

non-precedent setting for any other employees with the COUNTY in the future.
Each case will be reviewed on its on merit.
Personal Commitment
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paragraph

#5
LCDPW: #7
State of Oregon:
PC
Multnomah Co:
PC
LCDYS: PC

Appendix C

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 3
Section: 2
Issue
1

11/9/2007
Date

SUBJECT: WORKPLACE VIOLENCE
I.

Purpose
In accordance with Lane Manual Policy 2.380 Lane County is committed to maintaining
an environment free from violence, threats of violence, harassment, intimidation, and
other disruptive behavior. Violence, threats, harassment, intimidation, and other
disruptive behavior in our workplace will not be tolerated. Reports of incidents will be
taken seriously and will be dealt with appropriately. Individuals who commit such acts
may be removed from the premises and may be subject to disciplinary action, up to and
including termination. Law enforcement will be notified in cases involving potentially
criminal behavior.
This procedure is established to provide a uniform and consistent policy designed to
ensure the highest standard of protection against violence for all employees, volunteers,
customers, contractors, and visitors within the workplace and all other places at which
Lane County does business.

II.

Scope
This procedure is applicable to County employees, volunteers, and temporary employees
as defined by, and subject to, the provisions of Lane Manual and to all applicants for
employment with Lane County. 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. Exceptions will take effect upon written
approval of the County Administrator.

III.

Amendment
The County Administrator may amend this procedure.
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IV.

Definition Of Terms
Workplace: Any place Lane County employees or volunteers are working, including but
not limited to all County business locations and premises, all County-owned property,
space leased by the County, and any place occupied by County employees while on the
job.
Workplace Violence: Any act of physical, verbal, or written aggression by an individual
or by a group that occurs in the workplace. This includes, but is not limited to, physically
harming another, stalking, threats, threatening communication, verbal, telephone and email harassment, trespassing, abusing or destroying property, invasion of privacy,
intimidation, coercion, and brandishing weapons.
Weapon: Any article, object, device, instrument, material or substance which:
a.

Is a firearm; (ORS 166.210 (2))

b.

Under the circumstance in which it is used, attempted to be used, or threatened to
be used is readily capable of causing death or serious physical injury; (ORS
161.015 (1))

c.

Is specifically designed for and presently capable of causing death or serious
physical injury (ORS 161.015 (2)); or

d.

Is used or intended to be used in an offensive or defensive manner.

Mace and pepper mace that employees carry for their personal protection in coming to
and leaving their worksites, and pocket knives with 4 inch or shorter, non-spring loaded
blades (e.g. Swiss Army knives), will not be considered weapons provided they are kept
concealed.
County Property: All County owned or leased buildings and surrounding areas such as
sidewalks, walkways, driveways and parking lots under the County’s ownership or
control. Personal vehicles used for County business or County vehicles are covered by
the policy at all times, whether they are on County property or not.
V.

Possession Of Weapons
Possession or use of weapon(s), as defined above, by an employee, volunteer, vendor or
contractor while engaged in official county business or at any time while in a county
owned or controlled building or property, or vehicle, is prohibited with the following
noted exceptions. Employees of Lane County may possess a firearm on County property
if:
1.

Given written consent by the County to carry a weapon while conducting specific
duties on the County’s behalf;
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2.

Engaged in military or law enforcement activities;

3.

A deputy district attorney or other law enforcement officer in the performance of
official duty; or

4.

They have been given specific statutory and departmental authority to possess
weapons in the performance of their job duties.

The possession of a concealed handgun license issued under ORS 166.291 and 166.292
does not permit an employee to possess a weapon on County owned or controlled
property during the performance of their employment duties. However, a concealed
handgun license does not prevent an employee from leaving a duly permitted weapon in
their parked vehicle while they are at work.
VI.

Retaliation
Lane County will not tolerate retaliation against someone for reporting a violent incident
or for testifying, assisting, or participating in any manner in an investigation, proceeding,
or hearing of a report of workplace violence, regardless of the outcome. Examples of
retaliation could include demotion, suspension, or other disciplinary actions; failing to
treat impartially when making employment related decisions; assigning someone the least
desirable jobs; or any other type of punitive action, punishment or negative
consequences. Employees of the County who engage in retaliatory conduct are subject to
disciplinary action, up to and including termination. Law enforcement will be notified in
cases involving potentially criminal behavior.

VII.

Disciplinary Action
Individuals who commit acts of workplace violence may be removed from the premises
and may be subject to disciplinary action up to and including termination. Law
enforcement will be notified in cases involving potentially criminal behavior.

VIII.

Prohibited Conduct
All employees should recognize that the following conduct is prohibited if it occurs in the
workplace, on County property or has a direct impact on the workplace. Employees of
the County who engage in this type of conduct may be subject to disciplinary action, up
to and including termination, criminal penalties or both.
1.

Verbal threats;

2.

Acts of intimidation, telephone and email harassment;

3.

Possession of unauthorized weapon(s) in the workplace.
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IX.

4.

Displays of physical anger or rage, whether directed at a specific person or not;

5.

Physical aggression toward another person;

6.

Fighting back when a person no longer poses an immediate threat,

7.

Confining or restraining victims;

8.

Unauthorized destruction or defacing of property;

9.

Harassment, stalking, or physical abuse; or

10.

Use, possession, or being under the influence of alcohol or drugs in the workplace
or on county premises.

Incident Response Procedures
To make the workplace violence-prevention plan effective, employees at all levels must
know about the potential for violence in the workplace and be aware of and understand
policies and procedures for dealing with and reporting violent incidents. Appendix A
identifies warning signs and crisis management procedures.

X.

Responsibilities For Reporting
The responsibility for reporting activities that interfere with Lane County’s ability to
provide a workplace free of violence rests with all employees. Lane County expects
employees to talk with their supervisors or other managers about workplace violence they
experience regardless of its origin, and for supervisors and managers to take appropriate
corrective action to stop or control violence in order to maintain a safe place for
employees to work.
1.

2.

All employees are responsible for:
a.

Refraining from acts of violence and for seeking assistance to resolve
personal issues that may lead to acts of violence in the workplace;

b.

Talking with their supervisors or other managers about workplace
violence they experience regardless of its origin; and

c.

Reporting to managers and supervisors or anonymously through the
Human Resources department, any dangerous or threatening situations
that occur in the workplace.

Managers and supervisors are responsible for:
a.
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3.

4.

XI.

b.

Taking appropriate corrective action to stop or control violence in order to
maintain a safe place for employees to work;

c.

Responding to reports of or knowledge of violence and initiating the
investigation process; and

d.

Reporting the situation to the Human Resource Manager.

The Human Resources Manager or designee is responsible for:
a.

Referring the matter to the appropriate law enforcement agency in
situations involving criminal activity or involving a threat to the safety of
persons or property; and

b.

Coordinating the response to the incident, and conducting an investigation
where appropriate, in situations not requiring referral to a law enforcement
agency.

The Human Resources Manager or designee is also responsible for developing
procedures that are designed to reasonably achieve a safe working environment,
to include:
a.

Pre-employment screening to reduce the risk of hiring individuals with a
history of violent behavior;

b.

Training employees and managers to identify unsafe workplace hazards
and/or employees who exhibit behavior that could be a sign of potentially
dangerous situations;

c.

Annual safety inspections of the premises to evaluate and determine
vulnerabilities to workplace violence or hazards;

d.

Establishment of crisis management plans to provide immediate response
to serious incidents; and

e.

Establishment of avenues of support for employees who experience
violence.

Interpretation And Implementation
Any questions relative to the intent or application of this procedure should be directed to
the Human Resources Manager, who is delegated the responsibility to interpret and
implement this procedure.
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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
11/9/07
____________.
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Appendix A
Workplace Violence-Prevention Plan
To make the workplace violence-prevention plan effective, employees at all levels must know
about the potential for violence in the workplace and be aware of, and understand policies and
procedures for dealing with and reporting violent incidents.
Warning Signs
There is no sure way to tell whether someone will become violent; however, there are often
warning signs before violence occurs. These warning signs do not mean that the individual will
actually become violent, but in combination, they should be cause for concern.
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x
x

Written, oral or implied threats or intimidation
Escalating negative verbal or physical behaviors
Fascination with weaponry or acts of violence
Threat or sabotage of projects or equipment
Alcohol or drug abuse in the workplace
Expressions of hopelessness or heightened anxiety
Intention to hurt self or others
Lack or concern for the safety of others
Externalization of blame
Irrational beliefs and ideas
Romantic Obsession
Displays of excessive or unwarranted anger
Feelings of victimization
Inability to take criticism
New or increased sources of stress at home or work
Productivity and/or attendance problems.

Crisis Action Plan
If you find yourself in a potentially violent situation, decide first if you must deal with this
person yourself.
If not, immediately contact a supervisor or the police if the situation warrants.
If you must deal with the situation:
Keep yourself safe. If you walk into the middle of a situation and become injured yourself, you
will not be able to help others who are in danger. Here are some techniques to practice and use in
a potentially violent situation.

WD ap/Ch3Sec2/T

Page 1

Chapter 3
Section 2

Appendix A

1.

Remain calm, move and speak slowly, quietly and confidently. Listen attentively and
encourage the person to talk. Acknowledge the person’s feelings and indicate that you
can see he is upset and you are interested in what he or she is saying.

2.

Maintain a relaxed yet attentive posture.

3.

Ask for small, specific favors such as asking the person to move to a quieter area.

4.

Employ delaying tactics that give the person time to calm down. For example offer a
glass of water.

5.

Be reassuring and point out choices.

6.

Help the person break down big problems into smaller, more manageable problems.

7.

Accept criticism. When a complaint might be true, use statements such as “You’re
probably right” or “It was my fault.” If the criticism seems unwarranted, ask clarifying
questions. Remember it is more important to get out of the situation safely than to be
right.

8.

Arrange yourself so that your exit is not blocked.

9.

Keep at least three to six feet between you and the other person.

If the situation continues to escalate you should make a quick evaluation of the circumstances.
Try to remain as calm as possible. Consider the number of people involved, their physical size,
and the type and number of weapons and take the safest possible action for all involved.
1.

Contact the Police, if the situation warrants.
x In the Public Service Building, call ext. 4141 or 3978
x Outside the Public Service Building, call 911
x Then contact the supervisor

2.

Make the Environment as Safe as Possible. Remove any onlookers and potential
weapons. Try to control access to limit the risk to others. If possible, get people out of
the building or out of the area where the incident is or has occurred.

3.

Once these steps are taken then:
x Proceed with first aid, CPR and comfort
x If not done already, notify senior management

4.

Provide on-scene employee counseling and support
x Notify public information officer and be prepared to deal with the media
x Notify and provide aid to the victim’s family
x Notify Employee Assistance Program provider or local trauma counselor
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Support Services
In the event an incident involving workplace violence affects, or has the potential to affect, the
mental health of Lane County’s workforce, counseling and support services may be provided.
Lane County provides an employee assistance program (EAP) for all regular full time and part
time employees. Employees may be referred to the EAP program by their supervisor when
deemed necessary. This is a confidential process designed to ensure that people receive help
when needed so they can be productive employees for Lane County.
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SUBJECT: FILING OF CLAIM FOR EMPLOYEE'S OCCUPATIONAL INJURY OR
ILLNESS
I.

PURPOSE
To set forth standard processing procedures to be followed in the preparation of claims
forms and the monitoring of the benefits paid to employees with occupational injuries or
illnesses to ensure compliance with Lane Manual 2.270(8) as well as statutory
regulations.

II.

SCOPE
This procedure will apply to regularly salaried employees, stipend individuals, all elected
officials in Lane County. Also included will be any person on a grant program funded by
the Federal government which requires Workers' Compensation coverage as a
prerequisite of the grant. Volunteers are not covered by this procedure.

III.

AMENDMENTS
This procedure may be amended by the County Administrator.

IV.

DEFINITIONS
Closure:

The process of closing a Workers' Compensation claim.

Form 801: This is the first report form and must be submitted to the insurer within
five(5) days of the first notice of occupational injury or illness to an employee. (See
Attachment 1). It is titled, State of Oregon Workers' and Employee s Report of
Occupational Injury or Disease.
Hearing: A preliminary judicial process in determining the amount of money due the
injured employee.
Medical Only: A claim wherein only medical bills are paid for the injury, or illness.
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Occupational Illness: Any abnormal condition or disorder, other than one resulting from
an occupational injury, caused by exposure to environmental factors associated with one's
employment. Includes acute and chronic illnesses or diseases which may be caused by
inhalation, absorption, ingestion or direct contact.
Occupational Injury: Any injury, such as a cut, fracture, sprain, or amputation, which
results from a work accident or from exposure involving a single incident in the work
environment.
Permanent Partial Disability: An injury which results in some permanent disability but
leaves the worker functional. This condition must be determined by a duly licensed
physician.
Permanent Total Disability: An injury which leaves the person totally disabled from the
ability to work. This condition must be determined by a duly licensed physician.
Second Injury Relief: This is money available to an employer to modify a work station
or to accommodate a permanently partially disabled person.
Time Loss: A claim that is severe enough to disable the employee from work for a
period of time.
V.

PROCEDURE
To ensure that the employee receives the maximum benefits entitled by Workers'
Compensation insurance in the event of an occupational injury or illness, the following
procedures will be followed:
A.

Each department will notify the Risk Manager in writing of the designated contact
person within the department for processing the Workers' Compensation claims,
with this information being current at all times. If the assignment is changed the
Risk Manager must be notified in writing immediately.

B.

In the event of an injury, the immediate supervisor will obtain the 801 Report
form and insure that the injured employee fills out Sections 1 to 20 and signs
Section 19. If the employee is incapacitated the supervisor will complete. 801
Report forms can be obtained from the departmental contact person or the Risk
Manager.

C.

The responsible department representative will complete the 801 Report form
Sections 20 to 60. It is necessary that all of the sections be completed, and marked
accordingly.

D.

DEADLINE: Upon completion, the department will immediately forward the 801
Report form to the Risk Manager, who will log in the claim, approve the claim for
the County and send the claim to the insurer for processing.
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The employer has a responsibility to report any occupational injury or illness to
the insurer within five (5) days. This deadline begins with the employer's
knowledge of the illness or injury. The State Workers Compensation Department
has authority to levy a $1,000 fine if an employer is late in reporting occupational
claims. Therefore all claims must be filed immediately after the injury or illness
occurs.
E.

On all time loss claims it is necessary that: 1) the injured worker is contacted by
their supervisor at least once a week until the employee returns to work; 2) the
injured worker is terminated at the end of 90 calendar days; or 3) some other
change in their job status occurs. Contact the Risk Manager for further
instructions on time loss claims.

F.

The Risk Manager will monitor the paid claims and keep the department director
informed of the individual time loss payments so that Lane Manual compliance
can be assured.

G.

If it is determined by the department director that it is in the best interest of the
County to terminate an employee at the end of the 90 calendar days of sick leave,
the Risk Manager and Employee Relations and Benefits Manager must be advised
of the intent to terminate at least two (2) weeks prior to termination.

H.

Every effort should be made to encourage workers to return to a modified job
during a partial disability period. The Risk Manager and Employee Relations and
Benefits Manager are available to assist in achieving this result.

I.

The County has a statutory obligation to reinstate any employee who was
terminated because of an occupational injury or illness if:
1.

The employee makes a request to be reinstated, and

2.

The employee's former position of employment or other employment is
available and suitable, and the worker is no longer disabled, as certified by a
duly licensed physician, or

3.

Other County employment is available and suitable, if the employee
continues to be partially disabled but unable to perform the duties of their
former regular position, as certified by a duly licensed physician.

If an employee who was terminated because of an occupational injury or illness
requests reinstatement either orally or in writing, the Risk Manager and Employee
Relations and Benefits Manager must be contacted immediately.
VI.

INTERPRETATION-CLARIFICATION:
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Any questions about the intent or application of this procedure should be directed to the
Management Services Director who has been delegated the responsibility for
interpreting and implementing this procedure.

Authorized:
County Administrator
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SUBJECT: PROCEDURE FOR INCREASING OR REDUCING FTE OR ADDING AND
DELETING POSITIONS OUTSIDE OF THE ANNUAL BUDGET PROCESS
I.

PURPOSE
The purpose of this procedure is to establish a standard method for review and approval
of all FTE or position additions or reductions occurring outside of the annual budget
process. For other changes to positions, such as creating new classifications or
reclassifying existing positions, see Chapter 3, Section 20.

II.

SCOPE
This procedure is applicable to all County departments. 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 representatives, the terms of such agreements
shall prevail. Departments wishing an exception to the application of this procedure shall
submit written proposals to the County Administrator supporting the justification.
Exceptions will take effect upon written approval of the County Administrator.

III.

AMENDMENT
This procedure may be amended by the County Administrator.

IV.

DEFINITIONS
BOARD

The Lane County Board of Commissioners.

CLASSIFICATION

A body of work performed by a group of positions with
similar jobs at a similar level of responsibility.

BUDGET

Basis of the legal authorization for the expenditure of
funds. A written plan of financial operation for estimated
expenditures for one year, and the proposed means of
financing the estimated expenditures.
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V.

POSITION

A group of duties and responsibilities occupied by one
employee.

FTE

Full Time Equivalent. The equivalent of one employee
working full-time for one year. The authorized or
appropriated FTE is the amount listed for each
department/fund in the Board Order Adopting the Budget,
plus any additional Board Orders approved throughout the
fiscal year.

TYPE

Refers to position type, i.e. temporary, part-time, extra
help, etc. For definition of each position type, refer to
APM Chapter 3 Sections 14 and 15.

ADDITIONS OR REDUCTIONS OF FTE AFFECTING TOTAL APPROPRIATED
FTE
A.

Addition of FTE
1. Department Request: The Department Director shall make a formal request via
the County agenda process (APM Chapter 1, Section 2) to add FTE. The formal
request shall be accompanied by an organizational chart describing the location of
additional FTE in the work unit, grant information if applicable, a narrative
describing the reason for the request, current and future funding availability and
why the responsibilities/workload cannot be handled by existing FTE.
2. Review of Request: The Budget Office shall review all requests and make one
of the following recommendations: 1) approval (with or without conditions), 2)
denial; 3) delay for further study (which may include incorporation within the
annual budget planning process). If the Budget Office recommends denial or that
a more comprehensive study is necessary, the department director will be
informed via a copy of the file note that will accompany the agenda item to the
Board.
3. Deadline: All requests should be submitted directly to Human Resources at
least three weeks in advance of any required action(s) by the County
Administrator or Board of Commissioners to allow sufficient time for analysis.
All requests shall be submitted to Human Resources. Human Resources may
attach a file and will then forward the request to the Budget Office for processing
through the Agenda Process

B.

Reduction of FTE
When a reduction in FTE is necessary, departments should contact Human
Resources, who will work with the Budget Office as necessary.
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C.

Implementation
When an FTE change is approved, the change shall be incorporated into the
departmental budget. Requestor must follow the steps found in Chapter 2, Section
8 to update the BRASS budget system. If the change requires a budget transfer,
the Administrative Procedure for Appropriation Transfers shall be followed. If a
supplemental appropriation is required, the procedures set out in APM Chapter 2,
Section 9 shall be followed.

VI.

VII.

CHANGES IN AUTHORIZED POSITIONS
A.

Addition of a position: Department Director should consult with Human
Resources as to classification and status of desired position. If development of
new classification or if reclassification of existing position is required, please see
Chapter 3, Section 20.

B.

Elimination of a position: When a department wishes to eliminate a position,
department should contact Human Resources who will work with the Budget
Office as necessary.

C.

Implementation: If a position change is approved, the requestor is responsible for
updating the automated budget software system.

INTERPRETATION
Any questions relative to the intent or application of these procedures shall be directed to
the County Administrator who shall have the authority to interpret this administrative
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
____________.
10/12/2007
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SUBJECT: PERSONNEL RECORDS
I.

Purpose
This administrative procedure establishes a system for the content, maintenance, access,
and disposition of information which officially documents the work history of County
employees in accordance with Lane Manual 2.150-.180 and 2.285.

II.

Scope
This procedure is applicable to all County departments. 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
This procedure may be amended by the County Administrator.

IV.

Definitions
OFFICIAL EMPLOYEES PERSONNEL FILE - The one file maintained in the Office of
Personnel Services that serves as the repository of all documentation covering an
employee's selection, hiring, performance, discipline, evaluation, transfer, promotion,
training, skills, experience and separation from County service.
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V.

Guidelines and Procedure
A.

Establishment and Maintenance of Personnel Files
General: Individual employee files shall be established and maintained by the Office
of Personnel Services for all employees. One (1) official employee personnel file
shall be created and used during an employee's term(s) of County service. The
departments may create and maintain one or more employee personnel files at the
department or division level.

B.

Type of Personnel File
1.

2.

Official Employee Personnel File. The official employee personnel file is to be
maintained in the Office of Personnel Services as the official repository of
information covering an employee's selection, hiring, performance, discipline,
evaluation, transfer, promotion, training, skills, experience, and separation from
County service.
a.

The official employee personnel file is established on the first day a new
employee reports for service.

b.

When an employee is rehired after terminating from County employment,
the employee's personnel file is recalled for further use.

Contents of the Official Employee File: Anytime the department generates any
of the following documents or information, the department shall transmit the
original copy of that document or information to the Office of Personnel
Services within seven (7) calendar days after the form is generated.
a.

Mandatory Items: The official personnel file will contain the following
mandatory documents when applicable:
-Access to Records
-Advance Step Appointment Approvals
-Applications for Employment
-Applications for Identification
-Approved Applications for Leaves of Absences
-Discipline (see Progressive Discipline Records)
-Employment Agreements
-Employment Eligibility Verification (I-9)
-Employment Test Results
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-Extraordinary Merit Increase Approvals
-Working Conditions Questionnaires
-Intergovernmental Agreements that directly affect the
employee
-Job Sharing Approvals/Reversals
-Letters of Appointment
-Letters of Commendation
-Letters of Reprimand
-Letters of Resignation
-Merit System Evaluations
-Merit System Notice of Change Forms
-Merit System Notice of Hire Forms
-New Employee Orientation Check-off List
-Notices of Layoff
-Notices of Termination
-Notices of Transfers
-Notices of Unsatisfactory Performance
-Oaths of Office or Allegiance
-Outside Employment Approvals/Disapprovals
-Personnel Services Contract
-Position Descriptions
-Progressive Discipline Records
-Reclassification Approvals/Disapprovals
-Temporary Hire Forms
-Vehicle Accident Reports
-Work Permits
-Working Out of Classification Approvals/Disapprovals
-Copies of job required licenses or certifications
b.

Confidential Medical Records. Information from all medical
examinations and inquiries must be kept apart from general personnel
files as a separate, confidential medical record, available only under
limited conditions specified in the American with Disabilities Act of
1990 (ADA).

c.

Critical Information: No information that, in the opinion of the
supervisor, reflects critically upon an employee shall be placed in the
employee's personnel file that: 1) does not bear the signature of the
employee or, 2) that has not been reviewed by the employee, or 3) has not
been covered by the exception process listed below. The employee shall

WP ap/Ch3Sec5.00040/T

3 of 7

Chapter 3
Section 5
be required to sign such material provided the following disclaimer is
attached:
"Employee's signature confirms only that the supervisor has
discussed and given a copy of the material to the employee, and
does not indicate agreement or disagreement."
If the employee is not available within a reasonable period of time to sign
the material or the employee has received the material but refuses to sign
it, the County may place the material in the file provided a statement has
been signed by two (2) management representatives that a copy of the
document was mailed to the employee's address of record or that the
employee received or was given an opportunity to review the material but
refused to sign it.

3.

d.

Optional Items: All other items added to the employee personnel file may
be considered as optional items.

e.

Supporting Material: Material attached to and a part of any document
identified above shall be retained as long as the document itself.

f.

Removal of Records: Where an employee record has been the subject of
an employee grievance settled by a grievance resolution at one (1) of the
steps in the grievance procedure or by a decision of the Employee
Relations Board (ERB), Personnel Hearings Officer, the court, or on the
advice of County Counsel, such record may be removed from the
personnel file. Where a record has served its purpose or is superseded by
later records and/or events, such record may be removed with the
approval of the appointing authority and the Management Services
Director.

Departmental Employee Personnel File(s): Departments may maintain one or
more departmental employee personnel files. These files may contain
duplicates of those items placed in the employee's official personnel file as well
as information concerning the employee that would assist the supervisor in
completing the employee's annual evaluation. Departments should not place any
medical-related material in an employee's personnel file. All information
obtained from employee medical examinations and inquiries must be
maintained and used in accordance with ADA confidentiality requirements.
Grievance related materials, except settlements or "last chance agreements"
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which are directly related to an employee's work relationship with the County,
also should be kept out of department personnel files.
Any information placed in the departmental employee personnel file should be
incorporated into the next regularly scheduled evaluation of the employee or
incorporated into another type of official documentation, (i.e., Written Warning
or Reprimand), when appropriate. Information concerning an employee must
be documented and entered into the employee's official file or it generally
cannot be used as evidence concerning an employee's actions.
C.

Confidentiality of Employee Information
The Public Records Act (ORS 192.500) contains a number of exemptions for
information maintained on employees including a "personal privacy exemption"
which states:
"The following public records are exempt from disclosure . . .
"Information of a personal nature such as that kept in a personal, medical, or
similar file, if the public disclosure thereof would constitute an unreasonable
invasion of privacy, unless the public interest by clear and convincing evidence
requires disclosure in the particular instance. The party seeking disclosure shall
have the burden of showing that public disclosure would not constitute an
unreasonable invasion of privacy . . . " [ORS 192.500(2)(b)]
An employee's home telephone number is personal to the employee. This is
information in which the public normally has no special interest. Similarly, an
employee's race, sex, religion, date of birth, political or union affiliation, medical
information, performance evaluation, test scores, and past employer references are all
matters "personal" to the employee and should not be disclosed to members of the
public without the requesting party clearly demonstrating that release of the
information would be in the public interest and that disclosure would not constitute
an unreasonable invasion of privacy.
In addition, the Federal Privacy Act (1974) makes it unlawful to release an
individual's social security number to the public without the consent of the "subject
individual."
If managers have questions about whether a certain piece of information is public
record they should do two things:
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D.

1.

Request an opinion from County Counsel, and

2.

Direct the person requesting the information to make a formal written request
for the information according to the procedures outlined in Oregon Revised
Statues 192.

Access to Official Employee Files
1.

Access: Employees have the right to review their individual employee files.
The entire contents of the file shall be made available during normal business
hours. Upon request, copies will be made and charged to the employee. Only
the following people shall have access to the employee's file:
-Employee
-Employee's official representative, including attorney,
with employee's signed authorization
-Employee's immediate supervisor and higher level
supervisor in direct line within the program area
-Employee's Department Director
-Management Services Director and appropriate staff
-County Administrator
-Board of County Commissioners
-Lane County Legal Counsel
Access to the employee's file will also be allowed when ordered by a court or
the County's Hearing Official, or the District Attorney or court in accordance
with the Public Records law.

2.

Public Information: The following information in employee's folders is
considered public information:
-Date of hire
-Date of separation
-Employee classification
-Employing department
-Employee salary rate
Requests for other information will be processed when accompanied by a signed
authorization from the employee or pursuant to an appropriate Public Records
request.
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E.

3.

Employee Copies: Upon request, employees shall be provided and charged for
a copy of any item(s) in their personnel file.

4.

Document Addition: Current labor agreements with various unions representing
County employees allow for certain additions to an employee's personnel file.
Please refer to the appropriate labor agreement for details.

Destruction of Files and Documents
1.

General: During the time the official employee personnel file is in use,
unnecessary material, as determined by the department director or supervisor,
is not be be filed therein. These would include but not be limited to the
following:
-Duplicate or identical copies of a form already filed
-Duplicate or extra copies of correspondence or memos
-Informal "unofficial" notes
-Work sheets and "work copies"

2.

Retention Period: The official employee personnel file of all terminated
employees will be kept on a permanent basis after the end of an employee's
County service.
"Unofficial" personnel folders which are comprised of duplicate material
contained in the official employee personnel folder may be destroyed thirty (30)
calendar days after an employee terminates from County service.

V.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to
the Management Services Director who is delegated the responsibility to interpret and
implement 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: EMPLOYEE RECOGNITION PROGRAM
I.

Purpose
The purpose of this procedure is to establish a formal mechanism for providing recognition
to deserving County employees who meet established criteria exemplifying the highest
standards in the field of public service and demonstrated performance on behalf of Lane
County.

II.

Scope
This procedure is applicable to all permanently classified County employees. 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
This procedure may be amended by the County Administrator.

IV.

Guidelines
A.

Any County employee or member of the public may nominate a County employee for
recognition as an outstanding employee. Nominating applications, Employee
Recognition Program form (see Attachment I for a sample), are available through the
Office of Personnel Services or from the Information Center in the Lane County
Courthouse. All nominations will be made through the completion of the Employee
Recognition Program form.
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B.

All applications submitted will be forwarded to a selection committee composed of
five (5) representatives, four (4) from the Employee Forum and one (1) from the
Office of Personnel Services.

C.

Criteria for final selection may include the following items:
1.
2.
3.
4.
5.
6.
7.
8.
9.

V.

Dedication to public service;
Consistent outstanding performance over time;
Length of County service;
Career interest (willingness to improve skills, continue education, receive
training, etc.);
Initiative;
Integrity;
Conscientious attitude toward work;
Helpful and courteous toward the public as well as co-workers;
Contribution over time to his/her work unit, division, department.

D.

Nominating applications will be on file and open for consideration for recognition for
a period of ninety (90) days.

E.

The selection committee shall assist in the development of appropriate public
relations materials relative to the program.

F.

The Office of Personnel Services shall serve as staff to the selection committee and
arrange for appropriate County Administrator and Board of County Commissioners'
involvement in the program.

G.

Employees identified for recognition shall be granted eight (8) hours time off with
pay in recognition of their selection. This time off shall be taken at a time mutually
agreed upon by the employee and his/her department director.

Procedure
A.

Nominations for recognition of an outstanding employee may be made at any time
during the year on an Employee Recognition Program form.

B.

Individuals initiating a nomination may circulate the application as appropriate to
gain letters of support for the nominee.

C.

Nominating applications will be sent to the Office of Personnel Services who will
forward them to the Selection Committee. The Selection Committee will record the
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application and send it to the nominee's immediate supervisor who will proceed
through appropriate channels to the department director.
D.

The department director will review all nominations from his/her department and
attach supporting documents as appropriate. Departments may take steps to establish
departmental recognition programs which are consistent with the principles of the
County-wide program endorsed by the County Administrator and the Board of
County Commissioners.

E.

Department directors are to return all nominating applications to the Office of
Personnel Services by 9:00 a.m., on the first Friday of each month.

F.

The selection committee will meet on the second Monday of each month to make the
final selection of employees to be honored.

G.

All applications will be considered by the Selection Committee and its decision will
be made within five (5) working days of their initial meeting.

H.

Once final selections are made, the Office of Personnel Services staff will make
arrangements to have the employee(s) meet the Board of County Commissioners
during the last regularly scheduled Wednesday Board meeting of the month. At that
meeting the Chair of the Board shall acknowledge the County's appreciation for the
service and dedication of the employee(s) and give the employee(s) their service
appreciation award.
1.

VI.

Written summaries with background information and pictures of the honored
employee(s) will appear in various locations around the County acknowledging
their service and accomplishments.

Interpretation
Any questions concerning the intent or application of this procedure shall be directed to the
County's Management Services Director who is delegated the responsibility for interpreting
and implementing this procedure.

Authorized:
County Administrator
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This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on
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SUBJECT: EMPLOYEE ASSISTANCE PROGRAM
I.

Purpose
Pursuant to Lane Manual 2.380, the purpose of this procedure is to set forth guidelines
which allow an employee access to counseling, consultation, or resource referral for
personal problems which do or may affect job performance.

II.

Scope
This procedure is applicable to all permanently classified County employees.

III.

Amendments
The procedure may be amended by the County Administrator.

IV.

Policy
It is the policy of Lane County to encourage and assist employees to seek early intervention
for personal problems which do or may affect job performance.
A.

An Employee Assistance Program will be available to all regular County employees.
The program will be designed to:
1.

Identify problems at their earliest stages.

2.

Provide problem consultation, assessment, brief counseling and/or resource
referral.

3.

Resolve problems before they result in work loss, accident, or injury.

4.

Promote skill training relevant to personal problem resolution.
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V.

B.

The program will be available to employees who want brief confidential counseling,
consultation about problems with family members or worker-related issues, referral
to specialized resources, or in-service training on topics related to employee welfare.

C.

Employees will be permitted reasonable time during work hours to consult with a
professional Employee Assistance counselor.

D.

Confidentiality between the employee and the Employee Assistance Program
Counselor shall be assured. Records of individual employee contacts will not become
part of the employee's personnel file or be released without express written consent
of the employee.

E.

The Employee Assistance Program does not alter management's responsibility or
authority or union prerogatives. Employee participation in the Employee Assistance
Program will not affect future County employment or career advancement, nor will
participation protect the employee from usual procedures applied to continued
substandard job performance or rule infractions.

F.

Employee utilization of the Employee Assistance Program shall be entirely voluntary.
An employee may be referred but not required to contact an Employee Assistance
Counselor.

Responsibilities
A.

Lane County: The County will provide an Employee Assistance Program under the
administrative authority of the Management Services Director.

B.

Departments: The departments will inform employees about the availability and
services of the Employee Assistance Program and facilitate work hours access to the
program counselor.

C.

Supervisors: Supervisors will maintain an awareness of performance indicators
which might suggest a troubled employee. When job performance or work unit
function decline without significant change in the work environment, the supervisor
will consult with the Employee Assistance Counselor and/or refer the troubled
employee to the Employee Assistance Counselor. Such a referral is not mandatory
upon the employee, but is a suggestion that he/she seek assistance.

WP ap/Ch3Sec7.00001/T

2 of 3

Chapter 3
Section 7
D.

IV.

Employees: Employees may be referred or may choose to contact the Employee
Assistance Counselor directly. If appointments are scheduled during assigned work
time, they shall be arranged at a time acceptable to the employee's supervisor. The
employee is in no way required to provide a reason for seeing the counselor.

Interpretation
Any question relevant to the intent or application of this procedure shall be directed to the
Management Services Director who is delegated 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: ANIMALS IN THE WORKPLACE
I.

l'uroog
The purpose: of lhi_. pmccdurc is 10 establish 3 unifonn policy and procedure wi th r~spe<:t
to the granting aDd proc~s"ing of requests to have animals at the workplace. The County
wishes to uphold applkabk laws and regulations; preserve the integrity of i15 grouoos,
hui ldings. and other property; ensu", th e h~allh and safcty of its community; and support
an environment that respects the right5 of individuals_

II.

Scope
This proccdmc is applicabk to all COllnty departments. Where any section. subsection,
sentence. c1ausc. or phr.u;~ of this pmc.,ullJC is found inconsistcilf with properly
negotiated and ratified working agreemt"Ills concillded through collective bargaining
""lwl'Cn LaDe COlillty and duly certilied or TtXugmLcd representatives. or with State or
F"derallaw affecting the usc of animals in Ihe "otkplaec. the terms of such agreements
shall pre"aiL J)cparullents wishing: an exceplion 10 Ihe application of this procedure shaH
,uhmil a wrillen proposal to the COUllty Admini,trator. supporting the j ustification.
EXcepli()n~ will take cffect upou "Tiuen approval of the County Administrator.
Individual departmcil!s may ha\'c more restrictive puh,,!es. where hllsiness necessity
requires it.

Ill.

Amendment
Tho:: County Administrator may amend Ihis pmccume.

IV.

Pmcedurc~

A.

Rr:yu~sls

10 Have an i\nimal at Work

It is the policy of Ih" Counly 10 pmhibit employees from bring:ing dogs Of othef
work. except for tho>': animal, Ihal are Service Animals and on·duty
p,,]ice dogs. Fish in containers of ten gall"n, Of less. may be pcnnincd. at the
discretion of the l)epantncnt l)irectOt. This P"""is,i<ln must be in writing. signed
by the J)"partment l)ircctor. A fonnal \\ntlen reql1",1 t" have a Service Animal at

pelS \0
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work must be forwarded 10 !Illman Resources by the employee. Accommodation
Request Fonus may be found on tbe intranet. For more information regarding
Service Animals sec Section C.
B.

!Iealth and Safety
Animals can pose a thre-<lt to the health or others and the salcty orthe workplace.
Animals can also be disruptive and d~slructivc. causing damag~ to grounds.
huildings. and property. Individuals with disahilities arc at particular risk. For
instance. dogs who arc unrestrained pose a particular hazard to individ uals using
Service Animals. Guidelines for health and ",ret y are ~ rollows :
To the ex tent that the Cmlnty would charge uther employees lor similar damages.
Ihe County will seck restitution for any animal -related damag~ 10 COClnty
propmy, laeilitics, or grounds. The repair or replacem~nt cost of damaged
property is Ihe sole responsibility of the employee whose animal caused th e
damage. To report damage to property. all employee should contact their
immediate supervi...,,_
Animals must be reSlr"in~d by leash or hamess. or eOll1ain~-xI at all times. if
leashed. length of leash must no! exceed si x rce! in length. To report an animal
thai is loose or unattended. an employee should contact their immediate
supervisor.
T" report an animal bite, contact Risk Management at 682 -4392.
Where an employee ha~ a concern regarding their health andlor safety due to the
presence of another employee's ammal at work:, they shou ld comact their
illUllediate supervisor and/or Human R~sou",es_
All animals arc prohibited from kitchen , fi)(m-prq>aration and din ing areas_
All animals arc prohibited from work area.. Ihat may he hazardous to animals or
partn crillllnd leTS.
Violati,m oflhis poliey may result in disciplinary aClionlO the employee.

C.

Smice Animal, and Partn.,.- Handlers
A sen'icc animal is an animal that perrorm, a task or tasks for a person with a
disability 10 help overcome limitations re,ulling rrom Ihe di~ability. TIle
Am"';cans with Disabilities Act (ADA) defines Service Animal~ as "any guide
,log. signal dog, or other animal individually traIned to do work '" perfi,rm tasks
for the henellt of an individual with a disability, including bUI nn! limited to:
guiding individual, with impaired vision; alerting individuals with impaired
hcaring \0 intruders or sounds; providing minimal protection or rescue work; and
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pulling a wheelchair or fetching dropped itcms". If thc animal m~~l' this
dclinition. !hen it is considered a Service Animal under the ADA r~ganll~~, nfils
licensure or ccrtification by a state or local govemmenl. Service Animals ar~ nol
pets.
An cmployee who has submincd a wrinen requcst to Human Resoll",e, to have a
Sel"\'icc Animal at the workplace will have their rcquest reviewed.
The Service Animal musl be inlemkd for Ihe support "f Ih~
requC"St.

~mplo)"ee

making th e

The employee must provide sufficiem evidence Ihat the animal meCiS the
definition of a service animal. upon request. Uuman Resources will. after review
and evaluation. and in collaboration wi!h the employee. dctenllinc whether the
animal is a Service Animal. and in collaboration wilh the supervisor of the
employee, Human Resources will detcnninc whether an accolllmodation will he
made lor the animal to be at Ihe workplace.

The t:mployce w111 adhere to established behavioral safety slan<iard, I(,r the
workplac.,. Gui<ielioe.. are as fi,llows:
a.

The pannerihandler must be in full COHlTO! of the Service Animal al all
limes. The partneriha.ll.dler is responsible for ensuring the Secvice Anima l
docs nOI damage County resources.

b.

The partnerllullldler of a Service Animal Ihal is unruly or disrupti ve may
be asked to remove the animal from County facilities. TIlcse include
behaviors (sue.h as barking, numing at large. aggression toward others,
etc.) that disrupt the nonnal course 01" business or threaten the h~alth or
S<!fety of othen;. The partnerJlmndler may rn, instmct... j to keep lhe animal
from the worksile until significaHI sleps have been laken by the
pannerlhandler 10 miligale the behavior. induding resubm.ining a requesl
to Hnman Resourees 10 remm the animal to the worksile.

e.

Service Animals that are ill should 1I0t be taken into public areas. A pcrson
with an ill animal may be asked to remove the animal lium County
facililies . until such time as th e animal is healthy 10 return

d.

Th" partncrfhamllL... of a Sen'icc Animal must be able to pm vide elnrent

evidence of the animal's good health. such as a health certificate and proof
of vaccinations provided by a licensed velerinarian. as requested by
Human Resources: and have all applicable licenses.
e.
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Regular balh \ng or cleaning or the animal is required to avoid signilicam
odoT'l "r shooding.

Page 30f4

D.

TIle eare and supervision of a SelY;ee Anm131
Ihe partnerllmndlcr.

g.

A Service Animal musl be reslrainoo anoJlm "nnlain",l when traveling in a
County vehicle.

h.

Restralms or containers must be provided at the partner/handler's expense.

I.

The pannerlhandl er is responsibl e fur discouraging others in the
workplace from lreating the SelYlce Animal as a pet.

J.

Partner/handlers rue responsible for any cleamlp after their Service
Animals. The Coumy is not responsible for these services.

"r

Service Animals and Responsibil ities ofOlher Employees
Oth~r empl"yt;:es muSI be
as follows:

v.

1S

Ihe

sol~ r~'p"n"ihilil)l

[

awar~

o f guidelines around lhe

Scrvi~~

Animal at Work

I.

Do nol pet a SeTVlce Animal. Petting a Service Animal when the animal is
working distracts lhe animal from rCijuired tasks.

2.

Do no! f~d a Service Animal. The Service Animal may have special
dietary requirements.

3.

Do nol deliberately s!artic a Service Animal.

4.

Dn nol 'q>lIrate m attempt tn sq>:lraIC a partner/handler frum his or her
Service Animal.

Lmernretation and

lmplem~ntali"n

Auy questions relative !o the mlem or application of thiS procedure shall be dnected to
lhe Human Resourc es Uirector who is delegaled th e responsibility for imerpreling and
implcmcming this procedure.
~_I
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SUBJECT: APPOINTMENTS
I.

Purpose
The purpose of this procedure is to establish a standard policy and method for processing
appointments to County service consistent with the Lane Manual.

II.

Scope
This procedure is applicable to all County classified employees, except for the constituent
services assistants for the commissioners. The procedures applying to those appointments
are outlined in IV (D)(3) below. Where any section, subsection, sentence, clause, or
phrase of this procedure is 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.

IV.

Procedures
A.

Appointment
The department director or his/her designee may appoint any one of the
candidates referred by the Human Resources Department. In referring candidates,
the Human Resources Department will give consideration to veterans as mandated
by applicable laws and other organizational objectives, as well as best meeting the
criteria of merit and fitness for the position. All of the referred candidates should
be interviewed prior to making such an appointment.
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B.

Appointment Step
New employees will normally be appointed at the first step of the salary range for
the classification to which they are appointed.
Only in extraordinary
circumstances will appointments be made above the first step.

C.

Exceptional Appointment
a.

Appointment above the first step may be considered only when facts
indicate that a diligent search has been conducted and it was impossible to
obtain a qualified employee at Step 1; or the candidate possesses
exceptional qualifications; and appointment at a higher step would not
create an internal pay equity problem with existing employees. In such a
case a department director may approve an initial or promotional
appointment to a maximum of Step 2 for non-exempt positions and a
maximum of Step 3 for exempt positions. Documentation substantiating
an exceptional appointment, signed by the department director, must be
submitted with the notice of hire to the Human Resources Department.
A department director wishing authority to hire above Step 3 must submit
a written request to the Human Resources Director. The request should
include:
1.

Position number

2.

Classification

3.

Clear, factual statement of efforts made to recruit a qualified
employee and the results of the search.

4.

Analysis of impact on all current employees in the same or similar
classifications within the department.

5.

Current budgeted amount in position.

6.

Requested appointment step and annualized salary at that step.

7.

Other alternatives for filling the vacant position (i.e., underfill and
train, appropriateness of classification, etc.).

8.

Other factors which should be considered.

Upon receipt of the request, the Human Resources Director shall assign
the matter to the appropriate Human Resources staff member for analysis
and recommendation. The Human Resources Director shall make a
decision to grant or deny the request and communicate that decision to the
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department director along with supporting justification. The decision of
the Human Resources Director may be appealed to the County
Administrator.
b.

D.

Compensation for Constituent Services Assistants
This procedure shall be followed when setting compensation for
constituent services assistants except for constituent services assistants
appointed through the political appointment procedure. Commissioners
utilizing the political appointment process may determine what step is
appropriate, so long as the overall compensation for all commissioner
services assistants is within the budget. No other differences regarding
compensation shall be allowed.

Types of Appointments
Appointments shall be made to either classified or nonclassified positions in
permanent or temporary categories in either full-time, part-time or job-sharing
capacities. Appointments may be of the following types:
1.

Appointments Within the Classified Service. All appointments are within
the classified service except as specifically excluded by the Lane County
Charter. A standard appointment is one which is processed according to
the principles of "merit and fitness" through the normal recruitment and
testing process.
a.

Permanent Appointment
Permanent Position: The term "permanent position" shall mean
positions which have been approved by the County Board of
Commissioners; which are included in the adopted County budget;
which are budgeted in excess of six (6) months duration and which
are for work in excess of twenty (20) hours per week.
Permanent Full-Time Employee: The term "permanent full-time
employee" shall mean an employee who has been hired and is
working in a permanent position, forty (40) hours a week, and who
has successfully completed the period of probation for the
classification.
Permanent Part-Time Employee: The term "permanent part-time
employee" shall mean an employee whose normal work week is
less than forty (40) but more than twenty (20) hours in a week and
who has successfully completed the period of probation for the
classification.
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b.

Temporary Appointment
Temporary Employee: The term "temporary employee" shall
mean any employee who is appointed to County service in a
budgeted position on a temporary and/or intermittent basis, of not
less than 520 hours nor more than 1040 hours in a fiscal year
which does not have a predetermined starting or ending date.
Seasonal Employee: The term "seasonal employee" shall mean an
employee who is in a position which has been approved by the
County Board of Commissioners; which is included in the adopted
County budget; which is for work in excess of twenty (20) hours
per week, but which is budgeted for less than six (6) months'
duration. These positions have a pre-determined starting and
ending date for which there is no extension in the current
established fiscal year budget.

2.

Extra Help Appointments. The term "extra help" shall mean employees
who are appointed to County service on a short-term and/or intermittent
basis to cover emergency workloads of limited duration, necessary
vacation relief or other situations involving fluctuating workloads, not to
exceed three (3) months or 520 hours in a fiscal year, whichever is shorter.
Extra help appointments must have the prior approval of the department
director. When a department determines that an extra help appointment is
needed, the following steps shall be taken:
a.

Prior to approving extra help appointments, department directors
will check with the Human Resources Department to ensure that
all layoff and recall and workers compensation requirements are
met. If there are employees on the recall list who are qualified for
the position, the Human Resources Department will refer them to
the department. The department will select the most qualified
candidate from those referred.

b.

If there are no qualified recall candidates to fill an extra help
position and the position has been approved, then the department
may hire another candidate.

c.

The policy regarding the employment of relatives shall apply to
extra help appointments.
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3.

Constituent Services Assistant Appointments
a.

Appointment through regular appointment procedure
Constituent services assistants to the commissioners appointed
through the regular appointment process shall be considered
permanent employees, and the procedures set out in section IV of
Chapter 3, Section 12, Issue 6, shall apply. Employees appointed
through the regular appointment process shall serve at the will of
the appointing commissioner, and only for so long as the
appointing commissioner remains in office.

b.

Political appointments
Employees appointed through the political appointment process
shall be considered permanent employees. Only sections IV (B)
and (C) above and (E) and (H) below shall apply to such
appointments. Employees appointed through the political
appointment process shall serve at the will of the appointing
commissioner, and only for so long as the appointing
commissioner remains in office.

E.

Employment of Relatives
The term employment shall include, but is not limited to, initial appointment,
transfers, promotions, and continued employment.
Employment of relatives of County employees is permitted except in cases where
such action:
1.

Would constitute a violation of any federal or state law, or any rule with
which Lane County is required to comply, and/or

2.

Would constitute a violation of the conditions of eligibility for receipt by
Lane County of federal or state funding and/or

3.

Would place the individual in a position exercising supervisory,
appointment, or grievance adjustment authority over a member of the
individual's immediate family or in a position of being subject to such
authority which a member of the individual's family exercises. Immediate
family shall be defined as mother, father, spouse (or domestic partner),
sister, brother, child, grandparent, grandchild, stepmother, stepfather, stepchild, father- or mother-in-law or other relative residing in the employee's
immediate household.
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F.

Medical Examination
Prior to actual employment, each otherwise qualified candidate may be required to
successfully pass a physical examination by a licensed medical doctor. The nature
and extent of such physical examination will be based upon the requirements of
the position to be filled and other factors which may be specifically applicable to
the position. The cost of the medical examination will be borne by the appointing
department.

G.

H.

Interviewing and Selection
1.

The department, shall contact all referred candidates and arrange times
and places for employment interviews.

2.

When recruitment efforts for key positions require extensive recruiting
outside the regional area, the County Administrator may approve partial
payment of travel expenses incurred by applicants interviewing for the
position. Requests shall be submitted to the Human Resources Director
for review and recommendation.

3.

The department may conduct reference checks on any candidate as long as
the candidate's present employment is not jeopardized and all candidates
are treated equally. Candidates must be informed prior to contacting any
current employer.

4.

The department director may appoint any one of the candidates referred
for the position.

Notification
1.

The appointing authority shall notify the successful candidate in writing of
their appointment. A copy of that notification will be sent to the Human
Resources Department.

2.

The appointing authority shall notify the Human Resources Department of
their selection.

3.

After the successful candidate accepts the appointment, the appointing
authority shall notify the other candidates who were interviewed that an
appointment has been made.
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V.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to
the Human Resources Director who is delegated the responsibility for interpreting and
implementing this procedure.

Authorized:
C

timstrator
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SUBJECT: APPOINTMENTS: UNCLASSIFIED SERVICE
I.

Purpose
The purpose of this procedure is to establish a standard policy and method for processing
appointments to County unclassified service consistent with the Lane Manual.

II.

Scope
This procedure is applicable to all County unclassified employees. Where any section,
subsection, sentence, clause, or phrase of this procedure is 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.

IV.

Procedures
The unclassified service of the County shall include the offices and positions as described
in Chapter V, Personnel, Section 28. Merit System, of the Charter for Lane County and
Lane Manual Sections 2.190 and 2.191.
A.

Appointments Within the Unclassified Service. The following appointments are
within the unclassified service as included in the Lane County Charter.
1.

Part-time Employees. These are persons employed by the County on a
part-time basis and paid by the hour or day.
a.

WD ap/Ch3Sec15/T

Employment of persons in this category can be for the purpose of
fulfilling the duties of a classified position for a period of time not
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to exceed 12 months in duration during which efforts are made to
either fill the classified position or to evaluate the need or duties of
the classified position or for the purpose of completing a specific
identified project within an identified and limited period of time.

WD ap/Ch3Sec15/T

b.

“Part-time” is defined as less than a total of 2080 hours in a 12
month period, where the work is performed either on a regular
basis at a rate of less than 40 hours per week or on a sporadic basis
at a rate that may on occasion exceed 40 hours per week but where
the total is less than 2080 hours in a 12 month period.

c.

The Part-time unclassified employee may perform the functions of
a position that is listed on the County’s Classification Plan. If so,
compensation shall be based on an hourly rate, commensurate with
that of the classified position on the County’s compensation plan.
If the associated classified position is exempt, the unclassified
Part-time position is also exempt. If the associated classified
position is non-exempt, the Part-time position is also non-exempt.

d.

If the Part-time unclassified employee is performing other duties
that are either not covered by the description of a classified
position or are less than the full duties of a classified position, then
compensation shall be negotiated at an hourly, daily or weekly rate
as appropriate.

e.

Part-time unclassified employees should generally be terminated
upon completion of 2079 hours of employment or after twelve (12)
months, whichever occurs first. It is recognized, however, that
there may be some situations that could warrant a Part-time
unclassified employee working longer than the 2079-hour limit but
still within the twelve (12) month time frame. Although this is not
encouraged as a regular practice, if an emergency situation arises
which calls for such an extension, the Department Director shall
make a written request to the Human Resources Manager. The
request shall include the following:
i.

An explanation of the circumstances requiring the
extension.

ii.

How much additional time is needed.

iii.

How the department will fund any additional PERS liability
that may accrue.
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f.

2.
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The Human Resources Manager will assign the request to an
analyst for recommendation for approval or disapproval and the
Department Director will be notified of the final decision.

Professional Employees. These are persons employed by the County for
professional, scientific, technical or expert services. Compensation is
negotiable, and may be on an hourly, daily or per job basis. Employment
of persons in this category shall be either of an occasional character, i.e.,
sporadic or intermittent and not on a regular basis each week, or of an
exceptional character, i.e., for a particular project or situation of a limited
duration.
a.

Professional services are those provided by an employee who has
extensive knowledge, training and experience of a subject that is
practiced as a permanent career.

b.

Scientific services are those provided by an employee who has
extensive knowledge, training and experience in the methods or
principles of a scientific discipline and is hired to apply those skills
to a specific project.

c.

Technical services are those provided by an employee who has
extensive knowledge, training and experience in the techniques
and practical application of those skills to a mechanical or
scientific subject.

d.

Expert services are those provided by an employee who has a
special skill or knowledge representing mastery of a particular
subject where the employee is hired to apply that mastery to a
specific project.

e.

Professional unclassified employees should generally be
terminated upon completion of 2079 hours of employment or after
twelve (12) months, whichever occurs first. It is recognized,
however, that there may be some situations that could warrant a
Professional unclassified employee working longer than the 2079hour limit but still within the twelve (12) month time frame.
Although this is not encouraged as a regular practice, if an
emergency situation arises which calls for such an extension, the
Department Director shall make a written request to the Human
Resources Manager. The request shall include the following:
i.

An explanation of the circumstances requiring the
extension.

ii.

How much additional time is needed.
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iii.
f.

3.

The Human Resources Manager will assign the request to an
analyst for recommendation for approval or disapproval and the
Department Director will be notified of the final decision.

Extra Help Appointments. The term "extra help" shall mean employees
who are unclassified and are appointed to County service on a short-term
and/or intermittent basis to cover emergency or fluctuating workloads of
limited duration, necessary vacation relief and special projects not to
exceed 520 hours or three months in a fiscal year, whichever is longer.
a.

B.

How the department will fund any additional PERS liability
that may accrue.

Extra Help employees should generally be terminated upon
completion of 520 hours of employment. It is recognized,
however, that there may be some situations that could warrant an
Extra Help employee working longer that the 520-hour limit but
still within the three month time frame. Although this is not
encouraged as a regular practice, if an emergency situation arises
which calls for such an extension, the Department Director shall
make a written request to the Human Resources Manager. The
request shall include the following:
i.

An explanation of the circumstances requiring the
extension.

ii.

How much additional time is needed.

iii.

How the department will fund any additional PERS liability
that may accrue.

b.

The Human Resources Manager will assign the request to an
analyst for recommendation for approval or disapproval and the
Department Director will be notified of the final decision.

c.

In any situation beyond the 520 hours, consideration should be
given to making the appointment in a different unclassified
category.

These appointments may be utilized when unusual conditions occur which require
additional help. All unclassified appointments must have the prior approval of the
department director. Funding for applicable unclassified positions would be
budgeted as Extra Help positions.

WD ap/Ch3Sec15/T
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C.

Unclassified appointments described in earlier sections are at will, temporary and
part time, allowing for a period less than 12 months in duration, or for a specific
identified project.

D.

If an unclassified employee works for pay for more than 600 hours and six
continuous months, it is important that Departments be aware that both the
County and the employee may incur PERS liability.

E.

Since unclassified employees do not fall under the criteria of merit and fitness,
departments may select candidates without a recruitment process. In an effort to
further the objectives of the County’s strategic plan with regard to workforce
diversification, Human Resources staff is continually developing training, work
experience and internship programs to assist in meeting this objective. It is
therefore, strongly encouraged that departments contact the Diversity Analyst in
Human Resources to assist them in accessing qualified candidates for clerical
support, paraprofessional, technical and manual labor positions prior to selecting
candidates from other sources.

F.

The policy regarding the employment of relatives shall apply to all classified and
unclassified appointments; see Chapter 3, Section 15, Subsection H below.

G.

Personal Services Contract: Departments may utilize a Personal Services
Contract for specific projects in lieu of the non-represented temporary options
listed above, if and only if the individual being contracted with meets the legal
requirements of being an independent contractor.

H.

Employment of Relatives
1.

The term employment shall include, but is not limited to, initial
appointment, transfers, promotions, and continued employment.

2.

Employment of relatives of County employees is permitted except in cases
where such action:

WD ap/Ch3Sec15/T

a.

Would constitute a violation of any federal or state law, or any rule
with which Lane County is required to comply, and/or

b.

Would constitute a violation of the conditions of eligibility for
receipt by Lane County of federal or state funding and/or

c.

Would place the individual in a position exercising supervisory,
appointment, or grievance adjustment authority over a member of
the individual's immediate family or in a position of being subject
to such authority, which a member of the individual's family
exercises. Immediate family shall be defined as mother, father,
spouse (or domestic partner), sister, brother, child, grandparent,
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grandchild, stepmother, stepfather, step-child, father- or mother-inlaw or other relative residing in the employee's immediate
household.
I.

Medical Examination
1.

J.

Following a conditional offer of employment but prior to actual
employment, the successful candidate may be required to successfully
pass a physical examination by a licensed medical doctor or a drug test.
The nature and extent of such physical examination will be based upon the
essential duties of the position to be filled and other job-related factors
which may be specifically applicable to the position. The cost of the
medical examination will be borne by the appointing department.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be
directed to the Human Resources Manager who is delegated 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
6/10/2003
____________.
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SUBJECT: PROMOTIONS, REASSIGNMENTS/TRANSFERS, COMPENSATION PLAN
CHANGES, BILINGUAL COMPENSATION, VOLUNTARY DEMOTIONS, AND EQUITY
ADJUSTMENTS
I.

Purpose
The purpose of this procedure is to establish a uniform policy and procedure with respect
to the granting and processing of promotions, reassignments/transfers, compensation plan
changes, voluntary demotions, and equity adjustments in accordance with Lane Manual
2.235.

II.

Scope
This procedure is applicable to all County departments. 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.

IV.

Guidelines and Procedures
A.

Promotion
1.

Promotional Policy: It is the policy of the County to encourage employees
to apply for promotional opportunities. Department directors are
encouraged to provide promotional opportunities and support career
development for all classified County employees.
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2.

Promotional Eligibility: An employee is eligible for promotional increase
when moving to a position at a higher salary grade level, in accordance
with the following policies:
a.

Decision Band Method (DBM) Classified Position:
Promotion shall be defined as movement to a position at a higher
salary grade level where the difference between the midpoints of
the salary grades is typically four percent (4%) or greater. A salary
grade is an alpha-numeric level assigned to each position based on
the job evaluation process using the DBM to assess the type of
work performed and the level of decisions made.
When an employee is promoted, he/she shall be placed on the new
salary grade at the closest step which results in at least a five
percent (5%) increase, and shall receive at least the first step of the
higher salary grade.
The amount of increase at promotion should ensure that internal
employees are not disadvantaged as compared to external
candidates when successful in attaining a promotional opportunity
at the County. The department director should consider the
education, skill and experience level of the promoted employee as
well as those of existing staff to avoid creating equity issues.
All requests for promotional appointment which result in
compensation greater than the normal promotional amount (as
referenced above in paragraph two) must be approved by the
Human Resources Director.

b.

Non-DBM Classified Position:
Promotion shall be defined as the movement from one
classification to another classification with a salary grade at least
five percent (5%) higher than the employee’s current classification.
All requests for promotional appointment which result in
compensation greater than the normal promotional amount must be
approved by the Human Resources Director.
When an employee is promoted, he/she shall receive at least the
first step of the higher classification or the closest step in the
higher classification that would constitute at least a five percent
(5%) increase over the employee's current salary.
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B.

3.

Probationary Period for Promotion: Any employee promoted, except
through the reclassification to a new classification, shall serve a one-year
probationary period.

4.

Merit Eligibility Date: A promotion results in a new merit eligibility date
effective on the day that the promotion becomes effective. An employee
who is promoted through reclassification or through a competitive
selection process will be eligible for merit step increase one year from date
of promotion, depending on performance.

Reassignments and Transfers
1.

Transfer
a.

DBM Classified positions:
A transfer occurs when an employee moves to a different position
with the same classification and/or midpoint rate with a differential
of less than five percent (5%). As the result of a transfer, an
employee’s salary will normally remain the same. In some
circumstances, the department director can recommend an increase
in salary based on factors such as skills, market conditions and/or
internal equity, knowledge and experience of employee. The
approval of the Human Resources Director is required for any
lateral transfer resulting in more than a five percent (5%) increase
moving to the closest step.

b.

2.

Non-DBM Classified position: A transfer occurs when an
employee moves to a classification with the same or different pay
grade not constituting a promotion.

Intradepartmental Reassignment
a.

The department director or his/her designee may, within the
department, reassign an employee from one work site to another or
from one authorized position to another within the same
classification.

b.

Whenever possible the department director or his/her designee
must give an employee fourteen (14) calendar days notice of a
reassignment if the reassignment is being made without the
employee's consent.

c.

The department director or his/her designee, with the consent of
the employee, and upon verification of qualifications from Human
Resources, may reassign an employee from one authorized
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position to another within the same occupational field provided the
reassignment does not constitute a promotion or demotion.
d.

3.

C.

If an employee is interested in an intradepartmental reassignment,
he/she must follow the applicable departmental procedure. If there
is no established procedure, the request shall be submitted to the
department director.

Interdepartmental Transfer
a.

Interdepartmental transfers will only be considered when a position
becomes vacant unless there are two (or more) transfer candidates
who can "trade" positions.

b.

A non-probationary employee interested in being considered for an
interdepartmental transfer, must submit a written request and Lane
County Application for Employment clearly explaining the
employee's interests and qualifications, to the Department of
Human Resources (or the Department of Public Safety for
positions within that department.) The request must be received
before a position is posted in order for a transfer request to be
considered as a part of the internal transfer process. After the
position is posted, internal candidates will compete as a part of the
open recruitment and selection process.

c.

Transfer candidates will be referred to departments for
consideration prior to the posting for the vacant position.

d.

Departments are not required to fill a position with a transfer
candidate. They may elect to fill the position through the normal
recruitment and selection procedures.

Compensation Plan Changes
When the pay grade for a classification occupied by an employee is adjusted
upwards, generally the employee will maintain the same step within the adjusted
pay grade.
However, when there are major changes to the County’s compensation structure,
the County shall adjust individual pay rates as determined by the implementation
procedure adopted by the Board.

D

Bilingual Compensation
1.

Non-represented employees may be eligible for a 5% bilingual premium
above the base classification pay subject to the guidelines listed below.
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This 5% bilingual premium supersedes any other bilingual compensation
already in place for non-represented employees.

E.

a.

Department Director and Human Resources Director must both
approve paying employees the 5% bilingual premium.

b.

Must be a permanent employee.

c.

Must be in a position where there is direct contact with the public,
as part of employees’ regular work.

2.

Languages: English and Spanish, subject to the guidelines listed above.
Should the demographics of Lane County change, other languages may be
considered as well.

3.

Testing: Employees must pass the bilingual tests as administered by Lane
County. A passing grade is 70%. In addition, if the initial level of fluency
received is less than 95% of the total possible score, the County will retest
an employee every two years.

4.

Layoff and Recall: reductions in force will be done according to Chapter
3, Section 15; layoff and recall.

5.

There are no bilingual classifications for non-represented staff.

6.

Bilingual premium may be discontinued should business needs change or
should employee be reassigned to a different position.

7.

Department where incumbent is employed will pay for the tests
administered by Lane County Human Resources.

Voluntary Demotion
All requests must be reviewed by Human Resources. An employee may make a
written request to a department director for a voluntary demotion to a lower
classification and/or position within the department. If the employee is qualified
for the lower classification or position, the department director may approve the
request provided that it would not result in the layoff of another employee.
1.

If the salary of the employee prior to the voluntary demotion is within the
salary grade for the new classification or position, the employee shall be
placed on the first step of the new grade which is not a reduction in pay. If
this movement results in a resulting pay increase in moving to a lesser
classification or position it must be approved by the Human Resources
Director for appropriate compensation placement.
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If the salary of the employee prior to the voluntary demotion is above the
top of the salary grade for the new classification or position, the employee
shall have hislher salary set at the top of the salary grade of the
classification to which they have requested a voluntary demotion. If, in the
judgment of the Department Director or designee in consultation with
Human Resources, this compensation placement could result in a potential
internal equity issue, the appropriate compensation placement must be
approved by the Human Resource Director.
a.

F.

In extreme circumstances and where extenuating factors are
present, the County Administrator upon recommendation of the
department director may approve up to one year's salary protection
if the salary of the employee prior to the voluntary demotion is
above the top of the salary grade for the new classification or
position.

3.

An employee demoted pursuant to this procedure shall typically not serve
a probationary period in the new classification or position and shall retain
hislher old merit eligibility date.

4.

Any exceptions to this section must be approved by the Human Resources
Director.

Equity Adjustments
Equity adjustments may be requested to correct a significant deviation from
internal equity and to ensure compliance with fair pay practices. Salary
differences based on perfonnance or seniority are not considered equity issues.
All equity adjustment requests must be approved by the department director and
authorized by the Human Resources Director.

V.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to
the Human Resources Director who is delegated the responsibility for interpreting and
implementing this procedure.
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SUBJECT: PROBATION
I.

Purpose
The purpose of this administrative procedure is to establish a uniform policy and process
governing the treatment of County employees on probationary status in accordance with Lane
Manual 2.240.

II.

Scope
This procedure is applicable to all County departments. 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.

IV.

Procedures
A.

Guidelines
The probationary period is an integral part of the employee selection process and
provides the County and the probationer an equal opportunity to observe each other to
determine the desirability of a continued working relationship. As part of the selection
process, it likewise provides each with an equal opportunity to discontinue that working
relationship at any time during the established probationary period.

B.

Duration of Probationary Period
Every person appointed or promoted to a position in the classified service shall serve
a probationary period as follows:

WP ap/Ch3Sec18.00106/T
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C.

1.

Represented employees: As specified in the applicable collective bargaining
agreement.

2.

Non-represented employees: Twelve (12) months.

3.

A Non-represented employee's probationary period shall be extended by the
amount of time an employee is on any type of unpaid leave during his/her
probationary period.

4.

A Non-represented employee's probationary period may be extended for not more
than three (3) months for good cause provided such extension is by mutual
agreement between the employee and the department director. Such extension
agreement must be in writing and must indicate the reason for the extension and the
new completion date for the probationary period.

Transfers During Probationary Period
Transfers of employees during their probationary periods shall only be allowed within
a department. Transfers between departments during probation is not allowed. A
transfer during probation does not change an employee's probationary period.

D.

Performance During Probationary Period
Any probationary employee not notified of performance deficiencies noted during the
first one-half (1/2) of the probationary period may assume such performance has been
acceptable to date. It is understood that such acceptable performance does not presume
continued employment for the balance of the probationary period.

E.

Probationary Period for Promotions
Any employee promoted, except through the reclassification or flex staffing process, to
a new classification shall serve the normal probationary period for that classification.

F.

Probationary Period for Demoted Employees
1.

Voluntary Demotion:
a.

If the employees to be voluntarily demoted are non-probationary employees,
they shall not have to serve new probationary periods in the classifications to
which they are being demoted.
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b.

Employees on probation will not have the option to request voluntary
demotions with the following exception:
Employees who have been promoted and are serving probationary period
in their new positions may request voluntary demotions. Requests shall
be made in accordance with the administrative procedure titled
"Promotions, Transfers, Graded Series and Demotions," Chapter 3,
Section 16, Subsection IV C.

2.

Involuntary Demotion:
Employees who are involuntarily demoted to a new classification shall not be
required to serve the standard probationary period for that new classification.

G.

Rejection During Probationary Period
The County reserves the right, as part and parcel of the selection
process, to:

H.

1.

Reject any probationary employee during the initial probationary period without
recourse.

2.

Demote any promoted employee to the last classification in which the employee
held permanent status prior to the promotion.

Notice of Rejection or Demotion During Probationary Period
The department director or his/her designee shall report in writing all rejections during
probation to the Office of Personnel Services and to the employees concerned at least
fourteen (14) calendar days before the effective dates of such actions. At the option
of the department director, the rejected employees shall receive either two (2) weeks'
notice or two (2) weeks' of pay in lieu of notification.

I.

Permanent Status
1.

An employee who has satisfactorily completed the probationary period in a
classification shall be awarded permanent status in that classification.

2.

If an employee with permanent status moves to a different classification and
receives permanent status in the different classification, he or she shall not retain
permanent status in the classification from which he or she moved.
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V.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to the
HRMS Director, who is delegated 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
____________.
3/31/95
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SUBJECT:
PROCEDURE FOR CREATING A NEW CLASSIFICATION OR
RECLASSIFICATION
I.

PURPOSE
The purpose of this procedure is to establish a standard method for review and approval
of all classification changes to the Lane County adopted budget consistent with Lane
Code 2.260 and Lane Manual 2.230. In all cases, it is the responsibility of the impacted
department to update the automated budget system software to accurately reflect the
department’s existing classifications. Also see Chapter 2, Section 9 for the steps required
to process a budget appropriation transfer.
For FTE and/or position changes, refer to APM Chapter 3, Section 4.

II.

SCOPE
This procedure is applicable to all County departments. 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 representatives, the terms of such agreements
shall prevail. A department wishing an exception to the application of this procedure shall
submit a written proposal to the County Administrator. Exceptions will take effect upon
written approval of the County Administrator.

III.

AMENDMENT
This procedure may be amended by the County Administrator.

IV.

DEFINITIONS
CLASSIFICATION – A body of work performed by a group of positions with similar
jobs at a similar level of responsibility.
RECLASSIFICATION - A change in function of an individual position by raising it to a
higher classification and/or salary grade level, reducing it to a lower classification and/or
salary grade level, or moving it to another classification and/or salary grade level on the

WD ap/Ch3Sec20/T
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basis of substantial changes in the kind, difficulty, or responsibility of duties performed
in such a position, according to the applicable section of the Administrative Procedures
Manual for other position changes.
V.

DEPARTMENT INITIATED REQUEST PROCEDURES
A.

Department Request
When there is a change in a department’s business needs necessitating a review of
classification(s) of existing position(s), the department director will make a
formal written request to Human Resources for a classification review. The
written request shall include:

B.

1.

An explanation of the changes in circumstances which the department
believed justifies the need for a review.

2.

A brief description of the duties, knowledge and skills required for the
desired position.

3.

Any additional information which the Department Director deems
appropriate to assist in the analysis.

4.

When a reclassification does not meet the definition of promotion as
referenced in the applicable section of the Administrative Procedures
Manual, the affected employee’s merit eligibility date will not change.

Classification Review
The appropriate Human Resources Analyst shall be responsible for completing a
thorough review of the request. At this point a completed Position Description
Questionnaire and/or Organizational Chart may be required by the Human
Resources Analyst The Human Resources Analyst will review the preliminary
findings with the department director and attempt to resolve any differences of
opinion with the department director prior to making any formal
recommendations. Human Resources will work with the Budget Office as
necessary.

C.

Approval
1.

New Classification:
a.
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If Human Resources determines that a new classification is
appropriate, it shall prepare a proposed classification specification
with proposed salary and prepare a Board Agenda item requesting
that the Board amend the classification and compensation plans to
add the new classification.
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b.

2.

If Human Resources does not agree that a new classification is
necessary, the department director will be notified as to which
existing classification is appropriate to meet the needs of the
department.

Reclassified Position:
The Human Resources Director shall review the formal recommendation
and make a decision whether to grant or deny the request to reclassify an
existing position and communicate that decision to the Department
Director, along with supporting justification.
A decision of the Human Resources Director may be appealed to the
County Administrator.

D.

VI.

Status of Incumbents in Reclassified Positions
1.

When a position is reclassified upward because the duties and
responsibilities of the position have gradually changed over time, and the
incumbent meets the minimum qualifications for the position, the Human
Resources Director may, pursuant to LM 2.220(3)(a) waive the
competitive selection process and allow the department to promote the
employee to the classification of the reclassified position.

2.

When a position is reclassified upward because of a reorganization within
a department, promotion to the reclassified position shall be based upon
merit and fitness pursuant to the normal promotional policies contained in
the Administrative Procedures Manual or applicable labor agreement

3.

When a position is reclassified downward, and the incumbent employee
does not elect voluntary demotion, the position shall be subject to the
normal recruitment and selection process and the incumbent shall be
subject to the normal layoff procedures. See APM Chapter 3, Section 16
for further information on Promotions and Demotions.

HUMAN RESOURCES INITIATION
A.

Periodically, Human Resources will conduct audits of all of the positions
allocated to a number of existing classifications. Such an audit shall include a
review of the appropriateness of the classification specifications, and the
appropriate allocation of the incumbents within the audited classifications.

B.

Departments may submit requests for specific classifications to be audited,
provided however, no classification will be audited two years in a row.

WD ap/Ch3Sec20/T

Page 3 of 4

VII.

Interpretation and Implementation
Any questions relative to the intent or application of these procedures shall be directed to
the Human Resources Director who is delegated 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
9/27/2007
____________.
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12/1/00
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SUBJECT: COLLATERAL (OUTSIDE) EMPLOYMENT
I.

Purpose
Pursuant to Lane Manual 2.305, "Outside Employment," the purpose of this procedure is
to establish a standard method for processing notification to the County for collateral
employment.

II.

Scope
This procedure is applicable to all County departments. Where any section, subsection,
sentence, clause, or phrase of these procedures is found inconsistent with either a properly
negotiated and ratified working agreements concluded through collective bargaining
between Lane County and duly certified representatives, with any state or federal law, or
with any administrative rule, the terms of such agreement, law, or rule shall prevail. The
Department of Public Safety is exempt from this procedure. Other departments wishing
an exception to the application of this procedure shall submit a written proposal to the
Personnel Manager. Exceptions will take effect upon written approval of the Personnel
Manager.

III.

Amendment
The County Administrator may amend this procedure as required.

IV.

Guidelines
A.

Employees shall not engage in compensated collateral employment without the prior
approval of the County.

B.

Active or reserve duty in the Armed Forces of the United States is not considered
collateral employment. For policy concerning service in the Armed Forces please
refer to administrative procedures titled "Paid Leave" and "Unpaid Leave," Chapter
3, Sections 38 and 39.
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C.

The Department Director shall ensure that employees refrain from engaging in
collateral employment that may cause a conflict of interest.

D.

In determining conflict of interest, the Department Director shall take into
consideration whether the activity constitutes a conflict of interest as defined by law
due to the nature, condition, competition or some other aspect of the activity.
1.

2.

3.

V.

As defined by law for purposes of collateral employment, a conflict of interest
exists if actions, decisions or recommendations by the employee, when
functioning as an employee of Lane County, would be or could be to the private
pecuniary benefit of the employee in the employee's collateral employment.
The exceptions provided by ORS 244.020(7)(a)-(c) may apply in circumstances
where the employee's actions, decisions or recommendations as a Lane County
employee "could be" to the pecuniary benefit of the employee in the collateral
employment. There are no exceptions if actions, decisions or recommendations
as a County employee "would be" to the pecuniary benefit of the employee in
the employee's collateral employment.
Nothing in this procedure is intended to permit conflicts of interest that are
otherwise prohibited by law, such as use of office to obtain financial gain or to
avoid financial detriment for the employee, relative of the employee or any
business with which the employee or employee's relative is associated. See
ORS 244.040.

E.

Any employee who does not notify the County prior to engaging in collateral
employment will be subject to disciplinary action which may include discharge.

F.

The County may require an employee to refrain from or cease Collateral Employment
if in the judgment of the County such employment constitutes a conflict of interest
because of the nature, condition, or some other aspect of the employment. A failure
to refrain or cease such employment will subject the employee to disciplinary action
which may include discharge.

Procedure
Collateral Employment Notice
1.

The employee will submit a Request for Collateral Employment Notice (see
Attachment I for an example) to his or her supervisor with a copy to the
Personnel Division. Blank Request for Collateral Employment Notification
forms can be obtained from the Personnel Division.
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VI.

2.

The supervisor will review the notice for conformity to Lane Manual and
Administrative Procedures Manual provisions for collateral employment and
submit the notice to the Department Director within 5 working days. The
supervisor will also be responsible for providing a copy of the dated notice to
the employee within the same 5 working days.

3.

Should the Department Director determine that a conflict of interest exists, the
employee will be notified in writing within 10 working days of the Director's
receipt of the notice. A copy will be sent to the employees supervisor and to the
Personnel Division for inclusion in the employee's personnel file.

4.

If 10 working days lapse from the Department Director's receipt of the notice
and the Department Director has not determined that a conflict of interest exists,
the request shall be deemed approved. The employee may commence collateral
employment on receipt of actual approval by the Department Director or the
lapse of 10 working days from the Department Director's receipt of the notice,
whichever first occurs. The Personnel Division shall mark the copy of the
request approved as the Department Director did not determine that a conflict
exists.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to the
Personnel Manager, 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
12/1/00
____________.
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Lane County, Oregon

REQUEST FOR COLLATERAL EMPLOYMENT
EMPLOYEE'S NAME

SOCIAL SECURITY NUMBER

Jennifer J. Jones
FUND/DEPT/DIV

549 -68-1132

DEPARTMENT NAME

24/18/72

DIVISION NAME

Management & Budget Services

CLASSIFICATION #

CLASSIFICATION TITLE

A003

549 -68-1132
LANE COUNTY WORK SCHEDULE

Clerk 3

8:00 - 5:00 daily

I HEREBY REQUEST APPROVAL TO ENGAGE IN COLLATERAL EMPLOYMENT BASED ON:
Company Name:

Adams and Williams Law Offices

Company Address:

1324 Pearl Street, Eugene, OR 97401

Position:

Typist

Employment Beginning Date:
Employment Ending Date:

November 1, 1981
Ongoing

Number of Hours Per Week:
Work Schedule:
Duties:

4

Saturday mornings

General typing for law practices

I understand that the following shall be taken into consideration when determining approval or denial
of this Request for Collateral Employment:
1.

Does the activity constitute a real or apparent conflict of interest due to the nature, condition,
competition, or some other aspect of the activity. See APM Chapter 3, Section 22 VI. D.

I understand further that if I do not obtain approval prior to engaging in collateral employment that I
will be subject to disciplinary action which may include discharge from Lane County employment.
Date: ______________________
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I have reviewed this request for conformity to the guidelines for collateral
employment and certify that this employment is not in conflict with these
guidelines.
I recommend : approval

9 disapproval of this request.

Comments: From duties described, no conflict apparent

Date 10-21-81
This request is

Supervisor

: approved

9 denied

Com ments:

Date:

Department Head

This request is approved as the Department Director either approved the request or did not
find that a conflict exists.
Date:

WP ap/Ch3Sec22.00048/T
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SUBJECT: JOB SHARING
I.

Purpose
The purpose of this procedure is to establish a standard method for processing department
requests for the creation of job-sharing positions in Lane County.

II.

Scope
This procedure is applicable to all County departments. 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 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 HRMS Director, supporting the justification. Exceptions will take effect upon
written approval of the County Administrator.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Definition
JOB SHARING - A form of permanent part-time employment where two (2) employees
perform the duties and fulfill the responsibilities for a single position approved and budgeted
as full time.

V.

Guidelines
A.

The position to be shared must be an adopted and budgeted full-time position.

B.

All job-sharing requests must be submitted under the signature of the requesting
department director.
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VI.

C.

A job-sharing position shall not result in an increase in salary or benefits costs. Benefit
costs may be pro-rated between the employees, but in no case will the County's
contribution exceed that for a single full-time position.

D.

Each job sharer is required to work a total of twenty (20) hours per week in order to
qualify for County-paid insurances. All other benefits will be prorated according to the
hours worked and existing contracts and agreements, Lane Manual and the
Administrative Procedure titled "Paid Leave," Chapter 3, Section 38, Subsection IV.

E.

Each job sharer will be paid for only one half (1/2) of each County-paid holiday and
their work schedule shall be reduced proportionally for the week that the holiday occurs.

F.

The two (2) employees filling a job-sharing position must be of the same classification
as the position being job shared. The employees may be hired at different steps so long
as the adopted budget for the position is not exceeded.

G.

The days and hours each employee works and the duties assigned to each employee, as
described in the class specification, are the responsibility of the employee's supervisor
with approval of the department director.

H.

An employee may only job share one (1) County position at a time.

I.

Current County policy will prevail for collateral (outside) employment. See the
administrative procedures titled, "Collateral Employment", Chapter 3, Section 22.

J.

The County reserves the right to rescind the authorization to job share a position for any
reason at any time.

K.

In the event that authorization for a job-shared position is rescinded, the employees
sharing the position may apply for the full-time position; the provisions of the Lane
Manual, the Lane County Administrative Procedures, and applicable labor contracts and
agreements shall prevail for the purposes of hiring for that position.

Procedure
A.

Approval of a Job-Sharing Position.
A department director may approve a request that a position be converted to a
job-sharing position by forwarding a memorandum of justification to the Office of
Personnel Services. The accompanying memorandum should note whether there are any
staff currently filling a position that is changing status, i.e., full time to job sharing or
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job sharing to full time, and the proposed disposition of any staff when the change
occurs.
Job-sharing, while provided as a benefit to County employees, should only be granted
when it is consistent with County needs and will not result in increased cost of staffing
associated with job-share positions.
The department director shall ensure that all staff affected by a job-sharing position are
aware of the job share guidelines listed in Section V of this procedure.
B.

Implementing the Change
When approved by the department director, the department must make the
appropriate budget adjustment and initiate a personnel action change.

C.

Changing a Job-Sharing Position to a Full-Time Position
If a department wishes to change a position from job sharing to full-time single
occupant, they should follow steps A through C noting the requested change.

VII.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to the
HRMS Director who is delegated 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
3/31/95
____________.
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SUBJECT: TIME MANAGEMENT, OTHER TYPES OF LEAVE, AND HOLIDAYS
I.

PURPOSE
The purpose of this procedure is to establish a standard policy and process for the
authorization and use of time management, paid leave, unpaid leave and holidays,
consistent with Lane Manual 2.265 and 2.270.
Related Procedures: LM 2.270, 2.265.

II.

SCOPE
This procedure is applicable to all County departments. 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 written proposals to the County Administrator, supporting the
justification. Exceptions will take effect upon written approval of the County
Administrator.

III.

AMENDMENTS
The County Administrator may amend this procedure.

IV.

TIME MANAGEMENT POLICY AND PROCEDURES
A.

Time Management Program
It is the purpose of the Lane County Time Management Program to provide
employees with a leave-with-pay program that is easily understood, responsive to
individual needs, and easy to administer.
This program covers all permanent employees, excluding seasonal and extra-help
employees. Those employees covered by the provisions of this program shall not
be eligible for separate leave benefits covering the following:
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1.
2.
3.
4.
5.
B.

Sick leave (nonoccupational illness or injury leave)
Family emergency
Vacation leave
Personal day
Compensatory time (except as provided by the Fair Labor Standards Act)

Accrual Rates
Time management will accrue whenever an employee is in a paid status with the
County except during disability (See Section V.B. Employee Medical Leave).
Employees do not accrue earned leave when on unpaid leave.
1.

Exempt employees will earn leave, based on full-time service, in
accordance with the following schedule:
Months of
Service
0-12 months (0-1 year)
13-24 months (1-2 years)
25-48 months (2-4 years)
49-108 months (4-9 years)
109-168 months (9-14 years)
169-228 months (14-19 years)
229 months & over (over 19 years)

2.

Earned Leave
Earned Leave
Accruals
23 days/year 7.077 hours/pay period
27 days/year 8.308 hours/pay period
31 days/year 9.538 hours/pay period
35 days/year 10.769 hours/pay period
39 days/year 12.000 hours/pay period
43 days/year 13.231 hours/pay period
47 days/year 14.462 hours/pay period

Nonexempt employees will earn leave, based on full-time service, in
accordance with the following schedule:
Months of
Earned Leave
Service
Earned Leave
Accruals
0-12 months (0-1 year)
20 days/year 6.154 hours/pay period
13-24 months (1-2 years)
23 days/year 7.077 hours/pay period
25-48 months (2-4 years)
26 days/year 8.000 hours/pay period
49-108 months (4-9 years)
29 days/year 8.923 hours/pay period
109-168 months (9-14 years)
32 days/year 9.846 hours/pay period
169-228 months (14-19 years)
35 days/year 10.769 hours/pay period
229-288 months (19-24 years)
38 days/year 11.692 hours/pay period
289 months and over (over 24 years)41 days/year 12.615 hours/pay period

3.

Eligible part-time employees (excluding seasonal and extra help) shall
accrue and use time off under this program on a pro rata basis using the
percentage of full time the employee was paid in the previous two pay
periods as a base.
a.
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earn time management based on the actual hours worked.
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4.

b.

For purposes of identifying a bi-weekly work week when using
accrued time, hours will be on a pro rata basis using the percentage
of full time the employee was paid in the previous two pay periods
as a base.

c.

Eligible part-time employees working a set bi-weekly schedule will
earn and use on a pro rata basis, based on their regularly scheduled
hours. This includes employees who have hours reduced or
increased annually due to budget.

Maximum Accrual. An employee may accumulate earned leave,
excluding the previous vacation balance, if any, to a maximum of twice
the annual time management accumulation. On March 31 of each year,
any employee credited with accrued leave greater than twice the annual
accumulation shall forfeit that amount above the maximum accumulation.
An employee who has acquired the maximum allowable accumulation of
earned leave may continue to accumulate earned leave for the balance of
the year in which the maximum accrual was reached, provided that the
employee takes sufficient earned leave to reduce the accumulation to the
maximum allowable prior to the following March 31 or forfeit the excess.

C.

Termination. After an employee has worked six (6) months for Lane County,
upon termination the employee will be paid all of his or her vacation balance, if
any, and one-half of any time management balance, at the employee's current rate
of pay.

D.

Death. After an employee has worked six (6) months for Lane County, in the
event of his or her death all accumulated earned leave shall be paid to the
employee's designated beneficiary at the employee's current rate of pay.

E.

Required Usage. During the first five (5) years of employment, employees shall
be required to take a minimum of two (2) weeks of accumulated earned leave per
year. Thereafter, employees shall be required to take a minimum of three (3)
weeks of accumulated earned leave per year.

F.

Scheduling. Employees shall, whenever possible, request time off in advance.
Use of leave must be scheduled between the employee and the County. The
County will establish methods for reporting absences, which may include
reporting protected medical leave absences to a third party administrator in
addition to County staff. Department Directors may establish additional absence
reporting requirements. With the exception of previously scheduled leave, bona
fide sickness or emergency situations, supervisors are generally not to grant Time
Management leave to employees who have given notice of their termination from
County employment. This does not apply to employees who are being laid off by
the County. If TM is granted, discretion and sound judgment should be used in
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determining the number of hours allowed. Department Director will be
responsible for ensuring that any TM taken subsequent to notice of termination is
not for the purpose of using up TM balances to avoid the 1 for 2 payout at
termination.
G.

Sell Back. After six (6) months of continuous employment, employees may sell
back accrued earned leave to the County subject to the following restrictions:
a.
b.

c.

d.

H.

V.

Funding must be available to pay for the request.
The maximum number of earned leave hours that can be sold for cash
compensation in a calendar year is the lesser number of leave hours taken
in the same calendar year or eighty (80) hours.
The earned leave hours must be scheduled or used prior to the sale of any
accrued earned leave hours. To qualify for sell back in the subsequent
year the required usage of accumulated earned leave must have occurred
in the prior year as scheduled.
During the last three (3) years prior to retirement, employees may sell up
to 200 hours per year of their annual leave accrual at the current rate of
pay. Extensions of an employee's scheduled retirement date notwithstanding, no employee will be entitled to this benefit in more than three (3)
years. Note: This paragraph is not subject to any of the limitations
expressed in b., and c., above.

Existing Vacation Balance. Employees with an existing vacation balance initially
transferred during conversion to the Time Management Program shall have the
option of charging leave to either the vacation balance or the time management
balance.

EMPLOYEE MEDICAL, PARENTAL, PREGNANCY AND FAMILY LEAVES
A.

General Information
The following employee medical, parental, pregnancy and family leaves are
covered by a number of federal and state statutes and County policy. The
employee who meets qualification requirements under the federal Family Medical
Leave Act (FMLA) may be eligible for leave up to a maximum accumulative total
of 12 weeks in a 12 month period for the following conditions(s): pregnancy,
parental leave, family medical, employee medical, and/or work-related injury or
illness. When FMLA is exhausted, a review is conducted of the employee's
eligibility for leave under state statues. An employee's personal illness falls under
County medical leave policies, which run concurrent with FMLA.
The following general provisions apply to all the leaves covered by this section
unless specifically stated otherwise.
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repayment of the health insurance premiums paid during the period of unpaid leave
in accordance with FMLA.
Health Insurance Eligibility
Once an employee has exhausted all leave benefits that provide health insurance
continuation, to maintain health insurance eligibility the employee must be in a
paid status on the first working day of the month and working a minimum of 20
hours per week. The medical insurance handbook addresses continuation of group
coverage for a leave of absence, exhaustion of eligibility, a workers' compensation
claim, and termination of employment.
COBRA Group Health Insurance Continuation
Information concerning continuation of group health insurance is outlined in the
employee medical insurance handbook. Enrollment forms are available by
contacting Personnel.
Life Insurance Continuation
The employee, on an approved unpaid leave, is eligible to self-pay employee,
dependent, and supplemental life insurance coverage up to a maximum of three
months. Contact Central Payroll for information about monthly premium cost and
payment procedures prior to start of unpaid leave.
B.

Employee Medical Leave
Purpose
This policy covers a Lane County employee's leave of absence for nonoccupational medical leave. This policy is in accordance with the Federal Family
Medical Leave Act (FMLA), and Lane Manual 2.270.
Eligibility
An employee must have worked either a) 180 consecutive days in a permanent
position or b) at least 12 months before the leave request (these need not have been
consecutive months) and at least 1,250 hours during that time.
Length of Leave
Employee Medical leave is for a maximum of 90 calendar days per occurrence.
FMLA leave is a maximum of 12 work weeks per individual rolling 12 month
period. Employee Medical and FMLA leaves run concurrently.
How Paid/Limitations
Employee Medical leave begins with the employee's first day of absence as
substantiated by their attending physician.
If an absence for nonoccupational illness or injury exceeds eighty (80) consecutive
work hours, the County will provide compensated time off as outlined below for
that period preceding commencement of the long-term disability benefit. The first
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eighty consecutive work hours shall be charged against accrued earned leave or
shall be leave without pay if the employee does not have sufficient earned leave to
cover the absence.
If a nonoccupational illness or injury exceeds eighty consecutive work hours or if
an employee has insufficient earned leave, the employee shall be expected to
substantiate the illness or injury to the satisfaction of the County.
County-paid short term employee medical leave will be paid as follows:
First two weeks (80 consecutive work hours) will be charged to accrued time
management.
Second two weeks continue at 100% pay;
Third two weeks continue at 90% pay;
Fourth two weeks continue at 80% pay;
Fifth two weeks continue at 70% pay;
Remaining time will be paid at 66-2/3% to the conclusion of 90 days.
Employees will not accrue time management while on County-paid disability
leave, however, employees may opt to use time management or accrued vacation
during this 90-day period to supplement loss of regular pay.
Exhaustion of Medical Leave
At the end of the ninety (90) calendar day County medical leave, FMLA leave
exhaustion and exhaustion of other eligible benefits, the County may terminate the
employment of an employee who has not been fully released to return to their
regular position. However, the employee may request one of the following
options:
MODIFIED DUTY: Such requests are to be submitted in writing and
accompanied by medical documentation from the attending physician. The
documentation MUST clearly state the employee's medical condition,
necessary modifications to the duties of the employee's position of record, or
modification of work hours, and the projected full recovery date.
UNPAID LEAVE: Such requests are to be submitted in writing and require
approval by the Department Director. The maximum period of unpaid leave
a Department Director is authorized to approve is ninety (90) calendar days.
BOTH THE DEPARTMENT'S FINANCIAL ABILITY AND STAFFING
NEEDS WILL BE REVIEWED AND CONSIDERED PRIOR TO
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APPROVAL OF EITHER MODIFIED DUTY OR AN UNPAID LEAVE
OF ABSENCE.
Return to Work
If the employee returns to work within the ninety (90) day period after employee
medical leave, it shall be without loss of seniority, time management accruals
(except as outlined above), or any other employee benefit or right accrued at the
beginning of the employee medical leave, except that benefits earned and accrued
at the time of the beginning of the leave may be reduced by the amount of such
benefits used during the leave. NOTE: Only that time in which "salary was paid"
can be applied toward PERS service credit.
Accommodation under Americans with Disabilities Act (ADA)
Any employee with a permanent medical condition who can perform the essential
duties of their position may request reasonable accommodation under ADA. The
employee must also provide a list of the duties they can perform and physician's
substantiation of their limitations and restrictions. A review by Personnel staff will
determine eligibility for ADA accommodation.
Subrogation
Any employee who sustains an illness or injury and continues to receive regular
wages from the County or receives medical benefits shall be obligated to return to
the County any payment received from a third party for compensation and benefits
paid by the County. In addition, the County has a right to initiate or join any
proceedings against a third party to seek reimbursement of wages and medical
benefits paid.
C.

Family Medical Leave
Purpose
This policy covers employee leave in connection with the care of a family member
who has a serious health condition. Family member is defined as: mother, father,
parent-in-law, husband, wife, child, and step-child. This policy is in accordance
with the Family Medical Leave Act (FMLA), Oregon Family Leave (ORS
659.560-659.570).
For purposes of confirmation of family relationship, County’s designated absence
management provider may require the employee giving notice of the need for leave
to provide reasonable documentation or statement of family relationship. Such
documentation may take the form of a simple statement from the employee, or a
court document, a child's birth certificate, etc. After examination, all official
documents are returned to the employee.
Serious health condition is defined as: a) an illness, injury, or condition of a child
of an employee requiring home care, or b) an injury, disease, or condition of a
family member that according to the medical judgment of the treating physician: 1)
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poses an imminent danger of death; 2) is terminal in prognosis, with a reasonable
possibility of death in the near future; or 3) is any mental or physical condition that
requires constant care.
Constant care includes care wherever performed whether at home or any nursing
home, institution, hospice, or health care facility. Where however, the family
member is receiving long-term physical care at a nursing home, institution,
hospice, or other health care facility, leave shall apply only to those periods of
transition from one home or facility to another, including time to make
arrangements for such transitions, or when the family member requires
transportation or other assistance in obtaining care from a physician.
Eligibility
An employee who has worked either: a) 180 consecutive days in a permanent
position, or b) at least 12 months before the leave request (these need not have been
consecutive months) and at least 1,250 hours during that time.
Length of Leave
Eligible employees are entitled to a total of 12 weeks of leave during any 12-month
period. The employee is entitled to take leave in increments of a day or more, or in
one continuous block of time, as a family member's condition requires. However,
employees may take leave for the remainder of a shift or working day if, after
reporting to work, they are informed of a family member's serious health condition.
Notice shall be given for each increment of leave requested. This will be
accomplished by submitting a completed Request for Family and Medical Leave to
County’s designated absence management provider.
Limitations
The total leave in any 12 month period for married employees both working for
Lane County is limited to 12 weeks if the leave is taken to care for a sick child,
parent or parent-in-law.
Return to Work
Return to work after family medical leave shall be without loss of seniority, time
management accruals, or any other employee benefit or right accrued at the
beginning of the family medical leave, except that benefits earned and accrued at
the time of the beginning of the family medical leave may be reduced by the
amount of such benefits used during the family medical leave. Only that time in
which "salary was paid" can be applied toward PERS service credit.
D.

Parental Leave
Purpose
This policy covers employee leave in connection with birth or placement of a child
with the employee for adoption or foster care. This policy is in accordance with
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the Family Medical Leave Act (FMLA) and Oregon Administrative Rules (ORS
659.360 - 659.370) covering parental leave.
Eligibility
An employee who has worked either: a) 90 consecutive days in a permanent
position, or b) at least 12 months before the leave request (these need not have been
consecutive months) and at least 1,250 hours during that time.
Length of Leave
Eligible employees are entitled to a total of 12 consecutive work weeks of leave
during a rolling 12-month period, less time taken for other FMLA leave. If FMLA
leave is exhausted, the employee may qualify under State Parental Leave
regulations. In case of premature birth, leave may be taken until the baby reaches a
developmental stage equal to 12 weeks. If both parents are Lane County
employees, their combined total parental leave in any 12-month period may not
exceed 12 weeks.
Return to Work
Return to work after parental leave shall be without loss of seniority, time
management accruals, or any other employee benefit or right accrued at the
beginning of the parental leave, except that benefits earned and accrued at the time
of the beginning of the parental leave may be reduced by the amount of such
benefits used during the parental leave. Only that time in which "salary was paid"
can be applied toward PERS service credit.
E.

Pregnancy Leave
Purpose
This policy covers a Lane County employee's leave of absence for pregnancy. This
policy is in accordance with the Federal Family Medical Leave Act (FMLA),
Oregon Pregnancy Leave, ORS 659.385 - 659.393, and Lane Manual 2.270.
Eligibility
No minimum employment period is required for employee pregnancy leave.
Length of Leave
The period during which the employee is disabled due to pregnancy, child birth, or
related medical conditions and is unable to perform any available job duties offered
by Lane County.
Pregnancy leave begins with the employee's first day of absence as substantiated
by their attending physician. Following the eighty consecutive hours employee
elimination period, paid benefits continue in full up to ninety (90) days from the
employee's first day of absence, or until eligibility for long-term disability
coverage, whichever occurs first. If the employee's disability extends beyond the
ninety (90) day period, and the employee is not released by the physician to return
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to work, employment will continue in an unpaid status for the period of time the
employee is physically unable to return to work as substantiated by the attending
physician. If the employee applies for and is accepted, pay will continue under
long-term disability. Under ORS 659.385, the employee has reinstatement rights
and must request such within 3 working days of the date of the full release by the
treating physician. The County has ten (10) working days to respond to the
request.
Return to Work
If the employee returns to work within the ninety (90) day period, it shall be
without loss of seniority, time management accruals, or any other employee benefit
or right accrued at the beginning of the pregnancy leave, except that benefits
earned and accrued at the time of the beginning of the leave may be reduced by the
amount of such benefits used during the leave. NOTE: Only that time in which
"salary was paid" can be applied toward PERS service credit.
VI.

OTHER TYPES OF LEAVE
A.

Unpaid Leave (Voluntary)
Purpose
Unpaid leave is generally available only for absences for which time management
or other types of paid or unpaid leaves are not available or appropriate.
1.

Eligibility
Only permanent, nonprobationary employees are eligible for unpaid leave.

2.

Authorization of Leave
No leave of absence without pay shall be granted unless a request is
submitted by the employee and approved in writing by the appointing
authority or by the County Administrator for appointed department directors.
Department directors are authorized to approve short-term unpaid leave of
less than ninety (90) days. Unpaid leave of ninety (90) days or more must be
approved by the Department Director and County Administrator. Approval
of leave shall be obtained prior to the beginning of the leave periods. Leave
will not normally be granted unless the County can be assured that the
employee's work can be completed in their absence.

3.

Application for Leave of Absence Without Pay
Request for such leave must be in writing and must establish reasonable
justification for approval of the request. Such leave will not be approved for
an employee who is accepting employment outside the County service unless
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such leave and employment is part of an approved employee development
program that will eventually benefit the County. Positions left vacant as a
result of short-term unpaid leave should not be filled by temporary help or a
working out-of-class appointment.
4.

Continuous Service
Continuous service shall be employment unbroken by separation other than
military or Peace Corps leave. Time spent on any other authorized unpaid
leave of absence in excess of ninety (90) days shall not count as time of
continuous service, however employees returning from such leave shall be
entitled to credit for service prior to the leave.

5.

PERS Service Contract
Only that time in which "salary was paid" can be applied toward PERS
service credit.

6.

Health Insurance Continuation During Unpaid Leave
To be eligible for County paid medical, dental and vision insurance, the
employee must a) be in a paid status on the first working day of the month,
and b) be working a minimum of 20 hours per week; or c) be eligible for
insurance continuation under a qualified FMLA leave.
If an employee is on an unpaid leave and does not otherwise qualify for
County paid medical, dental and vision, they may be eligible to self pay
monthly premiums under the federal COBRA program. Contact Personnel
Services for a COBRA application. COBRA benefits are explained in the
health insurance handbook.
While on an approved unpaid leave, the employee may also self pay their life
insurance up to a maximum of 3 months. Life insurance includes: employee
life, dependent life, and/or supplement life.

B.

Bereavement
An employee shall be reimbursed for lost work as a result of a death in the
employee's immediate family at the regular straight time hourly rate to a maximum
of three (3) days' pay or, to a maximum of five (5) days if out of state travel is
required. The immediate family is defined as mother, father, husband, wife, sister,
brother, child, grand-parent, grand-child, step-mother, step-father, step-child,
father-in-law or mother-in-law. The use of bereavement leave will not be charged
against the employee's accrued time management.

C.

Jury Duty
An employee called for service on a jury will receive regular pay provided that
payment made to the employee for jury service is remitted to the employee's
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department director. The department director shall remit the jury's payment to the
Accounts Receivable section of Finance and authorize the employee's regular pay.
If an employee's normal shift is other than 8 a.m. to 5 p.m., Monday through
Friday, the department may approve a temporary schedule adjustment to
accommodate jury service.
D.

Military and Peace Corps
Purpose
Lane County cooperates with the military services by granting leave to eligible employees to participate in voluntary and ordered military training and active duty.
Also time shall be granted for eligible employees participating in the Peace Corps
Program.
Eligibility
All Lane County employees working in permanent or permanent part-time
positions, including elected officials, who have been employed for six months shall
be entitled to military leave.
Length of Leave
Regular Military Service: An employee shall be entitled to military leave
without pay for service with the U.S. Armed Forces. Leave shall be
approved to a maximum of four years unless extension is required in
accordance with ORS 408.240 and Federal law. The employee shall provide
a copy of military orders.
National Guard and Military Reserve Service: In addition to annual paid
training leave, a member of the National Guard or reserve component of the
U.S. Armed Forces shall be entitled to leave for training or schooling,
whether voluntary or required, and for periods of emergency service. This
includes National Guard duty in cases of disaster, such as floods,
earthquakes, or to aid the enforcement of law. The employee shall provide a
copy of military orders.
Peace Corps: Leaves of absence for at least two years shall be granted to an
employee who has successfully completed the initial probationary period
with Lane County. The employee shall provide a copy of the Peace Corps
appointment document.
How Paid
Paid Leave: Paid military leave shall be granted for the lesser of a period of
fifteen (15) consecutive calendar days or eleven (11) consecutive work days
per calendar year, without loss of time, regular leave, or other rights and
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benefits. Such leave will be granted and compensated based on the
employee's regularly scheduled work period. There is no County paid time
for Peace Corps service.
Unpaid Leave: In addition to the paid time, a member of the National Guard
or reserve component of the U.S. Armed Forces shall be entitled to unpaid
leave for training or schooling, whether voluntary or required, and for
required periods of emergency service if such service extends beyond
County paid Military leave of eleven (11) work days. The employee shall
provide a copy of the military orders.
Use of Accrued Leave: Employees may use accrued time management,
vacation, compensatory time, or other appropriate leave during periods of
military leave beyond the County paid Military leave of eleven (11) work
days.
Holidays that fall within the County paid Military Leave: Holidays that fall
within the County paid military leave period will not extend the 15
consecutive day limitation, and will count as a paid day toward the 11 work
day maximum.
Employees leaving County service for extended military leave (up to 4 years) shall
be paid for all accrued time in accordance with current policies for terminating
employees.
How Requested
Employees who receive inquiries regarding their availability for military leave,
shall consult with their supervisor so that requests may be made to stagger
absences to minimize disruption to work operations. The military services have the
final authority in determining when an employee must report for military duty.
Employees who are ordered to report for military training or duty will be released
from duty for any period of military leave to which they are entitled. If a full-time
or part-time permanent employee who is a reservist or National Guardsman is not
entitled to, does not request, or has exhausted military leave, the employee shall be
granted accrued leave or leave without pay, as requested.
All requests for leave must be provided to the immediate supervisor in writing,
including the beginning and projected ending date of the military leave. Copies of
orders are to be provided as soon as they become available.
Return to Work or Reinstatement
Regular Military Service and Peace Corps Service: Within 90 days after
completion of certified satisfactory military or Peace Corps service, the
employee shall notify Lane County of intent to return from military leave.
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Upon such notification Lane County shall return the employee to the position
held just prior to military or Peace Corps service without loss of seniority or
benefits. Pay shall be at the same step held before military or Peace Corps
service but at the prevailing salary rate. Any employee who fails to report
for work within ninety (90) days after military discharge or release from the
Peace Corps shall be considered to have resigned.
National Guard or Military Reserve Service: For periods of Guard or
Reserve service less than three months duration, the employee shall return to
work immediately upon release from training or reserve service.
If it is established that an employee is not physically qualified to perform the duties
of the employee's former position by reason of disability sustained during such
service, the employee shall be reinstated in other work that the employee is able to
perform at the nearest appropriate level of pay to the employee's former
classification. Such employees shall make application for reinstatement within 90
calendar days after discharge from military service, and shall report for duty within
six months following separation from active duty. Failure to comply will terminate
the military leave.
E.

F.

Court and Legislative Appearances
1.

An employee who appears before a court, legislative committee, judicial
body, or quasi-judicial body as a witness in response to a subpoena shall
receive regular pay provided that the compensation received as a witness is
remitted to the department director. The department director shall remit the
compensation to the Accounts Receivable section of Finance and authorize
the employee's regular pay.

2.

All time spent by nonexempt employees attending court in connection with
their officially assigned duties, including the time required to go to the court
and return to their work, is considered work time.

3.

Travel time for nonexempt employees subpoenaed to attend court away from
the home community shall be in accordance with Part 785 of the Fair Labor
Standards Act.

4.

Voluntary court appearances will not be compensated by the County. Staff
may request use of accrued compensatory time or paid leave for such
appearances.

Voting
Employees registered to vote but who are unable to vote in general elections due to
work scheduling may be granted sufficient time off with pay to vote. Where such
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circumstances can be foreseen in advance, such employees are expected to utilize
the absentee ballot procedure as prescribed by Oregon Revised Statute 253.030.
G.

Emergency Conflagration Act
The State of Oregon has an Emergency Conflagration Act which by Order of the
Governor allows volunteer firefighters to be called to fight fires in emergency
cases. Firefighters called out under this Act will be paid by the State.
An employee called for service under this act would be entitled to up to 30 days
leave without loss of pay and may opt to:
1.

Use accumulated leave, i.e., Time Management, existing vacation or comp
time balances and retain state pay; or

2.

If state pay is less than the employee's regular net pay, the County will
subsidize the difference to a maximum of their current net pay.

3.

If state pay is equal to or greater than employee's regular net pay, the
employee will not be required to return the difference to the County.

The County will continue employee paid benefits as under other paid leave
provisions. Any time required beyond 30 days would be considered an unpaid
leave of absence.
H.

Adverse Weather
When an employee is unable to report to work or reports late to work because of
adverse weather conditions, the employee may elect to charge that time against
accrued leave or to take a leave without pay.
If, due to adverse weather conditions, the County closes any or all of its essential
operations after employees have reported for work, employees will be paid for
regular work hours scheduled that day and will not be required to use accrued leave
or to take leave without pay.

VII.

HOLIDAYS
A.

Holidays
The following days shall be recognized and observed as paid holidays subject to
the provisions of the following administrative procedure:
New Year's Day
(January 1)

Ch3Sec34.issue4.docx

Labor Day
(1st Monday in September)

Page 17 of 21

Martin Luther King's Birthday
(3rd Monday in January)
Presidents' Day
(3rd Monday in February)
Memorial Day
(Last Monday in May)
Independence Day
(July 4)

Veterans' Day
(November 11)
Thanksgiving Day
(4th Thursday in November)
Christmas Day
(December 25)

In December of each year Personnel Services will develop a list of all paid holidays
for the upcoming year. This list will be distributed to County staff and posted on
all County bulletin boards.
The Friday following Thanksgiving, though not to be construed as a holiday for
pay purposes, shall be considered a day off with pay except for those employees
required by the County to report for work. An employee required to work shall be
given an alternate day off at the mutual convenience of the County and the
employee. This alternate day off must be taken before the end of the fiscal year.
B.

Weekend Holidays
Whenever a holiday falls on a Saturday, the preceding Friday shall be designated as
the holiday. Whenever a holiday falls on a Sunday, the succeeding Monday shall
be designated as the holiday.

C.

Eligibility
1.

Employees working in permanent positions budgeted or approved for more
than six (6) months shall receive holiday pay for legal holidays.

2.

Eligible part-time or job-sharing employees shall be compensated for
holidays as follows:
a.

During the week of a holiday, COUNTY may permit part-time
employees an opportunity for modification of their work schedule so
as to work additional hours in order to receive a normal pay check,
including prorated holiday pay, without having to use time
management leave or other earned leave.

b.

In developing an opportunity for a modified work schedule for the
week of a holiday, COUNTY shall give good faith consideration to
part-time employees interests regarding an alternate work schedule
provided that COUNTY's operational needs can be met. When work
requirements are such that a team or work group approach is necessary
for productivity and/or effective accomplishment of work, COUNTY
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may develop a single modified work schedule which seems to best
accommodate the interests of the majority of the employees on the
team or work group and meet the operational needs of the COUNTY.
The team or work group shall have the option of determining whether
to operate using the normal or modified work schedule.

3.

D.

If the COUNTY does not permit part-time employees an opportunity
for a modified work schedule for the week of a holiday pursuant to
paragraph 1 or 2, above, employees shall receive full holiday pay for
the actual hours they would have worked on the holiday.

d.

If part-time employees are offered an opportunity by COUNTY for a
modified work schedule for the week of a holiday pursuant to
paragraph 1 or 2, above, and elect not to change from the normal work
schedule, employees must use accrued time management leave or
other earned leave to supplement the prorated holiday pay in order to
receive a normal pay check or receive a short pay check based on
prorated pay for the holiday.

Temporary, seasonal or extra help employees shall not receive compensated
holidays.

Qualification
1.

2.

E.

c.

To qualify for paid holiday leave, eligible employees (as defined in section
C) must:
a.

Report for work on the last scheduled workday prior to, and the first
scheduled work day following, the holiday; or

b.

Be on approved paid leave or furlough on the last workday prior to the
holiday, the first workday following the holiday, or both.

Employees who meet the qualifications stated in section C above but who
retire before a holiday occurs, but within the pay period, will receive holiday
pay for the holiday following the date of retirement but need not report to
work on the day following the holiday. This is in recognition of years of
service.

Holiday During Paid or Vacation Leave
If an employee is on authorized paid leave or vacation when a holiday occurs, such
holiday shall not be charged against such leave or vacation. A holiday does not
extend the 90 calendar day County-paid employee medical leave.
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F.

G.

Holiday Pay
1.

Eligible employees shall receive one (1) day's pay for each designated
holiday that falls on a day the employee otherwise would work.

2.

An eligible, full-time employee, voluntarily working an alternative work
schedule, will be required to use accrued Time Management or
compensatory time to supplement the eight (8) hours of holiday time off.
However, with the approval of the department head or her/his designee, the
employee may revert to a five (5)-day, eight (8)-hour work schedule on any
week which includes a holiday.

3.

An eligible, full-time employee, required by the County to work an
alternative work schedule, shall be paid for the holiday in accordance with
the number of hours they normally would have been scheduled to work.

4.

Whenever a holiday falls on an employee's scheduled day off, the last normal
workday before the holiday or the first normal workday following the
holiday (whichever is closer) shall be designated as the holiday. Whenever
the holiday falls equally between workdays, the last workday before the
holiday shall be designated as the holiday. However, as an option, upon
mutual agreement between the department head or her/his designee and the
employee an alternate day off may be granted.

5.

Eligible employees shall receive one and one-half (1-1/2) times the regular
straight-time rate in addition to their regular holiday pay for all work
performed on a designated holiday. If the employee and the department head
(or her/his designee) agree, an equivalent credit of compensatory time off
may be given in lieu of the paid overtime Such time shall be coded to
compensatory time on the time card.

6.

The pay provisions of this subsection F shall not apply to classifications
designated as exempt. Exempt employees who are required to work on a
designated holiday shall receive equal time off at a time convenient to the
employee and the County. On the time card, such time shall be coded to the
area designated for compensatory time.

Personal Time in Lieu of Holidays
1.

Exempt employees in the Department of Public Safety within classifications
in compensation groups 10, 11, 12 and non-exempt employees in
compensation group 09/05, shall receive personal time off in lieu of
holidays.

2.

Personal time shall accrue at a rate of 3.692 hours per pay period.
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VIII.

3.

Personal time off may be taken at times agreed upon by the employee and
the County and shall be compensated at the straight-time rate.

4.

When terminated, employees who have accumulated personal time up to
specified limits shall be paid for such personal time at the straight-time rate.

INTERPRETATION AND IMPLEMENTATION
Any questions relative to the intent or application of this procedure should be directed to
the Director of Management Services, who is delegated the responsibility for interpreting
and implementing this procedure.

Authorized:

10/4/12
Effective Date

County Administrator
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 3
Section 40
Issue
4

8/10/11
Date

SUBJECT: EMPLOYEE FURLOUGH
I.

Purpose
The purpose of this procedure is to provide for the consistent application of policy and
procedures regarding employee furloughs in compliance with Lane Manual 2.275 (1)(d).

II.

Scope
This procedure is applicable to all classified County employees. 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. This policy is administered by the Human
Resource Director.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definitions
APPOINTING AUTHORITY – For the purpose of this administrative procedure,
appointing authority shall be defined as Department Director only.
BOARD – The Lane County Board of Commissioners.
CONTINUOUS SERVICE – Service unbroken by separation from the County service
other than by military, Peace Corps, vacation, sick leave or employee furlough.
FURLOUGH DAY – Any day in which a furloughed employee is placed in a temporary
status without duties and without pay due to a financial need to reduce expenditures, due
to a shortage of funds or due to a shortage of work.
FLOATING FURLOUGH DAY – A day off without pay taken in place of a designated
furlough day.
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FLSA-Exempt Employee – An individual designated as being employed in a bona fide
executive, administrative, or professional capacity, as defined by the Fair Labor
Standards Act (FLSA) and who is therefore exempt from the overtime pay and minimum
wage requirements of the FLSA.
Furlough-Ineligible Positions – Positions with assigned duties which cannot, in the
judgment of the County Administrator, take part in furlough days due to public health,
safety, and/or workload demands. These positions may change throughout the furlough
process.
Furloughed Employee – Any employee who is placed in a temporary status without
duties and without pay due to a financial need to reduce expenditures, due to a shortage
of funds or due to a shortage of work.
Hourly – An employee who is entitled to be paid for all actual hours that he/she is
required or permitted to work at either the straight time regular hourly rate for hours
worked up to and including forty (40) in the workweek or overtime hourly rate at one and
one-half times the hourly employee’s regular rate of pay for each hour worked in excess
of forty (40) in the workweek.
Voluntary Furlough - A furlough day or days, initiated at the request of an employee in
which the employee is in a temporary status without duties and without pay.
V.

Guidelines and Procedures:
A.

General Guidelines
Furloughs will be administered as follows:
1.
2.

3.
4.

During a furlough day, furloughed employees remain County employees.
Outside employment for furloughed employees’ remains subject to the
County’s policies, procedures, collective bargaining agreements, rules and
regulations, and other established guidelines.
Furloughed employees may not volunteer to do what the County otherwise
pays employees to do.
Health insurance and other employee benefits will continue in full for a
furloughed benefit-eligible employee unless the employee is on unpaid
leave for more than 30 consecutive days.

Floating Furlough Requirement – Any position that has been identified as
furlough eligible, however, due to job necessity, the employee is required to work
on a designated furlough day. In this situation, the employee must take a
replacement furlough day at an agreed upon later date.
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FLSA-Exempt Employees – FLSA-exempt employees, who are identified as
furlough-eligible, will be strictly prohibited from working on furlough days.
During weeks in which a furlough occurs, FLSA-exempt employees will be
converted to hourly status. FLSA-exempt employees will be required to track
their hours consistent with the standard hourly tracking practices used in their
home department. During the period when an FLSA-exempt employee is
converted to hourly status, the employee must subscribe to standard working
hours and all other rules (e.g., rest periods and meal periods) which are required
in their home department. For example, partial day absences due to medical
appointments must be requested in advance and deducted from the time
management balance.
During weeks in which FLSA-exempt employees are converted to an hourly
status, care must be taken to ensure that hourly rules are observed. FLSA-exempt
employees converted to an hourly status in a week in which a furlough occurs are
specifically directed not to work hours in excess of a standard schedule without
the specific authorization of their supervisor or manager. FLSA-exempt
employees must observe the agreed upon starting and ending times to each work
day. Such work includes being physically present in the office, working at home,
working online, reading, checking or responding to e-mails or text messages,
working on the telephone, “working lunches”, working on a blackberry or
working on a cell phone. All work in service of the County for which an
individual does not receive compensation through the approval process, including
overtime, is prohibited. Attendance at off-hour meetings such as public hearings
is compensable and must be recorded during furlough-affected weeks. During
weeks in which FLSA-exempt employees are converted to hourly status, with
notification to and approval of the employee’s supervisor, they may flex their
work schedules, on an hour-for-hour basis within the work week, to make up for
time worked off-hours (evening meetings, for example).
Regular Part Time/Hourly Employees– Non-exempt part-time and hourly
employees will take the furlough days as scheduled. Non-exempt part-time and
hourly employees will not be used to substitute for regular full-time employees
who are on furlough days.
Pay and BenefitsUnless otherwise provided for in an applicable collective bargaining agreement,
the following apply:
Service Date- An employee’s service date (for leave accrual, seniority, and other
purposes) shall not be changed due to unpaid furlough days.
Probationary Periods- Furlough days will not be considered as a reason to extend
a standard probationary period.

WD ap/Ch3Sec40/T

Page 3 of 7

Meal/Rest Periods- There will be no change in meal and rest periods due to
furlough days being observed in any work week.
Workweek- The Department Heads will be responsible for administering
workweeks affected by the furlough program.
Recordkeeping Requirements- Under the FLSA, the County is required to keep
records on employee time. For FLSA overtime-eligible employees, this means
that records must be kept for hours worked each day and the total hours worked
each workweek. Recordkeeping requirements also apply to FLSA-exempt
employees who are identified as furlough-eligible because they are converted to
hourly employees in a week in which a furlough day occurs. During such weeks,
FLSA-exempt employees will be required to conform to all of the policies
normally observed by hourly employees. Attendance at off-hour meetings, such
as public hearings, are compensable and must be recorded during furlough
affected weeks.
Overtime / Compensatory Time- Those terms and conditions describing overtime
and compensatory time contained in collective bargaining agreements, County
policy, the Lane Manual, or any other recognized guideline will continue to apply.
When FLSA-exempt employees are converted to an hourly status during a week
when a furlough occurs, hourly terms and conditions will apply to them. For
example, an FLSA-exempt employee who, due to business conditions such as an
emergency call out, works more than forty (40) hours in a week while in an
hourly status will earn overtime payment or compensatory time at the applicable
rate for the hours worked over forty (40) hours in the workweek.
Compensatory time accrual for FLSA-exempt staff converted to hourly during
furlough affected weeks will only be approved in rare and unusual circumstances.
Department Directors must consult with the Human Resources prior to making
such approvals.
Any furloughed employee who incurs unapproved compensatory time or overtime
during a designated furlough week will be subject to discipline.
Medical, Dental, Vision and Insurance Benefits- Medical, dental, vision, EAP
and other insurance benefits will be unaffected by the furlough except when an
employee is on unpaid status for 30 consecutive days or more.
Retirement Plan Contributions (PERS)- The County’s retirement plan is based on
earnings. Furloughs will reduce earnings and therefore reduce the County’s and
the contribution to PERS. Employee participation in other plans such as the 457
deferred compensation plan which are contributed as a percentage of income will
also be reduced accordingly.
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Alternate Workweeks- Individuals working a compressed workweek (e.g., 9/80
or 4/10 hour workweeks) will take unpaid furlough days. Individuals working an
alternative workweek who have a normal day off on a scheduled unpaid furlough
day may schedule and observe an alternate unpaid floating furlough day within
that same pay period.
Timekeeping- Each department is responsible for establishing methods to ensure
voluntary furlough days are observed by each furlough-eligible employee.
B.

Leave Administration
Time Management Accruals - The accrual of time management will not be
affected by the furlough days, unless the employee is in unpaid status for 30
consecutive days or more.
Use of Time Management - Employees may not use their time management on a
day they would not normally be paid. Furlough days are not paid.
Family Medical Leave (FMLA/OFLA) - Furloughs will not impact employees’
rights to leave under the Family Medical Leave Act (FMLA) or the Oregon
Family Leave Act (OFLA). For example, employees will continue to have 12
weeks of protected Family Medical Leave as allowed under FMLA and/or OFLA.
Employees will not have a right to be paid on any day for which they would not
normally be paid. In other words, employees on FMLA/OFLA leave are not
entitled to a paid day on a furlough day.
Leave Eligibility - A furlough day is considered to be a regular day off and will
not be counted when calculating leave eligibility. For example, when calculating
whether an employee worked 1,250 hours in the previous 12 month period under
FMLA or calculating the number of days or average number of hours worked to
be eligible for OFLA leave, furlough days are not counted as days earned or hours
worked.
Military Leave - Departments will continue to grant military leaves in accordance
with applicable law.
Active Military Duty - USERRA provides that employees on a furlough or a leave
of absence are to be given the same rights of employees on other types of leave.
In the case of a furlough, active military employees shall have the same, but not
any more rights than other employees to use paid leave accruals while on leave
for military service.
Domestic Violence Leave - Under Oregon State law, employees who are victims
or who are family members of victims of domestic violence, sexual assault or
stalking may take a reasonable period of leave to receive medical treatment,
attend legal proceedings or address safety concerns. The employee may elect to
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use time management, other paid time off, compensatory time or unpaid leave
time. Managers and supervisors must continue to approve paid or unpaid leave
time for domestic violence leave; however, they may not approve the use of paid
leave time for those days for which an employee would not normally be paid.
Managers and supervisors may not approve the use of paid domestic violence
leave for scheduled unpaid furlough days.
Bereavement Leave - Employees are not eligible to be paid for bereavement leave
on days when they would not normally be paid. Managers or supervisors will
continue to approve bereavement leave within the limitations established by
County policy or the terms of an applicable collective bargaining agreement.
Managers or supervisors may not approve the payment of bereavement days for
scheduled unpaid furlough days.
Jury Duty - Employees are not eligible to be paid for jury duty on days when they
would not normally be paid. Employees called to jury duty during a furlough day
would not be eligible to receive their regular compensation on that day but may be
eligible to keep their court provided jury duty pay for that day which would
otherwise be returned to the County.
Compensatory Time - Employees are not eligible to be paid for compensatory
time on days when they would not normally be paid. Compensatory time will not
be used in place of designated unpaid furlough days.
Holiday Pay - If a scheduled furlough day falls on a paid holiday, the employee
will receive holiday pay for that day.
Unemployment Compensation - Eligibility is determined by the State of Oregon.
Emergency Procedure - In those cases where an emergency call out occurs on a
furlough day or during a furlough week, employees may be called back to work.
Such employees will be compensated in accordance with standard compensation
procedures and in conformance with any applicable collective bargaining
agreement. FLSA-exempt employees may be called back to work on a furlough
day. FLSA-exempt employees are compensated on an hourly basis for all time
worked within a furlough affected week. FLSA-exempt employees are required
to track their time during a furlough affected week consistent with the practices in
their department. Overtime pay is paid to such non-represented employees for all
hours worked in excess of forty (40) hours within that week including weekend
days within the same week. If such employees are represented, they are paid in
accordance with their collective bargaining agreements for calculation of
overtime.
If an employee is required to work on an unpaid furlough day due to an
emergency situation, the employee will not be required to make up the furlough
day at a later date.
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SUBJECT: VOLUNTARY FURLOUGH PROGRAM
I.

Purpose
The purpose of this administrative procedure is to provide for the consistent application of
policies concerning a voluntary furlough program for county government. The purpose of
the voluntary furlough program is to reduce the number of layoffs in the General Fund as
a result of declining revenues.

II.

Scope
This procedure is applicable to employees whose position is financed with certain General
Funds of county government. 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 Management Services (MS) Director. Exceptions will take effect
upon written approval of the MS Director.

III.

Amendments
This procedure may be amended by the County Administrator.

IV.

Guidelines
A.

The voluntary furlough program will operate under the following guidelines:
1.

This program is available only to certain employees and positions in county
government that are financed with what are termed discretionary General Funds
of Lane County. Employees who desire to participate in the program need to
confirm their eligibility with their program manager or department director.
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2.

The Board of County Commissioners has agreed that all salary savings
generated through the voluntary furlough program will be used to reduce the
number of layoffs in the General Fund of Lane County, as set forth in the
County Administrator's proposed budget for fiscal year 1991-92, or changes
thereto made by the Budget Committee of Lane County.

3.

Employee positions added back into county service as a result of the voluntary
furlough program will be determined by the Board of County Commissioners.
When considering which positions to add-back, the Board has agreed to
seriously consider adding back positions in a manner proportionate to
contributions from individual departments. However, the needs of the
organization as a whole will determine which positions are restored.

4.

Every effort will be made to assure that no employee benefit (e.g., time
management accrual, medical benefits, life insurance benefits, etc.) is reduced
as a result of participating in the voluntary furlough program. Any exceptions
to this guideline will be the result of contractual provisions or eligibility rules
as determined by the provider. Employees who work half-time may be more
adversely affected than other employees and should seek advice from Personnel
prior to requesting to voluntary furlough.
One clear exception is the Public Employee Retirement System (PERS), which
is not controlled by county government. Employees should be aware that their
PERS contributions will be reduced as a result of participation in this program.1
Another clear exception is FICA. Social Security contributions are a function
of salary paid.

5.

No reduction in employee seniority shall result from participation in this
voluntary program.

6.

An employee may submit a written request to his/her super-visor for a
temporary change in work hours and/or workdays of his/her work schedule, in
the form of reduced work time. Such requests may provide for whatever
reduction is reason-able as determined by the supervisor and the department
director. Examples of voluntary furlough systems include: a certain number of
days off during the year (5 days, for example); or a certain number of hours off
per day, per week, or per pay period.

1

Because of the way PERS works, retirement benefits may not be affected by a slight reduction in annual
salary in just one year.
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7.

No schedule shall be allowed which in any way conflicts with any federal or
state laws governing wage and hour provisions. Schedules which obligate Lane
County to overtime payments, either to the participating employee or other
employees will be discouraged.

8.

A Department Director may cancel a previously approved voluntary furlough
plan if the employee makes a written request and demonstrates a severe
economic hardship to the employee due to a change in circumstances.

9.

In the case of two employees requesting the same times or days off under this
program, the employee with greatest seniority will be afforded preference for
possible approval by the Department Director.

10. Supervisors shall make a good faith effort to take work load into account as
employees participate in this program. Supervisors shall not place unreasonable
work load burdens on participants following time off without pay under this
program.
B.

Approval
Supervisors shall make a good faith effort to accommodate requests for an alternate
work schedule. The final decision to grant or deny any request for an alternate work
schedule shall be at the sole discretion of the Department Director. When approving
requests, Department Directors shall consider the impact of a furlough on the services
delivered to the public. If a negative impact will likely result, the Department
Director may disapprove the request.

V.

Procedure
A.

Submittal of Request Forms
An employee who desires to participate in the program shall submit a Request for
Voluntary Furlough form to his or her immediate supervisor for review and
forwarding to the department director (see Attachment 1 for example).

B.

Timing of Requests
Because salary savings from the voluntary furlough program will be used to reduce
layoffs, the Board of County Commissioners needs to know the value of the savings
not later than May 31 of each year. Therefore, a request for a voluntary furlough must
be submitted with sufficient time to allow approval by the Department Director not
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later than April 15 of each year; however, for fiscal year 1991-92, the deadline date
for submission is May 10, 1991.
VI.

Interpretation and Implementation
Any questions relative to the intent or application of this policy shall be directed to the
Management Services Director who is delegated the authority to interpret and implement
this administrative 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: HOURS WORKED, OVERTIME, AND COMPENSATORY TIME
I.

Purpose
The purpose of this procedure is to establish a uniform procedure for the authorization and
accounting of hours worked, overtime and compensatory time in accordance with Lane
Manual 2.235(6), "Overtime and Compensatory Time," and the Fair Labor Standards Act.

II.

Scope
This procedure is applicable to all County departments. Where any section, 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, any state or federal law, or any
administrative rule, the terms of such agreements, laws, or rules shall prevail. Departments
wishing an exception to the application of this procedure shall submit a written proposal
to the Management Services Director. Exceptions will take effect upon written approval
of the MS Director.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Guidelines
A.

Authorization
It is the responsibility of a supervisor to authorize overtime only when required.
Supervisors must be sufficiently aware of their employees' work loads so that they can
anticipate when overtime may be required. Conversely, it shall be the responsibility
of employees to receive written authorization from their supervisors when it appears
that they will have to work overtime. Failure to obtain authorization when possible
may be cause for disciplinary action.
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All overtime worked shall be documented and approved on an Authorization For
Vacation/Leave/Overtime/Compensatory Time form (see Appendix V for an
example). Copies of this form are available from Ready Stores in Purchasing.
B.

Eligibility
Nonexempt employees of Lane County are eligible for overtime pursuant to the Fair
Labor Standards Act. Exemptions are granted for classifications designated as
Executive, Administrative or Professional employees based on the definitions
contained in the Act. An exempt executive, administrative, or professional employee
regularly receives a predetermined amount of compensation each pay period that
constitutes all or part of the employee's compensation, and that amount is not subject
to reduction because of variations in the number of days or hours worked unless one
of the following exceptions is met:
1.

The employee is absent from work for a day or more for personal reasons, other
than sickness or accident.

2.

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

3.

The County imposes penalties in good faith for major safety violations.

All nonexempt classifications included within a valid collective bargaining agreement
that includes an overtime provision shall be eligible for overtime pursuant to the
terms of the collective bargaining agreement, so long as those terms do not conflict
with the Fair Labor Standards Act.
1.

Employees in classifications listed on Attachment I are not eligible for overtime
compensation.

2.

All classifications listed on Attachment II are nonexempt and work performed
by employees in those classifications in excess of forty (40) hours in any work
week shall be considered overtime work.

3.

Department of Public Safety classifications designated by an asterisk (*) on
Attachment II are also nonexempt. However, based on current Public Safety
policy, work performed by employees in those classifications in excess of eight
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(8) hours in any work day and forty (40) hours in any work week shall be
considered overtime.
4.

C.

Overtime for certified law enforcement personnel may be paid in accordance
with the provisions of Section 207(k) of the Fair Labor Standards Act.

Workweek
For the purposes of determining overtime liability, the workweek for all County
employees begins at 10:00 p.m. on Friday and ends the following Friday at 9:59 p.m.
A different workweek for law enforcement personnel may be established in
accordance with the provisions of Section 207(k) of the Fair Labor Standards Act.

D.

E.

Compensation Rate
1.

All County employees in classifications listed in Attachment II shall be
compensated in cash for overtime at the rate of one and one-half (1-1/2) times
their regular hourly rate. When the department director determines it is in the
best interests of the County and the employee agrees and where labor contracts
allow, the director may compensate overtime work with compensatory time off.
Compensatory time off shall be provided at the rate of one and one-half (1-1/2)
hours off for each overtime hour worked.

2.

Regular Rate. The regular hourly rate is the rate at which an employee is paid
for normal, non-overtime hours. This rate must be computed over each
workweek or work period to determine overtime pay for eligible employees. It
is found by dividing total remuneration for the eligible employee's normal (nonovertime) hours during a work period by the total normal hours worked.

Hours Worked
1.

Hours Worked. Activities that constitute hours worked and that must be
included in the computation of overtime are:
a.

All times during which an employee is necessarily required to be on the
employer's premises or at a prescribed workplace, and

b.

All times during which an employee is "suffered or permitted" to work
whether or not he or she is required to do so.
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c.

Time management or any other paid leave hours will not be included in
the computation of overtime.

2.

On-call time Refer to applicable collective bargaining agreements.

3.

Meal Period. A bona fide meal period is not considered hours worked when the
employee is completely relieved from duties and the meal period is 30 minutes
or more in duration. While the employees need not necessarily be allowed to
leave the employer's premises to be considered off duty at meal times, he or she
must not be required to perform any work--active or inactive--during the meal
period.

4.

Preliminary and Concluding Activities. These activities will be considered
hours worked if they are an integral part of the employee's principal activities,
i.e., are so closely related as to be indispensable. As an example, pre-shift and
post-shift meetings where attendance is required must be considered work time.
The changing of clothes by an employee would not be considered work time if
it is merely a convenience to the employee and not directly related to his or her
principal activities. Changing clothes would be counted as time worked if the
employee works in a position that requires changing clothes on the job in order
to perform the job.

5.

Grievance-Processing Time. Whether grievance processing and similar
employer-employee-relations time will be considered hours worked will be
controlled by the respective collective bargaining agreements. If there is no
provision to the contrary, time spent by an employee processing grievances
during time the employee is required to be on the job premises will not be
considered hours worked.

6.

Physical Fitness Activity. Participation in physical fitness activities outside the
employee's scheduled work hours is not considered work time if the employee's
participation is strictly voluntary.

7.

Rest Periods. Rest periods are considered working time if they last 20 minutes
or less. Thus coffee breaks are working time.
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F.

Accumulation of Compensatory Time
Eligible employees may accumulate up to forty (40) hours of compensatory time.

G.

1.

Employees shall receive cash payment for all compensatory time over forty (40)
hours not taken by the first (1st) pay period of April and the first (1st) pay
period of October each year.

2.

Compensatory time off in lieu of regular work hours shall be counted as regular
time worked in computing wages and towards earning employee benefits.

3.

Compensatory time off will be given at the mutual convenience of the employee
and the County.

Transfer
When an employee is promoted or transferred to another department, all accumulated
compensatory time shall be taken prior to the effective date of the appointment if
possible.

V.

Public Safety
A.

Court Appearance
Individuals not covered by collective bargaining agreements who are required, as part
of their regular work assignment, to appear in court on a day or shift they are not
scheduled to work shall be eligible for compensation in accordance with department
rules and regulations.

B.

Public Safety Management Time
Employees of the Public Safety Department shall be eligible for Public Safety
Management Time in accordance with rules and regulations established by the
Director of Public Safety.

VI.

Procedure
A.

The amount of overtime will be tabulated on a departmental time card for the pay
period in which it occurred, which will be signed by the department director or
supervisor. The overtime shall also be documented on the Authorization For
Vacation/Leave/Overtime/ Compensatory Time form.
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VII.

B.

When tabulating overtime on a time card, the department will indicate if the overtime
is to be paid or accrued as compensatory time.

C.

When compensatory time is taken by an employee, it will be so noted on the
departmental time card and the Authorization For Vacation/ Leave/Overtime/
Compensatory Time form. Payroll will automatically reduce the accumulated
compensatory time for that employee.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to the
Management Services Director, who is delegated 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
____________.
4/1/98
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ATTACHMENT I

The classifications listed below have been determined to be exempt under the Fair Labor Standards
Act and are not eligible for compensated overtime:
Accounting Supervisor
Administrative Services Manager
Administrative Services Supervisor
Administrative Analyst
Alcohol/Drug/Offender Manager
Animal Regulation Manager
Animal Regulation Supervisor
Appraisal Manager
Appraisal Supervisor
Assistant County Counsel, 1, 2, 3, 4
Assistant Director, Juvenile
Associate Planner
Assistant Food & Beverage Manager
Auditor
Bridge Engineer
Bridge Supervisor
Building Maintenance Manager
Building Maintenance Supervisor
Building Official
Captain
Casework Supervisor
Central Payroll Supervisor
Civil Support Operations Manager
Community & Economic Development Coordinator
Community Development Supervisor
Computer Operations Manager
Computer Services Manager
Corrections Health Nursing Supervisor
County Engineer
County Surveyor
Data Base Supervisor
Deputy Assessor
Deputy District Attorney 1, 2, 3, 4, 5
Design Engineer
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Developmental Disabilities Manager
Developmental Disabilities Specialist
Education & Documentation Supervisor
Elections Manager
Employee Assistance Coordinator
Employee Health Promotion Coordinator
Employee Relations Coordinator
Employment Specialist 1, 2
Engineering Associate
Environmental Health Manager
Facilities Operating Manager
Family Mediation Program Coordinator
Family Mediator
Field Engineering Superintendent
Finance Manager
Fleet Services Supervisor
Food & Beverage Manager
Food Services Manager
Management Services Manager
JTPA Administrative Services Supervisor
JTPA Manager
Justice Services Coordinator
Juvenile Counselor 1, 2,
Juvenile Detention Manager
Land Development Manager
Law Librarian
Lead Juvenile Group Worker
Lead Mental Health Specialist
Lead System Programmer
Legal Assistant
Librarian
Library Manager
Lieutenant
Management Analyst
Management Services Supervisor
MED Manager
Medical Laboratory Technologist
Mental Health Specialist
Museum Curator
Museum Manager
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Parks Manager
Parks Supervisor
Performance Auditor
Personnel Analyst 1, 2
Planner
Planning Supervisor
Program Services Coordinator
Programmer Analyst 2
Property Management Officer 2
Property Records Manager
Psychiatrist
Public Health Engineer
Public Health Manager
Public Health Officer
Public Works Management Officer
Purchasing Manager
Real Property Officer 2
Real Property Superintendent
Records Manager
Recycling Coordinator
Risk Manager
Road Maintenance Manager
Road Maintenance Supervisor
Safety Coordinator
Sales & Events Manager
Sales Data Analyst
Sanitarian 2
Senior Administrative Analyst
Senior Employment Specialist
Senior Engineering Associate
Senior Juvenile Counselor
Senior Mental Health Specialist
Senior Program Services Coordinator
Senior Programmer & Systems Analyst
Shop Supervisor
Sign Shop Supervisor
Solid Waste Supervisor
Special Collections Curator
Support Services Manager
System Programmer 1, 2
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Taxation Manager
Technical Publications Writer
Technical Support Manager
Traffic Engineer
Training & Development Coordinator
Transportation Planning Engineer
Trial Team Leader
Vegetation Management Coordinator
Victim Witness Coordinator
Waste Management Manager
Waste Management Superintendent
Water Laboratory Technologist
Weighmaster
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ATTACHMENT II
The classifications listed below have been determined to be nonexempt under the Fair Labor
Standards Act and are eligible for compensated overtime:

*

*

*

Accounting Clerk 1, 2
Administrative Assistant
Administrative Secretary
Administrative Technician
Animal Welfare Officer
Assistant Weighmaster
Board Office Specialist 1, 2
Building Inspector 1, 2
Buyer
Cartographer
Civil Support Operations Supervisor
Claims Investigator
Claims Specialist
Clerical Assistant
Communications/Records Officer 1, 2
Communications/Records Specialist
Communications/Records Supervisor
Community Service Worker 1, 2
Computer Operations Specialist 1, 2
Computer Resource Specialist
Corrections Cook
Corrections Facilities Maintenance Supervisor
Corrections Health Nurse
Custodian
Data Entry Operator
Deputy Medical Examiner
Deputy Sheriff 1, 2
Deputy Sheriff Specialist
Document Resource Center Specialist
Engineering Aide
Engineering Assistant
Engineering Technician 1, 2
Executive Secretary
Fair Assistant
Fairgrounds Cook
WP ap/Ch3Sec42.96001/T

Chapter 3
Section 42
Fairgrounds Food and Beverage Worker
Fairgrounds Operations Lead Worker
Fairgrounds Operations Worker 1, 2
Fleet Services Purchasing Specialist
Food and Beverage Assistant
General Laborer
Graphic Artist
Housekeeper
Ice Arena Cashier/Ticket Taker
Ice Arena Shift Leader
Information Systems Technician
Investigator
Justice Court Clerk
Juvenile Cook
Juvenile Group Worker
Land Management Technician
Land Use Compliance Officer
Landscape Designer
Laundry Specialist
Law Student Intern
Lead Computer Operations Specialist
Lead Custodian
Lead Electrician
Lead Investigator
Lead Juvenile Cook
Lead Mechanic
Lead Worker
Legal Secretary 1, 2
Licensed Practical Nurse
Mail Clerk
Maintenance Mechanic
Maintenance Worker 1, 2
Mechanic 1, 2
Mental Health Associate
Mental Health Nurse
Microfilm Technician 1, 2
Nurse Practitioner
Office Assistant 1, 2
Offset Technician 1, 2
Park Maintenance
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*

Parole/Probation Officer 1, 2
PC/Network Technician
Personnel Assistant
Plans Examiner 1, 2
Print Shop Supervisor
Programmer Analyst 1
Property Appraiser Trainee
Property Appraiser 1, 2, 3, 4
Property Management Officer 1, 2
Public Health Nurse
Public Works Electrician
Radio/Network Technician
Real Property Officer 1
Road Maintenance 1, 2, 3
Sanitarian 1
Secretary 1, 2
Senior Accounting Clerk
Senior Animal Welfare Officer
Senior Board Office Specialist
Senior Building Inspector
Senior Cartographer
Senior Document Resource Center Specialist
Senior Justice Court Clerk
Senior Juvenile Group Worker
Senior Legal Secretary
Senior Mechanic
Senior Office Assistant
Senior Park Maintenance
Senior Plans Examiner
Senior Stores Clerk
Sergeant
Stores Clerk
Tax Collections Agent
Tire Specialist
Victim Advocate
Water Laboratory Technician
Welder/Fabricator
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SUBJECT: WORKING OUT-Of-CLASS /TEMPORARY/ ASSIGNMENT/CAREER
DEVELOPMENT REOUESTS

T.

Purpose
The purpose of this procedure is to establish the process for authorizing working out-ofclass assignments, Temporary Assignments, and career development assignments to
insure the uniform application of Lane Manual 2.235(7), "Working Out-of-Class," and
negotiated contract provisions.

11

Scope
This procedure is appli cable to all County departments. 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 with supporting justification to the Human
Resources Director, who will make a recommendation to the County Administrator.
Exceptions will take effect upon written approval of the County Administrator.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Guidelines
It is the responsibility of all department directors to insure that staff is working in their
authorized classifications. Working-out-of-c1ass appointments, Temporary Assignments
and career development assignments may be authorized when the appointment is in the
best interests of Lane County.
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A.

Out-Of-Class (OOC) Assignment
I.

2.

Need For Out-Of-Class Assignment
a.
An Out-of-Class assignment may be authorized when a person
filling a regular position is absent and the position needs to be
covered on a short-term basis in excess of one hour, or when an
employee is periodicall y performing the duties of a different
classification during some working hours .
b.

An OOC assignment may be authorized when a special proj ect
calls for an employee to perform work outside of hi slher
classification on a short-term basis for the majority of hours
worked .

c.

Increases in workload do not normally justify Out-of-Class
assignments.

d.

Out-of-class assignments for all or majorIty of hours worked
should not normally exceed thirty (30) calendar days unless an
exception is requested by the department for sporadic situations.
Out-of-class status will automatically end unless the department
requests extension, which must be approved by the Human
Resources Director.

e.

Periodic or sporadic hours worked in an Out-of-Class assignment
should not exceed six (6) months.
These Out-of-Class
assignments will be automatically terminated at the end of six (6)
months.

f.

Employee' s original classification IS used
layoff/recall.

g.

Out-of-class assignments will normally be made in a classification
series; e.g., an Office Assistant 2 working out-of-class as a Senior
Office Assistant or a Management Analyst working out-of-class as
a Senior Management Analyst.

the event of

Qualifications
a.
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In order for an employee to work Out-of-Class, the employee must
have been assigned by management and must meet the necessary
minimum qualifications for the assigned classification. The
written classification specification will provide the criteria for
mInImum qualifications.
The most recent recruitment
announcement may also be used in cases where there are special
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qualifications required that may not yet have been added to the
current classification specification.

3.
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b.

Human Resources wi ll determine whether the employee - - - meets
the minimum qualifications prior to the employee being assigned
to work Out-of-Class.

c.

Tn order to work Out-of- Class, the employee must assume the
essential responsibilities of the assigned classification.

Compensation
a.

When employees are assigned to work Out-of-Class, they remain
in their own classification but the pay they receive for the Out-ofClass hours worked reflects the higher-level responsibilities
undertaken .

b.

A non-exempt, non-represented employee working in a higher
grade classification shall be compensated at the higher rate of pay
effective the first day of the assignm ent.

c.

Exempt employees within classifications in compensation groups
10, 11 and 12 will be eligible for Out-of-Class pay on the fifteenth
(15) calendar day in an out-of-cl ass assignment with pay
retroactive to the first day of the assignm ent.

d.

When an employee is in an approved Out-of-Class assignment, the
rate of pay wi ll be set consistent with other compensation
provIsions as noted in the Administrative Procedures Manual
(APM).

e.

Generally, hours worked in the higher classification are paid at the
minimum hourly rate of the higher classification, or 5% above the
regular position ' s rate, whichever is higher, per applicable APM
language.

f.

When an employee is working Out-of-Class, the rate of overtime
pay will be determined by the classification worked when the
overtime occurred. When an employee works overtime in a
workweek in which they have worked in two classifications, in
general , this method may result in an employee being paid slightly
more, but no less, than wage and hour laws require.
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4.

B.

Benefi t Accrual
a.

For working Out-of-Class assignments, time management accrual
rate will remain that of the employee' s regular classification.

b.

Time management usage and -conversion (sell back) will also be
paid at the employee' s regular rate and not at the rate of the
classification to which the employee has been assigned .

c.

For working Out-of-Class assignments, holiday pay will be paid at
the rate of the employee' s regular classification.

d.

For working Out-of-Class assignments, the employee benefit plan
remains that of the employee' s regular classification.

Temporary Assignment (TA)
1.
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Need for Temporary Assignment
a.

Temporary Assignments are generally, but not exclusively, limited
to non-represented employees for use during the absence of, or
recruitment for management or professional level positions, e.g.,
department director, division manager, County engineer.

b.

Temporary Assignments may be utilized for work in other
classifications on pre-determined long-term projects (typically
forecasted to be up to six (6) months in duration) . Temporary
Assignments are not less than thirty (30) days or longer than one
hundred eighty (180) days.

c.

Temporary Assignments may also be used in cases of
reorganization in a department where redesign and/or new
c1assi fications are being considered and the department needs a
longer period of time to retain an individual' s particular skill-set
while this is occurring.

d.

For a Temporary Assignment, the employee may move out of the
currently held classification into the position and classification to
which the employee has been assigned on a temporary basis.

e.

Temporary Assignments will automatically end after one hundred
eighty (180) days unless the department requests an earlier end
date or an extension. Extensions must be approved by the Human
Resources Director, and justification for extension should include
the anticipated end of project or reorganization, the anticipated
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result of an in-process reclassification review, or the difficulty in
recruiting a permanent candidate for position.

f.

2.

3.

4.

In

the event of

Qualifications
a.

In order for an employee to work in a Temporary Assignment, the
department director must approve the assignment, and the
employee must meet the required minimum qualifications for the
assigned classification. The written classification description will
provide the criteria for minimum qualifications. The most recent
recruitment announcement may also be used in cases where there
are special requirements that may not yet be a part of the
classification specification.

b.

Human Resources will determine whether the employee meets the
minimum qualifications for a Temporary Assignment designation
All Temporary
prior to the employee being assigned.
Assignments must be approved by the Human Resources Director

Compensation
a.

When an employee moves into an approved Temporary
Assignment, the employee will be paid the salary of the
classification to which he/she is assigned from the first day of
assignment.

b.

Generally, hours worked in the higher classification are paid at the
minimum hourly rate of the higher classification, or 5% above the
regular position ' s rate, whichever is higher, per applicable APM
language.

c.

When an employee is working in a Temporary Assignment, the
rate of overtime pay will be determined by the classification held
when the overtime occurred.

Benefi t Accrual
a.
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Employee' s original classification is used
layoff/recall .

For Temporary Assignments, time management will accrue at the
rate of the Temporary Assignment position if higher than the rate
of the employee' s position prior to the Temporary Assignment.
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5.

C.

b.

For Temporary Assignments, time management usage, excluding
conversion (sell back) is paid at the rate of the classification to
which the employee has been assigned .

c.

For Temporary Assignments, holiday pay will be paid at the rate
of the classification to which the employee has been temporarily
assigned.

d.

For Temporary Assignments, the employee benefit plan remains
that of the employee' s regular classification.

Vacancies Due to Temporary Assignments
a.

When an employee has moved into an approved Temporary
Assignment for a short period of time, the department may hire
Extra Help to fill in until the regular employee returns (up to 520
hours).

b.

When an employee has moved into an approved Temporary
Assignment that is expected to last for longer than 520 hours (the
duration of an Extra Help assignment), the department may choose
to hire a replacement by using an unclassified part-time position
for non-represented positions, or by creating another Temporary
Assignment or career development assignment (see Section C
below) in the vacant position until the regular employee returns .

Career Development (CD) Assignments
This subsection does not apply to career development assignments in the Sheriffs
Office. See the Sheriffs Office General Orders for provisions.
1.

Need for Career Development Assignment
a.

In order for an employee to work in a CD assignment, the
department director must approve the assignment. CD assignments
are intended to encourage employees to become prepared for
desired promotional opportunities and to pursue appropriate
training to fill future vacancies.

b.

WD ap/Ch3Sec44ff

A department may utilize a vacant posltton to create a CD
assignment. The request must include the classification to be used
for the assignment and the expected duration of the assignment
and other specific criteria such as is normally contained in
recruitment postings.
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c.

CD assignments are expected to be implemented for at least three
(3) months and up to six (6) months in duration.

d.

Successful completion of a CD assignment does not guarantee
promotion or reclassification into that position . Employees must
meet the required minimum qualifications, as determined by
Human Resources, and compete for promotional opportunities
under current established recruitment guidelines.

e.

An employee who is serving in a CD assignment is guaranteed the
ability to return to his/her regular classification at the end of the
CD assignment.

f.

Employee' s original classification
layoff/recall.

IS

used

111

the event of

2.

Qualifications: CD employees mayor may not meet the mllllmum
qualifications of a specific classification when assigned. Employees also
mayor may not assume all essential responsibilities of the classification of
aCD .

3.

Compensation
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a.

Whether or not an employee will receive additional compensation
when participating in a CD assignment will be determined by
whether the employee meets the minimum qualifications of the
CD classification.

b.

If the employee does not meet the minimum qualifications, then
there is no change in base pay .

c.

If the employee meets the m1l11mUm requirements of the
classification for the CD assignment, then the compensation
provisions for a Temporary Assignment apply . Employee is paid
at the minimum hourly rate of the higher classification, or 5%
above the employee' s regular position ' s rate, whichever is higher,
per applicable APM language.

d.

If a represented employee is working in a non-represented
classification CDA, the employee' s contract provisions governing
Out-of-Class compensation will apply .
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4.

D.

Benefit Accrual for Employees Not Meeting Minimum Requirements of
CDA
a.

Whether or not an employee will receive different TM benefits
when participating in a CD assignment will be determined by
whether the employee meets the minimum qualifications of the
CD classification.

b.

If the employee does not meet the minimum requirements of the
CD classification, hi s or her time management accrual rate will
remain the same as that of the employee' s position prior to the
assignment. Time management usage and conversion (sell back)
are paid at the rate of the employee' s position prior to the CD
assignment. Holiday pay will also be paid at the rate of the
employee' s position prior to the training assignment

c.

If the employee meets the minimum requirements of the
c1assi fication for the CD assignment, then the TM and holiday pay
provisions for a Temporary Assignment apply . Time management
usage, excluding conversion (sell back), is paid at the rate of the
c1assi fication to which the employee has been assigned. Holiday
pay will be paid at the rate of the CD classification to which the
employee has been temporarily assigned .

d.

For Temporary Assignments, the employee benefit plan remains
that of the employee's regular classification.

Working in a Supervisory Capacity
I.

Employees who are acting in a supervisory capacity for a limited period of
time and who do not assume all the duties of the supervisory
classification, or do not otherwise meet the minimum qualifications of the
supervisory position, as determined by Human Resources, will be paid 5%
above the employee's regular position 's rate for hours worked in the
supervisory capacity . No other compensation or benefit changes will
apply .

2.

Employees who are working in a supervisory capacity for a limited period
of time and who are assuming the full range of duties and meet the
minimum requirements of the supervisory classification wi ll be
compensated according to whether they are serving in an Out-of-Class
assignment or a Temporary Assignment.

3.

The ability to apply discipline by a represented employee who is acting in
a non-represented supervisory capacity for a limited period of time must
be agreed upon between the County and the employee' s bargaining unit.

WD ap/Ch3 Sec44ff
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V.

Procedure for Implementation/Authorization
A.

B.

Working Out-Of-Class
I.

Thirty (30) Calendar Days or Less: When a regular employee is absent
from a budgeted position, the department director may authorize, under
the established guidelines, another regular employee to perfonm the duties
of the absent employee for a period of thirty (30) calendar days or less.
When such an assignment is made, the department director shall approve
any compensable Out-of-Class assignment on the employee's time card.
The department shall submit the department director' s authorization
according to current payroll procedures.

2.

No Out-of-Class assignment shall extend beyond thirty (30) calendar days
without the written approval of the Human Resources Director. Out-ofclass will automatically end unless department requests extension, which
must be approved by the Human Resources Director. Requests for
extension of an OOC assignment beyond thirty (30) calendar days should
be submitted in writing with justification to the Human Resources Director
who will review and make a determination.

Temporary Assignment
I.

All Temporary Assignments up to six (6) months in duration must be
reviewed for minimum qualification guidelines by Human Resources prior
to implementation.

2.

In cases where a represented employee is being considered for a
Temporary Assignment outside of the bargaining unit, this information
shall be included in the written request. Human Resources will review
such requests to determine if union involvement is necessary prior to
approval.

3.

Extension of a Temporary Assignment beyond six (6) months must be
reviewed and approved by the Human Resources Director.

4.

Upon approval of the Human Resources Director of a Temporary
Assignment, the employee may move out of their currently held position
and classification and into the position and classification to which they
have been assigned . The department will submit a written notice to Human
Resources indicating the position change.
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C.

VI.

Career Development Assignment
I.

All CD assignments qualifying as temporary assignments up to six (6)
months in duration must be reviewed and approved by the Human
Resources Director prior to implementation .

2.

Any extension of a CD assignment beyond
approved by the Human Resources Director.

3.

Upon approval of a CD assignment, the employee will move out of their
currently held position and classification and into the position and
classification to which they have been assigned for training. The
department will submit a written notice to Human Resources indicating
the position change

SIX

(6) months must be

Interpretation and Implementation
Any questions relative to the intent or application of thi s procedure should be directed to
the Human Resources Director, who is delegated 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
6/1/2009
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SUBJECT: PERFORMANCE EVALUATIONS/MERIT INCREASES
I.

Purpose
The purpose of this procedure is to establish a standard policy with respect to the
administration of the performance evaluation program for classified employees of Lane
County in accordance with Lane Manual 2.235.

II.

Scope
This procedure is applicable to all County classified employees. Where any section, subsection, sentence, clause, or phrase of this procedure is 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 as required.

IV.

Guidelines
A.

Merit Review
Merit increases are not automatic. They are part of the charter-based merit system
and are additional compensation given to an employee because of meritorious
performance on the job. The system is designed to reward performance by
recognizing and rewarding the achievement of specific end results.

B.

Merit Eligibility Date
Merit dates shall be established by various personnel actions under the following
conditions:
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C.

1.

New Hire: An employee initial Merit date is computed from the date of
hire.

2.

Merit Increases Withheld: When a merit raise is withheld, the date on
which it is subsequently granted becomes the date from which the new
merit eligibility date will be computed.

3.

Promotion: A promotion results in a new merit eligibility date computed
from the effective date of the promotion.

4.

Demotion: A merit eligibility date will normally be retained when a
permanent employee demotes to a lower classification.

5.

Transfers: A merit eligibility date will normally be retained when a
permanent employee laterally transfers within or between departments.

6.

Recall: A recall from layoff to the same or lower classification in the
same series results in a new merit eligibility date computed from the date
of recall except that all qualifying time served prior to layoff will be
credited when computing the new merit eligibility date.

7.

Exceptional Merit Increases: An exceptional merit increase granted in
advance of the normal merit eligibility date results in a new merit
eligibility date calculated from the effective date of the exceptional
increase. In the event the decision by its terms, does not address the merit
eligibility date, the next merit eligibility date shall be calculated by the
same method described in Recall above.

8.

Reinstatement: If an employee is reinstated by administrative or legal
action, the merit eligibility date is governed and determined by the
decision rendered.

9.

Salary Range Adjustment: A salary range adjustment does not change an
employee's merit eligibility date.

Merit Eligibility Date Calculations
1.

Merit dates for all employees shall be calculated in accordance with the
following:
All non-represented employees who have any type personnel action
affecting their merit eligibility date shall have their merit eligibility dates
calculated as per the following:
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Normal Time
Since Last Merit Increase
1 year each effective January 1, 1998

Steps
Steps 1 through 9
D.

Merit Eligibility
An employee's eligibility for a merit adjustment is dependent upon his/her
performance during the period since the last merit evaluation.

E.

1.

Each employee shall advance from Step 1 to Step 2 after one (1) year of
employment, and to each higher step up to step nine (9) after one (1)
additional year of employment, provided that the employee receives at least
an overall "successful" rating.

2.

An employee who does not receive an overall rating which qualifies for a
merit adjustment pursuant to this provision shall have his/her merit increase
withheld. If the employee later receives a qualifying evaluation, a merit
increase shall be granted effective on the first of the pay period immediately
following the date of the qualifying evaluation.

3.

Should an employee’s evaluation be delayed more than 30 days after his/her
merit eligibility date, the evaluation rating will be presumed to be successful
unless the supervisor informs the employee and Human Resources otherwise
in writing within that 30 day period. The presumption of a successful rating
will result in a merit increase.

Exceptional Merit Increases
Exceptional merit increases may be granted only by the County Administrator
when the facts indicate that the employee's performance is consistently far above
the performance expected of employees at that level and the granting of such
exceptional merit will not create an internal pay equity problem with other
employees. A department director may request an exceptional merit increase by
submitting a written recommendation to the Human Resources Director which
specifies:
1.

The employee's name.

2.

Classification.

3.

Current step and length of service in the classification.

4.

Length of time since last merit adjustment.
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5.

Clear, factual statement of the considerations used in determining the
justification for granting an exceptional merit increase. Justification must
specify pre-established job standards, goals and objectives and document
how these have been exceeded. (Attach copy of the last regular performance
evaluation and a current special performance evaluation.)

6.

Analysis of impact on all other employees in similarly situated classifications
within the department.

7.

Other factors which should be considered.

Upon receipt of the request, the Human Resources Director shall meet with the
department director making the request to discuss the merits of the
recommendation. The Human Resources Director shall evaluate the
recommendation and submit findings to the County Administrator. The decision
of the County Administrator shall be final.
F.

Rating
In the event an employee receives an overall rating of either "unsatisfactory" or
"needs improvement" on their evaluation, the employee must be reevaluated no
later than three (3) months from the date of the last evaluation. If the employee
shows no improvement, the appointing authority shall comment in writing to the
employee's file on any action to be taken, i.e., disciplinary action, demotion,
termination. A performance evaluation is not to be used as a substitute for a
written reprimand or notice of disciplinary action.

G.

Forms
Evaluation forms will be sent to a department prior to the evaluation date of an
employee.
The evaluation shall be reviewed and signed in the order that the signatures
appear on the form, i.e., by the rater, reviewer, department head, and employee.
The rater is the employee's direct supervisor and the reviewer is normally the
division manager. It is not necessary that the evaluation contain a reviewer
signature if the rater is the department head.
The employee’s signature on the evaluation does not signify that he/she agrees
with the evaluation, only that he/she has reviewed the evaluation and is
acknowledging receipt thereof.
An employee may respond to his/her evaluation in writing (exclusive of appeal)
within 30 days unless an exception is granted by the Department Director, and the
written comments will be filed along with the evaluation in the employee’s
personnel file.
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H.

Supplemental Evaluations
As frequently as seems necessary to the supervisor, an employee supplemental
evaluation may be conducted between the supervisor and the employee. The
evaluation is an effort to encourage the supervisor to communicate forthrightly to
a subordinate their reactions to the employee's performance and to offer positive
assistance in correcting any deficiency. This informal evaluation/conference can
be in any form the supervisor chooses. A copy of any written evaluation,
regardless of the form it takes, must be sent to Human Resources for inclusion in
the employee's personnel file.

I.

Appeal of Evaluation
1.

Department Director: Within five (5) calendar days from the date the
employee receives their performance evaluation, employees who wish
further review should prepare a written request to the department director
as follows:
a.

Identify the evaluation by stating the date of the evaluation, the
name of the rater, and the date that the evaluation was received.

b.

Specify the ratings or comments which they believe should not be
made on the report.

c.

State the ratings or comments they believe should be made on the
report.

d.

Give facts substantiating each change requested.

e.

Keep a copy of their written request and send the original to the
department director.

Upon receiving the request, the department director or his/her designee
shall have five (5) calendar days to meet with the employee. The director
may either sustain or change the Performance Evaluation and shall notify
the employee of their decision in writing. In case of a change of the
evaluation a copy of the changed evaluation shall be included with the
decision. A copy of all correspondence and/or evaluations shall be sent to
Human Resources for placement in the employee's personnel file.
2.

WD ap/Ch3Sec48/T

Appeal to Human Resources Director: An evaluation that results in a
successful or better overall rating is not appealable. Should the employee
consider the response of the department director to be unsatisfactory the
employee may, within five (5) calendar days after receiving the written
response of the department director, submit a request to the Human
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Resources Director for further review of an evaluation with less-thansuccessful overall . The Human Resources Director shall investigate the
matter and make a written report of findings to the department director and
the employee within fifteen (15) calendar days of receiving the appeal.
The decision of the Human Resources Director is not appealable.
3.

VI.

Waiver of Deadlines: Deadlines may be waived by mutual consent of the
employee and either the department director or the Human Resources
Director.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure shall be directed to
the Human Resources Director who is delegated 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
11/9/07
____________.
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I.

4/1/98
Date
CONSPICUOUS ACHIEVEMENT SUPPORT HONORARIUM (C.A.S.H.)
PROGRAM

Purpose
The purpose of this procedure is to establish a standard method for review, processing
funding and implementing compensation enhancements for conspicuous performance by
exempt, non-represented employees.

II.

Scope
This procedure is applicable to all departments that employ exempt supervisory/managerial
staff in bargaining units 07, 10, 11 and 12 and specifically applies only to these individuals.
It is not applicable to represented staff nor elected officials/department heads whose
compensation is subject to a statutory setting process. The C.A.S.H program is completely
apart from the S.A.V.E program which awards employees for their suggestions.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Procedure
This procedure is established under the premise that the County Administrator has
authority as specified in Lane Manual 2.235, Rule IV(c)(iv) pertaining to exceptional
increases in employee compensation.
A.

Eligibility
A special assignment that is within the employee's classification but constitutes a
major additional effort-intensive duty may be eligible for periodic extraordinary
compensation upon successful completion at a level of distinction. The increase can
range from one percent to nine percent of the employee's regular hourly wage rate,
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and will apply to all statutory payroll-related benefits such as P.E.R.S., Social
Security and Risk Management chargebacks.
Nomination for C.A.S.H awards can originate from supervisors and managers, but,
in all cases must be approved by the appropriate department head.
V.

VI.

Review/Approvals
A.

Department heads are delegated the authority to award C.A.S.H increases for
individuals in their departments up to fifteen (15) days subject to limitations set for
in provision VI listed below.

B.

For a period of 16 through 90 days, a request detailing reasons, along with supporting
documentation, amount of recommended increase and duration of award shall be
submitted to the Personnel Manager for authorization. Approval or denial with
written reasons therefore, shall be received by the submitting department head within
10 days of receipt by the Personnel Manager (see Attachment II).

C.

The decision of the Personnel Manager may be appealed to the County Administrator
whose determination will be binding.

Funding
Each year as part of the budget process, an amount equivalent to l/2 percent (.005) of the
personal services appropriation for the ensuing fiscal year for covered positions (members
of bargaining units 07, 10, 11 and 12) will be added to the budget of appropriate programs.
It is understood that failure of the Budget Committee to fund the program will cause its de
facto suspension in the ensuing fiscal year for lack of appropriations.

VII.

Implementing Mechanism
All actions authorizing a C.A.S.H. award must be accompanied by a memo to the Manager
(see Attachment I for sample) with the following information:
A.

Name, job title and position number of proposed awardee.

B.

Current salary range and step.

C.

Proposed percentage increase (range 1%-9% inclusive) total dollar amount (including
fringe benefit costs) and duration of proposed increase. Please list proposed pay
period starting and stopping dates.
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D.

A brief description of the nature of the project, task and/or special assignment
completed at an extraordinary level of distinction which merits C.A.S.H.
consideration. It would be helpful to include an estimate of cost savings to the
County and/or department which resulted from the completion of the special
assignment. In addition or as an alternate, provide an estimate of savings which will
be realized in the future as a result of the work that has been accomplished.

E.

Certification that funds for the award exist in the department's personnel services
appropriation specific to this purpose.
For awards up to 15 days, the information provided in the memo is information only;
for requests in excess of 15 days, the approval of the Manager is required.

All memos should include the name and title of the nominating manager/supervisor and
be countersigned by the department head.
VIII.

Interpretation/Clarification
All questions concerning the intent and/or application of this procedure shall be directed
to the Manager who is delegated the authority and responsibility to interpret and implement
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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ATTACHMENT I

MEMORANDUM
DATE:
TO:

Human Resources Manager

FROM:

Department Head, Financial Services

RE:

NOMINATION FOR C.A.S.H. AWARD

I hereby nominate the following non-represented, exempt employee for a Conspicuous Achievement
Support Honorarium:
a.

Homer Snurd, Financial Services Analyst
Position # 1001-0

b.

Range 33, Step 3

c.

Step increase of 5%
Commencing pay period 21 (09/30/89)
Ending pay period 23 (11/10/89)
Duration 4 weeks

d.

Mr. Snurd was assigned in July 1989 the responsibility to develop and implement a
micro computer-based risk management charge-back system, in addition to his regular
duties. The task involved over 200 hours of extra work in systems analysis, design,
programming, debugging and field testing. An estimate from an independent
contractor to complete a similar task was obtained, and priced at $5,000. Working
highly independently largely during evenings and on weekends, Mr. Snurd completed
the project with distinction which has now been implemented for use in all County
departments. It is estimated that an annual and recurring savings to Lane County for
having automated its charge-backs of risk management costs will at least exceed the
cost of implementation including the total cost of the C.A.S.H. award of $524.
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ATTACHMENT II

Lane County
Extraordinary Compensation Proposal
Operational Example
Finance
Manager
x

Assigned special
task

u

Task Notably completed

v

Create Microcomputer
based Risk Management
Charge-Back
x
Project completed
and implemented,
most satisfactorily

Assignment is within classification, but a major additional,
effort-intensive responsibility

x
Department Head
determines "bonus"
is appropriate

A similar project, contracted
through consultants, is estimated
to have cost $5,000

x
Dept. Head petitions
Mgr. to award
and formalize via
appropriate documents
a 90-day comp. bump
equiv. to 5% to Fin. Mgr.
x
At completion of 90
day period, salary
reverts to regular
pay range 44, step 5
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Incumbent at Range 44 and Step
5, ($20.76) is paid ($21.80), a
differential of $1.04 an hour.
Resulting cash compensation
increase is $540.80 exclusive of
fringe benefits spread over 7 pay
periods to minimize income tax
consequences
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SUBJECT: INSURANCE REQUIREMENT FOR COUNTY EMPLOYEES WHO HAVE HAD
THEIR DRIVING PRIVILEGE SUSPENDED OR RESTRICTED
I.

Purpose
The purpose of this procedure is to clearly establish the employees' responsibilities to the
County to retain their driver's license in an unrestricted form.

II.

Scope
This procedure is applicable to all County employees who are required to drive a vehicle in
their job performance and those who are required to possess a valid Oregon driver's license
in their job description. Department directors must identify those positions subject to this
procedure.

III.

Amendments
The County Administrator may amend this procedure.

IV.

Definitions
SR 22 - A document required by the Department of Motor Vehicles when insurance
verification is required to protect an individual driver's license.
SUSPENDED LICENSE - When the Department of Motor Vehicles takes away an
individual's privilege to drive a vehicle in this state.
RESTRICTED LICENSE - When the Department of Motor Vehicles places restrictions on
the driver's license as to hours or conditions under which the holder can operate a motor
vehicle. This does not apply to medical restrictions.
EMPLOYEE - Includes elected officials, appointed individuals, the classified and unclassified
service.
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V.

Responsibilities
It is the responsibility of the employee to obtain insurance or a means to satisfy any State of
Oregon requirement to retain his/her driver's license.
It is the responsibility of the employee to inform his/her immediate supervisor of any change
in driver's license status. As soon as the employee has been advised his/her driving privileges
are to be suspended or restricted, the employee shall advise his/her immediate supervisor. The
supervisor shall inform the department head through appropriate departmental process.

VI.

Procedure
The County will not make an SR 22 filing with the State of Oregon for any employee.
Options
The employee may purchase insurance from the private insurance industry to provide the SR
22 to the State of Oregon.
If suspension, revocation or modification occurs to an employee's license, the Department
Head may allow the employee to continue working in a modified position, provided the need
for function exists and that employee possesses the skills for the modified position. If the
Department Head can meet the job needs with temporary help, then a leave without pay may
be granted. If temporary help cannot be utilized the employee may be "laid off" consistent
with County policy. The layoff policy will control the re-employment rights of the employee
when the driver's license is returned.

VII.

Interpretation and Implementation
Any question relative to the intent or application of this procedure shall be directed to the Risk
Manager 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
3/3/86
____________.
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SUBJECT: CORRECTIVE ACTION
l.

Purpose
The purpose of the procedures and rules contained herein is to provide a consistent and
positive approach in correcting improper employee behavior.

II.

Scope
These rules and procedures apply to all County departments except the Sheriffs Office,
which is governed by the appli cable provisions of the Sheriffs Office General Orders.
Where any section, subsection, sentence, clause, or phrase of these rules and procedures
are found inconsistent with properly negotiated and ratified working agreements between
Lane County and duly certified employee organizations, 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. Exceptions will take effect upon
written approval of the County Administrator.

III.

Amendment
The County Administrator may amend this procedure.

IV.

Definitions
A.

DA YS - refers to calendar days.

B.

DISCIPLINE - Any fonnal action of written reprimand, suspension, demotion or
dismissal taken by the County to rectify an employee's improper conduct under
the concepts of "just cause" as defined in these procedures.
1.
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Written Reprimand: A written admonition to an employee that conduct or
performance must be improved. The reprimand must include the specific
circumstances giving rise to the action, specific corrective measures which
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the employee must take, and a clear statement that failure to improve will
result in further disciplinary action .

V.

2.

Suspension : A temporary removal of an employee from the service of the
County without pay.

3.

Demotion: The removal of an employee from an incumbent position to
another position in a lower classification.

4.

Dismissal: The termination of an employee from the servIce of the
County for disciplinary reasons.

C.

INVESTIGATORY LEAVE - Leave with pay during investigation pnor to
possible dismissal action .

D.

JUST CAUSE - Any act of misconduct on the part of an employee that will
reasonably justify the imposition of discipline and further justifies the penalty
imposed.

E.

PRE-DISClPLINE - Any action of counseling or verbal warning taken by the
County to rectify an employee's improper conduct under the concepts of "just
cause" prior to instituting discipline.
I.

Counseling: An informal or formal discussion between an employee and
his or her supervisor relative to the employee's performance.

2.

Verbal Warning: An oral admonition to an employee that conduct or
performance must be improved, with identification of specific areas for
improvement.

Cause for Action
The orderly and efficient operation of the County requires that employees maintain
proper standards of conduct at all times. These standards of conduct are necessary to
protect the health and safety of all employees, to maintain uninterrupted services and jobs
and to protect the County's goodwill and property. To that end, the County sets forth
established rules, which all employees are required to obey.
An employee who fails to maintain, at all times, proper standards of conduct or who
violates any of the rules contained in Attachment I shall subject himself or herself to predisciplinary or disciplinary action, including dismissal.

WD ap/Ch3Sec52ff

Page 2 of I I

Chapter 3
Section 52
VI.

Degree of Discipline
A.

B.

VII .

The degree of discipline shall be based upon:
1.

The gravity of the offense or rule violated.

2.

The circumstances under which the misconduct occurred.

3.

Extenuating facts that motivated the offender and that should properly be
considered to mitigate the offense or the penalty .

4.

The employee's length of service.

5.

The employee's past conduct record.

To provide consistency in determining the gravity of the offense or rule violated,
"A Suggested Guide to Disciplinary Action" is included as Attachment II to assist
in determining the severity of various types of violations. This attachment is
clearly only a guide and is not intended to cover all possible acts of misconduct,
but does provide guidance for general types of misconduct. However, this guide
does provide a solid yet flexible framework from which to make objective and
consistent judgments relative to the severity of employee misconduct.

Causes for Termination of Employee or Demotion Due to Physical or Mental Disabilitv
An employee may be terminated or demoted because of physical or mental disability that
prevents the employee from properly performing the essential duties of his or her job on a
regular full-time basis. Employees with disabilities who believe that they can perform
the essential duties of their jobs may be entitled to reasonable accommodation under the
Americans with Disabilities Act.
Any action taken pursuant to this provision is subject to a predetermination hearing.

VIII.

Predetermination Hearing
When the County intends to take disciplinary action of suspension, demotion or
dismissal , or when the County intends to terminate or demote an employee because of
physical or mental disability, the County shall notify the employee in writing of the
grounds for the proposed action and the action being considered and shall provide the
employee with the opportunity to respond at a hearing with the supervisor who has the
authority to take the action.
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A.

Such notice shall normally be given to the employee within fourteen (14) days of
the date the supervisor knew or reasonably should have known of the incident
giving rise to the action .

B.

The employee shall be given reasonable notice of the date, time and place of the
predetermination hearing. Such notice shall be in writing and shall state the
charges and relevant supporting information.

If there is reasonable belief that there is just cause for dismissal , the employee may be
placed on investigatory leave with or without pay preceding the predetermination
hearing. Investigatory leave without pay will only be initiated upon written approval of
the County Administrator. Such leave should normally be no more than fourteen (14)
days unless extenuating circumstances make it impractical to investigate the charges and
conduct the predetermination hearing within that time.
Under extreme circumstances, for certain intolerable offenses an employee may be
terminated without a predetermination hearing. Such action will require the express
approval of the County Administrator and the employee will be entitled to the appeal
process.
IX .

Appeals
Any action taken pursuant to these procedures may be appealed by filing a written appeal
at Step 2 of the appeals procedure established in Chapter 3, Section 60 within seven (7)
days of receipt of the notice of action.

X.

A.

Pre-disciplinary actions and disciplinary actions in the form of written reprimands
may be appealed through Step 3 of the appeals procedure. If the employee is
dissatisfied with the results of the appeal , he or she may place a letter of rebuttal
in the personnel file, which shall be considered in any relevant disciplinary action
that may subsequently be taken against the employee.

B.

Disciplinary actions in the form of suspension, demotion or dismissal may be
appealed through Step 4 of the appeals procedure.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to
the Human Resources Director, who has the responsibility for the interpretation and
implementation of these procedures.
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Auth ori zed: -----::--_ _-,---,----,-_ _ _ _ _ __
County Admi ni strator

Effecti ve Date

This on-line version of the Admin istrative Procedures Manual
is a copy of the original signed by the County Administrator on
6/1/2009
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COUNTY RULES
The orderly and efficient operation of the County requires that employees maintain discipline
and proper personal standards of conduct at all times. Discipline and proper standards of
conduct are necessary to protect the health and safety of all employees, to maintain good service
to the community, and to protect the County's goodwill and property. To that end, the County
sets forth these rules, which all employees are required to obey .
Any employee who fails to maintain, at all times, proper standards of conduct or who violates
any of the following rules shall be subject to disciplinary action, including discharge.
The following acts or conduct are forbidden :
I.

Discourteous treatment of the public or other employees.

2.

Conducting financial transactions that are not in the County ' s interest.

3.

Failure to perform assigned functions within normally accepted limits.

4.

Neglect of duty .

5.

Insubordinate conduct and/or refusal to follow orders.

6.

Theft and/or misappropriation.

7.

Lying, untruthfulness or gross deviation from the facts or any other act which is
normall y construed as dishonest.

8.

Being under the influence of, or in possession of, alcohol or illegal drugs on duty or
on County premises.

9.

Unlawful manufacture, distribution, di spensation, possession or use of a controlled
substance in the workplace.

10.

Unauthorized or excessive absenteeism or tardiness.

11 .

Conviction of a felony or misdemeanor that adversely affects the employee's ability
to perform the duties and responsibilities of his or her position. A plea of guilty or a
conviction following a plea of nolo contendere is deemed to be a conviction within
the meaning of this section.
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12.

Political activity prohibited by state or federal law.

13 .

Any behavior either during or outside of duty hours that causes discredit to the
employee's department or the County.

14.

Failure to possess or keep in effect any license, certificate or other similar
requirement specified in the employee's class specification, or required to perform
the essential duties of the position.

15 .

Violation of other county-wide or departmental rules or procedures.

16.

Failure to immediately report any injury, accident or safety violation.

17.

Violation of any departmental or County safety rule or regulation or failure to meet
normal and prudent standards of safe conduct in the performance of a job .

18.

Misuse or destruction of County property.

19.

Personal use of County equipment, tools, vehicles or facilities without specific
written authorization.

20.

Abandonment: unauthorized absence from the job for a period of three (3) days or
longer.

21 .

Behavior that is disruptive in the workplace.

22.

Will ful conflict of interest.

23 .

Any other action that is considered "just cause" for disciplinary action.
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Attachment IT
PROGRESSIVE DISCIPLINE
Option

Occurrence

Action

A.

First

Di scussi on/
Counseling

Second

Verbal Warning!
Written Warning

Third

Reprimand/
Suspension

Fourth

Demotion/
Dismissal

Severity

MlNOR
OFFENSES

***************************************
B.

First

Verbal Warning!
Written Warning

Second

Reprimand!
Suspension

Third

Suspension/
Dismissal

SERIOUS
OFFEN SES

***************************************

c.

First

Second

Reprimand!
Suspension

MAJOR
OFFENSES

Suspension!
Dismissal

***************************************
First

D.

NOTE:

Dismissal

INTOLERABLE

An inability rather than an unwillingness to perform satisfactorily may require
modification of the above suggested steps.
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A Suggested Guide to Disciplinary Action
OPTION
MfNOR
1.

Tardi ness

A

2.

Unexcused absence

A

3.

Behavior that is disruptive in the workplace

NB

4.

Conducting unauthorized business or other activities
on County time

A

5.

Fai lure to follow direction

A

6.

Ongoing marginal performance'

NB

7.

Di scourteous Behavior

NB

8.

Other - Any other offense that may be considered minor in nature

A

SERTOUS
1.

Excessive/Chronic absence - Patterns of absence well in
excess of established norms

B

2.

Unauthorized and/or unexcused absences

B

3.

Misuse or abuse of County property

B/C

4.

Unsafe act - Failing to work safely; endangering self or others

B/C

5.

Intoxication - Under the influence of alcohol
or drugs on the job

B/C/D

6.

Using threatening or abusive language toward others

B/C/D

7.

Poor performance*

B/C

8.

Other - Any other offense that in the judgment of the
Department Director or designee, in consultation with Human
Resources, may be considered serious in nature

B
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MAJOR
1.

Threatening, intimidating, coercing or interfering with
another employee

C

2.

Falsification of work or pay Records

C/D

3.

Falsification of personnel records

C/O

4.

Possession or use of alcohol or controlled substances in
the workplace

C/D

5.

Destruction of County property

C/D

6.

Insubordination - Refusal to obey instructions or
to perform work as directed by a supervisor or
another authority

C

7.

Sexual harassment

C/D

8.

Dishonesty

C/O

9.

Unsatisfactory performance' - Consistent performance levels
substantially below satisfactory limits

C/D

10. Other - Any other offense that in the judgment of the Department
Director or designee, in consultation with Human Resources,
may be considered major in nature
C
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OPTION
INTOLERABLE
Abandonment - Unauthorized absence from the job
for three days or longer

D

Misappropriation - Theft of County property

D

j .

Bribery

D

4.

Willful conflict of interest

D

5.

Manufacture, sale or distribution of
controlled substances in the workplace

D

Physical assault upon a supervisor or another
authority unless duly provoked

D

7.

Fraud in securing appointment

D

8.

Conviction of a fe lony or misdemeanor that adversely
affects the employee's ability to perform the duties
and responsibilities of the position.

D

Other - Any other offense that in thejudgment of the
Department Director or designee, in consultation with Human
Resources, may be considered major in nature

D

1.

2.
,

6.

9.

• The option uti lized with regard to performance will often be determined by whether the
lack of satisfactory performance is due to an inability or an unwillingness to perform.
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SUBJECT: HARASSMENT. DISCRIMINATION and MOBBING

T.

PURPOSE
The purpose of this procedure is to implement the County's policy prohibiting any form
of harassment, discrimination, or mobbing, based on Federal law or County policy as
defined herein; and to provide all employees with an understanding of what harassment,
discrimination, and mobbing are; and clarify the roles and responsibilities of managers,
supervisors, and employees in preventing and responding to harassment, discrimination,
and mobbing; and establi sh a fair and expeditious method of investigation and resolution
of complaints of harassment, discrimination, and mobbing.
Appendix 1 contains Lane County ' s compli ance statement for Federal Regulation CFR
Part 37.29.

II.

Scope
This procedure is appli cable to all Lane County employees. Departments wishi ng an
exception to the application of this procedure shall submit a written proposal to the
County Administrator. Exceptions will take effect upon written approval of the County
Administrator.
Where departments have procedures in place to address client complaints because of
federal or state funding requirements, those procedures shou ld be followed where
applicable in place of this procedure.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definition of Harassment
Verbal , physical , or other harassing conduct directed toward another person based upon
their race, color, national origin, gender, age, religion, or disability, gender identity,
political affi li ation, or socio-economic status.
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Behavior, whether exhibited through verbal statements, physical conduct, or visual
representations addressing another person's race, color, national origin, gender, age,
religion, disability, gender identity, political affiliation, or socio-economic status that can
reasonably be perceived by the receiver as unwelcome or offensive or as creating a
hostile work environment violates County policy and, in certain cases, the law.
Examples of harassment may include but are not limited to inappropriate jokes or
comments, practical jokes, swearing, cartoons or other pictures, graphic representations,
physical touching, innuendoes, and workplace objects such as sexually-oriented calendars
or posters.
A.

Federal law recognizes two forms of harassment:
1.

" Quid Pro Quo" means " something for something".
For example,
requiring an employee or coworker to submit to unwelcome behavior,
sexual in nature, as a condition of employment
Conditions of employment include any decisions related to employment
such as, work assignments, promotions, training opportunities, shift
assignments, etc. This applies almost exclusively to sexual harassment

2.

B.

"Hostile Work Environment" refers to behavior that creates or fosters a
situation in which conduct occurs or is directed towards an individual or
individuals based on a protected classification that creates or fosters an
unwelcome or abusive work environment This is an environment where
such things as jokes, displays, swearing, put downs, or other such
offensive behaviors based on a person's sex, race, national origin, religion,
color, disability, age, veteran ' s status, gender, political affiliation, or
socio-economic status are present and tolerated . In addition, the conduct
is of such frequency and/or severity that it has the purpose or effect of
unreasonably interfering with an individual ' s work performance or of
creating an intimidating, hostile, or offensive work environment The
hostile work environment principle used in sexual harassment can also be
used for other types of harassment; such as racial and national origin
harassment

Types of Harassment Prohibited Under Federal Law:
1.

The Civil Rights Act prohibits discrimination or harassment based on:
a.

Sex
The federal government has issued guidelines on sexual
harassment which state sexual harassment is illegal under Title VII
of the Civil Rights Act of 1964. The regulation (29 CFR 1604.1 1)
states:
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"Unwelcome sexual advances, requests for sexual
favors, and other verbal or physical conduct of a
sexual nature constitute sexual harassment when (1)
submission to such conduct is made either explicitly
or implicitly a term or condition of employment, (2)
submission to or rejection of such conduct by an
individuals used as the basis for employment
deci sions affecting such individual , or (3) such
conduct has the purpose or effect of reasonably
interfering with an individual ' s work performance
or creating an intimidating, hostile, or offensive
work environment."
It should be noted that the same principles described in the federal
regulation apply to race, color, religion, national origin, age or
disability

The law does not differentiate between genders. Both males and
females can be harassed. In addition, heterosexual and homosexual
harassment is considered unlawful.
Gender based harassment is behavior that denigrates, ridicules,
and/or is verbally or physically abusive of an employee because of
his or her gender. Thi s is a form of sexual harassment, although the
behavior may not be sexual in nature. Examples of gender based
harassment include, but are not limited to, derogatory
generalizations about a particular gender or " male or female
bashing".
b.

Race
Behavior that denigrates, ridicules, and/or is verbally or physically
abusive of an employee because of his or her actual or perceived
race. This type of harassment refers to jokes, derogatory and/or
stereotypical comments about someone' s actual and/or percei ved
race.

c.

National Origin
This is behavior that denigrates, ridicules, and/or is verbally or
physically abusive of an employee because of the actual or
perceived ancestry, heritage, or background identification.

d.

Religion

e.
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2.

3.

Other Federal law prohibits discrimination or harassment based on :
a.

Disability

b.

Age

c.

Veteran ' s Status

Lane County's Di versity Policy
Pursuant to Lane County ' s Diversi ty Policy (Lane Manual 2.390-2.395),
other forms of harassment and discrimination , in addition to the federally
protected classes, are also prohibited . They may, but are not limited to
gender identity, political affi li ation, and socio-economic status.

V.

Workplace Mobbing
A.

B.

C.

VI .

Other forms of workplace harassment, such as mobbing, are also strictly
prohibited. Mobbing is defined as an intentional, coll ective campaign by coworkers to exclude, punish, and humiliate a targeted co-worker. It generally
occurs continuously and systematically over a period of time:
1.

Intimidates, shows hostility, threatens, offends, humiliates, or insults

2.

Interferes with one's work performance

3.

Has an adverse impact on one's mental or physical well being

4.

Otherwise adversely affects another

Mobbing can occur between :
1.

Co-workers

2.

Two or more employees and a manager targeting another employee

3.

Two or more managers targeting an employee

4.

Two or more employees targeting a manager

Sections VI through X of this policy apply to workplace mobbing as well as to
other forms of harassment outlined in this poli cy.

ROLES AND RESPONSlBILITlES
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All Lane County employees are responsible for maintaining a harassment-free work
environment as follows :

VIr.

A.

County management (commissioners, directors, managers, and supervisors) are
responsible for ensuring a respectful work environment free from harassment
This includes enforcement of Lane County ' s harassment policies, and ensuring
that employees are provided opportunities for training in this area and for keeping
employees informed of Lane County 's harassment policy and procedures. The
Human Resources department will be responsible for providing training,
assistance, and consultation to departments.

B.

Managers and supervisors are responsible for creating and maintammg a
respectful work environment that is free from harassment Supervisors must take
immediate and appropriate corrective action if they observe or become aware of
any harassment cases. Simply telling an employee to deal with the situation is not
appropriate.

C.

Employees are responsible for maintaining a respectful work environment free of
harassment. This includes addressing any conduct or comments they find
offensive and/or reporting any perceived incidents of harassment witnessed or
experienced. Employees shall not commit any act that subjects another person to
harassment.

D.

Managers and supervisors are also responsible for ensuring that applicants,
vendors, contractors, subcontractors, and agents of the County conduct
themselves with Lane County employees so as to provide a County work
environment or work relationship free from harassment Should an incident occur
from the behavior of an applicant, vendor, contractor, subcontractor or agent
which would constitute harassment, the manager or supervisor shall take
immediate and appropriate corrective action upon becoming aware of the
situation.

COMPLAINT PROCESS
This procedure outlines alternatives available for reporting, investigating, and resolving
harassment complaints.
A.

A complaint of harassment is most effectively resolved when the report is made
as close to the time of the incident as possible. Managers and supervisors must
take immediate and appropriate corrective action . Employees may initiate the
complaint process by discussing the matter with their immediate supervisor,
manager, Department Director, or the Human Resources Director. The telephone
number to call for the Human Resources Director is 682-3665 . When making a
complaint, a complainant should be prepared to provide the following
information:
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B.

C.

YIIL

I.

Name, address, and phone number.

2.

Location of incident.

3.

A detailed description of the alleged discriminatory and/or harassing
action, which includes names and titles of parties involved.

4.

Witnesses, if any .

5.

Date action occurred.

6.

Desired remedy/process.

Possible actions in response to a complaint may include, but are not limited to:
I.

The assistance of Human Resources in providing information, resources,
consultation, and/or direct problem-solving;

2.

Informal mediation at the department level or the services of a third-party
mediator or problem-solver, such as a manager from another department,
or an outside consultant or advisor.

3.

A full and formal investigation.

4.

The Sheriffs Department will handle their own cases of harassment but
will provide Human Resources with a periodic report of these cases.
Other departments shall work with Human Resources as necessary.

5.

Complaints from employees of the Human Resources Department may
be referred to the County Administrator for investigation. Complaints
from employees of the Board of County Commissioners and Deputy
District Attorneys may be referred to the appropriate state and federal
agency .

Supervisors, managers, and Human Resources are required by law to respond to
all complaints brought to their attention.

INVESTIGA TION
Upon receipt of a complaint, the recipient shall consult, as necessary, with the appropriate
manager or Human Resources Director to determine the appropriate action . If an
investigation is deemed necessary, the investigation shall be conducted in a thorough and
timely manner.
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IX.

A.

The investigation may include meeting with the complainant, the supervisor, the
Department Director, the alleged perpetrator, and any other parties involved in the
events giving rise to the complaint

B.

Confidentiality will be maintained to the extent possible; however, as part of the
investigation process, it may be necessary to di sclose the identity of the
complainant to the accused. The complainant will be notified before such
disclosure is made. If the complainant is subject to any retaliation, such activity
should be treated as a new complaint and reported immediately to the Department
Director or to the Human Resources Director.

C.

All discussions with an employee regarding a complaint will be held in private,
away from the employee ' s work area. Employees may have a representative
present at any discussion. In an investigation, the investigator will maintain a
written record of the investigation. Any follow-up actions, whether formal or
informal, will be documented and included with the original complaint All
documentation regarding a complaint and the related investigation materials will
be maintained in a separate fi le in the Human Resources Department

D.

In the event it becomes necessary to separate the complainant and the accused in
the workplace, the accused may be reassigned to an alternate work site or placed
on paid administrative leave.

RET ALIA TION
Any intimidation, coercion, discrimination or retaliation in any form against an indi vidual
who files a complaint or who reports harassment, discrimination, or mobbing, testifies,
assists, or participates in any manner in an investigation is a violation of this policy and
will no! be tolerated and, if found to have occurred, will result in disciplinary action . The
complainant should normally be contacted after completion of the investigation and after
any discipline has been imposed to determine if retaliation has occurred and to determine
if the situation has been corrected. Any retaliatory acts against complainants or other
participants should be reported immediately to the Department Director, Human
Resources Director, and/or County Administrator.

X.

DISCIPLINARY ACTION
If, after the investigation, it is determined there is merit to the complaint, immediate and
appropriate discipline and remedial action will be taken . Depending upon the seriousness
of the misconduct and the offending employee' s overall record, disciplinary action up to
and including termination may result consistent with negotiated agreements or the
Admini strative Procedures Manual. The specifics of any disciplinary action will be kept
confidential to the extent permitted by law. Absent highly unusual circumstances, the
complainant may be informed as to whether disciplinary action was taken, but not what
the specific action was.

WD ap/Ch3Sec53/T

Page 7 of8

Chapter 3
Section 53
Likewise, ifno discipline has been imposed, the complainant should usually be informed
of the reasons for that decision .
Xl

RIGHT TO USE EXTERNAL PROCESS
If the individual making the complaint of alleged harassment, discrimination, or mobbing
is dissatisfied with the results of the investigation or prefers an alternate course, a
complaint can be filed with the Oregon State Bureau of Labor and Industry (BOLl) or the
Equal Employment Opportunity Commission (EEOC).

XlI.

INTERPRETATION AND IMPLEMENTATION
Any questions relative to the intent or application of this procedure should be directed to
the Human Resources Director, who is delegated the responsibility to interpret and
implement this procedure.

Authorized: _ _ _ _ _ _ _ _ _ _ _ _ __
County Administrator

Effecti ve Date

This on-line version of the Administrative Procedures Manual
is a copy of the original signed by the County Administrator on

6/30/2009
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Appendix 1 - Harassment

Equal Opportunity Is the Law
It is against the law for this recipient of Federal financial assistance to discriminate on
the following bases:
Against any individual in the United States, on the basis of race, color, religion , sex,
national origin, age, disability, political affiliation or belief: and against any beneficiary of
programs financially assisted under Title I of the Workforce Investment Act of 1998 (WIA), on
the basis of the beneficiary's citizenship/status as a lawfully admitted immigrant authorized to
work in the United States, or his or her participation in any WlA Title I-financially assisted
program or activity.
The recipient must not discriminate in any of the following areas: deciding who will be
admitted, or have access, to any WlA Title I-financially assisted program or activity; providing
opportunities in , or treating any person with regard to , such a program or activity: or making
employment decisions in the administration of, or in connection with , such a program or activity.

What to Do If You Believe You Have Experienced Discrimination
If you think you have been subjected to discrimination under a WIA Title I-financially
assisted program or activity, you may file a complaint within 180 days from the date of the
alleged violation with either:
The recipient's Equal Opportunity Office (or the person whom the recipient has
designated for this purpose); or the Director, Civil Rights Center (CRC), U.S. Department of
Labor, 200 Constitution Avenue NW, Room N-4123, Washington, DC 20210.
If you file your complaint with the recipient, you must wait either until the recipient issues
a written Notice of Final Action , or until 90 days have passed (whichever is sooner), before filing
with the Civil Rights Center (see address above).
If the recipient does not give you a written Notice of Final Action within 90 days of the
day on which you filed your complaint, you do not have to wait for the recipient to issue that
Notice before filing a complaint with CRC. However, you must file your CRC complaint within 30
days of the 90-day deadline (in other words, within 120 days after the day on which you filed
your complaint with the recipient) .
If the recipient does give you a written Notice of Final Action on your complaint, but you
are dissatisfied with the decision or resolution, you may file a complaint with CRC. You must file
your CRC complaint within 30 days of the date on which you received the Notice of Final Action .
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SUBJECT: LAYOFF AND RECALL PROCEDURE
I.

Purpose
The purpose of this administrative procedure is to provide for the consistent application
of layoff and recall policies reflected in the Lane Code and Lane Manual. Related
Procedures: LM 2.275; APM 3.12.

II.

Scope
This procedure is applicable to all County departments. This procedure is applicable to
all classified, regular, non-represented County employees as defined by, and subject to,
the provisions of the Lane Manual. For classifications represented by a labor agreement,
layoffs will be according to the language of the applicable labor agreement.
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
This procedure may be amended by the County Administrator.

IV.

Procedure
A.

Elimination of Position. Appointing authorities may recommend abolition of a
position to the County Administrator on a department by department basis due to a
shortage of funds or work, a material change in duties, a change in organization unit
or for other reasons.
1. A department must submit the Reduction in Force document to Human
Resources at least 4 weeks before the effective date of layoff.
2. Reductions in Force under this section will become effective only after
approval by County Administrator.

B.

Layoff of an employee within an eliminated position will be determined by the
appointing authority, in consultation with Human Resources. Among employees in
similar classifications and the same DBM grade in a department, layoff decisions
shall be based on merit and fitness.

C.

Except as may be provided in the Sheriff’s Office General Orders for employees in
the Sheriff’s Office, non-represented employees are not eligible to bump other
employees (i.e., displace another employee with less seniority of the same or lower
classification).

D.

Reassignment. A department may offer an employee reassignment within the
department. That employee may choose to be laid off rather than be reassigned. If
they choose to be laid off rather than reassigned, it will not affect recall rights.

E.

Reduction of Hours / Demotions. Appointing authorities may recommend that an
employee's hours be reduced or that an employee be demoted. The employee may
choose to be laid off rather than accept the reduction of hours or demotion. If they
choose to be laid off rather than a reduction of hours or demotion, it will not affect
recall rights.

F.

Termination from County Employment.
1. Notification of employees to be laid off: When an appointing authority and
Human Resources determine that an employee must be laid off, the appointing
authority shall give written notice of the layoff to the employee at least
fourteen (14) calendar days before the effective date of layoff. Human
Resources shall coordinate preparation of the appropriate documentation and a
copy of the signed notification shall be sent to Human Resources.
2. Termination from County employment: Employees shall be terminated from
County employment effective the date of layoff.
3. Employees who are laid off may sell a maximum of eighty (80) hours of time
management inclusive of any time management previously sold back in that
year.
4. Recall Rights: Eligible employees with recall rights shall be given preference
for County employment in accordance with the following guidelines:
a. An employee shall maintain recall rights for a period of twelve
(12) months following the effective date of layoff, provided that
such employee has not refused a recall opportunity with Lane
County.
b. Employees who fail to notify the County of any changes in their
current address shall relinquish all rights to recall.
c. Laid off employees who have received any formally documented
discipline within one (1) year prior to layoff are ineligible for
recall.

d. Employees on layoff shall have recall rights only to their
previously held classification in the Department from which they
were laid off. The position to which they are recalled into must be
of substantially similar scope of duties as the position from which
they were laid off.
e. If more than one recall candidate for the same position exists, then
selection will be according to merit and fitness.
f. Employees recalled to the same classification from which they
were laid off will not serve a new probationary period.
g. Consideration shall be given for any COLA or across-the-board
increase granted during an employee’s break in service from their
classification upon the employee’s recall.
h. An employee who is recalled to the same classification and pay
grade as held at the time of layoff shall be reinstated at the
previously held rate or step in the pay range at which the employee
was placed at the time of layoff.
i. If an employee is recalled to a position in the classification with a
different pay grade, Human Resources, in consultation with the
appointing authority will determine the appropriate rate of pay
placement for the employee moving into the position within that
classification.
j. Credit toward the employees next merit date shall be reinstated,
minus the actual time of absence from the job if greater than seven
(7) calendar days.
k. Non-represented employees recalled will have their time
management accrual rate and length of service date reinstated. If a
non-represented employee is recalled after 90 days from the date of
layoff, length of service date will be reinstated minus the actual
time of absence from the job.
l. Credit towards the employee’s next merit date shall be reinstated
upon recall minus actual time of absence from the County, if
greater than seven (7) calendar days. If an employee is laid off
from the County for greater than twelve (12) months their merit
date will be one year from date of recall.
m. If and when employees are recalled, they may buy back all or part
of their previously accrued time management balance at the rate
they were cashed out at time of layoff.
n. Human Resources will send all eligible employees on recall a
written notification, to their last known address, of a vacant
position. A candidate who fails to accept recall within five (5)
business days following written notice of recall shall be deemed to
have voluntarily relinquished all recall rights to County service.
o. A recall candidate who will be away from their home address for
more than five (5) business days must inform Human Resources of
an alternative means of notice, or shall relinquish their recall rights
if the County attempts to contact them and fails to reach them.

p. A candidate shall typically be expected to report to work within
fifteen (15) calendar days of written acceptance of a recall
opportunity. Failure to do so may impact future recall rights
depending on the circumstances as determined by Human
Resources in consultation with the appointing authority.
q. Maintenance of Layoff/Recall Lists: Human Resources shall
maintain a current list of all former employees who have been laid
off consistent with provisions of this administrative procedure and
who maintain recall rights to County service.
r. Recall Process: The recall of laid-off employees shall be managed
by the Human Resources Department unless a department has
written authorization from the County Administrator for an
exception. Departments will not contact recall candidates. When a
department notifies Human Resources of its intention to fill a
vacancy, Human Resources will coordinate with the department on
the recall of any former employees.
5. Termination for Exhaustion of Non-Occupational Disability Leave
Employees, who have been terminated upon exhaustion of non-occupational
County paid disability leave benefits, shall be deemed to have been laid off
and shall have recall rights providing that within one (1) year of such
termination a written request to be placed on the recall list is made to Human
Resources. The request must include the employee's statement of willingness
to accept regular employment and it must be accompanied by a doctor's full
release stating clearly and in writing that the medical issue or condition has
been resolved to the point where the employee is fully capable of performing
the regular duties of the position from which they were terminated. The recall
provisions set forth in this procedure will apply as if the employee had been
laid off as of the date of the request for reinstatement.
VI.

Interpretation
Any questions relative to the intent or application of this policy shall be directed to the
Human Resources Director, who is delegated the authority to interpret and implement
this administrative procedure.

Authorized:
County Administrator

5/16/2012
Effective Date
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SUBJECT: EMPLOYEE SEPARATION PROCESS
I.

Purpose
This administrative procedure establishes the process to be followed for the orderly and
complete separation of terminating County employees. This includes all types of
separation, for example, layoffs, resignations, dismissals, etc. The procedure describes the
forms to be used and the proper method for completing them, the exit interview, and the
processing of the employee's final check.

II.

Scope
This procedure is applicable to all County departments. 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.

Amendments
This procedure may be amended by the County Administrator.

IV.

Procedure
A.

Terminations
1.

Prior to the employee's last day of work, employees are required to return all
County equipment, property, and keys to their supervisors, and to make a
thorough check of their work area for personal belongings. The employee is
required to return the County identification card at the time the final paycheck

WP ap/Ch3Sec56.00085/T

1 of 5

Chapter 3
Section 56
is disbursed. It will be the responsibility of the employee's supervisor to ensure
that the above steps have been followed prior to employee’s termination.
2.

3.

B.

When an employee separates from County employment, a Personnel Action is
required.
a.

The department completes the Personnel Action. Valid termination
reason codes are listed in Appendix VI.

b.

The department completes the Payroll Termination Worksheet (instructions are also provided on the back of the worksheet). Copies of this
worksheet are available from the Office of Personnel Services.

c.

Copies of the Personnel Action and the Payroll Termination Worksheet
are distributed to:
1.
One copy of each to the employee
2.
One copy of each is sent to the Office of Personnel Services
3.
One copy of each is retained in the department files

A final check will normally be available after 4:30 p.m. on the last day of
employment for all terminated employees. In order to process the final check,
all aforementioned terminating forms must be completed and submitted to the
Office of Personnel Services by 9:00 a.m. of the date of termination. The check
may be picked up from the Office of Central Payroll Services, or the check may
be mailed to the employee if the Office of Central Payroll Services is notified.
The last recorded address of the employee will be used unless the Office of
Personnel Services is given an alternative address. Failure to return all County
property assigned to the employee may cause a processing delay with the final
check. Failure to return County property may also be cause of action by the
County against the employee to recover the value of the property.

Medical Insurance Benefits
Qualified terminating employees, under the provisions of federal COBRA regulations
have a right to continue medical, dental and vision care benefits for a limited period
on a self-pay basis. Employees will receive information regarding their rights under
COBRA prior to termination.
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C.

Retirement
1.

2.

Definition
a.

The word "retirement" as used in LM 2.300(2) has meant and continues
to mean a) 50 years of age or older for employees who are designated as
Police and Fire as defined in ORS 237.121 and 237.610 or 55 years of
age or older for all other employees, and b) immediately begin receiving
benefits under PERS by the first of the month following separation from
County employment. Although employees may not receive their first
payment from PERS for some time following termination, the PERS
payment will be retroactive to the first of the month following the
employee’s separation which must be verified as described in 5C. below.

b.

"Continuous years" has meant and continues to mean full uninterrupted
years of service. However, a period of interruption occasioned by
voluntary leaves of absence without pay or a layoff and recall within the
recall period, shall be subtracted from the computation of time of service,
but shall not cancel the period of prior service accrued.

c.

"Health insurance" has meant and continues to mean medical coverage
only.

Eligibility For County-paid Retiree Medical Insurance
a.

Employees in permanent positions employed on or before March 5, 1991
who have worked 10 continuous years and who meet the retirement requirements as stated in C. 1. a. above shall be eligible for County-paid
retiree medical insurance and may transfer from the active group to the
retired group.

b.

Those employees in permanent positions employed on or before March
5, 1991 and who have worked ten continuous years and are receiving
benefits under the County long term disability program shall be eligible
for county-paid retiree medical insurance regardless of age.

c.

Upon retirement, all employees hired on or after March 6, 1991 shall not
be eligible for retiree medical insurance benefits on a County-paid basis.
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3.

Employees who withdraw from the County-paid retiree medical insurance
program for retired employees may not be reinstated into the program.

4.

Retirees eligible for County-paid retiree medical insurance benefits will be
enrolled in the early retiree medical plan until they become eligible for
Medicare. Retirees eligible for Medicare will be enrolled on the Medicare
Supplement Plan and they will be reimbursed for the Medicare premium.

5.

In order to be eligible for County-paid retiree medical insurance, the retiree shall
provide a copy of their notice of entitlement from PERS within 90 days of
separation of employment as retirement verification.

6.

Eligible dependents, enrolled on the active medical plan, can continue to be
covered under the Retiree Medical coverage at the time of the employee’s
retirement. A spouse who is currently covered under another active group
medical insurance plan when the employee retires, may enroll at the time of the
employee’s retirement or within 31 days following loss of coverage under the
other group medical insurance plan.
There is no open enrollment period for the Retiree Medical plan. Dependent
eligibility is not extended to a new spouse or new dependent children, except a
newborn child. A newborn child is eligible and will be enrolled at birth, if the
retiree has family coverage in affect at the time of retirement.

7.

Pre-retirement Incentive
Employees who meet the County’s length of service requirement and who were
employed on or before March 5, 1991, but who do not meet the County’s age
requirement for County-paid retiree medical benefits may self pay until they are
eligible and drawing PERS, up to a maximum of 5 years. If the employee is age
eligible and receiving PERS, the County will then provide County-paid retiree
medical insurance. If the employee does not receive PERS, they will not be
eligible for County-paid retiree medical insurance.

D.

Exit Interview
1.

Terminating employees will be given voluntary exit interviews whenever
feasible. The department will call the Office of Personnel Services to set up an
exit interview. The exit interview will be scheduled on the last day of
employment whenever practical.
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V.

2.

The department will give the employee an Exit Interview Questionnaire. Copies
of the Exit Interview Questionnaires are available from the Office of Personnel
Services.

3.

The employee will bring a completed Exit Interview Questionnaire to the
interview. The interview will be on County time and held in the Office of
Personnel Services. Interviews will usually be scheduled during the last four
hours of the employee's last day of work.

4.

At the end of the interview, the employee will be counseled on any questions
concerning benefits.

5.

The interviewer will recap information received from the employee and the
questionnaire. As appropriate, the Office of Personnel Services will send summaries of the information to the proper departments.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to
the HRMS Director who is delegated 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
____________.
10/29/97

WP ap/Ch3Sec56.00085/T

5 of 5

ATTACHMENT I
GUIDE FOR TERMINATING EMPLOYEES
In order to assist you in making your final, last-minute departing preparations, the following
information will answer some of the questions you might have. Please keep in mind that these
are general guidelines only. For information regarding your specific case, contact your
departmental personnel representative or the Office of Personnel Services (x4171).
1.

Your Final Paycheck
Provided that your personnel termination forms (i.e., Notice of Change Form and
Payroll Termination Worksheet) were received by the Office of Personnel Services by
the deadlines established, you may pick up your final paycheck in the Payroll Section
after 4:00 p.m., on your last day of employment. You must show identification before
Payroll will release your check. If you were issued a County identification card, and
Lane County parking permit you must turn it in at this time.
If you are unable to pick up your paycheck, it will be sent to you at your last mailing
address on the County records. If you wish to have the check mailed to you or if your
address is different from the one listed on the County records, please notify the Office
of Personnel Services by entering it on the Payroll Termination Worksheet.
Your final paycheck will include any or all of the monies to which you are entitled.

2.

A.

Time Management will be paid at a rate of 1 hour for every 2 hours of accrued
time. Any remaining vacation banks will be paid at a one to one ratio.

B.

Full pay at the rate of time and one-half for all compensatory time accrual (if
eligible).

An Exit Interview
Prior to or on your last day of employment with Lane County, you may request and
your supervisor will schedule an exit interview appointment for you with a member
of the Office of Personnel Services if you are a classified employee.
An Exit Interview Questionnaire will be provided for you by your supervisor so you
may complete it prior to your exit interview appointment and take the completed form
with you to the interview.
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3.

Your Insurance
A.

MEDICAL/DENTAL/VISION INSURANCE
Group medical, dental and vision insurance coverage will end for you and your
enrolled dependents on the last day of the month in which you terminate
employment with Lane County. If you are eligible under the guidelines of the
federal COBRA regulations, you may continue the medical, dental and vision
coverage you were enrolled in at the time of your separation, for up to 18
months, by self paying the monthly premiums. You will receive a COBRA
notification and enrollment application within 15 days following the end of the
month in which you terminated employment.
Blue Cross also has available a number of individual plans. For information
about converting your group insurance to an individual plan, contact Blue Cross
at 342-3317.

B.

STANDARD LIFE INSURANCE
Your group term, accidental death and dismemberment, dependent life and
supplement life, and occupational life (Public Safety only) insurance coverage
will all end on the date of your termination of employment with Lane County.
For information about conversion of your group term insurance to an individual
plan, contact Standard Insurance at 683-4747, or mail a Standard Insurance
Group Conversion interest card, within 31 days following separation of
employment with Lane County. Standard Insurance Group Conversion cards
are available from Personnel Services.

4.

Your Public Employees Retirement System (PERS) Contributions
If you are a member of the Public Employees Retirement System (PERS) and under
age fifty-five (55), or a police member under age fifty (50), you may opt to withdraw
or retain your contributions upon termination of employment with Lane County.
A.

No action is necessary to retain your contributions, however, it is advisable that
you refer to the sections titled "Vesting" in your PERS Member's Handbook for
more information, or contact the PERS Office - 1099 SW Columbia Street,
mailing address.. Box 73, Portland, OR 97207-0073, telephone 503-229-5824).

B.

If you wish to withdraw your funds, a withdrawal form can be obtained from
PERS. Lane county will mail PERS a separation notice within 2 weeks
following the end of the pay period in which you terminate employment.
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If you withdraw your funds before retirement age, you forfeit all retirement
benefits paid by the County. You may incur some income tax liability.
Note: Take into consideration (especially if you are being laid off) that you
cannot be re-employed by a participating PERS agency for the remainder of the
month in which you terminate and one full month following without repaying
the entire amount withdrawn in a lump sum upon such employment.
5.

Your Deferred Compensation
If you are enrolled in the ICMA-RC deferred compensation plan, "within 60 days after
leaving employment, you have the right to select the date your payment begins."
ICMA-RC can be contacted at, (503) 452-9861 or (800) 669-7400.
If you are enrolled in NACO/PEBSCO deferred compensation plan, you "must notify
NACO/PEBSCO of the date on which you would like to begin receiving payments.
This must be done within sixty days following the close of the plan year in which you
retire or terminate your employment." NACO/PEBSCO can be contacted at (503)
484-2336, or (800) 942-3621.
IMPORTANT, if you do not identify a payment start date within the periods specified
above, your payments will begin when you reach age 65. Once selected, the payment
start date can not be changed.

6.

Last Minute Details
A.

You are required to return all County equipment and/or property to your
supervisor (keys, clothing, tools, copy cards, parking permit etc.).

B.

Be certain you have made a thorough check of your work area for personal
belongings.

C.

Your County identification card and parking permit should be turned in to the
Payroll Section at the time you pick up your final paycheck.

If you have any questions, please contact the Office of Personnel Services at 687-4171.
We hope this information has helped you to make certain you have not forgotten any important
details and has given you a general idea of the options available to you before leaving Lane
County government. The Payroll Section will mail your W-2 form, Statement of Wages Earned,
to you at the beginning of next year to your last known mailing address; therefore, it is important
for you to notify the Office of Personnel Services of any change of address.
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TERMINATING EMPLOYEES
ATTACHMENT II
TERMINATING EMPLOYEES
EMPLOYEE RELATIONS & BENEFITS MANAGER
MEDICAL/DENTAL/VISION INSURANCE BENEFITS
With this final payroll check the employer-employee relationship ceases. At this time, the ex-employee
has certain labor contracted and statutory rights concerning continuation of group health insurance. Below
is a summary:
A.

GENERAL SERVICE
An employee terminating employment without meeting eligibility for either County paid Retiree
medical or PERS retiree self-pay medical, are eligible to self-pay group medical only or medical,
dental and vision coverage for up to 18 months. There are certain eligibility requirements, in
particular to be eligible, the terminating employee and or their dependents can not be covered by
another group plan. Other eligibility requirements are outlined in the COBRA notice which is
mailed to each terminating employee with group health insurance coverage. Enrollment election
forms must be returned to the group within 60 days of becoming eligible for COBRA coverage.
The terminating employee becomes eligible to apply for COBRA continuation the first of the
month following separation of employment from Lane County.

B.

WITH SERVICE RETIREE MEDICAL, INCLUDING DISABILITY RETIREMENT
If the terminating employee is retiring with service years and meets all eligibility requirements
for County paid medical, retiree medical begins the first of the month following retirement. The
retiree is eligible to self-pay dependent coverage. Dependent who were on the group plan at the
time of retirement may be enrolled as dependents on the retiree medical plan only at the first of
the month following retirement. There is no open enrollment period for this medical group,
dependents can not be added later.
Dental and vision can be continued for up to 18 months following retirement, as outlined under
COBRA continuation eligibility regulations.

C.

PERS RETIREE, WITHOUT SERVICE YEARS
The retiree who is collecting PERS benefits immediately upon retirement, but is not eligible to
receive County paid medical, may self-pay group retiree monthly premiums until the age of 65,
or eligibility for medicare, whichever occurs first.
Dental and vision can be continued for up to 18 months following retirement, as outlined under
COBRA continuation eligibility regulations.
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D.

LAYOFF
If are laid off, you will be eligible to self-pay coverage for up to 18 months following layoff, as
outlined under COBRA continuation eligibility regulations.
If you do not continue insurance after the layoff and you return to active work within six (6)
months of being laid off, you and any previously insured dependents may re-enroll under the
medical, dental and vision plans, without re-satisfying a new probationary period. You will also
be credited with any previously satisfied waiting period for pre-existing conditions, if applicable,
and/or calendar year deductible to your coverage.

E.

DEPENDENT COVERAGE
Under COBRA: In situations of divorce, or employee/retiree's death when the dependent
surviving spouse is under age 55, the spouse and/or dependent(s) have the right to continue
coverage by self-paying monthly premiums.
Under RETIREE MEDICAL: The enrolled dependent spouse age 55 or over, in situations of
divorce or the surviving spouse, in situations of a retiree's death, may self-pay until age 65, or
eligibility for medicare, whichever occurs first. In the situation of a divorce, the spouse under
age 55, who meets eligibility requirements may self-pay under COBRA up to a maximum period
of 36 months.
Lane County must be notified within 30 days of the death or divorce. This can be done by
contacting Employee Relations and Benefits, at (503) 687-3660.

F.

PAYMENTS
Payments are due on the first of the month of coverage. For example January's premiums are due
January 1. It is the responsibility of the terminating employee to make premium payment when
due. Lane County does not provide any notice of payment due.
If a payment is late, coverage will be canceled for that month. You will have until the last day
of the month to pay the current premiums due and the following month's premium in order to be
reinstated without a break in coverage. Late payments after the last day of the month due, will
not be accepted.
Premiums are payable to Lane County, and can be mailed or delivered to Lane County, Attention:
Central Payroll/Insurance, 125 East 8th Avenue, Eugene, Oregon 97401. Premium costs will be
provided with the COBRA notification.

If you have any questions about your insurance rights upon separation from County employment, contact
Employee Relations and Benefits, at 687-3660.
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APPENDIX VI - CODES
Issue 2 - 6/30/92

A.

TERMINATION REASON CODES
1 -

Dismissal (use two characters; for example, 1-C)
A - Absenteeism/Tardiness
B - Failed to Follow Orders
C - Not Qualified
D - Violation of County Rules
E - Other

2 -

Resignation (use two characters; for example 2-H)
F - Refused Transfer
G - Refused Recall
H - Change of Residence
I - Family Obligations
J - Other Employment
K - Illness/Injury
L - Other
M - School

3 -

Layoff

4 -

End of Job

5 -

Retirement (use two characters; for example, 5-M)
M - Mandatory
N - Voluntary

6 -

Long-Term Disability

7 -

Death

8 -

Other

9 -

Recall

10 - Probationary Termination
11 - Workers' Compensation
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B.

EEO CODES
C B H A I -

Caucasian
Black
Hispanic
Asian
American Indian
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SUBJECT: APPEALS OF PERSONNEL ACTIONS/DISCRIMINATION COMPLAINT
PROCEDURE
I.

Purpose
The purpose of this procedure is to establish a standard method for employees to appeal
personnel actions, except those matters grievable under an existing labor agreement that
are not subject to this appeals procedure, and for employees, applicants, and other users
of County services to file a complaint of discrimination or harassment in violation of
federal or state laws, local ordinances or Lane County policies and procedures. Related
Procedures: LM 2.385; APM 3.53.

II.

Scope
This procedure shall be the sole procedure utilized by permanent nonprobationary
employees to appeal disciplinary and nondisciplinary personnel actions (appeal of
performance evaluations is covered in Chapter 3, section 48), and for employees,
applicants, and other users of County services to file a complaint of discrimination or
harassment. Where departments have procedures in place to address client complaints
because of federal or state funding requirements, those procedures should be followed
where applicable. Departments wishing an exception to the application of this procedure
shall submit a written proposal to the County Administrator. Exceptions will take effect
upon written approval of the County Administrator. Those matters grievable under an
existing labor agreement are not subject to this appeals procedure.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Definitions
A.

ADVERSELY AFFECTED - The personnel action results in a monetary loss or
violation of substantial employee rights.

B.

COUNTY ADMINISTRATOR - The County Administrator or his or her designee.
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V.

C.

DAYS - Calendar days, unless otherwise specified.

D.

DEPARTMENT DIRECTOR - Either the Department Director or the Department
Director's designee.

E.

DISCIPLINARY ACTION - As defined in APM Chapter 3, Section 52 or the
Department of Public Safety Manual, whichever is appropriate.

F.

DISCRIMINATION/HARASSMENT - Verbal, physical or other discriminatory or
harassing conduct directed toward another person based upon their race, national
origin, gender, age, religion, disability or other characteristic as defined by federal
or state laws, local ordinances, or Lane County policies.

G.

HUMAN RESOURCES DIRECTOR - The Human Resources Director or his or
her designee.

H.

MEDIATION - an alternative dispute resolution approach involving the voluntary
participation of the parties in an effort to achieve a mutually acceptable resolution
to the complaint.

I.

PERSONNEL HEARINGS OFFICER - The Hearings Official designated by the
County Administrator to perform the duties specified in this procedure.

J.

PERSONNEL ACTIONS - Any action taken with reference to appointment,
compensation, tenure, promotion, demotion, transfer, layoff, dismissal or similar
matters affecting the status of employment.

Process
Except as provided elsewhere in this procedure, all complaints and/or appeals must be
pursued as specified below:
Current non-probationary employees appealing personnel actions should begin the
process at Step 1 as outlined below. Current non-probationary employees supervised
directly by the Director of their Department should proceed to Step 2 after attempting to
resolve the complaint informally.
Current non-probationary employees directly
supervised by the Human Resources Director should proceed to Step 3. The complaint
should be submitted to the County Administrator, who shall designate a separate
Department Director to conduct Step 3 of this procedure.
Employees, applicants, and other users of County services filing a formal complaint of
discrimination/harassment should proceed to Step 3 of this procedure. Where
departments have procedures in place to address client complaints because of federal or
state funding requirements, those procedures should be followed where applicable.
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In all cases, it is the intent of this procedure that complaints and appeals should be
resolved at the lowest possible level. Appellants and complainants are encouraged to
seek informal resolution through the supervisor or department head prior to initiating
formal steps.
A.

Step 1
1.

2.

B.

After attempting to resolve the complaint in an informal discussion with the
immediate supervisor, the employee may appeal the action by providing his
or her immediate supervisor a written appeal within seven (7) days from
when the employee knew or reasonably should have known of the event
giving rise to the complaint. The appeal may be hand delivered or mailed
and shall include the following:
a.

The policies or procedures which are alleged to have been violated, if
any.

b.

A detailed description of the grounds of the appeal.

c.

A proposed remedy.

d.

The name and classification of the complainant and his or her
signature.

e.

The name of the representative, if any.

f.

The date of submission.

The immediate supervisor shall meet and discuss the appeal with the
employee within seven (7) days of receipt of the appeal. The supervisor's
written response must be delivered to the employee within seven (7) days of
the meeting with the employee, with copies to the Department Director and
the Human Resources Director.

Step 2
1.
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If the supervisor fails to respond within fourteen (14) days of the filing of the
complaint, or if the employee is dissatisfied with the supervisor's response,
the employee may elevate the appeal to Step 2 by delivering a written appeal
to the applicable Department Director within seven (7) days of receipt of an
unacceptable response from Step 1, or if no response at Step 1 was received,
within twenty-one (21) days of filing at Step 1. Such appeal shall contain:
a.

The reason(s) for not accepting the Step 1 response.

b.

The date of filing.

Page 3 of 8

2.

C.

c.

A copy of the Step 1 filing and the supervisor's response if any.

d.

The name of the representative, if any.

The Department Director shall meet and discuss the matter with the
employee/complainant within seven (7) days from receipt of the
appeal/complaint and may conduct any other investigation he or she deems
necessary. The Department Director's written response must be delivered to
the employee/complainant within seven (7) days of the meeting with the
employee/complainant, with copies to the appropriate supervisor, and the
Human Resources Director.

Step 3
1.

Appeal of Personnel Actions.
If the Department Director fails to respond within fourteen (14) days of
receipt of the appeal, or if the employee is dissatisfied with the Department
Director's response, the employee may elevate the appeal to Step 3 by
delivering a written appeal to the Human Resources Director within seven
(7) days of receipt of an unacceptable response from Step 2, or if no response
at Step 2 was received, within fourteen (14) days of filing at Step 2. Such
appeal shall contain:

2.

Ch3Sec60Issue4

a.

The reason(s) for not accepting the Step 2 response.

b.

The name of the representative, if any.

c.

The date of filing at Step 3.

d.

Copies of all filings and responses along with all supporting documentation.

Discrimination/Harassment Complaints. Employees, applicants, and other
users of County services filing a complaint of discrimination or harassment
must submit either a fully completed Complaint of Discrimination or
Harassment form or a signed written statement containing the following
information:
a.

Name, address and phone number.

b.

Place of employment (if current employee).

c.

A detailed description of the alleged discriminatory or harassing
action.
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d.

Date action occurred.

e.

Desired remedy.

The form or statement should be directed to the Human Resources Director
within fourteen (14) days from when the complainant knew or reasonably
should have known of the event giving rise to the complaint.

D.

3.

The County Administrator will designate an appropriate manager to
investigate the appeal/complaint. This investigation may include meeting
with the complainant, the supervisor, the Department Director and any other
parties involved in the events giving rise to such appeal/complaint.

4.

In an effort to resolve the issues giving rise to the appeal/complaint, the
County Administrator's designee may offer mediation to the parties involved
in an effort to achieve a mutually acceptable resolution to the complaint. If
held, mediation shall take place within fourteen (14) days of receipt of the
appeal at Step 3 or receipt of the harassment/discrimination complaint.
Mediated resolutions shall be reduced to writing and will be binding upon
the parties involved.

5.

a
Where mediation is not used, the County Administrator's designee
shall issue a written decision within twenty-one (21) days of receipt of the
complaint. Where mediation was attempted but no mutually acceptable
resolution is achieved, the County Administrator's designee shall issue a
written decision within 14 days of conclusion of mediation.
b.
Such decision(s) shall include a description of the problem, findings of
fact and the basis for the decision. Copies of the decision shall be sent to the
individual filing the appeal or complainant and the applicable Department
Director. In such case, the decision at Step 3 shall be final and no further
appeal shall be available unless the case involves discipline of suspension,
demotion or dismissal, layoff or other involuntary removal from paid
employment status.

6.

Use of Lane County internal Appeal/Complaint Procedure does not preclude
filing of discrimination or harassment charges with a federal or state agency.
If such a charge is filed, Lane County will have no obligation to complete
any pending investigation or mediation under these APM procedures.

Step 4
1.
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On cases involving discipline of suspension, demotion or dismissal, layoff or
other involuntary removal from paid employment status, if no response is
received within twenty-one (21) days of submitting the Step 3 appeal or if
the employee is not satisfied with the response, the employee may elevate
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the appeal to Step 4 by filing a written appeal with the Human Resources
Director within seven (7) days of receipt of the response or if no response
was received, within twenty-eight (28) days of filing at Step 3. The appeal at
Step 4 must be in writing and contain:
a.

The reasons for not accepting the Step 3 decision.

b.

Reference to all supporting documentation.

c.

Relief sought.

d.

The date of the appeal.

e.

The signature of the complainant.

2.

The appeal and all relevant materials shall be forwarded to the County
Administrator within seven (7) days of receipt of the appeal. The County
Administrator shall appoint a Personnel Hearings Officer, who shall schedule
a hearing within thirty (30) days from the date of the Step 4 appeal.

3.

The Personnel Hearings Officer shall notify the parties of the time, date and
location of the hearing at least fourteen (14) days prior to the date of the
hearing. Any party who desires a postponement shall upon receipt of the
notice of the hearing, promptly make a written request for such
postponement, stating the reason for the request in detail. The Personnel
Hearings Officer may grant such postponement for good cause.

4.

The Personnel Hearings Officer shall determine the relevance of evidence
and shall admit evidence of a type commonly relied upon by reasonable,
prudent persons in the conduct of their serious affairs.

5.

The Personnel Hearings Officer has the power to subpoena witnesses and
documents and to exclude witnesses while other witnesses are testifying.

6.

The parties shall have the right to consult counsel or to have counsel or
another person represent them at the hearing.

7.

Cross-examination of witnesses will be allowed the opposing parties.

8.

The burden of coming forward with the evidence and persuading by a
preponderance of the evidence is on Lane County in disciplinary action. The
burden of coming forward with the evidence and persuading by a
preponderance of the evidence is on the complainant in all other cases.
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VI.

9.

The Personnel Hearings Officer shall use as a standard of review the
"reasonable employer test." (This is a recognized, objective test similar to
the "reasonable person" standard of care in the tort of negligence.)

10.

Documents submitted into evidence for purposes of the hearing shall not
become public records unless the records are otherwise deemed to be public
records under ORS Chapter 192.

11.

The hearing shall be closed to the public unless the employee requests an
open hearing in accordance with ORS 192.660. The confidentiality of
employees, clients or other nonpublic information shall be maintained.

12.

The Personnel Hearings Officer must produce a record of the proceedings,
which shall be maintained in the personnel file of the employee following
completion of the case.

13.

The decision of the Personnel Hearings Officer must be in writing and be
made part of the record. The Personnel Hearings Officer shall make a
decision that is supported by findings of fact and conclusions of law. The
decision shall be conclusive and binding on all parties. The Personnel
Hearings Officer may affirm, modify or reverse the decision of the County
Administrator’s designee but shall have no authority to alter, modify, vacate
or amend any lawfully established rule, regulation, policy or procedure. The
Personnel Hearings Officer shall not decide on any condition that is not
specifically established as a rule, regulation, policy or procedure but shall be
specifically limited to decisions of fact and law respecting the uniform
application of such rules, regulations, policies or procedures. The Personnel
Hearings Officer shall send copies of the decision to the parties or their
representative.

14.

Remedies shall be limited to reinstatement, back pay and appropriate
declaratory and injunctive relief. No special, general punitive damages,
attorney fees or costs shall be awarded. Any award of back pay shall be
reduced by any amounts an individual has received in unemployment
benefits during the applicable time period.

15.

Final action by the Personnel Hearings Officer is reviewable only on petition
of any party in Writ of Review proceedings (ORS Chapter 34).

General Provisions
A.

When a specific procedure contained within the Administrative Procedures Manual
specifies a step other than Step One of this procedure as the correct step for filing
an appeal, such appeal must be made to that step within seven (7) days from when
the appellant knew or should reasonably have known of the event giving rise to the
appeal.
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VII.

B.

When the appeal involves a decision made outside the employee's department or
when the appeal alleges discrimination or harassment, the filing must be made at
Step 3 of this procedure within fourteen (14) days from when the employee knew
or should reasonably have known of the event giving rise to the appeal/complaint.

C.

All meetings and hearings under this procedure shall be kept informal and private
to the extent allowed under Oregon law and shall include only parties of interest.

D.

Employees may have a representative of their own choosing present at any
meetings held pursuant to this procedure. However, any and all costs involved in
obtaining representation shall be borne by the appellant/complainant.

E.

Failure by the aggrieved party or that party's designated representative to properly
observe time limits specified in this procedure, unless a mutually agreed-to
extension has been executed in writing, shall cause the appeal to become null and
void.

F.

Failure by management to respond within the time limits specified in this
procedure, unless a mutually agreed-to extension has been executed in writing,
shall be deemed as a denial of the appeal as of the deadline date for response.

G.

Extensions to the time limits shall be permitted under the following circumstances:
1.

The time limits set forth in this article may be extended by mutual
agreement.

2.

If the appellant/Complainant, the supervisor or any other directly involved
individual is unavailable to properly investigate the incident because of
illness or vacation, the time limits specified herein shall be extended by the
number of days the individual specified is unavailable.

3.

If the incident(s) giving rise to the potential disciplinary action involve
alleged criminal activity, the time limits specified in this article shall
commence at the close of any related criminal investigation or legal action.

Interpretation and Clarification
Any questions relative to the intent or application of these procedures should be directed
to the Human Resources Director who shall have the responsibility for implementing and
interpreting this procedure.

Lane County
Authorized:

2/2/2012
Effective Date

County Administrator
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 3
Section 62
Issue 1 3/31/95
Date
SUBJECT: ATTENDANCE
I.

Purpose
The purpose of this administrative procedure is to establish a standard policy and process for
attendance at work. Related Procedures: LM 2.265; APM 3-34

II.

Scope
This procedure is applicable to all County departments. 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 representatives, the terms of such agreements shall prevail.
Departments wishing an exception to the application of this procedure shall submit written
proposals 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.

IV.

Policy and Procedure
A.

Workweek/Hours of Work
1.

The workweek for all County employees begins at 10:00 p.m. on Friday and ends
the following Friday at 9:59 p.m. A different workweek for law enforcement
personnel may be established in accordance with the provisions of Section 207(K)
of the Fair Labor Standards Act.

2.

The hours of business for all County offices shall generally be from 8:00 a.m. to
5:00 p.m. on every workday, or for specified offices as determined by the County
Administrator, except as provided herein.
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B.

Flexible/Variable Work Hours
Flexible or variable work schedules for employees may be established by department
directors. Department directors shall review all applicable labor contracts to verify that
a work schedule is consistent with existing contract provisions, the Fair Labor Standards
Act Standards Act and Oregon Revised Statutes. See Chapter 3, Section 42, for further
information.

C.

Shift Schedules
In addition to the normal hours of business, the County may schedule employees to
work on other work shifts as part of the employee's normal work schedule. These shifts
may be in the afternoon, evening, and early morning, as well as on weekends and
holidays.

D.

Adverse Weather
When a nonexempt employee is unable to report to work or reports late to work because
of adverse weather conditions, the employee may elect to charge that time against
accrued compensatory time or time management leave or to take leave without pay.

E.

Exempt Employee
An exempt executive, administrative or professional employee as defined by the FLSA
who regularly receives a predetermined amount of compensation each pay period that
constitutes all or part of the employee's compensation, which amount is not subject to
reduction because of variations in the number of days or hours worked unless one of
the following exceptions is met:
1.

The employee is absent from work for a day or more for personal reasons, other
than sickness or accident.

2.

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

3.

The County imposes penalties in good faith for major safety violations.
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V.

Interpretation and Implementation
Any questions relative to the intent or application of this procedure should be directed to the
HRMS Director, who is delegated the responsibility for interpreting and implementing this
procedure.

Authorized:
County Administrator
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ATTACHMENT I
Vacation Accrual
1.

Employees filling permanent or temporary full-time positions budgeted or approved in excess of six (6) months
shall normally accumulate vacation leave according to the following schedules:
a.

For All BGU 01, 02, 03, 05, 06, 13, and 14 Employees: See current labor contracts.

b.

For All 09/05, 10, 11, and 12 Employees within the Department of Public Safety and the County Sheriff:
A new employee having completed six (6) full calendar months of employment in full-time status shall
be credited with sixty (60) hours of vacation leave.
Thereafter, vacation shall be accumulated at the following rates:

Months of Service

Days (Hours)
Vacation
Vacation Per Year
Accumulations

7-60 mos. (0-5 yrs.)
15 (120 hrs.)
4.615 hrs./pay period
61-120 mos. (5-10 yrs.)
17-1/2 (140 hrs.) 5.385 hrs./pay period
121-180 mos. (10-15 yrs.) 20 (160 hrs.)
6.154 hrs./pay period
181-240 mos. (15-20 yrs.) 22-1/2 (180 hrs.) 6.923 hrs./pay period
241 mos. & over (20 yrs.
25 (200 hrs.)
7.692 hrs./pay period
& over)
2.

Vacation leave will continue to accumulate during vacation leave taken and any other approved paid leave.

3.

An employee may accumulate vacation leave to a maximum of two hundred eighty (280) hours or twice the
annual vacation leave, whichever is greater. The maximum allowable accrual will be prorated on authorized
hours for part-time employees. An employee who has acquired the maximum allowable accumulation of
vacation leave may continue to accumulate vacation leave for the balance of the calendar year in which the
maximum accrual was reached, provided, however, that the employee take sufficient vacation leave to reduce
the accumulation to the maximum allowable prior to March 31 of that year or forfeit the excess.

4.

Employees shall be required to take a minimum of one (1) week of accumulated vacation per year.

5.

Any employee who is about to lose vacation credit because of accrual limitations may request permission to
take vacation leave to prevent loss of such time. Such action taken by the employee shall not constitute a basis
for disciplinary action or loss of pay.
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Attachment II
Lane County Time Management Program

1.

PURPOSE
It is the purpose of the Lane County Time Management Program to provide nonrepresented
employees, except within the Department of Public Safety, with a leave-with-pay program that
is easily understood, responsive to individual needs, and easy to administer. NOTE: Public
Safety employees in "Bargaining Unit/Subgroup" 0902 are included in this program.

2.

SCOPE
This program covers all such nonrepresented employees. Those employees covered by the
provisions of this program shall not be eligible for separate leave benefits covering the
following:
a.
b.
c.
d.
e.

3.

Sick leave (nonoccupational illness or injury leave)
Family emergency
Vacation leave
Personal day
Compensatory time (except as provided by the Fair Labor Standards Act)

LEAVE-WITH-PAY PROVISIONS
a.

Employees entering the Time Management Program will be credited with their existing
compensatory time balance and with their existing sick leave accrual up to a maximum
of ten (10) days, and these credits will be transferred into the Time Management
Program. Exempt employees (including new employees) will earn leave, based on
full-time service, in accordance with the following schedule:

Months of
Service

Earned Leave

0-48 months (0-4 years)
49-108 months (4-9 years)
109-168 months (9-14 years)
169-228 months (14-19 years)
229 months and over (over
19 years)
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Earned Leave
Accumulation
31 days/year
35 days/year
39 days/year
43 days/year
47 days/year

9.538 hours/pay period
10.769 hours/pay period
12.000 hours/pay period
13.231 hours/pay period
14.462 hours/pay period
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Nonexempt employees will earn leave, based on full-time service, in accordance with the
following schedule:
Months of
Service

Earned Leave
Earned Leave
Accumulation

0-48 months (0-4 years)
49-108 months (4-9 years)
109-168 months (9-14 years)
169-228 months (14-19 years)
229-288 months (19-24 years)
289 months and over (over
24 years)

26 days/year
29 days/year
32 days/year
35 days/year
38 days/year
41 days/year

8.000 hours/pay period
8.923 hours/pay period
9.846 hours/pay period
10.769 hours/pay period
11.692 hours/pay period
12.615 hours/pay period

b.

For permanent part-time employees, all reference to time accrual or usage in the Time
Management Program shall be prorated according to the percentage of full-time
equivalency authorized for the position.

c.

An employee's existing vacation accrual at the time of entering the Time Management
Program will be preserved in a separate balance. Any vacation balance greater than twice
the employee's annual vacation accrual rate or 280 hours (whichever is greater) will be
transferred to the Time Management Program. For this purpose, the vacation accrual rate
for each employee will be that which exists as of the initiation of the Time Management
Program. Employees with an existing vacation balance have the option of charging leave
to either the vacation balance or the time management balance.

d.

During the course of the year, absence from work for any reason other than on-the-job
illness or injury covered by Workers' Compensation or paid holiday shall be charged
against accrued earned leave. Earned leave shall accrue whenever an employee is on pay
status with the County. Employees do not accrue earned leave when on leave without
pay. Exemptions are granted for executive, administrative or professional employees
based on the definitions contained in the Fair Labor Standards Act. An exempt employee
regularly receives a pre-determined amount of compensation each pay period that
constitutes all or part of the employee's compensation, and that amount is not subject to
reduction because of variations in the number of days or hours worked. Exceptions for
certain absences are specified in Section 34, IV, I, and shall be charged against accrued
earned leave.

e.

If a nonoccupational illness or injury exceeds ten (10) consecutive workdays, the County
will provide compensated time off at the regular rate of pay for that period preceding
commencement of the long-term disability benefit [ninety (90) calendar days]. The first
ten (10) consecutive workdays shall be charged against accrued earned leave or shall be

WP ap/Ch3Sec62.00070/T

Chapter 3
Section 62
leave without pay if the employee does not have sufficient earned leave to cover the
absence. For this purpose, a workday is defined as any day when any use of earned leave
(or leave without pay if insufficient earned leave exists) occurs for a nonoccupational
illness or injury.
f.

If a non-occupational illness or injury exceeds ten (10) consecutive workdays or if an
employee has insufficient earned leave, the employee shall be expected to substantiate
the illness or injury to the satisfaction of the County.

g.

The employee's earned leave shall not be charged in the event of illness or injury when
such illness or injury is covered by Workers' Compensation. If an employee agrees
voluntarily to sign over to the County any Workers' Compensation check for lost salary
for the first ninety (90) calendar days of the employee's on-the-job illness or injury, the
employee shall be paid at the normal rate for those absences occurring because of the
on-the-job injury or illness for a period not to exceed ninety (90) calendar days following
the illness or injury.

h.

An employee may accumulate earned leave, excluding the previous vacation balance, if
any, to a maximum of twice the annual time management accumulation. On March 31
of each year, any employee credited with accrued leave greater than twice the annual
accumulation shall forfeit that amount above the maximum accumulation. An employee
who has acquired the maximum allowable accumulation of earned leave may continue
to accumulate earned leave for the balance of the year in which the maximum accrual
was reached, provided that the employee take sufficient earned leave to reduce the
accumulation to the maximum allowable prior to the following March 31 or forfeit the
excess.

i.

Upon an employee's termination, after six (6) months of service all of the employee's
vacation balance, if any, and one-half (1/2) of all accumulated time management leave
shall be paid to the employee at the current rate of pay.

j.

In the event of an employee's death after six (6) months of service all accumulated earned
leave shall be paid to the employee's designated beneficiary at the current rate of pay.

k.

During the first five (5) years of employment, employees shall be required to take a
minimum of two (2) weeks of accumulated earned leave per year. Thereafter, employees
shall be required to take a minimum of three (3) weeks of accumulated earned leave per
year.

l.

Employees shall, whenever possible, request time off in advance. Use of such leave must
be scheduled between the employee and the County. When an employee is sick or an
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emergency requires his or her presence elsewhere, the employee must notify the
supervisor as soon as possible.
m.

n.

After six (6) months of continuous employment, employees may sell back accrued earned
leave to the County subject to the following restrictions:
i.

Funding must be available to pay for the request.

ii.

The maximum number of earned leave hours that can be sold for cash
compensation in a calendar year is the lesser of the number of leave hours taken
in the same calendar year or eighty (80) hours.

iii.

The earned leave hours must be scheduled or used prior to the sale of any accrued
earned leave hours.

During the last three (3) years prior to retirement, employees may sell up to 200 hours
per year of their annual leave accrual at the current rate of pay. Extensions of an
employee's scheduled retirement date notwithstanding, no employee will be entitled to
this benefit in more than three (3) years. Note: This paragraph is not subject to any of
the limitations expressed in paragraph m. of this policy.

(X)
()

Approved
Not Approved

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
3/31/95
____________.

WP ap/Ch3Sec62.00070/T

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 3
Section 63
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1

3/4/02
Date

SUBJECT: BREAST-FEEDING IN THE WORKPLACE
I.

Purpose
The purpose of this procedure is to establish a standard guideline for setting up a breastfeeding room, and to establish breast-feeding friendly practices for worksite support for
those County employees wishing to breast-feed upon return from maternity leave.

II.

Scope
This procedure is applicable to all County departments. 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 Management Services (MS) Director, supporting the
justification. Exceptions will take effect upon written approval of the County
Administrator.

III.

Amendment
This procedure may be amended by the County Administrator.

IV.

Guidelines
Lane County values and supports breast-feeding mothers in the workplace. We recognize
the benefits to infants and children from breast-feeding, to mothers who do breast-feed and
to employers who support breast-feeding friendly practices.

V.

Procedure
1.

A nursing mother may breast-feed her child in the Department of Management
Services in the Public Services Building. Management Services has designated this
room to be available to County employees. A nursing mother can either breast-feed
her infant during scheduled breaks and lunch, or pump breast milk for later feedings.
A sign-up sheet for using the PSB Breast-feeding Room will be posted on the Intranet
under Management Services.
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2.

For all off-site locations, reasonable efforts will be made to accommodate breastfeeding mothers, as needed, according the guidelines below. A breast-feeding mother
in an off-site location should communicate her need to her supervisor. A room need
not be reserved exclusively for this purpose, but may be a meeting room, extra room,
or a private office made available to the mother 2-3 times a day.

3.

Guidelines for a room:
This room is a private area containing a comfortable chair, a cupboard where a breast
pump can be stored, and electrical outlets. This room has a lock on the door and is
situated where other workers will not be disturbed. A sink for hand washing is
located nearby.

4.

Breast-feeding women will provide their own containers and storage.

5.

The breast-feeding woman shall be allowed a flexible schedule for nursing or
pumping to provide the best milk to her child.
For time above and beyond normal lunch and breaks, Time Management must be
used or the employee can come in a little earlier or leave a little later to make up the
time, as arranged in advance and approved by the supervisor.

6.

The Department of Management Services will promote the benefits of breast-feeding
and the availability and use of this room to all County departments.

7.

The Department of Health and Human Services – WIC program will make
information available to all County employees.
To access WIC, please contact 682-4606. At the time of your call advise WIC that
you are a County employee requesting breast-feeding information.

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
____________.
3/4/02
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SUBJECT:
I.

9/12/2012
Date
VOLUNTEER INJURY PROTECTION PLAN

Purpose
The purpose of this Plan is to facilitate the use of volunteers for the efficient operation of
County government while limiting financial risk to the County by absorbing some of the
risk of injury that would fall on the volunteer, and in turn the volunteer releases Lane
County from liability risk.
Lane County does not provide Volunteer Injury Workers’ Compensation Coverage.
However, this Injury Protection Plan (hereinafter “Plan”) covers injuries of authorized
volunteers. It is limited only to injuries sustained as a result of an accident while
performing volunteer duties.
If a volunteer is injured in a private vehicle, the vehicle owner’s insurance is responsible
for the volunteer’s medical bills. If at any time the County should acquire Workers’
Compensation Coverage, that coverage shall be primary.
If any provision in this policy is contrary to law, the law prevails.

II.

Scope
This procedure applies to all authorized volunteers of Lane County government.

III.

Amendments
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
A.

General. The purpose of this chapter of the APM is to implement:
1.

Policies and procedures with respect to medical coverage of injuries
sustained by volunteers while in the service of Lane County.

2.

The effective date of September 6, 2012.
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B.

Definitions
1.

C.

“Volunteer”: A person appointed to perform official County business
duties without remuneration or valuable personal benefits of any kind.
Volunteers are provided with assigned duties in writing and work under
direction and control of County staff. A volunteer has no right or
expectation of continued service and has no right to grieve working
conditions or treatment. Volunteers do not hold the same rights as
employees.

Terms and Conditions.
1.

This Plan is not remuneration for the work volunteers do for Lane County.
In exchange for the protection of this Plan, volunteers must agree to limit
the County’s potential liability by signing the waiver included in the
Conditions of Service for Lane County Volunteers. The approved release
and waiver is a prerequisite and condition of coverage. It must be signed
prior to injury.

2.

Only volunteers that have signed the Conditions of Service for Lane
County Volunteers and Partial Waiver and Release of Rights (see sample
at Appendix A, attached) are covered.

3.

Covered volunteers must notify their supervisor and Risk Management of
any injury as soon as possible and in no case later than five working days
following the accident.

4.

A covered injury is an injury to a covered volunteer that is caused directly
and solely by an accident occurring during, and arising out of, the
performance of official County business duties assigned by County staff.
The Maximum Amount that may be paid to or for any person for all
injuries from any covered accident is $25,000. Further terms, conditions,
and sub-limits are as follows.
a.

Medical Expense: We will pay up to $10,000 for actual,
reasonable, and necessary medical expenses that are the direct
result of a covered injury, and from no other cause. The expenses
must be incurred in the 12 months following the covered accident.

b.

Accidental Death, Dismemberment, and Disability: Permanent
Total Disability must be the direct result of a covered injury and no
other cause. The disability must commence within 30 days of the
accident. The person must have been totally disabled for 12
straight months and then found to be permanently and totally
disabled. A disability will be deemed total if the person cannot do
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all of the substantial and material duties of his or her customary
type of work. A disability is permanent and total if the person is
not expected to be able to do any work for which he or she is
qualified at time of injury by reason of education, experience, or
training.
c.

The portion of the Maximum Amount remaining after payments
under Medical Expense shall pay for accidental death,
dismemberment, and disability. We will pay for loss of life or loss
of member as a direct result of a covered injury, and from no other
cause, within one year of the accident:
Loss Payment
Life
Permanent Total Disability
Two or more members
One member

The remainder of the Maximum payment
The remainder of the Maximum payment
The remainder of the Maximum payment
The remainder, up to one-half Maximum Payment

Member means hand, foot or eye. Loss of a hand or foot means
complete severance through or above the wrist or ankle joint or
total loss of function. Loss of an eye means the total, irrecoverable
loss of sight in the eye. If a covered person suffers more than one
loss from an accident, we will only pay for the loss with the larger
benefit.
d.

Order of Coverage. If any of the following coverages apply to a
covered injury, they apply in the order shown here.
1. The volunteer’s own group medical coverage.
2. Any automobile coverage provided by the owner’s or
driver’s insurer (or self-insurance where applicable) on
any private or public vehicle not owned by Lane County.
3. Any other applicable and collectible insurance that
purports to be a primary coverage.
4. This Plan.
None of these will pay a cost for which one of the prior coverages
is responsible. Additionally, no one may "double dip" and no one
may choose among the coverages.

e.

Exclusions. We will not pay for loss or cost caused by or resulting
from:
1. Anything not arising out of the volunteer’s prescribed
duties, or done at the direction and control of the County.
2. Anything a volunteer does that is in direct violation of
specific work rules, directions, policies, or procedures.
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3. Suicide, attempted suicide, or whenever a volunteer
injures himself or herself on purpose, while sane or insane.
4. War or acts of war, whether or not declared.
5. Taking part in a felony.
6. Any disease or infection except infection directly caused
by an accidental cut or wound or by the handling of
agency clients, victims, or their clothing, belongings, or
bodily fluids.
7. Dental treatment, except as a result of direct injury to
sound natural teeth.
8. Replacement of eye glasses; or eye examinations for the
correction of vision or fitting of glasses unless the covered
injury causes impairment of sight.
9. An injury for which the volunteer is entitled to benefits
under any Workers' Compensation Act or Law or any
similar legislation.
10. Hernia.
11. Alcoholism or any drug or narcotic habit.
12. Injuries to students performing unpaid service related to
their academic programs.
13. This Plan is for accidents only. We will not pay for loss
caused by or resulting from illness, disease, cumulative
micro-trauma, mental stress, mental illness, or bodily
infirmity.
f.

Right of Recovery and Contribution; Method of Payment. This
Plan is not insurance. Insurers may not claim contribution from
this Plan; it is an agreement between a volunteer and the County
that the County will make the described payments to or for the
volunteer. No other party may make any claim for payments under
this Plan except the covered volunteer or his or her estate.
We may pay a claim in any reasonable form or manner. We may
pay service providers directly. We may pay the claimant directly.
We may pay the custodial parent of a minor.

g.

Hardship Exceptions. We may, in our sole discretion, in cases of
extreme hardship, make exceptions to the provisions if we find it in
the interest of the County to do so. However, the stated maximum
amount shall not be exceeded.

Authorized:

9/13/2012
Effective Date

County Administrator
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Appendix A
The following is a sample; please use the form located on the intranet at Employee Info tab
>Workers Comp & Safety > Conditions of Service for Lane County Volunteers

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 4
Section 4
Issue 2

SUBJECT:

I.

4/22/10
Date
USE AND DISCLOSURE OF DE-IDENTIFIED INFORMATION AND
LIMITED DATA SETS

Purpose
The purpose of this procedure is to set forth standards under which PHI can be used and
disclosed when identifying information has been removed or restricted.

II.

Scope.
See County GENERAL - PRIVACY OF PROTECTED HEALTH INFORMATION
(PHI) procedure, APM Chapter 4, Section 1, Issue 2, Section IV. C., D., and E., subject
to the provisions of that procedure.

III.

Amendments This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
A.

General. Information that is de-identified is not subject to county’s privacy and
security protections afforded to individually identifiable health information,
unless it is later re-identified. A department may use an individual’s health
information to create de-identified information or disclose an individual’s health
information to a business associate for the purpose of creating de-identified
information.

B.

Requirements for De-Identification of Client Information. A department may
determine that an individual’s health information is de-identified by using one of
the following methods:
1.

Statistical Analysis. A statistician or other person with appropriate
knowledge of, and experience with, generally accepted statistical and
scientific principles and methods for rendering information not
individually identifiable:
a.

Has applied such principles and methods, and determined that the
risk is very small that the information could be used, alone or in
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combination with other reasonably available information, by a
recipient of the information to identify the person whose
information is being used; and
b.

2.

Has documented the methods and results of the analysis that justify
such a determination; or

Removal of Information. The department has ensured the following
identifiers of the individual or of relatives, employers, and household
members of the individual are removed:
a.

Names;

b.

All geographic subdivisions smaller than a State, including street
address, city, county, precinct, zip code, and their equivalent geo
codes. However, the initial three digits of a zip code may remain
on the information under certain circumstances;

c.

All elements of dates (except year) directly relating to an
individual, including birth date, dates of admission and discharge
from a health care facility, and date of death. For person age 90
and older, all elements of dates (including year) that would indicate
such age must be removed, except that such ages and elements may
be aggregated into a single category of “age 90 or older”;

d.

Telephone numbers;

e.

Fax numbers;

f.

Electronic mail addresses;

g.

Social security numbers;

h.

Medical record numbers;

i.

Health plan beneficiary numbers;

j.

Account numbers;

k.

Certificate or license numbers;

l.

Vehicle identifiers and serial numbers, including license plate
numbers;

m.

Device identifiers and serial numbers;
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n.

Web Universal Resource Locators (URLS);

o.

Internet Protocol (IP) address numbers;

p.

Biometric identifiers, including fingerprints and voiceprints;

q.

Full face photographic images and any comparable images; and

r.

Any other unique identifying number, characteristic, or codes, and

Department has no actual knowledge that other information could be used alone
or in combination with other information to identify an individual who is the
subject of the information.
C.

Re-Identification of De-Identified Information.
1.

2.

D.

Any code or other mechanism of record identification designed to enable
re-identification of de-identified information cannot:
a.

Be derived from or related to information about the individual or
translate to identify the individual; and

b.

Be disclosed for any other purpose, except as otherwise permitted
by County HIPAA procedures or as required by law.

In the event that de-identified information becomes re-identified, the
County HIPAA procedures govern.

Requirements for Limited Data Set.
1.

For purposes of research, public health activities, and health care
operations, department may use or disclose a limited data set of an
individual’s health information which will then be considered “deidentified.” Prior to disclosing this limited data set to outside individuals
or entities, department will enter into a data use agreement with such
individuals or entities as provided for in Section D.2 of this Procedure. A
limited data set is health information which excludes the following direct
identifiers of the individual or the individual’s relatives, employers, or
household members:
a.

Names;

b.

Postal address information, other than town or city, state and zip
code;

c.

Telephone numbers;
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2.

d.

Fax numbers;

e.

Electronic mail addresses;

f.

Social security numbers;

g.

Medical record numbers;

h.

Health plan beneficiary numbers;

i.

Account numbers;

j.

Certificate / license numbers;

k.

Vehicle identifiers and serial numbers, including license plate
numbers;

l.

Device identifiers and serial numbers;

m.

Web Universal Resource Locators (“URLs”);

n.

Internet Protocol (“IP”) address numbers;

o.

Biometric identifiers, including finger and voice prints; and

p.

Full-face photographic images and any comparable images.

Data use agreement: Prior to disclosing the limited data set to non-county
individuals or entities for the purposes specified in Section D.1 above,
Department will enter into a data use agreement which includes the
following provisions:
a.

A provision which establishes the permitted uses and disclosures of
such information by the recipient of the limited data set (the data
use agreement may not authorize the limited data set recipient to
use or further disclose the information in a manner that would
violate the agreement or any of the HIPAA requirements);

b.

A provision which establishes who is permitted to use or receive
the limited data set; and

c.

A provision which provides that the recipient of the limited data set
will:
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 4
Section 5
Issue 2

SUBJECT:

I.

4/22/2010
Date
USE AND DISCLOSURE OF PERSONAL HEALTH INFORMATION (PHI)
PURSUANT TO INDIVIDUAL’S WRITTEN AUTHORIZATION

Purpose.
The purpose of this procedure is to specify when an individual’s authorization is
required, the required terms of a written authorization and other related procedures.

II.

Scope.
See County GENERAL - PRIVACY OF -PROTECTED HEALTH INFORMATION
(PHI) procedure, APM Chapter 4, Section 1, Issue 2, paragraph IV.C., D., and E. subject
to the provisions of that procedure.

III.

Amendments.
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
A.

General.
Departments shall not use or disclose PHI without a signed
authorization from the individual, unless authorized by this procedure or as
otherwise permitted or required by law. Any uses and disclosures shall be
consistent with what the individual has authorized on a signed authorization form.
For uses or disclosures without individual’s authorization – see procedures
regarding “USES AND DISCLOSURES WHICH DO NOT REQUIRE A
WRITTEN AUTHORIZATION OR OPPORTUNITY TO AGREE/OBJECT”:
and “USES AND DISCLOSURES REQUIRING AN OPPORTUNITY TO
AGREE OR TO OBJECT, BUT NO WRITTEN AUTHORIZATION”

B.

When Authorizations are Required.
Generally, a signed authorization is required in the following situations:
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C.

1.

For any purpose in which state or federal law requires a signed
authorization.

2.

Prior to an individual’s enrollment in a department administered health
plan, if necessary for determining eligibility or enrollment.

3.

For use and disclosure of psychotherapy notes, except to carry out the
following treatment, payment or health care operations:
a.

Use by the originator of the notes for treatment; or by a health
oversight agency in connection with oversight of the notes originator

b.

Use or disclosure by the department for mental health training, under
supervision, to improve, group, joint, family or individual counseling
skills.

c.

To the extent authorized under state law to defend department in a
legal action, or other proceeding brought by individual

4.

For research purposes unrelated to the individual’s treatment.

5.

For disclosures to an employer for use in employment-related
determinations.

Form of Authorization.
The departments shall use a written authorization form which includes at least the
following information, but may include additional elements/information as long
as not inconsistent with elements below.
1.

The name or other specific identification of the person(s) or entity
authorized to make the requested use or disclosure;

2.

The name or specific identification of the person(s) or entity to whom the
use or disclosure will be made;

3.

A specific and meaningful description of the information to be used and/or
disclosed;

4.

A description of each purpose of the requested use or disclosure (but
statement “at request of the individual” is sufficient when individual
initiates the authorization and does not provide a statement of purpose).

5.

A statement that department will not condition treatment, payment, health
plan enrollment, or health benefits eligibility upon the receipt of the
individual’s authorization (with certain limited exceptions, as discussed

Page 2 of 6

below). If one of the exceptions in F. applies, the department shall state
the consequences to the individual of a refusal to sign;

D.

6.

An expiration date, or an event that will trigger expiration of the
authorization that relates to the individual or the purpose of the use or
disclosure;

7.

A statement of the individual’s right to revoke the authorization in writing,
exceptions to the right to revoke, together with a description of how the
individual may revoke the authorization. The authorization shall reference
to Notice of Privacy Practices if right to revoke is included in that Notice.
Upon written notice of revocation, further use or disclosure of PHI shall
cease immediately except to the extent that the office, facility, program or
employee has acted in reliance upon the authorization or to the extent that
use or disclosure is otherwise permitted or required by law;

8.

A statement that re-disclosure by the recipient of the information is
prohibited if such redisclosure is prohibited by applicable state or federal
law. See Section G. below.

9.

Where re-disclosure is not otherwise specifically prohibited, a statement
that the information may, in certain instances, be re-disclosed by the
recipient of the information, in which case it is no longer subject to the
HIPAA Privacy Rule standards;

10.

Signature of the individual or the individual’s legal or personal
representative and the date of signature;

11.

If the signature belongs to the individual’s legal representative, a
description of that person’s authority to act on behalf of the individual, or
if signed by personal representative, a description of such representative’s
authority to act must be provided;

Defective Authorizations
An authorization is not valid if:
1.

The expiration date has passed or the expiration event is known to have
occurred.

2.

The authorization has not been filled out completely for the information
required in section C. “Form of Authorization” above, if applicable.

3.

The covered entity knows the authorization has been revoked.
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E.

4.

The authorization violates section E. the “Compound Authorization” or
section F. “Conditioning Care and Treatment on Obtaining
Authorization.”

5.

Any information in the authorization is known by the covered entity to be
false.

Compound Authorizations
An authorization for use or disclosure of PHI may not be combined with any other
document to create a compound authorization, unless one of the following
exceptions applies:

F.

1.

An authorization for a use and disclosure of PHI for research may be
combined with any other type of written permission for the same research
study;

2.

An authorization for a use or disclosure of psychotherapy notes may only
be combined with another authorization for a use or disclosure of
psychotherapy notes.

3.

Authorizations for the use or disclosure of PHI (other than psychotherapy
notes) may be combined, but only if department has not conditioned the
provision of treatment, payment, enrollment, or eligibility upon obtaining
one of the authorizations.

Conditioning Treatment, Payment, Benefits, on Obtaining Authorization
Departments may not condition the provision of treatment, payment, and
enrollment in the health plan, or eligibility for benefits on the individual providing
written authorization, except:
1.

The provision of research-related treatment may be conditioned upon
obtaining an authorization.

2.

A health plan may condition enrollment in the plan or eligibility for
benefits on provision of an authorization prior to enrollment if:

3.

a.

The authorization is sought for the health plan’s eligibility or
enrollment determinations or underwriting or risk determinations;

b.

The authorization is not for a use or disclosure of psychotherapy
notes.

The provision of health care that is solely for the purpose of creating PHI
for disclosure to a third party. For example, a court may require an
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individual to obtain a mental health evaluation, and the department
providing the evaluation may require a signed authorization to release the
evaluation report as a condition to providing the evaluation.
G.

Re-Disclosure of an Individual’s Information
PHI held by a department and authorized by the individual for disclosure may be
subject to re-disclosure, unless prohibited by state or federal laws court protective
orders or other lawful process. Examples where re-disclosure is prohibited
include:

H.

1.

Vocational Rehabilitation and Alcohol and Drug Rehabilitation
information (42 CFR part 2 and 34 CFR 361.38) prohibit re-disclosure
without the specific written authorization of the individual.

2.

Oregon law and administrative rule prohibits re-disclosure of HIV
information.

3.

Oregon law (ORS 179.505) allows limited re-disclosure when a written
account can be released without consent, i.e., medical emergency, deidentified information for research, program evaluation, peer review, fiscal
audits, to government agency for service payment reasons, where
professional judgment of a provider indicates a clear and immediate
danger to others or to society. This applies to publicly funded mental
health or developmental disability providers.

Revocation of Authorization
1.

An individual can revoke an authorization at any time, provided that it is
in writing, except to the extent that:
a.

The department has taken action in reliance on a valid
authorization (example includes department conditioning treatment
on signed authorization and providing such treatment, or already
releasing information while the authorization was valid and in
effect); or

b.

If authorization was obtained as a condition to obtaining insurance
coverage and other law provides the insurer with the right to
contest a claim or the policy itself; or

c.

Alcohol and drug treatment participants may orally revoke
authorization to disclose information obtained from alcohol and
drug treatment programs, except to the extent the department has
taken action on a valid authorization. Oral revocations shall be
documented and maintained in the individual’s record.

Page 5 of 6

ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 4
Section 6
Issue 2

SUBJECT:

I.

4/22/2010
Date
USES AND DISCLOSURES REQUIRING AN OPPORTUNITY TO AGREE
OR OBJECT, BUT NO WRITTEN AUTHORIZATION

Purpose.
The purpose of this procedure is to set forth uses and disclosures requiring that an
individual have an opportunity to agree or object, but no written authorization.

II.

Scope.
See County GENERAL - PRIVACY OF-PROTECTED HEALTH INFORMATION
(PHI) procedure, APM Chapter 4, Section 1, Issue 2, paragraph IV.C., D., and E.

III.

Amendments.
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures.
A department may use or disclose PHI, provided that the individual is informed in
advance of the use or disclosure and has the opportunity to agree, prohibit, or restrict the
use or disclosure under these limited circumstances and conditions:
A.

Facility Directories
1.

Use and disclosure of limited information for facility directories to clergy
or other persons who ask for the individual by name.

2.

There are exceptions to the opportunity to agree or object due to an
incapacity or emergency.

3.

A department may orally inform the individual of an obtain the
individual’s oral agreement or objection to this use or disclosure, except
for individual’s receiving substance abuse or mental health treatment
which requires written authorization.
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B.

Friends and Family
1.

2.

3.

4.

Departments may disclose an individual’s PHI to a family member, other
relative, close personal friend, or any person identified by the individual
who are involved in the individual’s care if:
a.

The amount of PHI disclosed is directly relevant to their
involvement in the individual’s care or with payment related to the
individual’s care; or

b.

The disclosure is necessary to assist the department in identifying,
locating, or notifying a family member, the individual’s personal
representative, or another person responsible for the individual’s
care in order to communicate the individual’s location, general
condition or death.

If the individual is present at the time of, or generally available prior to the
disclosure, Department may disclose the individual’s PHI if:
a.

It has obtained the individual’s verbal agreement;

b.

It provides the individual with an opportunity to object to the
disclosure and the individual does not express an objection; or

c.

It can reasonably infer from the circumstances that, in the exercise
of professional judgment, the individual does not object to the
disclosure.

If the individual is not present at the time the disclosure is made, or an
opportunity to agree or object cannot practicably be provided due to the
individual’s incapacity or an emergency situation, Department may
disclose the individual’s PHI to persons involved in the individual’s care
if:
a.

It has determined, in the exercise of professional judgment, that the
disclosure is in the best interests of the individual, and

b.

The amount of PHI disclosed is directly relevant to the person’s
involvement in the individual’s care.

Department may disclose an individual’s PHI to a public or private entity
authorized by law to assist in disaster relief efforts for the purpose of
notifying (including the identification and location of) an individual’s
family member, personal representative, or other person in order to
communicate the individual’s location, general condition, or death.
Department may provide the individual with an opportunity to agree or
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 4
Section 7
Issue 2

SUBJECT:

I.

4/22/2010
Date
USES AND DISCLOSURES WHICH DO NOT REQUIRE A WRITTEN
AUTHORIZATION OR OPPORTUNITY TO AGREE/OBJECT

Purpose.
To set forth the uses and disclosures that don’t require written authorization or
opportunity to agree/object.

II.

Scope.
See County GENERAL - PRIVACY OF PROTECTED HEALTH INFORMATION
(PHI) procedure, APM Chapter 4, Section 1, Issue 2, paragraph IV.C., D., and E. subject
to the provisions of that procedure

III.

Amendments.
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
Certain uses or disclosures by a department may be made without the agreement or
authorization of the individual. To the extent not prohibited or otherwise limited by
federal or state requirements applicable to the program or activity, a department may use
or disclose PHI without agreement or authorization in the following circumstances:
A.

Without Authorizations
1.

Individuals may access their own information, with certain limitations (see
“INDIVIDUAL’S RIGHTS TO RESTRICT, ACCESS, AMEND AND
RECEIVE ACCOUNTING”).

2.

A department may disclose information for purposes of its own payment,
treatment, and health care operations.

3.

A department may disclose information to another covered entity or health
care provider for the payment activities of the entity receiving the
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information, except that written accounts under ORS 179.505(4)(c) may
only be disclosed to another governmental agency.
4.

Internal communication within a department’s covered program/activity is
permitted without individual authorization, in compliance with
“MINIMUM NECESSARY USES AND DISCLOSURES’ policy.
*
Alcohol and drug, mental health, and vocational rehabilitation
records’ disclosure may be limited to particular program areas
named on the authorization form. If such a limitation is noted on
the authorization form, disclosure is limited to the parties named.

5.

A department may use or disclose psychotherapy notes:

6.

a.

To the originator of notes for treatment;

b.

In training programs where students, trainees, or practitioners in
mental health learn under supervision to practice or improve their
skills in group, joint, family, or individual counseling;

c.

When a health oversight agency uses or discloses in connection
with oversight of the originator of the psychotherapy notes; or

d.

To the extent authorized under state law to defend a department or
the County in a legal action or other proceeding brought by the
individual.

To avert a serious threat to health or safety, a department may disclose
individual information without authorization if:
a.

Department believes in good faith that the information is necessary
to prevent or lessen a serious and imminent threat to the health or
safety of the individual or the public; and

b.

The report is to a person or person reasonably able to prevent or
lessen the threat, including the target of the threat.

7.

In case of an emergency, a department may disclose individual
information without authorization to the extent needed to provide
emergency treatment.

8.

a.
Public Health. Nothing in this policy is intended to prohibit a
public health authority from receiving, using or disclosing PHI or from
disclosing such information to other governmental public health
authorities. A written authorization from the individual is not required for
such use or disclosure.
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b.

9.

Uses and Disclosures. PHI may be used or disclosed to:
i.

A public health authority authorized by law to collect or
receive information for the purpose of preventing or
controlling disease, injury or disability, reporting vital
events,
conducting
public
health
surveillance,
investigations or interventions, or at the direction of a
public health authority, to an official of a foreign
government agency;

ii.

A public health or other government authority authorized
by law to receive reports of child abuse or neglect;

iii.

A person subject to the jurisdiction of the Food and Drug
Administration (FDA) regarding his/her responsibility for
quality, safety or effectiveness of an FDA regulated
product or activity, to report adverse events, product
defects or problems, track products, enable recalls, repairs
or replacements, or conduct post-marketing surveillance;

iv.

PHI of potential organ/tissue donors may be disclosed to
the designated organ procurement organization and tissue
and eye banks.

v.

A person who may have been exposed to a communicable
disease, or at risk of contracting or spreading a disease or
condition if a public health authority is authorized by law to
notify such person.

A department may disclose individual information without authorization
for health oversight activities authorized by law, including audits; civil,
criminal, or administrative investigations, prosecutions, or actions;
licensing or disciplinary actions; Medicaid fraud; or other activities
necessary for oversight.
a.

Department may disclose information to a health oversight agency
to the extent the disclosure is not prohibited by state or federal law
for its oversight activities of:
i.

The health care system;

ii.

Government benefit programs for which the information is
relevant to eligibility;
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b.

iii.

Entities subject to government regulatory programs for
which the information is necessary for determining
compliance with program standards; or

iv.

Entities subject to civil rights laws for which the information
is necessary for determining compliance.

Exception: a health oversight activity for which information may
be disclosed does not include an investigation or other activity of
which the individual is the subject unless the investigation or other
activity is directly related to:
i.

The receipt of health care;

ii.

A claim to recover public benefits related to health or

iii.

Qualifying for or receiving public benefits or services
based on the health of the individual.

c.

If a health oversight activity or investigation is conducted in
conjunction with an oversight activity or investigation relating to a
claim for public benefits not related to health, the joint activity is
considered a health oversight activity for purposes of this section.

d.

When department is acting as a health oversight agency,
department may use information for health oversight activities as
permitted under this section.

e.

For written accounts under ORS 179.505, the individual’s identity
should not be disclosed, except when the disclosure is essential to
the audit or the disclosure benefits the provider or patient.

f.

For drug and alcohol records, qualified personnel may receive an
individual’s PHI to conduct management or financial audits
provided they do not disclose an individual’s identity in any report
of such audit.

PHI must be disclosed as requested, to the Secretary of DHHS related to
compliance and enforcement efforts.
10.

Quality Assessment and Detecting Fraud and Abuse. A department may
disclose information without authorization to another entity covered by
federal HIPAA law and rules for the health care activities of that entity, if:
a.

Both that entity and department has or had a relationship with the
individual who is the subject of the information.
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11.

b.

The information pertains to such relationship; and

c.

The disclosure is for the purpose of:
i.

Conducting quality assessment and improvement activities,
including: outcome evaluation and development of clinical
guidelines, provided that obtaining generalized knowledge
is not the primary purpose of any studies resulting from
such activities; population-based activities relating to
improving health or reducing health care costs; protocol
development; case management and care coordination;
contracting health care providers and patients with
information about treatment alternatives; and related
functions that do not include treatment; or

ii.

Reviewing the competence or qualifications of health care
professionals, evaluating practitioner and provider
performance; conducting training programs in which
students, trainees or practitioners in areas of health care
learn under supervision to practice or improve their skills
as health care providers; training of non-health care
professionals; accreditation, certification, licensing, or
credentialing activities; or

iii.

Detecting health care fraud and abuse or for compliance
purposes.

iv.

For drug and alcohol records, qualified personnel shall not
identify individuals, directly or indirectly, in any report of
such program evaluation.

Required or Authorized by Law. PHI may be used or disclosed without
written authorization to the extent such use or disclosure is required by
law or complies with and is limited to the use or disclosure authorized by
law.
a.

If a department has reasonable cause to believe that a child is a
victim of abuse or neglect, department may disclose protected
information to appropriate governmental authorities authorized by
law to receive reports of child abuse or neglect

b.

If department has reasonable cause to believe that an adult is a
victim of abuse or neglect (elder abuse, nursing home abuse, abuse
of mentally ill or developmentally disabled), department may
disclose protected information, as required by law, to a
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government authority, including but not limited to social service or
protective services agencies authorized by law to receive such
reports if:

c.

12.

i.

Required by law and only to the extent necessary to
comply; or

ii.

The individual agrees to the disclosure; or

iii.

When department staff, in their professional judgment
believes the disclosure is necessary to prevent serious
harm; or

iv.

When the individual is unable to agree because of
incapacity, a law enforcement agency or other public
official authorized to receive the report states that the PHI
sought is not intended to be used against the individual, and
an immediate law enforcement activity would be materially
and adversely affected by waiting until capacity is restored.

v.

When department staff make a disclosure, they must inform
the individual that such a report has been or will be made
except if they believe, in the exercise of professional
judgment, that disclosure of the information to the
individual or their personal representative would place the
individual or another person at risk of serious harm.

If the department is required by law to report, such report should
only include information necessary to comply with law.

Judicial and Administrative Proceedings. Unless prohibited, or otherwise
limited, by federal or state law applicable to the program or activity
requirements, department may disclose PHI without authorization in the
course of any judicial or administrative proceedings, in response to an
order of a court or other lawful process. State law or other federal law
should be followed, as applicable when more protective of confidentiality
for subpoenas, discovery requests, or other process issued by third parties
or court or administrative tribunal/judge.
a.

Department may use or request information to investigate a
grievance or appeal made to department about an individual’s
eligibility or right to benefits or services.

b.

If a court orders department to conduct a mental examination (such
as in accordance with state law at ORS 161.315, 161.365, 161.370,
ORS 419B.352), or orders department to provide any other report
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or evaluation to the court such examination, report or evaluation
shall be deemed to be “required by law” for purposes of HIPAA,
and department staff will comply with the court order.
c.

No written account from a community health care provider may be
used to initiate or substantiate any criminal, civil, administrative,
legislative or other proceedings conducted by federal, state or local
authorities against the individual or to conduct any investigations
of the individual. If the individual is a party to an action and
voluntarily produces evidence regarding an issue to which a
written account would be relevant, the written account may be
released.

d.

Drug and alcohol records shall not be used to initiate or
substantiate any criminal charges against an individual or to
conduct any investigation of an individual. In addition, such
records may be disclosed only after an appropriate order of a court
granted upon application showing good cause.

13.

Law Enforcement. For limited law enforcement purposes, to the extent
authorized by applicable federal or state law, department may report
certain injuries or wounds; provide limited information to identify or
locate a suspect, fugitive, victim, witness or missing person (including
name and address, date and place of birth, social security number, blood
type and RH factor, type of injury, date and time of treatment, date and
time of death, as applicable, a description of distinguishing physical
characteristics.
*
Exceptions: DNA, dental records, typing, samples, analysis of
bodily fluids or tissues, unless ordered by court or required or
authorized by law); alert law enforcement of a death as a result of
criminal conduct; and provide information which constitutes
evidence of criminal conduct on County premises. See, county
policy on COMPLAINTS, ENFORCEMENT, SANCTIONS,
AND MITIGATION, Section IV. F. c. iii.

14.

Correctional Institutions. Department may disclose information without
authorization to a correction institution or a law enforcement official
having lawful custody of an inmate or other individual, only for the
purposes of providing health care; or, ensuring the health and safety of
individual, other inmates, officers or employees of the correctional
institution, individuals and officers responsible for transporting inmates;
or for law enforcement on the premises or for the safety, security and good
order of the correctional institution.

15.

Decedents. Department may disclose to a coroner or medical examiner,
for the purpose of identifying a deceased person, determining a cause of
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death, or other duties authorized by law. If department personnel are
performing the duty or function of a coroner or medical examiner, they
may use an individual’s information for such purposes. Department may
disclose individual information without authorization to funeral directors,
consistent with applicable law, as needed to carry out their duties
regarding the decedent and may also disclose such information prior to,
and in reasonable anticipation of, the death. Department may disclose
individual information without authorization to organ procurement
organizations or other entities engaged in procuring, banking or
transplantation of cadaver organs, eyes, or tissue, for the purpose of
facilitating transplantation.
16.

Research. Department may disclose individual information without
authorization for research purposes, as specified in “USES AND
DISCLOSURES FOR RESEARCH PURPOSES AND WAIVERS”
policy.

17.

Public Benefits.

18.

a.

PHI related to eligibility for or enrollment in a health plan may be
disclosed by health plan providing benefits to the public to another
agency administering a government program providing benefits
where sharing a single or combined data system accessible to all
such governmental agencies is required or authorized by statute or
regulation.

b.

With limitations, two government agencies covered by HIPAA and
both providing public benefits may share PHI if the programs serve
the same or similar populations and disclosure is necessary to
coordinate or improve administration and management relating to
covered functions. One application is to governmental agencies
which coordinate eligibility for their programs, or offer services
through the same delivery systems and contracts. Any broader
application should be approved by Legal Counsel.
*
Exception: Written accounts of community health care
providers, under ORS 179.505, can be disclosed to another
governmental agency when necessary for one to secure
compensation for services rendered in the treatment of the
individual.
Disclosure for other coordination of
administration or management functions is not permitted.

Special Government Functions. Department may disclose individual
information without authorization for other specialized government
functions, including authorized federal officials for the conduct of lawful
intelligence, counterintelligence, and other national security activities that
federal law authorizes.
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 4
Section 8
Issue 2

SUBJECT:

I.

4/22/2010
Date
VERIFICATION OF PERSONS SEEKING DISCLOSURE OF PERSONAL
HEALTH INFORMATION (PHI)

Purpose.
The purpose of this procedure is to establish a process for verifying the identity and
authority of persons seeking disclosures of an individual’s PHI.

II.

Scope.
See County GENERAL - PRIVACY OF PROTECTED HEALTH INFORMATION
(PHI) procedure, APM Chapter 4, Section 1, Issue 2, Section IV. C., D., and E. subject to
the provisions of that procedure

III.

Amendments.
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
A.

General. Departments shall verify the identity of the a person requesting PHI and,
the authority of such person to have access to PHI, if the identity or authority of
such person is not known to the covered entity.

B.

Verification of Identity. Where the department does not know the identity of the
person seeking disclosure of an individual’s PHI, the department will verify the
person’s identity as follows:
1.

For public officials, the department may rely on the following
documentation, statements or representations:
a.

If the request is made in person, presentation of an agency
identification badge, other official credentials, or other proof of
government status;
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C.

b.

If the request is in writing, the request is on the appropriate
government letterhead; or

c.

If the disclosure is to a person acting on behalf of a public official,
a written statement on appropriate government letterhead that the
person is acting under the government's authority or other evidence
or documentation of agency, such as a contract for services,
memorandum of understanding, or purchase order, that establishes
that the person is acting on behalf of the public official.

Verification of Authority – Specific Requirements
1.

2.

3.

To verify the authority of a public official, department may rely on any of
the following (if such reliance is reasonable under the circumstances):
a.

A written statement of the legal authority under which the
information is requested or, if a written statement is impracticable,
an oral statement of such legal authority;

b.

If a request is made pursuant to legal process, a warrant, subpoena,
order or other legal process issued by a grand jury or a judicial or
administrative tribunal will be presumed to constitute legal
authority.

To verify the authority of a law enforcement official, department may
rely on the following documentation, statements or representations:
a.

A court order or court-ordered warrant, or a subpoena or summons
issued by a judicial officer;

b.

A grand jury subpoena; or

c.

An administrative request, including an administrative subpoena or
summons, a civil or an authorized investigative demand, or similar
process authorized under law, provided that a) the information
sought is relevant and material to a legitimate law enforcement
inquiry, b) the request is specific and limited in scope to the extent
reasonably practicable in light of the purpose for which the PHI is
sought, and c) de-identified information could not reasonably be used.

To verify the authority of a researcher to obtain PHI pursuant to a waiver
of authorization, department may rely on the following documentation,
statements or representations that:
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 4
Section 9
Issue
2

SUBJECT:

I.

4/22/2010
Date
MINIMUM NECESSARY USES AND DISCLOSURES OF PROTECTED
HEALTH INFORMATION

Purpose
The purpose of this procedure is to set forth minimum necessary requirements for use
and disclosure of PHI

II.

Scope
See County GENERAL - PRIVACY OF-PROTECTED HEALTH INFORMATION
(PHI) procedure, Chapter 4, Section 1, Issue 2, paragraph IV.C., D., and E., and subject
to that procedure.

III.

Amendments
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
A.

General. First, a department will to the extent possible limit use, disclosure
and/or requests for PHI to a “limited data set” that excludes identifiers as set forth
in 45 CFR 164.514(e) and APM Chapter 4, Section 4. It this is not possible and if
needed by the department, it will make reasonable efforts, based upon
professional judgment, to use, disclose and/or request only that PHI which is
minimally necessary to accomplish the purpose of the use, disclosure and/or
request to provide services and benefits to individuals.

B.

Use of PHI and Role-based Access. Access to PHI by the department’s
workforce will, to a reasonable extent, be limited by role, and to identified types
of PHI, based on a reasonable determination of the persons or classes of persons
who require PHI, and the nature of the health information they require to perform
job responsibilities.

C.

Routine and Recurring Disclosures: For any type of disclosure or request for
disclosure that is made on a routine and recurring basis, departments will
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establish their own policies which limit the disclosed PHI, or the request for
disclosure, to that which is reasonably necessary to achieve the purpose of the
disclosure or request. Such policies will identify the types of PHI typically
disclosed, the types of persons who regularly receive the PHI, and the conditions
that would apply to such access. This applies to disclosures or requests for
disclosure outside the covered departments program/activity (including between
covered and non-covered programs within the same department and without
authorization of the individual.)
Examples of “routine and recurring” may include:
1.

Disclosures required by law;

2.

Disclosures to Lane County Legal Counsel for the purpose of obtaining its
advice and legal services;

3.

Disclosures to federal or state agencies exercising legal authority to carry
out audit or oversight of a department’s programs or activities.

D.

As applicable, for non-routine disclosures, a
Non-Routine Disclosures:
department will develop criteria designed to limit the PHI disclosed to the
information reasonably necessary to accomplish the purpose for which disclosure
is sought and review requests for disclosure on an individual basis in accordance
with the criteria.

E.

Disclosure of Individual’s Entire Medical Record: Departments will not disclose
a individual’s entire medical record unless such disclosure is specifically justified
as the amount that is reasonably necessary to accomplish the intended purpose or
one of the exceptions noted above applies.

F.

Exceptions to Minimum Necessary: This policy does not apply to:
1.

Disclosures to or requests by a health care provider for treatment;

2.

Disclosures made to the individual about his or her own protected
information;

3.

Uses or disclosures authorized by the individual that are within the scope of
the authorizations;

4.

Disclosures made to DHHS;

5.

Uses or disclosures that are required by law.
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ADMINISTRATIVE PROCEDURES
MANUAL
Chapter 4
Section 10
Issue
2

SUBJECT:

I.

4/22/2010
Date
INDIVIDUAL’S RIGHTS TO RESTRICT, ACCESS, AMEND, AND RECEIVE
ACCOUNTING

Purpose
The purpose of this procedure is to set forth an individual’s rights to add additional
privacy protections, to request amendments, and to receive access and information about
disclosures.

II.

Scope
See County GENERAL - PRIVACY OFPROTECTED HEALTH INFORMATION
(PHI) procedure, Chapter 4, Section 1, Issue 2, paragraph IV.C., D., and E, and subject to
that procedure.

III.

Amendments
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
A.

Right to Access, Inspect or Receive Copies
1.

General. Subject to certain exceptions and limitations, individuals have a
right to access, inspect, and obtain a copy of their protected health
information in department files or records maintained for them, or any PHI
in a designated record set.
a.
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For records defined in ORS 192.515, third parties who protect and
advocate the rights of individuals with developmental disabilities under
part C of the Developmental Disabilities Assistance and Bill of Rights Act
(42 USC 6041, et. seq.) and the rights of individuals with mental illness
under the Protection and Advocacy for Individuals with Mental Illness Act

Page 1 of 15

(42 USC 10801, et. seq.), also shall have the access within the system
described in ORS 192.517(1).

2.
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b.

Regardless of authority to act on behalf of an un-emancipated
minor, a department may provide access to PHI of an unemancipated minor to a parent, guardian, or other person standing
in as parent (legal custody) only if and to the extent permitted or
required, and not prohibited by, an applicable provision of state or
other law. Where there is no applicable access provision under
state or other law, the access decision must be made by a licensed
health care professional exercising professional judgment.

c.

A department may require individuals to make requests for access
in writing, but must inform the individual of this requirement in the
Notice of Privacy Practices. *Exception: Client of community
health care provider is required to submit request for copies in
writing. Otherwise, departments should document the individual’s
request and reasons for granting it or denying it in the individual’s
file.

d.

A department may, in its discretion, further specify the contents of
a designated record set beyond the definition included in
GENERAL - PRIVACY OF PROTECTED HEALTH
INFORMATION (PHI), APM Chapter 4, Section 1, paragraph IV.
G.

Denial of Access Without a Right to Review. Access and copies may be
denied without affording the individual an additional right for review of
the denial for:
a.

Psychotherapy notes;

b.

Information compiled, in reasonable anticipation of or, for use in
civil, criminal or administrative proceedings, and protected by
attorney work-product privilege (state law may prohibit
disclosure);

c.

Information subject to federal Clinical Labs Improvement
Amendment of 1988, or exempt pursuant to 42 CFR 493.3(a)(2) or
the Privacy Act (5 USC 552a);

d.

Information collected in the course of research that includes
treatment of the individual and the individual agreed to a
suspension of the right of access during the research period;
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3.

4.
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e.

Information obtained from a third party under a promise of
confidentiality, and access would reveal the source of the
information;

f.

Information where release is prohibited by state or federal laws;

g.

Information is requested by an inmate which is maintained by a
correction institution, or by the department on behalf of a
correctional institution, when such access would endanger the
health, safety, security, custody, or rehabilitation of the requesting
inmate or other inmates or the safety of any officer, employee, or
other person at the correction institution or responsible for the
transporting of an inmate.

Denial of Access with a Right to Review. Departments may deny a
individual’s request to access or copy PHI, provided that it give the
individual a right to have the denial reviewed, in the following
circumstances:
a.

A licensed health care professional or other designated staff has
determined, in the exercise of professional judgment, that the
information requested may endanger the life or physical safety of
the individual or another person; or

b.

The protected information makes reference to another person, and
a licensed health care professional or other designated staff has
determined, in the exercise of professional judgment, that the
information requested may cause substantial harm to the individual
or the other person; or

c.

The request for access is made by the individual’s personal
representative, and a licensed health care professional or other
designated staff has determined, in the exercise of professional
judgment, that allowing the personal representative to access the
information may cause substantial harm to the individual or to
another person.

Written Denial of Access. For both a denial of access with and without a
right of review, and in whole or in part, the department shall provide the
individual with a written denial covering the portion to be denied. A
written denial of access to or copies of PHI must be provided to the
individual within the time limits set forth in 1 and 2 under “Response
Time,” below. The written denial shall include the basis for the denial, a
description of the right of review and how to exercise as applicable, and
the process for submitting a complaint to the department (including the
name or title of contact person, and phone number) or to DHHS.
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5.

Right of Review. If the basis for denial of access to inspect or obtain a
copy gives a right of review, the individual has a right to have the denial
reviewed by another licensed professional who did not participate in the
original denial decision. Such review must be complete within a
reasonable period of time, and the department shall: a) provide the
individual with notice of the reviewer’s decision, and b) comply with the
decision from this review.

6.

Provision of Access. Where departments will grant access to inspect or
obtain copies in whole, or in part, departments shall:
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a.

Notify the individual which portion or all that the request for
access is granted, exclude any to which access is denied, and
provide timely access in accordance with 7. below.

b.

If the department maintains information about the individual in a
record that includes information about third parties, the individual
is only authorized to see information about himself or herself,
unless there is some other basis for also allowing access to the
third party information under law, i.e., the individual’s minor child
is the third party.

c.

Provide the information in the form or format requested if it is
readily producible in such form or format, or in a readable hard
copy or other form or format as mutually agreed to; however,
where a department uses or maintains an electronic record with an
individual’s PHI, the individual has a right to obtain a copy of such
information in electronic format.

d.

Provide the access or copies in a time and place convenient for the
individual and the department. This may include mailing the
information to the individual if the individual so requests or agrees.

e.

If the individual agrees in advance, a department may provide a
summary or explanation of the requested information in lieu of
providing access.

f.

If the information is maintained in more than one place, the
information need only be produced once in response to a current
request for access.

g.

If the department does not maintain, in whole or in part, the
requested information, and knows where the information is
maintained, the department shall inform the individual of where to
request access.
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h.

7.

8.

9.
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Provide access or copies of PHI that is held in the records of its
business associates, unless the PHI is the same as that maintained
by the department.

Response Time
a.

With the exception of “written accounts” under ORS 179.505
which must be acted upon within five days of receiving the
request, department must respond to an individual’s request for
access no later than 30 days after receiving the request if the PHI is
located or accessible on-site, or within 60 days after receiving the
request if the information is not maintained or accessible on-site.

b.

If the department is unable to respond within the 30 day or 60 day
time period, the department may extend the time for response by
no more than 30 days, provided that, within the original allotted
time period, the entity gives the individual written notice of the
reasons for the delay and the date by which a responsive action
will be taken.

Fees. Departments will comply with LM Chapter 60 in charging a fee for
copying information, and in creating any applicable summary or
explanation mutually agreed upon by the department and individual.
Departments may impose reasonable, cost-based fees for any of the
following:
a.

Copying, including the cost of supplies for and labor of copying;

b.

Preparation of an explanation or summary of the information,
provided that the individual has agreed in advance to such costs;
and

c.

Postage, when the individual has requested that the information be
mailed.

d.

Any fee that the department may impose for providing a copy of
PHI (or summary or explanation of such information) which is in
electronic form shall not exceed the department’s labor costs in
responding to the request.

Retention of Records. The department must document and retain for 6
years from the date of its creation, the designated record sets subject to
access and the names or titles of persons responsible for receiving and
processing requests for access, unless a longer retention period applies
based on other state or federal law.
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B.

Right to Request Amendment.
1.

General. An individual has the right to have the department amend the
PHI or other information in the designated record set for as long as the
department maintains the information, with certain exceptions. A
department may require the individual to submit a written request to
amend. Otherwise, a department should document the individual’s request
in their file.

2.

Accepting the Amendment. If the department accepts the amendment, in
whole or in part, it shall:

3.
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a.

Timely notify the individual, either orally or in writing, that the
amendment is accepted;

b.

Make the amendment by, at minimum, identifying the affected
records and appending or otherwise providing a link to the location
of the amendment.

c.

Obtain the individual’s agreement to allow the department to
notify other individuals or organizations with whom the
amendment needs to be shared, including any of the department’s
business associates and persons identified by the individual.

d.

Make reasonable efforts to inform and provide the amendment
within a reasonable time to any other person that the department
knows to have the affected PHI and that may have relied, or could
foreseeably rely, on the information to the individual’s detriment.

Denial of Request to Amend. The request to amend may be denied, if the
department determines that the information:
a.

Was not created by the department, unless the individual provides
reasonable basis to believe that the originator of the records is no
longer available to act on the request;

b.

Was not part of the designated record set;

c.

Would not be available for access, inspection, or to be copied and
provided to the individual pursuant to section A. Right to Access,
Inspect or Receive Copies, of this policy.

d.

Is accurate and complete.
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4.

5.
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Procedure for Denying the Amendment. If the department denies the
amendment, in whole or in part, it shall provide the individual with a
timely written denial, in plain language including:
a.

The basis for denial;

b.

Notice of the individual’s right to submit a written statement of
disagreement, and instructions on how to file the statement.

c.

A statement that, if the individual does not submit a statement of
disagreement, the client may request that future disclosures of the
PHI include copies of the request and denial.

d.

A description of how the individual may complain about the
decision using the department’s complaint process or to the U.S.
Secretary of Heath and Human Services.

Statement of Disagreement and Rebuttal.
a.

If a department has denied an individual’s request for an
amendment, the individual has the right to submit a written
statement disagreeing with the denial and identifying the reasons
for disagreement, subject to any reasonable page limitations.

b.

The department has the right to submit a written rebuttal to the
individual’s statement of disagreement and shall provide a copy of
the rebuttal to the individual.

c.

The department shall append or link the request for amendment,
denial of the request, the individual’s statement of disagreement, if
any, and the rebuttal, if any, to the record or protected health
information.

d.

If the individual has submitted a statement of disagreement, the
department shall include all documentation regarding the requested
amendment (including the client’s request for amendment, the
written denial, the statement of disagreement, and the department’s
rebuttal, if any) with any subsequent disclosure of the information.
Alternatively, a summary of this information may be included if
the individual agrees in advance.

e.

If an individual has not submitted a statement of disagreement, the
department will include the request for amendment and the denial
(or summary) with any future disclosure only if the individual has
requested such action.
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C.

6.

Response Time. A department must act on the request within 60 days of
receipt, or within 90 days if the entity notifies the client within the first 60
days of the reasons for delay and date by which action will be taken.

7.

Amendment by Other Covered Entity. If a department is notified by
another covered entity about an amendment to the record, the department
shall amend the information in its record by, at a minimum, identifying the
affected information and appending or otherwise providing a link to the
location of the amendment.

8.

Documentation and Retention of Records.
a.

The department shall document the titles of the person or offices
responsible for receiving and processing requests for amendments.

b.

All documentation regarding an individual’s right to request an
amendment of PHI, including any department specific policies or
procedures (and any modifications and/or amendments thereto, the
client’s request, and written denials, statement of disagreement,
rebuttal, documentation in 1. of this section H., shall be maintained
for a period of not less than 6 years from the date that the
documentation was first created or last in effect, whichever is later,
unless a longer retention period applies based on other state or
federal law.

Right to Request Restriction.
1.

General. Departments shall permit an individual to request that it restrict
uses and disclosures of PHI for carrying out treatment, payment, or health
care operations or disclosures to family or others involved in the
individual’s care. However, the department is not required to agree to a
restriction requested by the individual, or may agree in part and deny in
part, except it must agree: a) if the disclosure is to a health plan for
purposes of payment or health care operations (and not for purposes of
carrying out treatment) unless otherwise provided by law; and b) if the
PHI pertains solely to a health care item or service for which the health
care provider has been paid out of pocket in full. In addition, certain
Alcohol and Drug and Vocational Rehabilitation programs can only use
information that is authorized by the individual and a requested restriction
may affect the ability to provide the service.
A department may request that an individual submit a written request to
restrict. Otherwise, the department should document the individual’s
request in their file. Documentation including the request and disposition
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shall be retained for 6 years in the individual’s file, unless a longer
retention period applies based on other state or federal law.
2.

3.
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Criteria for Determining Not to Agree to a Restriction and When
Restrictions Don’t Apply. Departments should consider the following
criteria in determining whether to allow a restriction:
a.

Extent to which the restriction on uses or disclosures of
information would adversely affect the quality of the individual’s
care or services;

b.

Extent to which the restriction would limit or prevent department
from fulfilling contractual obligations, including to make or obtain
payment for services;

c.

Extent to which the restriction would prevent uses and disclosures
permitted or required to the individual, or where the use or
disclosure does not require the individual’s permission when it
otherwise should;

d.

An agreement to restrict the use and/or disclosure of information
would not prevent department from using and/or disclosing the
information for the following purposes:
i.

For the purpose of inclusion in department’s directory;

ii.

In the event of emergency situations, except for restrictions
requested by participants in Alcohol and Drug or
Vocational Rehabilitation (42 CFR Part 2 and 34 CFR).
See Emergencies section below. If restricted information is
disclosed to another health care provider during the course
of providing emergency treatment, department must request
that the health care provider not further disclose use or
disclose the information.
The emergency exception
provisions above do not apply for Alcohol and Drug or
Vocational Rehabilitation participants (42 CFR Part 2 and
34 CFR) where department may be prohibited from
denying individual requests for restrictions on uses and
disclosures of their information regarding treatment or
rehabilitation.

iii.

Any of the uses and disclosures which do not require an
individual’s written authorization or an opportunity to agree
or object.

Agreement to Restrict:
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4.

D.

a.

If a department agrees to an individual’s request for restriction, it
will document the PHI and uses and disclosures to which it applies
in the individual’s file;

b.

Departments will not use or disclose information that violates the
restrictions;

c.

Departments will inform the applicable business associates of its
agreement to restrict and require that business associates comply
with such agreement;

d.

An agreement to restrict shall remain in effect until it is terminated,
or PHI is no longer part of a designated record set.

Terminating Restriction: Departments may terminate its agreement to a
restriction if:
a.

The individual agrees to or requests termination of the restriction
in writing;

b.

The individual orally agrees to, or requests termination of the
restriction. Departments will document the oral agreement or
request in the individual’s case record file; or

c.

Departments informs the individual that the department is
terminating their agreement to the restriction, except that this
termination is effective for PHI created or received only after it has
informed the individual. Information created or received while the
restriction was in effect shall remain subject to the restriction.

Right to Request Confidential Communications.
1.

General. A department shall provide individuals with a right to request
receipt of confidential communications involving PHI by alternative
means or locations, and will, to the extent practicable, accommodate any
such reasonable requests. A department may require the individual to
make the request in writing. Otherwise, the department should document
the individual’s request in their file.
Regardless of this right, in some cases sensitive health information or
health services must be handled with strict confidentiality under state law.
Information about substance abuse treatment, mental health treatment and
certain sexually transmitted diseases may be subject to specific handling.

2.
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Conditions to Providing Confidential Communications.
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3.

4.

E.

a.

The individual must specify the preferred alternative address or
other method of contact. For example only, this may include by
mail, e-mail, fax or telephone;

b.

When appropriate, information as to how
department’s services, if any, will be handled;

c.

Departments which provide health care services may not require an
explanation from the individual as to the basis for the request as a
condition to providing the confidential information.

for

Termination of Agreement to Provide Confidential Communications:
Departments may terminate their agreement to an alternative location or
method of communication if:
a.

The individual agrees to or requests termination of the alternative
location or method of communication. A department should
document the oral agreement or request in the individual’s
department case record file;

b.

A department shall inform the individual that it is terminating the
agreement to the alternative location or method of communication
because the alternative location or method of communication is not
effective. A department may terminate their agreement to
communicate at the alternate location or by the alternative means
if:
i.

The department is unable to contact the individual at the
location or in the manner requested; or

ii.

If the individual fails to respond to payment requests if
applicable.

Documentation and Record Retention: All documentation regarding a
individual’s right to request a restriction on the manner and/or method of
confidential communications, the individual’s request, and any denials or
agreements, will be maintained by the department for a period of not less
than six (6) years from the date that the documentation was first created or
last in effect, whichever is later, unless a longer retention period applies
based on other state or federal law.

Right to Accounting.
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1.

General: An individual has the right to receive an accounting of the
disclosures made by a department of the individual’s PHI, with certain
exceptions.

2.

Exceptions to Accounting: Disclosures that are not required to be tracked
and accounted for include those:
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a.

To the individual about his or her own information;

b.

Pursuant to the individual’s authorization;

c.

Made to persons involved in the individual’s health care (e.g.,
family members);

d.

To carry out treatment, payment, and health care operations, with
the following exceptions:
i.

When a community health care provider discloses the
individual’s identity for emergency treatment, scientific
research, program evaluation, peer review, fiscal audits, to
another government agency for securing compensation for
services, such provider shall prepare, and include in the
permanent records of the provider, a written statement
indicating the reasons for the disclosure, the written
accounts disclosed and the recipients of the disclosure;

ii.

When a department acquires an electronic health record on
or before January 1, 2009, an individual does have a right
to an accounting of disclosures of PHI from that record
made by the department to carry out treatment, payment
and health care operations for such disclosures occurring on
or after January 1, 2014, subject to any extension by the
federal Health and Human Services agency.

iii.

When a department acquires an electronic record after
January 1, 2009, the right to an accounting of disclosures
described in this subsection E.2.d.ii. apply to disclosures
after the later of the following: January 1, 2011 or the date
that it acquires the electronic health record, subject to any
extension.

iv.

The federal Health and Human Services agency may extend
the applicable disclosure dates in ii. and iii. above, and in
that event the modified applicable disclosure dates shall
apply.
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3.

WD ap/Ch4Sec10/T

e.

That occurred prior to April 14, 2003.
*
Exception: Community health care providers required to
account for pre-April 14, 2003, disclosures where identity
disclosed for emergency, research, program evaluation,
peer review, etc.;

f.

To correctional institutions or law enforcement officials having
lawful custody of an inmate.
*
Exception: Same exception as in d. above;

g.

Made as part of a limited data set;

h.

For the facility directory or to person involved in the individual’s
care, or other notification purposes permitted under law;

i.

For national security or intelligence purposes.

Content of Written Accounting: The written accounting shall meet the
following requirements:
a.

Include disclosures of PHI that occurred during the six (6) year
period prior to the date of the request (or shorter time period, if so
requested by the individual), excluding disclosures made prior to
the compliance deadline date of April 14, 2003 and except for
electronic health records where only disclosures occurring during
the three (3) years prior to the date of the request (or shorter based
on individual’s request) is required to be part of the accounting;

b.

Include the dates of each disclosure for which the individual is
entitled to an accounting;

c.

Include disclosures made to or by department’s business
associates;

d.

Identify the name (and address, if known) of the entity or person
who received the PHI;

e.

Include a brief description of the PHI that was disclosed;

f.

Include a brief statement of the purpose for each disclosure or, in
lieu of such a statement, a copy of the authorization or written
request for disclosure; and
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g.

4.

5.

WD ap/Ch4Sec10/T

For multiple disclosures made during an accounting period to the
same person or entity for a single purpose or pursuant to a single
authorization, the response will include:
i.

The information required in 1.-6. for the first disclosure in the
accounting period;

ii.

The frequency, periodicity, or number of disclosures made
during the accounting period, and

iii.

The date of the last such disclosure.

Response Time: Departments will provide an accounting within 60 days
of the date of receipt of the request for an accounting. If the department is
unable to respond within 60 days, the department may extend the time by
an additional 30 days, but only if:
a.

The department notifies the individual in writing of the need for an
extension of time to respond, stating the reason for the delay and
identifying the date by which department will respond; and

b.

The department has not taken any other extensions of time with
regard to this particular request for an accounting.

c.

Notwithstanding these 60 day and 30 day deadlines, the
individual’s right to receive an accounting of disclosures of PHI
must be suspended if a health oversight agency or law enforcement
official provides a written statement asserting that the provision of
an accounting would be reasonably likely to impede the activities
of the agency or official and specifying a time period for the
suspension. Such a suspension may be requested and implemented
based on an oral notification for a period of up to 30 days. Such
oral request must be documented, including the identity of the
agency or official making the request. The suspension may not
extend beyond 30 days unless the written statement described
herein is submitted during that time period.

Fees: Departments will provide the first accounting to an individual, in
any twelve (12) month period, without charge. For any additional
accounting requested during that same twelve (12) month period, the
department will charge a reasonable cost-based fee. At the time of
providing the first accounting, departments will notify the individual of
the fee to be charged for such additional accountings. The department
may charge the fee for each additional accounting, provided the
department:
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ADMINISTRATIVE PROCEDURES
MANUAL
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Section 11
Issue 2

SUBJECT:
I.

4/22/2010
Date
USES AND DISCLOSURES FOR RESEARCH PURPOSES AND WAIVERS

Purpose.
The purpose of this procedure is to specify when a department may use or disclose
information about individuals for research purposes.

II.

Scope.
See County GENERAL - PRIVACY OF PROTECTED HEALTH INFORMATION
(PHI) procedure, APM Chapter 4, Section 1, Issue 2, paragraph IV.C., D., and E.

III.

Amendments This procedure may be amended by the County Administrator.

IV.

Administrative Policies and Procedures
A.

General. Departments may use or disclose an individual’s PHI for research
purposes with the individual’s written authorization, or without authorization
under limited circumstances. De-identified information, including limited data
sets may be used or disclosed for research purposes consistent with the County
procedure USE AND DISCLOSURE OF DE-IDENTIFIED INFORMATION
AND LIMITED DATA SETS.
1.

Research With Written Authorization.
a.

The individual’s authorization must meet all the requirements
described in County procedure USE AND DISCLOSURE OF
PERSONAL HEALTH INFORMATION (PHI) PURSUANT TO
INDIVIDUAL’S WRITTEN AUTHORIZATION, paragraph
IV.C., and may indicate as an expiration date such terms as “end of
research study,” or similar language.

b.

An authorization for use and disclosure for a research study may
be combined with any other type of written permission for the
same research study.
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c.

2.

If research includes treatment, the researcher may condition the
provision of research related treatment on the provision of an
authorization for use and disclosure for such research.

Research Without Written Authorization. A department may use or
disclose and individual’s PHI for research purposes without the
individual’s written authorization provided that:
a.

For written accounts under ORS 179.505, the individual’s identity
should not be disclosed, except when the disclosure is essential to
the research, or when the disclosure benefits the provider or
individual;

b.

For drug and alcohol records, to qualified personnel for the
purpose of conducting scientific research, provided such personnel
do not identify, directly or indirectly, any individual in any report
of such research, or otherwise disclose the individual’s identity in
any manner.

c.

For all other PHI, department obtains documentation that a waiver
of an individual’s authorization for release of information
requirements has been approved by either:

d.

i.

An Institutional review Board (IRB); or

ii.

A Privacy Board that:
A.

Has members with varying backgrounds and
appropriate professional competency as needed to
review the effect of the research protocol on the
individual’s privacy rights and related concerns;

B.

Includes at least one member who is not affiliated
with the department, not affiliated with any entity
conducting or sponsoring the research, and not
related to any person who is affiliated with any such
entity; and

C.

Does not have any member participating in a review
of any project in which the member has a conflict of
interest.

Documentation required of IRB or Privacy Board when granting
approval of a waiver of an individual’s authorization for release of
information must include:
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i.

A statement identifying the IRB or Privacy Board that
approved the waiver of an individual’s authorization, and
the date of such approval;

ii.

A statement that the IRB or Privacy Board has determined
that the waiver of authorization, in whole or in part,
satisfies the following criteria:
A.

The use or disclosure of an individual’s protected
information involves no more than minimal risk to
the privacy of individual’s, based on at least the
following elements:
1.

An adequate plan to protect an individual’s
identifying information from improper use
or disclosure;

2.

An adequate plan to destroy an individual’s
identifying information at the earliest
opportunity consistent with the conduct of
the research, unless there is a health or
research justification for retaining the
identifiers or such retention is otherwise
required by law; and

3.

Adequate written assurances that the
protected health information will not be
reused or disclosed to any other person or
entity, except as required by law, for
authorized oversight of the research study,
or for other research for which the use or
disclosure of the protected information
would be permitted under this policy.

B.

The research could not practicably be conducted
without the necessary waiver; and

C.

The research could not practicably be conducted
without access to and use of the individual’s
protected information.

iii.

A brief description of the PHI for which use or disclosure
has been determined to be necessary by the IRB or Privacy
Board.

iv.

A statement that the waiver of an individual’s authorization
has been reviewed and approved under either normal or
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ADMINISTRATIVE PROCEDURES
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4/22/2010
Date

SUBJECT:
I.

USE OR DISCLOSURE FOR MARKETING

Purpose.
The purpose of this procedure is to address use and/or disclosure of PHI for purposes of
marketing pursuant to an individual’s written authorization.

II.

Scope.
See County GENERAL - PRIVACY OFPROTECTED HEALTH INFORMATION
(PHI) procedure, APM Chapter 4, Section 1, Issue, 2, paragraph IV.C., D., and E., and
subject to the provisions of that procedure

III.

Amendments.
This procedure may be amended by the County Administrator.

IV.

Administrative Procedures
A.

B.

General. A department shall obtain an individual’s written authorization prior to
using or disclosing an individual’s PHI for purposes of marketing, unless an
exception applies as stated below.
Definition of Marketing.
1.

Marketing means communications made to an individual about a product or
service that encourages the individual to purchase or use the product or
service. However, the definition of marketing does not include
communications made by department to an individual which:
a.

Describe a health-related product or service (or payment for such
product or service) that is provided by, or included in a plan of benefits
of, department, including communications about the entities
participating in a health care department network or health plan
network; replacement of, or enhancements to, a health plan; and

Chapter 4
Section 12
Issue 2
health-related products or services available only to a health plan
enrollee that add value to, but are not part of, a plan of benefits;

2.

C.

b.

Are for the treatment of the individual; or

c.

Are for case management or care coordination for the individual, or to
direct or recommend alternative treatments, therapies, health care
departments, or settings of care to the individual.

Marketing also means an arrangement between department and any other
entity where a department discloses PHI to the other entity, in exchange for
direct or indirect remuneration, in order for the other entity or its affiliate to
make a communication about its own product or service that encourages the
individual to purchase or use that product or service.

Written Authorization Required
1.

Any communication made for purposes of marketing involving the use or
disclosure of individual PHI may only be made upon obtaining an
individual’s written authorization.

2.

Any marketing communication made pursuant to an individual’s written
authorization which involves direct or indirect remuneration to department
from a third party must state such on the written authorization form. As to
electronic records, the authorization must also state whether the PHI can be
further exchanged for remuneration by the entity receiving the PHI unless
the purpose of the exchange is for:
a.

Research; or

b.

Treatment of the individual, subject to any regulation to prevent PHI
from inappropriate access, use, or disclosure; or

c.

Health care operation related to sale, transfer, merger, or consolidation
of all or part of the covered entity with another covered entity, or an
entity that will become a covered entity following the exchange; or

d.

Remuneration that is provided by a department to a business associate
for activities involving the exchange of PHI that the business associate
undertakes on behalf of and at the specific request of the department
and pursuant to the business associate agreement.

e.

Providing an individual with a copy of the individual’s PHI.3.

Page 2 of 3

Lane County Oregon
Administrative
Procedures
Manual
As of date provided with each
Chapter-Section-Issue portion
This APM is collated privately until Lane
County agrees to make it available freely
upon its web site of www.LaneGov.Com
Please email changes, corrections,
updates, etc. to Keith Stanton via
Bernhardt@OregonFast.Net
{updated last on 01 January 2013}

