EMPLOYEE ACKNOWLEDGEMENT

| acknowledge that | have received a copy of Johnson Creek Watershed Council’'s Personnel
Handbook (“Handbook”) and agree to familiarize myself with Johnson Creek Watershed
Council’s policies within five (5) business days after signing this acknowledgment. | understand |
should consult with the Executive Director if | have questions about any of these policies.

| understand that Johnson Creek Watershed Council policies are not a contract of
employment and do not confer any contractual rights, either express or implied, upon me
or any other employee, nor do they guarantee employment for any period of time. |
understand that | am employed “at will” and either 1 or Johnson Creek Watershed Council
may terminate the employment relationship at any time or for any or no reason,
consistent with applicable law.

| understand that these policies provide only a general reference and are not a full statement of
Johnson Creek Watershed Council's procedure. When | receive notifications of updates to this
handbook, | will keep current with these updates.

| understand that nothing in this handbook is intended to preclude or dissuade employees from
engaging in legally protected activities such as discussing wages, benefits, or terms and
conditions of employment, raising complaints about working conditions for their and their fellow
employees’ mutual aid or protection or legally required activities.

Employee Name Employee Signature Date

INSTRUCTIONS FOR RETURN: All employees must return a signed and dated copy of the
form within five (5) business days of their first date of employment. Please send signed form to
daniel@)jcwc.org.
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1. EMPLOYMENT WITH JOHNSON CREEK WATERSHED COUNCIL

The Johnson Creek Watershed Council is committed to fair, clearly stated and supportive
relationships between the organization and its staff. The personnel policies, as memorialized in
this handbook, of the Johnson Creek Watershed Council have been established in order to
provide a guide to the personnel practices of the Council and to ensure consistency of
personnel decisions. It is the intention of the Johnson Creek Watershed Council to administer
the personnel programs in a manner which complies with the letter and spirit of all applicable
federal, state and local regulations.

At-Will Relationship

Employees join Johnson Creek Watershed Council voluntarily and are free to resign at will at
any time, with or without cause. Similarly, Johnson Creek Watershed Council may terminate the
employment relationship at any time, for any or no reason, with or without notice, so long as
there is no violation of applicable federal, state, or local law. This policy of at-will employment is
the sole and entire agreement between you and Johnson Creek Watershed Council regarding
the duration of your employment and the circumstances under which our employment
relationship may be terminated.

Employee Classification

All employees are classified as either regular or temporary. Regular employees are employees
hired without a specific termination date. Temporary employees are employees whose position
at the time of hire is for a short-term period. Terms of employment will depend on agency needs,
and in no case will a temporary position be construed as being a contract for a definite time.

Employees also are classified as either exempt or non-exempt according to provisions of the
Fair Labor Standards Act.

Regular Full-time Employees are those employees who work 40 hours per week and are
eligible for all fringe benefits.

Regular Part-time Employees are those employees working at least 20 hours but less than 40
hours per week. Regular part-time employees that work less than 20 hours per week are not
eligible for fringe benefits.

Temporary Employees are those employees who are paid hourly under Letter of Agreement
for a specified period of time. Temporary employees scheduled to work more than six months
may be offered benefits in their offer letter.

Individuals participating in the Council’s internship program are not considered employees, even
if they receive an honorarium.
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2. WORKPLACE STANDARDS

2.1. Equal Employment Opportunity

Johnson Creek Watershed Council is committed to providing equal employment opportunity to
all qualified individuals regardless of race, color, sex, affectional or sexual orientation, gender
identity, gender expression, pregnancy, religion, national origin, marital status, age, physical or
mental disability, genetic information, status with regard to public assistance, and any other
characteristic protected by federal, state, and local law (“protected status”).

This policy applies to all aspects of employment with us, including but not limited to recruitment,
hiring, rates of pay, promotion, training, termination, benefit plans, determination with regard to
parental leave, use of company facilities or benefits, and all other forms of compensation,
conditions, and privileges of employment for both employees and applicants.

Any employee who violates this policy is subject to discipline, up to and including immediate
termination of employment. If you experience, observe, or become aware of any conduct you
believe may be discriminatory, you are strongly encouraged to immediately follow the
Reporting Procedure set forth in Section 2.5. Employees are also encouraged to document
such incidents.

2.2 Reasonable Accommodation for Qualified Individuals with Disabilities & Requesting a
Reasonable Accommodation of Disability

Because Johnson Creek Watershed Council believes that individuals should have full access to
equal employment opportunities, we provide qualified employees with disabilities with
reasonable accommodations to enable them to perform the essential functions of their jobs.
Johnson Creek Watershed Council prohibits retaliation against any employee or job applicant
because they have requested an accommodation.

If you believe you need an accommodation because of your disability, you are responsible for
requesting a reasonable accommodation. You may make the request to the Executive Director.
Johnson Creek Watershed Council strongly encourages employees to make their request in
writing, which helps ensure that the request is received and promptly addressed, and to include
relevant information, such as:

e A description of the accommodation you are requesting.

e The reason you need an accommodation.

e How the accommodation will help you perform the essential functions of your job.

After receiving your request, the Johnson Creek Watershed Council will engage in an interactive
dialogue with you to determine the precise limitations of your disability and explore potential
reasonable accommodations that could overcome those limitations. Johnson Creek Watershed
Council encourages you to suggest specific reasonable accommodations that you believe would
allow you to perform your job. However, Johnson Creek Watershed Council is not required to
make the specific accommodation requested by you and may provide an alternative, effective
accommodation. Johnson Creek Watershed Council will endeavor to grant all requests for
accommodations and will only deny those that impose an undue hardship on Johnson Creek
Watershed Council, such as a request that requires significant difficulty or expense.
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2.3 Discrimination and Harassment Free Workplace

Consistent with its Equal Employment Opportunity Policy, Johnson Creek Watershed Council is
committed to providing a workplace free of discrimination and harassment. The workplace
includes all Council-sponsored events and social media. The rights of employees listed in this
section extend to Council interns and volunteers.

Johnson Creek Watershed Council affirms its commitment that the rights of all employees must
be respected. Johnson Creek Watershed Council strictly prohibits and will not tolerate unlawful
discrimination or harassment, including but not limited to sexual harassment, racial harassment,
or harassment based on any protected status. Such prohibited conduct includes but is not
limited to:

e sexually suggestive statements, questions, insults or jokes, or sexual innuendos;

e unwanted sexual flirtations, advances, or propositions;

e pressuring for sexual activity, including offering employment benefits in exchange for
sexual favors or denying employment benefits in response to a refusal to provide sexual
favors;

e offensive touching or assault, obscene gestures, or graphic materials;

e repeated failure or intentional failure to use someone’s chosen name or declared
pronoun;

e use or racial epithets and/or derogatory language;

e “microaggressions,” which can be identified as indirect, subtle, or unintentional
comments or conduct that are hostile, derogatory, or reinforce stereotypes based on an
individual’s protected status;

e any other conduct that shows hostility toward, disrespect for, or degradation of an
individual based on the individual’s protected status.

Johnson Creek Watershed Council does not tolerate bullying, which includes repeated
threatening or intimidating behavior; violent behavior of threats, including bringing a weapon to
the work place. Stalking, surveilling, or blackmailing is likewise prohibited.

Prohibited conduct does not include directness or assertiveness; legitimate responses to
situations which involve swift or immediate action and may require a direct conversation;
constructive criticism and performance feedback in job evaluations or peer-to-peer reviews.

If you experience, observe, or become aware of any conduct you believe may be discriminatory
or harassing, you are strongly encouraged to immediately follow the Reporting Procedure set
forth in Section 2.5. Employees are also encouraged to document such incidents.

2.4 Prohibition Against Retaliation

Johnson Creek Watershed Council strictly prohibits and will not tolerate any adverse action
taken against an individual for:
e reporting conduct that they reasonably believe may violate this policy;
e filing a complaint of alleged discrimination or harassment with a government agency or
court;
e assisting another individual in reporting conduct that may allegedly violate this policy;
e assisting another individual in filing a complaint of alleged discrimination or harassment
with a governmental agency or court;
e cooperating in an investigation of any kind; or
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e opposing alleged unlawful discrimination or harassment.

If you experience, observe, or become aware of any conduct you believe may be retaliation, you
are strongly encouraged to immediately follow the Reporting Procedure set forth in Section
2.5. Employees are also encouraged to document such incidents.

2.5 Reporting of Harassment or Discrimination

Johnson Creek Watershed Council strongly encourages an individual to come forward with any
complaints of harassment, discrimination, and any other possible violation of the policy.

Johnson Creek Watershed Council strongly encourages employees to document any incidents
involving discrimination, harassment, and sexual assault as soon as possible.

Before taking action on the issues reported, the employee making the report will be consulted
about how they would like to move forward with the response. (See: restorative justice
approach).

Who to go to:

e If you experience, observe, or become aware of conduct that violates this policy, or that
you believe violates this policy, you are strongly encouraged to immediately report the
possible violation to your immediate supervisor, the Community Inclusion Committee
Chair, or the Executive Director. You are not required to report or make a complaint
directly to the offending individual.

e If you do not feel comfortable reporting the possible violation to those listed above, you
may report to the Board Chair or any other board member who will report to the Board
Chair.

e [f you do not feel comfortable reporting to any parties mentioned above, please feel free
to seek counsel with an outside party, who could then relay the information to the Board
Chair should the individual desire to move forward with the reporting procedures. Note
that the outside party will not be compensated by the Johnson Creek Watershed Council
for their services.

Johnson Creek Watershed Council will consider restorative justice alternatives whenever
applicable. Restorative justice can be defined as an alternative framework for addressing the
wrongdoing. The process emphasizes repairing harm and returning to the part of us that wants
to be connected to each other in a meaningful and productive way, rather than utilizing punitive
measures to address wrongdoing.

Investigations: Johnson Creek Watershed Council will promptly and thoroughly investigate all
reports of unlawful harassment or discrimination. Investigations will be kept confidential to the
extent possible and information relating to the investigation will be disclosed only on a
need-to-know basis. If the investigation confirms a policy violation, Johnson Creek Watershed
Council will take all reasonable and appropriate action to correct the violation, up to and
including termination.

Nothing in this policy precludes any person from filing a complaint with the Oregon Bureau of

Labor and Industries or the Equal Employment Opportunity Commission. Note that Oregon state
law requires that any legal action taken on alleged discriminatory conduct (specifically that
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prohibited by ORS 659A.030, 659A.082, or 659A.112) must be brought no later than five years
after the occurrence of the violation. Other applicable laws may have a shorter time limitation.

2.6 Continuing Education

Employees are encouraged and expected to participate in continuing education regarding

interpersonal interactions, cultural differences, and community inclusiveness. Such education
may take the form of training sessions, assigned reading, and structured staff discussions.

2.7 Nondisclosure, No-Rehire, or Non-Disparagement Agreements

Under this policy, a nondisclosure agreement is any agreement by which one or more parties
agree not to discuss or disclose information regarding any complaint of work-related
harassment, discrimination, or sexual assault. A non-disparagement agreement is any
agreement by which one or more parties agree not to discredit or make negative or disparaging
written or oral statements about any other party or the company. A no-rehire provision is an
agreement that prohibits an employee from seeking reemployment with the company and allows
a company to not rehire that individual in the future.

Johnson Creek Watershed Council will not require or coerce an employee to enter any
agreement if the purpose or effect of the agreement prevents the employee from disclosing or
discussing conduct constituting discrimination, harassment, or sexual assault. This includes, for
example, settlement, separation, or severance agreements. An employee may, however,
voluntarily request to enter into an agreement that contains non-disclosure, non-disparagement,
or no-rehire clauses, and will have at least seven days to revoke such an agreement.

3. RECRUITMENT PROCEDURES

The Johnson Creek Watershed Council intends to recruit, hire, and place applicants on the
basis of the applicant's relative knowledge, skills, and abilities. The decision to employ an
applicant will be based solely on the individual's qualification for the particular position along
with other requisite job skills. Minimum qualifications shall be specified in the job description.

When a new position is established, the Council will prepare a job announcement identifying the
position's responsibilities and overall relationship to the Johnson Creek Watershed Council for
posting or circulation within the Johnson Creek Watershed Council and for public notification
with special consideration to culturally specific groups and partnerships as per the equity action
plan.

4. COMPENSATION

Persons employed by the Johnson Creek Watershed Council in a part-time or full-time capacity
will be classified as either exempt or non-exempt. Exempt employees will receive a salary, while
non-exempt employees will receive an hourly wage. At the time of hire, new employees will
receive a letter of hire, a job description, salary and benefits detail and a copy of the personnel
policies. The magnitude of the work assignments and the full scope of responsibility for the
position will be fully discussed at the time of hire. In setting compensation, the Council may
consider, among other things, external labor market rates, equitable relationship with other jobs
within the organization and the organization's ability to pay. Each employee will receive a
performance review annually, which may include a compensation adjustment. Employees will
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receive regular pay deposited directly into their banking account. The earnings statement will
reflect wages earned, taxes deducted and vacation and sick time accrual and usage.

5. WORK SCHEDULE, TIMESHEETS & STAFF CALENDARS

The Johnson Creek Watershed Council will establish a 40-hour full-time equivalent weekly work
schedule, and whenever possible will accommodate each individual's personal commitments
and the needs of the organization. Typically, overtime is not budgeted and is only allowed if
pre-approved by the Executive Director. The council’s workweek is Sunday through Saturday.
The hours used to calculate overtime only includes time actually worked.

Employees are responsible for recording their hours worked on the timesheets provided by the
Johnson Creek Watershed Council and submitting them to the Executive Director as required to
meet payroll deadlines. A signature on the timesheet means that the employee has recorded
their time as true and accurate as possible and took the required breaks and meal rest times
(paid or unpaid) according to Oregon labor laws. In addition, employees will keep an updated
Google calendar with scheduled off-site meetings/event and vacation leave that is shared with
all staff members.

6. HOLIDAY SCHEDULE

Eight paid Federal holidays as well as the day after Thanksgiving and a floating holiday
modelled in accordance with Federal holidays - are as follows:
New Year's Day - January 1

Martin Luther King Jr. Day— January

Memorial Day — May

Independence Day - July 4

Labor Day - September

Veterans Day — November

Thanksgiving Day — November

Day after Thanksgiving Day — November

Christmas Day - December 25

Floating Holiday

When New Year's Day, Independence Day, or Christmas Day falls on a Sunday, the following
day shall be considered the official holiday. When these holidays fall on a Saturday, the
preceding Friday shall be considered the official holiday. A floating holiday is to be scheduled by
each employee with at least two weeks notice to the Executive Director.

7. TELECOMMUTING

The Johnson Creek Watershed Council may grant telecommuting privileges of up to 20% of
regularly scheduled time per week to high performing employees whose job responsibilities are
suited to such an arrangement. Employees shall request telecommuting privileges in writing.
The decision to grant telecommuting privileges will be made on a case-by-case basis by the
Executive Director or by the Executive Committee if the Executive Director is requesting the
privileges.

Telecommuting privileges are revocable. They may be revoked, for example, if the
telecommuting employee’s productivity is low or overall performance becomes unsatisfactory, if
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their absence from the office affects other employees’ ability to complete assignments, or if their
job responsibilities change such that telecommuting is no longer in the Council’s best interests.

On the day before his / her /their telecommute, an employee shall provide his / her / their
supervisor with a brief outline of work to be accomplished while telecommuting. They shall be
available by phone and e-mail while telecommuting.

In the case of extenuating circumstances (i.e. office closures for emergencies or otherwise) the
rules in this section will be modified.

8. TIME OFF & LEAVE

8.1 Parenting Leave

The Johnson Creek Watershed Council desires to assist new parents in balancing the demands
of working and caring for children. The Council will provide up to 8 weeks of unpaid family leave
to any employee for the birth or adoption of a child. Leave must be initiated within six weeks of
the birth or adoption of the child, unless otherwise approved by the Council. The use of the 8
weeks shall be at the discretion of the employee and shall be discussed with the Executive
Director as to its impact on ongoing work responsibilities and other employees. Although a
maximum of 8 weeks is available, an employee may utilize accumulated sick leave as well as
annual leave to enable either partial payment for or extension of the basic 8-week period.
Special circumstances shall be reviewed by the Executive Director. Insurance benefits will
continue to be in force during this leave period but all premiums and expenses for benefits will
be paid by the employee. Accrual of leave benefits and seniority cease during an approved
leave. Upon completion of leave, the employee will be allowed to return to the same or a
substantially similar position at the same salary as the employee earned prior to the leave.

8.2 Vacation Leave

Each full-time staff employee will receive 144 hours or 18 working days paid annual vacation,
leave accrued at a rate of 5.54 hours per pay period. A pay period is two weeks. Accrual will
begin on the employee’s start date with the Council (first accrued hours will be credited to the
employee upon receipt of her first paycheck). Annual vacation leave will increase with the
number of years employed by the Johnson Creek Watershed Council as follows:

Years of Service Number of Days Annual Paid Leave Accrual rate per pay period
0-3 years 18 days 5.54 hours
4 years 19 days 5.85 hours
5 years 20 days 6.15 hours
6 years 21 days 6.46 hours
7 years 22 days 6.77 hours
8 years 23 days 7.08 hours

Employees may use their vacation leave after 90 days of employment as earned if such leave
does not prevent the completion of a reasonably assigned task or prevent other staff from
completion of their work assignments. The Executive Director must approve all annual leave
and the employee should request such leave as early as possible, with a minimum of two weeks
in advance. If an employee needs to take annual leave before reaching 90 days of
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employment, she/he may do so by arrangement with the Executive Director at her/his time of
hire.

It is the intent of the Johnson Creek Watershed Council to encourage each employee to utilize
allotted annual leave. A maximum of ten days, or 80 hours, can be carried over from one
calendar year to the next. Additional leave may not be carried over unless pre-approved by the
Executive Director. Sick leave may not be used to supplement annual leave. An employee may
take leave without pay with prior written approval from the Executive Director.

Annual leave will be pro-rated for regular part-time employees.

8.3 Special Leave

Special leaves of absence without pay may be granted an employee at the discretion of the
Council.

8.4 Sick Leave

Each full-time staff employee will receive 80 hours or 10 working days paid sick leave per year.
Part-time or temporary employees eligible for sick leave will be pro-rated based on regularly
scheduled work hours. Those employees not eligible for sick leave will be provided up to 40
hours of unpaid leave (protected sick time) per calendar year. Sick leave will accrue each pay
period. New employees must wait until their 91° calendar day of employment before using any
sick leave but will still accrue from the hire date and will be credited in the 3™ month of
employment. Sick leave is to be utilized for purposes of addressing health needs, which
includes preventive and routine care, e.g. dental and medical appointments. Sick leave may
also be used to care for spouses/partners, children, or other immediate family members when
they are sick or require preventative or routine care. Compensation will be based upon the
employee's salary rate at the time sick leave is taken. For sick leave of more than four days or
if requested by the Executive Director, the employee will provide documentation from their
treating physician explaining their absence.

Each staff person of the Johnson Creek Watershed Council should notify the office each day
they will be absent from work due to iliness, if at all possible.

Sick leave may be accumulated over multiple years to a maximum of 320 hours. Compensation
for unused sick leave will not be paid to an employee at termination. Sick leave use is limited to
actual amount accrued.

8.5 Inclement Weather

When the Portland area is experiencing inclement weather, employees must determine their
own safety in getting to work. It is the employee’s responsibility to notify the Executive Director if
they are unable to make it into the office or work-related meetings or events, because of
hazardous travel. An employee may plan ahead and work from home (subject to prior approval
as described in #6 Telecommuting) or use vacation leave if available. If the council has an event
planned, the Executive Director will decide if it needs to be canceled and he will contact
employees by email or phone.

8.6 Compassionate Leave
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Employees of the Johnson Creek Watershed Council shall be granted up to three working days
with pay due to a death in their immediate family (parent, sibling, spouse/partner, children,
in-laws, grandparent, and grandchildren). The Executive Director will consider special cases on
an individual basis.

8.7 Jury Duty

The Johnson Creek Watershed Council will pay an employee normal pay for up to two weeks of
jury duty.

8.8 Military Leave

Employees absent on their annual two-week reserve or National Guard duty shall be considered
on an excused leave of absence and may elect one of the following options related to their pay:

The employee may take their vacation and retain their military pay.
The employee may surrender their military pay to the Council, receive their regular
salary and take their vacation at a later date.

e The employee may take unpaid leave and retain their military pay.

An employee called up to active duty is allowed an unpaid leave of absence to meet their
military responsibilities.

Upon honorable discharge from active duty, the employee will be allowed ninety days to apply
for reinstatement to her/his former job. The employee will be reinstated to the same job formerly
held, with the same duties, same level of pay, benefits and seniority had s/he not been on active
military duty. Employee benefits will not accumulate during the leave. The employee will be
given a Consolidated Omnibus Budget Reconciliation Act notice for election to continue
insurances during the leave.

9. MILEAGE REIMBURSEMENT

If an employee is required to use their own vehicle for company travel, they may submit an
expense reimbursement form (see form for updated instructions and rates). The mileage
submitted must be in excess of the employee’s normal route to and from work. This form must
be turned in by the 10" of the month for the prior month’s expenses and approved by the
Executive Director.

If multiple staff are travelling to the same event, the Council will only reimburse a single staff
member. The council will not reimburse each employee for mileage and/or parking to the same
event unless prior approval is received from the Executive Director.

10. SUBSTANCE ABUSE

Employees needing help with a substance abuse problem are encouraged to contact their
supervisor or a treatment facility.

Early recognition and treatment are critical to any program to curb abuse and to enhance the
employee's ability to perform satisfactorily. The Johnson Creek Watershed Council finds that
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both the employee and the Council will benefit greatly from early substance abuse recognition
and treatment.

No person will be penalized for seeking or accepting counseling or treatment for a substance
abuse problem so long as job performance and/or safety are not compromised.

11. BENEFITS

The Johnson Creek Watershed Council is committed to providing a benefit program for all its
employees. The Johnson Creek Watershed Council reserves the right, in its discretion,
however, to change the nature of the benefits offered to employees, or other features of any
benefit. In addition, Johnson Creek Watershed Council may decide to discontinue one or more
benefits. Covered employees will be notified of such changes or discontinuations as soon as
practicable. When insurance is offered to eligible employees, coverage will be effective the first
of the month after hire date. In the last month of employment, insurance coverage will continue
until the last day of the month.

12. PERFORMANCE REVIEWS

Each performance review should be a positive and interactive process whereby both the
Johnson Creek Watershed Council and the individual being reviewed receive information about
his or her success in meeting the responsibilities of the job, and the Johnson Creek Watershed
Council can learn about its strengths and weaknesses as an employer of that employee. In
general, the goal of the Johnson Creek Watershed Council is to conduct a performance review
of each new employee during the sixth month of employment, after the first year of service and
annually thereafter.

13. EMPLOYMENT REFERENCES

When the Johnson Creek Watershed Council receives a request for information from another
person or entity about an employee, either during employment or after the employee's
employment has ended, it is the Johnson Creek Watershed Council's policy to provide only the
following:

a. dates of employment
b. last job title

In general, Johnson Creek Watershed Council policy is not to furnish any other information
about work performance or employment, unless the employee specifically directs it to do so and
signs a release prepared by the Johnson Creek Watershed Council that authorizes it to do so
(Employee Reference Release Form). If an employee does not authorize the Johnson Creek
Watershed Council to furnish any additional information, it will advise the requesting person or
entity that, absent a release, Johnson Creek Watershed Council's policy is to provide only the
information set out in a-b above.

14. ENDING EMPLOYMENT WITH JOHNSON CREEK WATERSHED COUNCIL

14.1 Resignation
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While your employment is at will, which means you are free to resign at any time, for any or no
reason, with or without notice, we request that you provide advance notice at least ten (10)
working days by submitting a letter of resignation to the Executive Director or in the case of the
Executive Director, the Board of Directors.

At the time of the effective date of the resignation, the employee shall be able to use any
accrued annual vacation leave or the employee shall be paid for all unused accrued annual
vacation leave. If the employee has used all annual leave due prior to resignation, all hours
used in excess of those earned shall be deducted from the employee's final paycheck at the
rate of salary paid at the time of resignation. No employee shall be compensated for any unused
sick leave at the time of resignation.

14.2 Involuntary Separation

As noted above, your employment is at will, which means Johnson Creek Watershed Council is
free to terminate the relationship at any time with or for any reason, with or without notice.

Discipline and/or discharge may result for many reasons including, but not limited to,
inappropriate behavior and/or unsatisfactory performance.

At the discretion of the Executive Director, any staff member facing termination for
unsatisfactory performance may be given the option to resign as described in the above section
under "Resignation."

14.3 Layoffs

The Johnson Creek Watershed Council attempts to hire highly qualified staff with broad
capabilities. There may be occasions, however (due to program changes, loss of contract
support, etc), when it may be necessary to initiate lay-offs. In such cases, it is the intent of the
Johnson Creek Watershed Council to attempt to avoid abrupt, arbitrary, and unfair actions
whenever possible.

14.4 Work Product & Files

The work products of an employee and all supplies and materials, if purchased by Johnson

Creek Watershed Council, shall remain the property of the Johnson Creek Watershed Council
after resignation, discharge, or layoff of that employee. The employee may retain any personal
files, but work files and other papers shall remain with the Johnson Creek Watershed Council.

15. EMPLOYEE APPEALS

The purpose of the employee appeal procedure is to provide a means for employees to resolve
their workplace concerns with management. All regular and temporary employees of the
Johnson Creek Watershed Council may file an appeal under this section.

Definition of an Appeal and Appeal Process

An appeal is a claim by an employee that management misapplied Johnson Creek Watershed
Council policies. This procedure represents an intent to offer a dispute resolution mechanism to
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the employees of the Johnson Creek Watershed Council. Failure by the Johnson Creek
Watershed Council to exactly follow this procedure shall not subject the Council to a
breach of contract claim.

Step One:

Any employee who is eligible may present an appeal to their immediate supervisor OR present
an appeal directly to the Board Chair, a Board Member, or the Executive Committee for
discussion, if the matter is sensitive in nature. The supervisor shall have five (5) regular working
days in which to respond to the relief requested. Should the supervisor fail to respond within this
time limit or if the employee finds the response unsatisfactory, the appeal may be reduced to
writing, clearly specifying the policy allegedly misapplied, and the relief requested. The appeal
should be submitted to the Executive Director by the person receiving the appeal within five (5)
regular working days from the time the first step answer was due or was given.

The Executive Director should respond in writing within five (5) days of receipt and if the
Executive Director fails to respond within this time, or if the employee finds the response
unsatisfactory, or in cases where the Executive Director is the immediate supervisor, the
employee may proceed to Step Two.

Step Two:

The employee may submit an appeal to the Board Chair, a Board Member, or the Executive
Committee if Step One has not resolved the issue. Upon receipt of a written appeal, the
Executive Committee will inform the Board Chair of the appeal. The Executive Committee shall
also convene a meeting wherein statements shall be taken from the appealing employee and
the employee's immediate supervisor, as applicable, either separately or jointly at the discretion
of the Executive Committee Chair. The Executive Committee may also request statements from
other employees, organizational partners, volunteers, interns, and other relevant persons.

The Committee may refuse to grant the employee's request for appeal when the issues involved
are minor in nature, or involve evaluations or judgments by management unless they appear to
be contrary to policy, malicious or vindictive. The Executive Committee shall have twenty (20)
regular working days in which to respond to the employee in writing concerning the relief
requested. If the Executive Committee fails to respond within this time limit, the employee may
petition the Chair of the Board. Failure on the part of the employee to petition the Chair of the
Board within thirty (30) days of the result of Step Two shall result in the appeal being waived.

Step Three:

The Chair of the Board shall convene a meeting with the aggrieved employee, the Executive
Director and the Immediate Supervisor, as applicable, either separately or jointly at the
discretion of the Chair. The Chair may convene an executive committee meeting and within ten
(10) working days shall respond to the appellant in writing with the final decision. In all
instances, a thorough and fair investigation will take place, giving careful consideration to the
rights and dignity of the people involved. The Chair will report the appeal and the result at the
next regularly scheduled Board meeting.

16. CONSULTANT FEES, HONORARIA, GIFTS
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All employees are encouraged to participate in a variety of community and professional
activities. In those instances where an employee's activities are part of their regular duties and

responsibilities, any payment received will be turned over to the Johnson Creek Watershed
Council.

All fees derived from Johnson Creek Watershed Council reports, activities, events, or speaking
engagements while employed by the Johnson Creek Watershed Council shall also be turned
over to the Johnson Creek Watershed Council.

In some instances while employed by the Johnson Creek Watershed Council, an individual may
do work that is based on activities or experiences prior to or separate from their regular duties
and responsibilities at the Johnson Creek Watershed Council. To avoid actual or appearance of
conflict of interest, any employee who engages in any compensated activity in any field directly
related to Johnson Creek Watershed Council programs must have prior approval by the
Executive Director. The Board of Directors will review these issues for the Executive Director.

No employee may formally represent himself/herself as a spokesperson for Johnson Creek
Watershed Council without prior approval of his/her supervisor.
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