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1. Introduction

a. Purpose - These policies help provide for the recruitment, development, and retention of the best employee for each position within the service of the Boone, Campbell and Kenton County Conservation Districts.  

Information for this document was cited from: 

1. Personnel Management Reference Book for Conservation District Officials, National Association of Conservation Districts, League City, Texas, 1992.

2. U. S. Office of Personnel Management

3. Boone County Personnel Policies and Procedures, Boone County Fiscal Court, February 27, 2001.

4. Kenton County Personnel Policies and Procedures, Kenton County Fiscal Court, October 2005.
b. Employment Relationship - The policies in this handbook do not supersede federal or state law. These policies are not an employment contract, but are intended to provide guidance on personnel issues which may arise. Kentucky is an employment-at-will state. This means that employees may terminate their employment at any time for any reason without breaching an employment contract, just as the Conservation District boards may do the same. Because the policies are not an employment contract, the Conservation Districts may modify and interpret them at any time. 

c. Categories of Employment - Each employee shall be classified as full-time, part-time, or provisional. The exempt and non-exempt classification of positions will be based on the “Guide List for Determining Exemptions (Exemption Test) as provided under the Fair Labor Standards Act” Wage and Hour Law. Kentucky's wage and hour statutes and regulations complement the Fair Labor Standards Act (FLSA), 29 U.S. C.  201 and are found in KRS Chapter 337 and 339. Regulations interpreting those statutes are located at 29 C.F. R. 500.0 et Seq. and 803 KAR Chapter 1, respectively.

i. Exempt and Non-exempt Employees - Exemptions from minimum wage and overtime pay requirements in Kentucky are determined by actual duties employees perform each week, rather than by job title. Exempt/non-exempt status will be determined when the position is established or re-determined when significant changes are made to an established position. 

1. Exempt employees are those employees who are exempt from the overtime and minimum wage provisions of the wage and hour law. 

2. Non-exempt employees are those employees who are not exempt from the overtime and minimum wage provisions of the wage and hour law. 

ii. Full-time/Part-time
1. Full-time Employees: hired for an indefinite period of time, and work 40 hours or more per week.

2. Part-time Employees: hired for an indefinite period of time, but work less than 40 hours per week.

3. Provisional Employees: hired for a set period of time, or a specific job function, and work less than 40 hours per week.

d. Qualifications for Positions - The U. S. Office of Personnel Management civilian workforce Qualification Standards for General Schedule Positions is used by the Conservation Districts as a guideline for setting position qualifications and starting pay grades for positions. 
Qualification Standards for General Schedule Positions – General Guidelines
GS - 2 

High School diploma, and 3 months experience (not in same job category)

GS - 3

High School diploma, and 6 months experience (not in same job category)

GS - 4

High School diploma, and related experience

GS - 5

High School diploma, and at least one year related experience 

or, College degree, and no related experience

GS- 6

College degree, and some experience

GS- 7

College degree, and some specialized experience

or, College degree with B or above average and other academic recommendations

GS - 8

GS-7, plus more specialized experience

GS - 9

Graduate Degree directly related to field of work

GS - 10

GS-9 with experience

GS - 11

Doctorate Degree directly related to field of work

GS - 12

At least one year of specialized experience equivalent to GS - 11.

2. Employee Pay
a. Pay Structure - The U. S. Office of Personnel Management civilian workforce General Schedule is used by the Conservation Districts as a guideline for salary starting points and incremental raises. The general pay schedules are updated annually and are available from the U.S. Office of Personnel Management. (http://www.opm.gov – Wages and Salaries - General Schedule – Cincinnati-Middletown-Wilmington, OH-KY-IN)

i. Each General Schedule (GS) grade has 10 steps. Within-grade increases or step increases are periodic increases in a GS employee's rate of basic pay from one step of the grade of his or her position to the next higher step of that grade. The employee remains in each step for a set amount of time:

1. Steps 1 - 3
One year in each step

2. Steps 4 - 6
Two years in each step

3. Steps 7 - 9
Three years in each step

4. The total time period from Step 1 to Step 10 is 18 years.
ii. Cost of Living Adjustment: A COLA for Steps 1 – 3 is not granted since an employee normally stays in a Step 1 – 3 for only one year. A Step, Grade or COLA is made at the discretion of the boards. 
b. Performance Evaluation Increases – Employees may be eligible for a pay raise upon a satisfactory performance evaluation. 
i. A successful performance evaluation may result in a one-step increase within the general schedule, as noted in Section 2. a. i. 1., or a cost of living increase as noted in Section 2. a. ii. 
ii. Exemplary performance or increase in job duties may warrant additional step increases or a grade increase. 
iii. An unsatisfactory performance rating may result in the employee not receiving a one-step or other increase. Corrective measures shall be listed by the supervisor to improve job performance. Performance will then be monitored on an established basis and if improvement does not occur, the disciplinary action process shall begin. 
iv. Performance evaluation increases will become effective only after each board for which the employee works has approved the action. Increases will be considered by each employing board at their next regular board meeting following the performance evaluation. Increases become effective on the first day of the first pay period following approval by all employing boards.  
c. Pay Periods: Employees are paid bi-weekly, beginning after two weeks employment. The Conservation Districts withhold federal, state, and local taxes, including Social Security/Medicare payments.
d. Overtime Pay
i. Non-exempt Full-time Employees – Any overtime work must be cleared with the employee’s immediate supervisor and/or the board chair. Overtime pay must be made based on an hour and a half per hour of time worked over 80 hours in a pay period. 
ii. Exempt Full-time Employees are not eligible for overtime pay. 
iii. Part-time Employees - Employees shall receive hourly wage for hours worked. Overtime payment is required only if hours exceed 80 in one two-week period, as authorized by the employee’s immediate supervisor. Overtime pay must be made based on an hour and a half per hour of time worked over 80 hours in a pay period.
iv. Provisional Employees – Does not apply. 
e. Compensatory Time – It is the policy of the Conservation District boards to grant compensatory time to employees when they are required to attend night meetings or other activities, or to perform necessary work, as directed by the boards, in excess of 80 hours in a pay period.
i. Non-exempt Full-time Employees may not be granted cumulative compensatory time, according to KRS 337.285. Employees will be granted time off during that pay period, with the total hours worked during the pay period not to exceed eighty (80) hours. Time is granted based on an hour for every hour worked. 
ii. Exempt Full-time Employees may be granted cumulative compensatory time for hours worked exceeding eighty (80) hours during the pay period.  Compensatory time is granted based on an hour for every hour worked. Compensatory time may be carried over for a maximum of 240 hours per employment year. Upon termination of employment as specified herein, unused time of a maximum of 40 hours will be compensated.
iii. Provisional Employees: Does not apply. 

3. EMPLOYEE BENEFITS
a. Paid Vacation (Annual Leave) – Provided for full-time and part-time employees and is granted after completing one year of employment.  Paid vacation (annual leave) is not provided for provisional employees. 
i. Requests for vacation/annual leave should be filed with the employee’s immediate supervisor 30 days in advance. Employees, as a courtesy, should clear requests for leave with their immediate supervisor as far in advance as possible, especially if purchasing travel or accommodations in advance.
ii. Full-time Employees:    1 - 9 years of service – 80 hours; 10 + years of service – 120 hours.  Vacation/annual leave may be carried over to the next employment year for a maximum of 240 hours.  Upon termination of employment, as specified herein, employee will receive compensation for up to 40 hours of unused vacation/annual leave. 
iii. Part-time Employees:
Employee will receive vacation/annual leave prorated according to the above scale, based on the number of set work hours per week for the employee. (i.e. Part-time Employee working set 24 hours per week would receive the equivalent of two weeks paid leave for a total of 48 hours per year. After ten years of service, the employee would receive the equivalent of three weeks paid leave for a total of 72 hours of paid leave per year.) Vacation/annual leave may be carried over to the next employment year for a maximum of 120 hours.  Upon termination of employment, as specified herein, employee will receive compensation for up to half the employee’s set work hours per week for unused vacation/annual leave (i.e., set work hours are 24, compensation up to 12 hours).
iv. Provisional Employees: None provided. 

b. Holidays – The Conservation Districts observe these federal holidays, 10 per calendar year: 
New Year's Day, January 1


Martin Luther King Day, 3rd Monday in January

President's Day, 3rd Monday in February

Memorial Day, last Monday in May

Independence Day, July 4th


Labor Day, 1st Monday in September

Columbus Day, 2nd Monday in October

Veterans' Day, November 11

Thanksgiving Day, 4th Thursday in November
Christmas Day, December 25

i. Full-time Employees: Leave with pay granted for above holidays.
ii. Part-time Employees: Part-time employees receive full pay for the set amount of hours of work for the above holidays when holiday occurs on a regularly scheduled day of work. No leave granted when holidays occur on days not regularly scheduled for work.
iii. Provisional Employees: None Provided. 

c. Medical/Personal Leave – An employee must notify the supervisor when using medical leave unless medically incapable. Planned medical leave and personal leave notice should be given as far in advance as possible. Medical leave may be used for: appointments with doctors, personal illness or injury; illness, injury, or death in the employee's immediate family (grandparents, brother, sister, brother-in-law, sister-in-law, daughter-in-law, son-in-law, father, father-in-law, mother, mother-in-law, spouse, child, or grandchild). Personal leave may be used for personal business that the employee is unable to conduct outside of normal working hours. 
i. Full-time Employees are granted eighty (80) hours annually on the anniversary of employment, with full pay, of which 24 hours may be used as personal leave hours. Forty unused hours may be carried over per employment year for a maximum of 240 hours. Upon termination of employment as specified herein, a maximum of 40 hours will be compensated. 
ii. Part-time Employees are granted medical/personal leave hours are granted annually on the anniversary of employment, prorated based on the number of set work hours for the employee. (i.e. Part-time Employee working set 24 hours per week would receive the equivalent of two weeks paid leave for a total of 48 hours per year, with full pay, of which 16 hours may be used as personal leave.  A maximum of half the employee’s set work hours per week of unused leave may be carried over per employment year for a maximum of 120 hours. Upon termination of employments as specified herein, a maximum of unused medical/personal leave will be compensated at half the employee’s set work hours per week. (i.e. Part-time employee working 24 hours per week could receive compensation for a maximum of 12 hours unused medical/personal leave).  
iii. Provisional Employees: None provided.

d. Health Insurance – 
i. A voluntary health insurance program is available for all full-time employees. Paid coverage is available for the employee only, as outlined below. Family coverage may be purchased by the employee through the plan as allowed for by the provider. Employees will be eligible for coverage on the first day of employment. The plan is currently provided by the Boone County Fiscal Court to personnel who are employed by the Boone County Conservation District and work in a full-time position for the conservation districts.

1. Full-time employees - Paid in full for employee only. 
2. Part-time employees – As of June 30, 2005, part-time employees are not eligible for coverage under the current plan provided by the Boone County Fiscal Court. 
3. Provisional employees - None provided.
ii. A voluntary Flexible Spending Account is available to full-time employees through the Boone County Fiscal Court. Employees who participate in this plan agree that if their employment is terminated prior to their contributing the amount of money that has been extended to them through the plan, they will reimburse the districts for any funds used over the amount that they have contributed to the plan. The conservation districts will reimburse the Boone County Fiscal Court for such shortfalls in an employee’s plan account. 

iii. Health Reimbursement Arrangement – This fund is available to full-time employees who are enrolled in the county’s Health Benefit Plan through the Boone County Fiscal Court. This was started by Boone County in 2007. The plan fees, paid by the Conservation Districts, include a  contribution of  $1000 per 12-month plan year for each covered employee.  Funds that are not used have a 100 % rollover benefit. Funds are available to employees if they retire from employment with the county (districts). Funds are forfeited if an employee terminates employment with the county. 
e. The Conservation Districts maintain Worker’s Compensation Insurance.

f. Dental Insurance -  Not provided.
g. Long-term Disability Insurance –  Not provided.
h. Life Insurance – Not provided.
i. Deferred Compensation - The deferred compensation plan was instituted on July 1, 2002. The plan, either a 401(K) or Roth IRA, is offered through the Kentucky Deferred Compensation Authority Plan.
i. Full-time Employees: Provided for full-time employees with eligibility 90 days after date of hire. The districts will contribute 50% of the amount an employee contributes to the designated plan. The districts will contribute no more than 3% of the employee’s gross salary per year. Employee contribution is required for the district to make a contribution to the plan.
ii. Part-time Employees: Provided for part-time employees with eligibility 90 days after date of hire. The districts will contribute 50% of the amount an employee contributes to the designated plan. The districts will contribute no more than 3% of the employee’s gross salary per year. Employee contribution is required for the district to make a contribution to the plan.
iii. Provisional Employees: None provided.

4. Leaves of Absence

a. Civil (Jury Duty) - Leave is granted without loss of pay for an employee to serve on a jury or as a witness in a legal proceeding. If an employee needs to be absent, a copy of the summons or other proof of service must be submitted to the district board(s) and/or the employee’s immediate supervisor upon receipt.  The employee will receive regular pay with the pay received for jury duty or being a witness turned into the district(s) upon receipt. 
b. Military – Pursuant to KRS 61.394 employees are entitled to up to 15 calendar days of military leave in any fiscal year, with up to ten of those days being working days and eligible for pay. If an employee needs to be absent to serve in the National Guard, as a military reserve, or in active military duty, they should notify the district boards and/or their immediate supervisor immediately upon receipt of orders. 
c. Family and Medical Leave Act – The Family and Medical Leave Act of 1993 (FMLA) requires that job-protected, unpaid leave (or to substitute appropriate paid leave if the employee has earned or accrued it) to “eligible” employees for several family and medical reasons for up to a total of 12 work weeks in any 12 months. Employees are eligible if they have worked for at least 12 months, and for 1,250 hours over the previous 12 months. 
i. Reasons – An employee may take FMLA leave for: (1) birth of a child; (2) care for an immediate family member (spouse, child, or parent) with a serious health condition; (3) employee’s own serious health condition that makes the employee unable to perform the functions of his or her job. 
ii. Advance Notice – The employee is required to provide notice of the need for leave in advance. If the need for leave is foreseeable, the employee must ordinarily provide at least 30 days notice. If the need for leave is not foreseeable, then the employee will provide as much notice as is practicable. 
iii. Medical Certification - The districts may require that medical certification to support a request for leave for a serious health condition and may also require a release or fitness for duty certification before returning to work. 

d. Voting Leave – All employees are encouraged to exercise their right to vote. In the event that an employee should require time off to vote, one to two hours will be allowed without loss of pay. If time off is needed to vote, the employee shall notify their immediate supervisor prior to Election Day, and a decision made on a case-by-case basis. 
e. Leave Without Pay - Request for leave without pay must be submitted to district board(s) for action. Requests should be filed 30 days in advance, if possible, with district(s) executive committee.
f. Administrative Leave - Administrative leave granted through the Natural Resources Conservation Service is extended to all district employees in the event of the closing of the office for a specific holiday, national or state observance or other special leave event.  Administrative leave is granted only to those employees on duty at the time that the leave is announced. The amount of leave granted is based on the number of hours scheduled to be worked that day. 

g. Hazardous Weather and other Emergency Situation Leave – 
i. In the event that the local jurisdictional authority declares a state of emergency due to natural or man-made conditions in the employee’s area of residence or place of work, the employee may be excused without charge to leave. 
ii. Employees will be excused without charge to leave when local authorities publicly declare that weather conditions (snow, ice, flooding, etc.) in the area of an employee's residence or place of work are extremely hazardous and it is necessary to limit driving except for extraordinary needs (Level 2 or 3 Snow Emergency conditions).
iii. Employees should notify their immediate supervisor of their intended absence due to these conditions. 
iv. In the absence of a declared emergency as outlined above, employees may choose to use personal or annual leave if they deem it unsafe to travel to their place of work, or if they choose to leave work early in anticipation of adverse weather conditions. 
5. 
Employee Reviews  - Evaluations shall be conducted by the employee’s immediate supervisor and reviewed by the Executive Committee of each board that contracts for the services of the employee. Evaluations shall be conducted with the employees on an individual basis. 
a. Performance Evaluation
i. An evaluation of each employee’s work performance shall be conducted after the initial six month probationary period, after which time the Executive Committee will determine if satisfactory progress is being made in the position. 
ii. An evaluation for each employee shall be conducted annually on the anniversary of their employment, or more frequently if so determined by the board(s).  

iii. Exempt employees should complete a Performance Management form for the next year, which shall be delivered to the Executive Committee or Evaluator two weeks prior to the scheduled evaluation. The Executive Committee shall review, amend, or approve the Performance Management form and return it to the employee at the time of evaluation. The Performance Management form shall be signed by the Executive Committee, and the employee. The Performance Management form shall consist of two parts, Goals and Key Job Responsibilities. A minimum of three and a maximum of five Goals and Key Job Responsibilities for the next year shall be identified by the employee, in consultation with the Executive Committee. 
iv. Employee performance shall be based on:

1. employee’s ability to fulfill the agreed upon goals and job responsibilities as outlined in the employee’s job description.
2. employee’s response to any unexpected or unusual demands, challenges and new assignments. 

v.  It is expected that the employee will make every effort to correct any deficiencies revealed through the evaluation process. 

vi. The completed Performance Management form and evaluation form shall be entered into the employee's file. The employee shall receive a copy of the completed evaluation form. 

vii. The Executive Committee(s) shall report to the District Board(s) any recommended actions regarding the employee. The District Boards shall vote on any recommendations of the Executive Committee concerning the employee. 
viii. Personnel matters shall be discussed in Executive Session of the board of supervisors.  

b. Separations

i. Resignations –Employment may be terminated by the employee with two weeks advance written notice. Employees may receive compensation as outlined in this policy provided they deliver written notice of their intent to terminate employment to their immediate supervisor two weeks prior to the last date of work.

ii. Discharge – Employer may terminate employment based upon guidelines outlined in the Employee Review and Disciplinary Action sections of this policy.

iii. Kentucky is an employment-at-will state. This means that employees may terminate their employment at anytime for any reason or no reason, just as the districts may do the same. 

iv. The Conservation Districts maintain Unemployment Insurance.
6. Disciplinary Action 

a. Disciplinary Action

i. Intent - Effective supervision and worker relations should avoid most matters which necessitate disciplinary action. The purpose of these rules and disciplinary action for violation of such rules is intended to insure the rights of all and secure cooperation throughout the district office. This policy shall not supersede the right of the district board(s) to dismiss an employee, by a majority vote, at any regular or called board meeting.
ii. Types of Disciplinary Action - The following provision governs disciplinary actions affecting all employees. The Executive Committee, in consort with employee’s immediate supervisor, if such exists, will have the following alternatives for disciplinary action:
1. Oral Warning - The Executive Committee and/or immediate supervisor may issue an oral warning to an employee. The Executive Committee/immediate supervisor shall record the details of oral warnings and place them in the personnel file.
2. Written Reprimand - The Executive Committee/immediate supervisor may submit a written reprimand to an employee. The employee will have opportunity to discuss the proposed reprimand before it is issued and may have a statement entered into the personnel record. The written reprimand will be acknowledged in writing by the employee. If the employee refuses to sign the reprimand, the Executive Committee/supervisor will make a note of such for inclusion in the personnel file. Employees will have the opportunity for a follow-up explanation of a reprimand. Copies of all reprimands will be forwarded to the employee, the Executive Committee, the immediate supervisor, and the personnel file.
3. Suspension - The Executive Committee may suspend with or without pay an employee for up to ten days, or more if an investigation is in progress. The employee will have an opportunity to discuss the proposed suspension before it is issued and may have a statement entered into the personnel record. A written statement specifically setting forth reasons for suspension will be furnished to the employee. Copies will be forwarded to the Executive Committee, the immediate supervisor, and placed in the personnel file.
4. Dismissal - The Executive Committee has the authority to terminate any employee whose job performance or actions are determined to be detrimental to the district. Additionally, the Executive Committee, with approval of the board, has the authority to dismiss an employee for any other reason. In all cases, the Executive Committee shall notify the employee of the action taken and a copy of such notice shall be retained in the employee's file. Statements by the employee shall be placed in the personnel file.
iii. Reasons for Disciplinary Action - Listed below are some reasons which may be cause for disciplinary action. Disciplinary action is not limited to the following offenses.
1. Being convicted of a felony or other crime;
2. Absenteeism;
3. Unauthorized absence;
4. Inefficiency or ineffectiveness;
5. Abuse of district property;
6. Giving false or incomplete statements to the board, its agents and employees, supervisors, officials or the public;

7. Violation of administrative or division regulations, policies, procedures and personnel policies;
8. Discovery of a false or incomplete statement in an application, which had not been detected previously;
9. Appropriating district equipment for personal use without permission;
10. Conduct on or off the job unbecoming to a district employee or which brings damage to the district, provided the employee is given written specific incidents upon which the charge is based;
11. Insubordination, unreasonable or inappropriate conduct;
12. Unlawful Harassment;
13. Refusal to work with someone because of the existence of a disability;
14. Poor performance;
15. Being under the influence of alcohol or drugs while on duty;
16. Misappropriation or misuse of district funds.

iv. Notice of Disciplinary Action - In all cases, the Executive Committee will notify the employee of the action taken and a copy of such notice is to be retained in the employee’s personnel file.
b. Appeals and Grievance Procedures

i. Intent: An employee who has received disciplinary action has the option to pursue an appeals and grievance procedure. It shall be the policy of the district(s) that employees be treated fairly and equitably in all respects. Those employees who feel they have not been treated in this manner shall have the right to present their grievances to the appropriate officials for consideration. The filing of an appeal or grievance shall not be considered as reflecting unfavorably on an employee’s performance or loyalty.

ii. The first step in resolving any grievance is informal review by the individual’s immediate supervisor or the Executive Committee. Such a complaint may be presented orally, or in writing to the immediate supervisor. It must be presented within six months of the occurrence of the complaint. The supervisor will meet informally with the complainant to resolve the issue. A decision will be made within 10 working days of the receipt of the complaint. Both the complainant and the board(s) of supervisors will be notified of the decision.

iii. If the grievance is with the employee’s immediate supervisor, the grievance may be filed with their immediate supervisor’s supervisor. 

iv. If the decision of the immediate supervisor or the Executive Committee is not favorable to the complainant, or if the immediate supervisor or Executive Committee fails or refuses to take action, the grievance may be presented to the board(s) of supervisors for a hearing. The complainant must present the grievance in writing to the board(s) of supervisors  within seven working days of receiving the decision of the immediate supervisor or Executive Committee. A formal grievance shall take the form of a written statement that states the grievance, describes the remedial action being sought, and provides all information available in support of the complaint. The board(s) of supervisors decision must be presented in writing to the complainant and the immediate supervisor within thirty calendar days of the receipt of the complaint.

v. If the grievance involves alleged violations of Federal or State Regulations or these Personnel Policies, a formal grievance may be filed by the employee with the proper court of law or other appropriate outside hearing entity. The employee is responsible for the cost of legal counsel or other representation in the preparation or presentation of his/her case, in all or in any part of the proceedings.

vi. A record of action taken on each request or complaint must be maintained as a part of the records or minutes at each level of the grievance process. The record shall include a statement of efforts made to resolve the problem. 

7. 
Work Rules
a. Application and Hiring Process – All applicants for employment shall: 

i. complete a Conservation District Application for Employment form, as printed in the  Personnel Management Reference Book for Conservation District Officials;
ii. submit a resume;
iii. be subject to a background check as required by the USDA – Natural Resources Conservation Service;

iv. upon hire, receive a copy of the Employee Benefits and Policy Handbook and sign the "Certification of Receipt." 
b. Hours of Work:


i. Normal hours of work for the Boone and Kenton Conservation District offices are 8:00 a.m. – 4:30 p.m. with a half-hour unpaid lunch period. 
ii. Normal hours of work for the Campbell Conservation District office are 8:00 a.m. – 4:00 p.m. on Monday, Wednesday and Friday. 

iii. Employees may be required to attend night meetings or work on weekends to perform necessary work, as directed by the board(s) and/or their immediate supervisor.
iv. Employees should contact their immediate supervisor or call the office they normally report to by  8:15 a.m. if they have an unplanned absence from work. 
c. Record of Work - Employees shall keep an accurate record of their work by recording hours of work and leave on the time sheets prescribed by the state. These shall be submitted by the 10th of each month to the employee’s immediate supervisor for review and signature. 

d. Travel and Expense Reimbursement –

i. Conservation district employees are required to use their own vehicles for work-related travel. Employees will be reimbursed mileage for use of their personal vehicle while conducting district business. Reimbursement will be made at the rate currently allowed by the Federal Government.
ii. Travel expenses, other than those required to perform routine job duties, should be approved in advance by the employee’s immediate supervisor or the board(s). 
iii. Expenses incurred by employees to carry out their duties, attend training, conferences, or other functions, shall be reimbursed at the actual cost of the expense. Receipts must be furnished. Expenses include travel, and lodging and meals for out-of-town travel. 

iv. An estimate of expenses for other than routine travel and meeting attendance should be approved in advance by the board(s). 
v. Expense reports should be filed by the employee at the end of each quarter (April, July, October, and January), and reviewed by the employee’s immediate supervisor. 

vi. Expenses should be reimbursed to the employee within 15 days of submission of an approved expense report. 

e. Employee Driver and Vehicle Licensing – Employees shall be required to maintain a valid driver’s license and vehicle insurance while employed by the district(s). The district(s) provides insurance coverage for non-owned vehicles, including both liability and physical damage that may be utilized by the employee when operating a vehicle on district business. 
f. Prevention of Unlawful/Sexual Harassment - The conservation districts are committed to maintaining a work environment that is free from discrimination and harassment. In keeping with this commitment, harassing conduct that affects tangible job benefits, which interferes with an individual's work performance, or that creates an intimidating hostile, or offensive working environment will not be tolerated.

i. Harassment Definition – 
ii. Harassment on the basis of race, color, religion, gender, national origin, age, or disability constitutes discrimination in the terms, conditions, and privileges of employment. Harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of his/her race, color, religion, gender, national origin, age, or disability, or that of his/her relatives, friends, or associates, and that:

iii. has the purpose or effect of creating an intimidating, hostile, or offensive work environment;

iv. has the purpose or effect of unreasonable interference with an individual's work performance;

v. otherwise adversely effects an individual's employment opportunities.

vi. Harassing conduct includes, but is not limited to, the following:

vii. epithets, slurs, negative stereotyping, or threatening, intimidating, or hostile acts, that relate to race, color, religion, gender, national origin, age, or disability;

viii. written or graphic material that denigrates or shows hostility or aversion toward an individual or group because of race, color, religion, gender, national origin, age, or disability and that is placed on walls, bulletin boards, or elsewhere on the employer's premise, or circulated in the workplace.

ix. Harassment Complaint Procedure - Employees encountering harassment should tell the offending person that his/her actions are inappropriate and offensive. The employee shall document all incidents of harassment in order to provide the fullest basis for investigation. In addition, the employee shall notify the immediate supervisor, or the chairman of the Conservation District Board of Supervisors of the harassment, as soon as possible, so that steps may be taken to protect the employee from further harassment, and appropriate investigative and disciplinary measures may be initiated.

x. Sexual Harassment 

xi. Definition - Sexual harassment deserves special mention. Inappropriate sexual advances, requests for sexual favors, and other physical, verbal, or visual conduct based on sex constitutes sexual harassment when:

xii. submission to such conduct is either explicitly made a term or condition of an individual's employment;

xiii. submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such individual, or;

xiv. such conduct has the purpose or effect of reasonable interferance with an individual's work performance or creating an intimidating, hostile, or offensive working environment.
xv. Sexual harassment may include explicit sexual propositions, sexual innuendo, suggestive comments, sexually oriented kidding or teasing, practical jokes, jokes about gender-specific traits, foul or obscene language or gestures, displays of foul or obscene printed or visual materials, and physical contact, such as patting, pinching, or brushing against another's body. 

xvi. Sexual Harassment Complaint Procedure – All employees are responsible for helping to assure avoidance of harassment. 
xvii. If an employee feels that they have experienced or witnessed harassment, they are to notify either the immediate supervisor, or the chairman of the board of supervisors. Reports are to be made as soon as practicable, preferably within 24 hours, and preferably, in writing. Oral reports, however, will also be taken in case of unusually sensitive circumstances. 

xviii. The district(s) executive committee will investigate all such complaints. To the fullest extent practicable, the complaint and the terms of their resolution will be kept confidential. 
xix. If an investigation confirms that harassment has occurred, the board will take corrective action in accordance with the nature and extent of the offense. 

xx. Harassment and Sexual Harassment False Accusations Procedure - False accusations of harassment can have a serious effect on innocent men and women. If an investigation confirms that a false accusation has been made, individuals falsely accusing another of harassment or sexual harassment will be disciplined in accordance with the nature and extent of his/her false accusation. 

xxi. Harassment and Sexual Harassment Employee Inquiry Process - Employees are encouraged to raise any questions he/she may have regarding the harassment policy or sexual harassment, with his/her immediate supervisor, or the district(s) executive committee.
g. Nepotism and Non-Fraternization – 
i. It shall be the policy of the conservation district boards of supervisors not to hire for permanent employment, a close relative of a district board supervisor or current employee, such as a mother, daughter wife, father, son or husband.
ii. No employee may supervise anyone closer than a second cousin. An employee may not be promoted into a position where he/she would have supervisory responsibilities over a relative closer than a second cousin. 
iii. Supervisory employees are not permitted to date, or become romantically involved with, and/or engage in any fraternization or similar conduct, attempted or otherwise, with any district employee with whom they have a supervisor/superior subordinate relationship. 

h. Acceptance of Gifts and Gratuities  - Employees shall not accept gifts, gratuities, or loans from organizations, business concerns, or individuals with whom they have an official relationship on district business. This does not mean that employees cannot accept articles of negligible value, which are distributed generally, or social courtesies, which promote good public relations. It is particularly important that employees guard against relationships that might be considered evidence of favoritism, coercion, or unfair advantage of collusion. 
i. Profit on Knowledge Based on District Employment - Employees shall not use confidential knowledge gained while on official duty for the district for profit.

j. Outside Employment and Personal Business Ownership 
i. To perform outside employment, i.e. any paid job performed in addition to district employment, a request in writing must be filed with the district boards. The request should include the type of employment, hours of work, name of the prospective employer, and place of prospective employment. 
ii. Outside employment or personal business ownership is not allowed if it:
1. interferes with the efficient performance of district duties;
2. involves a conflict of interest; 
3. involves the performance of duties which should be performed as a part of employment with the district; 
4. or occurs during regular or assigned work hours. 
k. Compliance with Policies of the Commonwealth of Kentucky and USDA – Natural Resources Conservation Service 
i. All district employees will be required to comply with applicable policies of the Commonwealth of Kentucky and USDA –Natural Resources Conservation Service. 
ii. These include, but are not limited to: 
1. Open Records and Open Meetings policies of the Commonwealth

2. use of office space, if leased through  NRCS; 
3. NRCS equipment (including computers, software and internet service); 
4. Federal program implementation and policies; 
5. Federal security and privacy requirements. 

PERFORMANCE MANAGEMENT FORM
PART 1:  GOALS
Employee:  Briefly state several (normally < 5) major performance GOALS for the coming year.  At year end, state your actions toward goal accomplishment and goal results.

OTHER ACCOMPLISHMENTS:
PART 2:  KEY JOB RESPONSIBILITIES (KJR'S)

Employee:  Briefly state the major KEY JOB RESPONSIBILITIES (normally 5) of the position.  At year end, state your actions and the extent of accomplishment.


Emergency Information Form

Name:
________________________________________________________________________________ 

Home Address: ________________________________________   Phone (        ) _____________________

Mailing Address: _________________________________________________________________________ 

City ________________________________________ State ____________  Zip Code _________________

Social Security Number __ __ __ - __ __ - __ __ __ __
In case of emergency, please notify either:

1. 
Name: ______________________________________________  Relationship _________________

Home Phone (      ) _______________________   Business Phone (       ) ______________________

2. 
Name: ______________________________________________  Relationship _________________

Home Phone (      ) _______________________   Business Phone (       ) ______________________

Other information that you may wish to provide for your health and safety:


______________________





Employee Signature: ________________________________________________________

Date: _________________________________


Certification of Receipt
These personnel policies are not a contract of employment. Any individual may voluntarily leave employment or may be terminated by the employer at any time, with or without reason. Your employment relationship with the Conservation District(s) is at will. Any oral or written statements or promises to the contrary are hereby expressly disavowed and should not be relied upon by any prospective or existing worker. The contents of these policies are subject to change at any time at the discretion of the employer. It is your responsibility to be familiar with the contents of this manual. Its contents will help guide you toward job behavior which reflects credit upon you and the Conservation District(s).

I certify that I have read and received a copy of the Employee Benefits and Policy Handbook of the Conservation District(s).

Signature ____________________________________________________________    Date _______________






