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GENERAL TERMS OF EMPLOYMENT

101 NATURE OF EMPLOYMENT

The Applegate Partnership & Watershed Council (APWC) is an at will employer; the employee is free to resign at any time, with or without cause. Similarly, APWC may terminate the employment relationship at any time, with or without notice or cause. Notwithstanding the foregoing, it is expected that an employee give two weeks prior notice of termination of employment, and similarly, APWC will, except in unusual circumstances, give two weeks prior notice of termination of employment to an employee.

Policies set forth herein do not create a contract. They are not to be construed to constitute contractual obligations of any kind or a contract of employment between APWC and any of its employees. The provisions described herein have been developed at the discretion of the Watershed Council Committee (WCC) 
and may be amended or cancelled at any time, at the sole discretion of the WCC.

These provisions supersede all existing policies and practices and may not be amended or added to without the express written approval of the WCC.

102 EMPLOYEE RELATIONS

APWC believes that the work conditions, wages and benefits it offers to its employees are competitive with those offered by other employers in the area and in its field of operations. If employees have concerns about work conditions or compensation, they are encouraged to voice these concerns openly and directly to their supervisor or to the WCC.

103 EQUAL EMPLOYMENT OPPORTUNITY

APWC does not discriminate in employment opportunities or practices on the basis of race, color, religion, gender, sexual orientation, national origin, age, disability, or any other characteristic protected by law.

APWC will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. This policy governs all aspects of employment, including selection, job assignment, compensation, discipline, termination and access to benefits and training.

Any employee with questions or concerns about any type of discrimination in the workplace is encouraged to bring these issues, in written form, to the attention of their supervisor, to the WCC or to the Applegate Partnership 
Board. Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in unlawful discrimination will be subject to disciplinary action, including, but not limited to, termination of employment.

104 HIRING OF RELATIVES

The employment of relatives may cause conflicts and effect employee morale. In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment can be carried into day-to-day working relationships.

Although APWC does not prohibit hiring relatives of employees, situations in which relatives work in the same area will be monitored. In case of actual or potential problems, APWC can reassign or, if necessary, terminate the employment for one or both of the individuals involved.

For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to that of persons who are related by blood or marriage.

105 OUTSIDE EMPLOYMENT

Employees may hold outside jobs as long as they meet the performance standards of their job with APWC. All employees will be judged by the same performance standards and will be subject to APWC scheduling demands, regardless of any outside work requirements.

If APWC determines that an employee’s outside work interferes with performance or the ability to meet the requirements of APWC, the employee may be asked to terminate the outside employment if he or she wishes to remain with APWC.

Outside employment that constitutes a conflict of interest is prohibited. Employees may not receive any income or material gain from individuals outside APWC for materials produced or services rendered while performing their jobs. Tools, supplies and equipment of the APWC shall not be used for personal or non-employment related purposes.

TYPE OF EMPLOYMENT AND ADVANCEMENT

201 EMPLOYMENT CATEGORIES

It is the intent of APWC to clarify the definitions of employment classifications so that employees understand their employment status and benefit eligibility. These classifications do not guarantee employment for any specified period of time.

Accordingly, the right to terminate the employment relationship, at will, at any time, is retained by both the employee and APWC as provided in Section 101.

PROBATIONARY:  The PROBATIONARY period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations. APWC uses this period of time to evaluate employee capabilities, work habits and overall performance. Either the employee or APWC may end the employment relationship at will at any time during the probationary period with or without cause or advance notice. Unless otherwise specified at the commencement of employment, all new and rehired employees work on a probationary basis for the first 90 calendar days after their date of hire. Any significant absence will automatically extend a probationary period by the length of the absence. If APWC determines that the designated probationary period does not allow sufficient time to thoroughly evaluate the employee’s performance, the probationary period may be extended for a specified period. 

During the probationary period, new employees are eligible for those benefits that are required by law, such as Workers’ Compensation insurance and Social Security; they are ineligible for all of APWC’s other benefit programs. Upon satisfactory completion of the probationary period, they may also be eligible for other APWC-provided benefits, subject to their employment category and the terms and conditions of each benefits program. Employees should read the information contained in this document for each specific benefit program for the details on eligibility requirements.

EXEMPT/NONEXEMPT:  Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws. EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws. Generally, individuals engaged in administrative, executive or professional work who: (a) perform predominantly intellectual, managerial or creative tasks; (b) exercise discretion and independent judgment; and (c) earn and are paid on a salary basis are EXEMPT employees. An employee’s EXEMPT or NONEXEMPT classification may be changed only upon written approval of the Council Coordinator (Coordinator). 

In addition to the above categories, each employee will belong to one other employment category as follows:

REGULAR FULL-TIME employees are those who are not in a temporary or probationary period and who are regularly scheduled to work APWC’s full-time schedule. Generally, they are eligible for APWC’s benefit package, subject to the terms, conditions and limitations of each benefit program. 

REGULAR PART-TIME employees are those who are not in a temporary or probationary status and who are regularly scheduled to work less than the full-time work schedule, but at least 20 hours per week. Regular part-time employees are eligible for some benefits sponsored by APWC, subject to the terms, conditions and limitations of each benefit program.

PART-TIME employees are those who are not in a temporary or probationary status and who are regularly scheduled to work less than 20 hours per week. While they do receive all legally mandated benefits (such as Social Security and Workers’ Compensation insurance), they are ineligible for all of APWC’s other benefit programs.

The TEMPORARY status is intended to designate employees whose term of employment is a specified period of 10 months or less. This status is used to hire employees to accomplish specific tasks when permanent employment is not anticipated. Either the employee or APWC may end the employment relationship at will at any time during the temporary status, with or without cause or advance notice. The temporary status of an employee will be specified at the commencement of employment. If APWC determines that the temporary period of employment is not sufficient to accomplish the specified tasks, APWC may extend the temporary period upon agreement with the employee. During temporary status, the employees are eligible for those benefits that are required by law, such as Workers’ Compensation insurance and Social Security; they are ineligible for all of APWC’s other benefit programs.

All employees, except the Coordinator, shall be supervised by and report to the Coordinator, unless otherwise directed by the WCC. The WCC shall supervise the Coordinator.

203 PERSONNEL DATA CHANGES

It is the responsibility of each employee to notify APWC promptly of any changes in personnel data. Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, educational accomplishments and other such status reports should be accurate and current. When personnel data changes, the office manager should be notified.

204 PERFORMANCE EVALUATION

Supervisors and employees are strongly encouraged to discuss job performance and goals regularly and informally.  New employees, during their probationary period, will develop a work plan by the end of the first 30 days of employment.  The Coordinator will review this work plan. After 45 days of employment, the Coordinator will interview both the new employee and APWC staff to evaluate performance.

The Coordinator will conduct a written performance evaluation 2 weeks before the end of an employee’s initial period of hire (the probationary period).  Additional written performance evaluations may be conducted to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths and discuss positive, purposeful approaches for meeting goals.

Performance evaluations are scheduled at least every 12 months, coinciding generally with the anniversary of the employee’s original date of hire.  The Coordinator will conduct this review.  The Coordinator will provide a report to the WCC upon request.

EMPLOYEE BENEFITS

301 WORKERS’ COMPENSATION INSURANCE

APWC provides a comprehensive Workers’ Compensation insurance program at no cost to employees. This program covers any injury or illness sustained in the course of employment that requires medical, surgical or hospital treatment. Subject to applicable legal requirements, Workers’ Compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illnesses should inform their supervisor immediately. No matter how minor an injury may appear, it should be reported. This enables an eligible employee to qualify for coverage as quickly as possible.

Neither APWC nor the insurance carrier will be liable for the payment of Workers’ Compensation benefits for injuries that occur during an employee’s voluntary participation in any off-duty recreational, social or athletic activity sponsored by APWC.

302 MEDICAL INSURANCE 

Medical insurance is provided to employees as determined by the medical insurance policy carried by APWC. Employees are encouraged to become familiar with the benefits provided by the policy.  Coverage is provided by APWC for employees medical insurance for all Regular Full-Time and Regular Part-Time employees only.  Medical insurance for an employee’s dependents is available for purchase by the employee subject to 30X Match for Employee Health or Pension Contribution.

303 LIFE AND DISABILITY INSURANCE

Life insurance and Short-term Disability insurance is provided to employees as determined by the life and disability insurance policy carried by APWC.  Employees are encouraged to become familiar with the benefits provided by the policy.  Coverage is provided by APWC for Regular Full-Time and Regular Part-Time employees only.

304 PENSION PLAN

A 403b Pension plan is available for Regular Full-Time and Regular Part-Time employees if they choose to participate.  Contributions to the pension plan are subject to the requirements in 305 Match for Employee Health or Pension Contribution.

305 MATCH FOR EMPLOYEE HEALTH OR PENSION CONTRIBUTION 

Regular Full-Time employees and Regular Part-Time employees (for one-half the benefit) are eligible to receive one of the following additional benefits.   To qualify for the benefit, eligible employees must contribute from their own funds, at least an equal amount towards the same option chosen.

A. An eligible employee who has elected to contribute to a 403b pension plan through a payroll deduction, will have an equal amount up to a maximum of $150 ($75 if only eligible for half benefits) per month matched by the company

B. An eligible employee, who has elected to cover a spouse and/or dependent(s) for health coverage on the company’s plan at their expense, will have $150 ($75) per month of this cost paid by the company. 

C. An eligible employee who has a spouse and/or dependent(s) but has NOT elected either option A or B above, will receive a reimbursement for up to half of the actual health costs paid for these family members that would have been covered by the company health plan, had such coverage been elected.  Reimbursement will be limited to $150 ($75) per month and payable upon submission of paid receipts and a written request.  Unused funds may be carried forward to future months until such time as the eligible employee terminates their employment.  No cash payment shall be made for unused funds.  No reimbursement shall be made for receipts over 12 months old.

306 PERSONAL LEAVE

Personal leave with pay includes sick leave, family emergency, vacation or any other absence.  Regular full-time employees receive the full benefit whether or not the probationary time period is in effect.  Regular Part-time employees accrue one half the full benefit based upon the same schedule. The amounts of paid personal leave time employees receive increases with the length of their employment as shown below:


12 (6) days for first year employees


18 (9) days for second and third year employees


24 (12) days for fourth and fifth year employees


30 (15) days for all employees of six years or more

An employee’s benefit year may be extended for any significant leave of absence.  Once employees enter an eligible employment classification, they earn paid personal leave time according to the schedule. 

The employee must have approval of the APWC Coordinator for more than two consecutive days of elective leave.  No more than 20 days of leave can be accumulated, and if not used, will be forfeited.  Upon termination or resignation, reimbursement for unused personal time off cannot exceed and amount equal to 20 days, less days already used.  Personal leave time is paid at the employee’s base pay rate at the time of leave.  Personal leave time may be taken as it is accrued.

307 HOLIDAYS

APWC recognizes the following days as paid days off for eligible employees:

New Year’s Day (January 1)

Memorial Day (last Monday in May)

Independence Day (July 4)

Labor Day (first Monday in September)

Thanksgiving (fourth Thursday in November)

The day after Thanksgiving

Christmas (December 25)

APWC will grant paid holiday time off to all Regular Full-time and Regular Part-Time employees (at one half the rate), whether or not the probationary period is in effect. Holiday pay will be calculated based on the employee’s straight-time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day.  

A recognized holiday that falls on a Saturday will be observed on the proceeding Friday. A recognized holiday that falls on a Sunday will be observed on the following Monday.  If a recognized holiday falls during an eligible employee’s paid absence (e.g., personal leave), holiday pay will be provided instead of the paid-time-off benefit that would otherwise have applied.

308 LEAVE FOR JURY DUTY

APWC encourages employees to serve jury duty when required. APWC will pay employees at their regular rate and schedule for the first 20 days of jury duty, providing they remit their jury duty pay to APWC. Employees may request unpaid jury duty leave for the length of absence. If desired, employees may use any available paid time off.

Employees must show the jury duty summons to their supervisor so that the supervisor may make arrangements to accommodate their absence. Employees are expected to report for work when the court schedule permits.

Either APWC or the employee may request an excuse from jury duty if, in APWC’s judgment, the employee’s absence would create serious operational difficulties.

APWC will continue to provide health insurance benefits to eligible employees during jury duty.

Benefit accruals, such as personal leave or holiday benefits, will continue during unpaid jury duty leave.

309 BENEFITS CONTINUATION (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under APWC’s health plan when a ”qualifying event” would normally result in the loss of eligibility. Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee’s hours or a leave of absence; an employee’s divorce or legal separation; and a dependent child no longer meeting the eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at group rates plus an administration fee.

APWC provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under APWC’s health insurance plan. The notice contains important information about the employee’s rights and obligations.

COMPENSATION

401 TIMEKEEPING

Accurately recording time worked is the responsibility of every employee. Federal and state laws require APWC to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties.

All employees should record on a daily basis the time they begin and end their work. Altering, falsifying, tampering with time records or recording time on another employee’s time record may result in disciplinary action, including, but not limited to, termination of employment.

It is the employee’s responsibility to sign his or her time record to certify the accuracy of all time recorded. The supervisor will review and then initial the time record before submitting it for payroll processing. In addition, if corrections or modifications are made to the time record, both the employee and the supervisor must verify the accuracy of the changes by initialing the time record.

Time sheets are due on the 1st of the month.  Employees failing to meet this deadline may not be paid on time.

402 PAYDAYS

All employees are paid the 5th of each month. Each paycheck will include earnings for all work performed through the end of the previous payroll period.  In the event that a regularly scheduled payday falls on a day off such as holiday or weekend, employees will receive pay on the last day of work before the regularly scheduled payday.

403 EMPLOYMENT TERMINATION

Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine. Below are examples of some of the most common circumstances under which employment is terminated:

RESIGNATION—voluntary employment termination initiated by an employee.

DISCHARGE—involuntary employment termination initiated by APWC.

LAYOFF—involuntary employment termination initiated by APWC for non-disciplinary reasons.

Since employment with APWC is based on mutual consent, both the employee and APWC have the right to terminate employment at will, with or without cause, at any time, as provided in Section 101. Employees will receive their final pay in accordance with applicable state law.

Employee benefits will be affected by employment termination in the following manner. All accrued, vested benefits that are due and payable at termination will be paid. Some benefits may be continued at the employee’s expense if the employee so chooses subject however, to the approval of APWC. The employee will be notified, in writing, of the benefits that may be continued and of the terms, conditions and limitations of such continuance. Medical insurance will be discontinued at midnight of the last day worked. 

404 PAY ADVANCES, EXPENSE REIMBURSEMENT AND AUTO INSURANCE

The Coordinator has discretion to provide pay advances on unearned wages to employees.

All expenses for which reimbursement is claimed shall be verified to the satisfaction of the employee’s supervisor. Automobile travel shall be reimbursed at such mileage rate as set by Federal regulations or as approved, from time to time, by the WCC. When work requires employees to drive to places other than the Watershed Council office, mileage in excess of that normally required commuting to and from the APWC office will be reimbursed. The reimbursement rate will be determined by the WCC. Actual costs shall be reimbursed for tolls and parking fees. Travel time, meal costs, including tips (up to 15%), will be reimbursed when the employee is required to attend a meeting in the course of APWC business. Invited guest expense must be reasonably justified to the employee’s supervisor. When there is a mutual benefit to be derived by the employee and APWC, attendance at conferences and seminars is encouraged. Where the employee is-requested to attend, actual expenses shall be reimbursed. At its discretion, APWC may establish per diem allowances for meals and lodging, which shall limit the cost reimbursement for such items.

Each employee shall provide his/her own automobile insurance coverage.  Such coverage shall comply with the financial responsibility laws of the state of Oregon.  There will be no APWC reimbursement for the cost of insurance premium or for the payment of any deductible in the event of loss or damage.  The employee shall provide proof of coverage upon request of the APWC as a condition for any authorized reimbursement provided above.
405 ADMINISTRATIVE PAY CORRECTIONS

APWC takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday.

In the event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of the Coordinator so that corrections can be made as quickly as possible.

406 PAY DEDUCTIONS AND SETOFFS

The law requires APWC make certain deductions from every employee’s compensation. Among these are applicable federal, state and local income taxes. APWC also must deduct Social Security taxes on each employee’s earnings up to a specified limit that is called the Social Security “wage base”. APWC matches the amount of Social Security taxes paid by each employee.

APWC may offer programs and benefits beyond those required by law. Eligible employees may voluntarily authorize deductions from their paychecks to cover the costs of participation in these programs.

407 COMPENSATION

A salary range with a minimum and maximum dollar amount will be established for each position. Salary ranges are subject to change by, WCC at any time. Positions are placed in the appropriate salary range according to job responsibilities, degree of skill, knowledge required and supervisory responsibilities. As responsibilities of a position are changed, the salary range associated with the position will normally be adjusted. An employee will normally receive a salary of not less than the minimum, nor more than the maximum. However, exceptions may occur based upon determination of the WCC.

Pay rates are reviewed annually, or more often if necessary.  All pay increases, based on merit or otherwise, will be recommended by the Coordinator and are subject to approval by the WCC.

Cost of Living Adjustment (COLA): An automatic, across-the board increase is granted effective January 1 of each year will be the same as the COLA in Social Security benefits.

In unusual circumstances, the WCC may approve other actions, as it deems necessary.

WORKING CONDITIONS

501 WORK SCHEDULES

The work schedule for all employees is flexible. A normal workweek is forty hours.

Supervisors will advise employees of the times their schedules will normally begin and end. Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

502 USE OF PHONE

Employees should practice discretion in using company telephones when making local personal calls and may be required to reimburse APWC for any charges resulting from their personal use of the telephone.

To assure effective telephone communications, employees should always identify themselves, indicate their association with the Watershed Council and speak in a courteous and professional manner.

503 SMOKING

Smoking in the office is prohibited. This policy applies to employees, customers and visitors.

504 OVERTIME

When operating requirements or other needs cannot be met during regular working hours, non-exempt employees will be given the opportunity to volunteer for overtime work assignments. All overtime work must receive the supervisor’s prior authorization. Overtime assignments will be distributed as equitably as practical to all non-exempt employees qualified to perform the required work.

Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage and hour restrictions. Overtime pay is based on actual hours worked. Time off on personal leave, or any leave of absence will not be considered overtime hours.

EMPLOYEE CONDUCT

701 EMPLOYEE CONDUCT AND WORK RULES

To ensure orderly operations and provide the best possible work environment, APWC expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization.

Employees are free, at all times, to express their opinions but they need to make it clear that their opinions do not necessarily represent those of the Watershed Council or the Applegate Partnership. Only when specifically requested by the Coordinator or by the Partnership, can an employee represent the Partnership or APWC and their policies.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, including, but not limited to, termination of employment:

· Theft or inappropriate removal or possession of property

· Falsification of timekeeping records

· Working under the influence of alcohol or illegal drugs

· Possession, distribution, sale, or transfer of alcohol or illegal drugs in the work place, while on duty, or while operating employer-owned vehicles or equipment

· Threatened or actual violence in the workplace

· Boisterous or disruptive activity in the workplace

· Negligence or improper conduct leading to damage of employer-owned or customer-owned property

· Insubordination or other disrespectful conduct

· Violation of safety or health rules

· Sexual or other unlawful or unwelcome harassment

· Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace

· Excessive absenteeism or any absence without notice.

702 DRUG AND ALCOHOL USE

It is APWC’s desire to provide a drug-free, safe workplace. To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

While on APWC’s premises and while conducting business-related activities off APWC’s premises, no employee may use, possess, distribute, sell or be under the influence of alcohol or controlled substances which are not medically authorized. The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.

Violations of this policy will lead to immediate disciplinary action and can include termination of employment, and/or required participation in a substance abuse rehabilitation or treatment program. Such violations may also have legal consequences. Reasonable suspicion of drug or alcohol abuse on the job shall be grounds for drug or alcohol discovery testing to be undertaken at the employer’s expense by a certified third party as detailed below.

Employee Responsibilities

Each employee must report his/her use of medically authorized drugs or other substances, which can impair job performance, to his/her immediate supervisor, and provide proper written medical authorization from a physician to work while using such authorized drugs. It is the employee’s responsibility to determine from the physician whether or not the prescribed drug would impair performance. Any failure to report the use of such drugs or other substances, or failure to provide proper evidence of medical authorization, can result in immediate disciplinary action, including termination. Each employee must remove himself/herself from the job site by reporting immediately to a supervisor if any illness, medication, or substance has caused a temporary adverse affect upon safety or performance. Employees are encouraged to call attention to co-workers who may have or may be developing an alcohol or drug problem. The identity of employees reporting such potential problems will be kept confidential.

Discovery Testing

Where the company has a reasonable suspicion that an employee is under the influence of alcohol or controlled substances which are not medically authorized, the employee may be asked to submit to discovery testing which may include breathalyzer, urine analysis, and/or blood screen to identify any involvement with drugs or alcohol. Any on-the-job accident involving property damage or physical injury may also be cause for discovery testing for drugs or alcohol. Any employee who is requested by management to be tested shall sign a consent permitting examination by a third party health care provider and/or urine collection for drug and alcohol testing. If an employee refuses to sign the consent and be tested, he/she will be subject to immediate disciplinary action, which may include termination. Attempts to falsify tests or results will be grounds for immediate dismissal.

APWC reserves the right to determine at it’s sole discretion whether reasonable suspicion exists, the level of discipline to be applied, and whether an employee should be given the opportunity to participate in a drug and alcohol treatment program.

Consequences of Policy Violation

Any employee who is found to be under the influence of, or impaired by, alcohol or controlled substances that are not medically authorized, is subject to immediate disciplinary action that may include termination. APWC reserves the right to suspend the employee from work until testing results are completed. Employees shall be given full wages for the period of suspension if the test results are negative. If the results of discovery testing are positive, suspension shall be without pay.

Definitions

For the purposes of this policy the following definitions of terms is provided:

Reasonable suspicion is defined as specific articulable observations, whether observed by management or reported to management, concerning such circumstances as the work performance, appearance, (including for example, noticeable odor of alcohol), behavior, or speech of the employee, or as being involved in a accident or incident at a work site which actually results in physical injury or property damage, or which reasonably could have.

Under the influence is defined as any detectable level of alcohol or controlled substance, which is not medically authorized, in an employee’s blood or urine or any noticeable or perceptible impairment of the employee’s mental or physical faculties. Controlled substance means all forms of narcotics, depressants, stimulants, hallucinogens, and cannabis, whose sale, purchase, transfer, use, or possession is prohibited or restricted by law.

Over-the-counter drugs are those that are generally available without a prescription from a medical doctor and are limited to those drugs that are deemed not capable of impairing the judgment of an employee, nor his/her ability to perform work related duties.

Prescription Drugs are those drugs that are used in the course of medical treatment and have been prescribed and authorized by a licensed practitioner, physician, or dentist.

703 SEXUAL AND OTHER UNLAWFUL HARASSMENT

APWC is committed to providing a work environment that is free of discrimination and harassment. Actions, words, jokes or comments based on an individual’s sex, race, ethnicity, age, religion, or any other legally protected characteristic will not be tolerated. Sexual harassment, overt or subtle, is strictly prohibited.

Any employee should promptly report an incident of sexual or other unlawful harassment to his or her supervisor. If the supervisor is unavailable or the employee believes it would be inappropriate to contact that person, the employee should immediately contact the Coordinator. Employees can raise concerns and make reports without fear of reprisal. Written reports are encouraged.

Any supervisor who becomes aware of possible sexual or other unlawful harassment shall promptly advise the Coordinator, who shall handle the matter in a timely and confidential manner. The Coordinator shall report all such matters to the WCC.

Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.

704 ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, APWC expects employees to be reliable and to be punctual in reporting for scheduled work. In the instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, including, but not limited to, termination of employment.

705 RETURN OF PROPERTY

Employees are responsible for items issued to them by APWC or in their possession or control, such as the following: credit cards, equipment, keys, written materials, or tools.

Employees must return all APWC property immediately upon request or upon termination of employment. APWC may take all action deemed appropriate to recover or protect its property.  Property includes records, data, documents, maps, graphs etc that the employee has generated as a result of employment with the APWC.

706 RESIGNATION

Resignation is a voluntary act initiated by the employee to terminate employment with APWC. Although advance notice is not required, APWC requests at least two weeks written resignation notice from all employees.

�Should change to Board of Directors (BOD)


�Check/Change
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