BEFORE THE BOARD OF COMMISSIONERS OF LANE COUNTY, OREGON

ORDER NO: 17-09-12-01 IN THE MATTER OF AMENDING LANE
MANUAL CHAPTER 2 TO UPDATE GENERAL
ADMINISTRATION PROCEDURES

The Board of County Commissioners of Lane County Orders as follows:

Lane Manual Chapter 2 is hereby amended by deleting, substituting, and adding the
following section:

REMOVE THESE SECTIONS INSERT THESE SECTIONS

ALL OF CHAPTER 2 ALL OF CHAPTER 2

If any section, subsection, sentence, clause, phrase or portion of this Order is for any
reason held invalid or unconstitutional by any court or administrative agency of competent
jurisdiction, such portion is deemed a separate, distinct, and independent provision, and such
holding does not affect the validity of the remaining portions.

ADOPTED this _12th day of September 2017.

U6

Pat Farr, Chair
Lane County Board of Commissioners

APPROVED AS TO FORM

LANE COUNTY OFFICE OF LEGAL COUNSEL

Revised 2/26/14


LCGADLJ
Pat Farr
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2.006 Lane Manual 2.010

Chapter 2
ADMINISTRATION
GENERAL

2.006 Board and Commissioners’ Exercise of Authority.
The general guidelines in this section are set forth for the purpose of clarifying lines of authority in a
county government such as Lane County’s, in which an elected five-member board exercise both
legislative and administrative powers.

(1) The Board exercises its legislative and administrative powers primarily through the use of:

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

(b) Orders. Orders are administrative acts of the Board, expressions of general policy
and procedures or procedural rules necessary for the Board to organize the conduct of its own business
under authority of Oregon law, the Home Rule Charter, or Lane County Ordinances. Orders require only
one reading before the Board.

(c) Rules. Rules are the administrative regulations of the Board applicable to particular
subject areas (e.g., personnel rules, safety rules), or a series of related orders referred to collectively as
Rules. Rules may also include acts of County officers, commissions or committees that have been
promulgated in the exercise of delegated functions (e.g., Department procedural rules, rules for conduct of
Planning Commission business approved in public session.

(2) The Board acts collectively as a board, and its individual Commissioners exercise authority
or perform functions only as appointed or delegated by the Board.
(3) 15-Minute Rule.

(@ Individual Commissioners may ask any county employee for information. A County
employee may not expend more than 15 minutes on such a request. A copy of all such information
requests should be sent to the employee’s supervisor.

(b) In the event an individual Commissioner needs more information or assistance on a
particular issue or matter that can be produced in 15 minutes of employee time, an individual
Commissioner may request the Board provide authority for additional assistance beyond that provided
under the 15-minute rule. (Revised by Order No. 72-12-27-1, Effective 12.27.72;. 09-4-29-2, 4.9.09)

2.010 Numbering System.

(1) Ordinances.

(@) General Ordinances. General ordinances are numbered by using a system of two
two-digit numbers separated by dashes, the first pair of which represent, in consecutive sequence, the
numerical place each ordinance in the series of general ordinances enacted during a particular year; the
second pair of digits the year the ordinance was enacted. For example, 4-74 is the number of the fourth
general ordinance enacted in 1974.

(b)  Special Ordinances. Special ordinances are numbered sequentially without regard to
the year adopted and usually relate only to zoning or rezoning.

(2) Orders. All orders of continuing application to the administration of Lane County
Government are numbered using a set of four numbers, separated by dashes The first number in the set
consists of the last two digits of the year the order was adopted; the second is the number of the month of
that year; the third the number of that day of the month and; and the last represents the numerical place of
the order in sequence of orders enacted on that day. For example, the first order enacted on March 2,
1973, would be numbered as follows: 73-3-2-1.
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2.020 Lane Manual 2.035

(3) Resolutions. Resolutions follow the same numbering system as is used for orders. (Revised
by Order No. 72-12-27-1, Effective 12.27.72)

2.020 Journals.
The records of the Board must be kept in a separate journal, and be distinguished as follows:

(1) Ordinances, including all ordinances enacted, commencing January 3, 1963.

(2)  Orders, including all orders of continuing application to the administration of Lane County
government commencing January 3, 1963.

(3) Minutes, which are the public record of the proceedings of the Board. (Revised by Order No. 78-
7-26-1, Effective 7.26.78)

MANUAL MAINTENANCE AND AMENDMENT PROCEDURES

2.030 Maintenance of the Manual.
The Lane Manual is maintained by the following procedures:

(1) Additions, deletions, or other changes to the Lane Manual may only be made by order of
the Board. The adopting order is the official version of the action of the Board.

(2) The Office of Legal Counsel is responsible for codification of the Lane Manual, must
review and approve proposed revisions, and will determine the placement of new or altered sections in the
Manual. The Office of Legal Counsel will keep the Manual as current as reasonably possible, in a format
conducive to public use.

(3) The Office of Legal Counsel may make editorial changes and corrections in the Manual
that do not alter the sense, meaning, effect or substance of any order without Board action. Changes and
corrections may include matters such as alteration, rearrangement, or renumbering of titles, chapters,
appendices, sections or any other parts of the Manual; alteration of or numbering or cross-reference
systems to make the organization more logical, readable, or understandable; striking figures or words that
are repetitious or unnecessary; alteration of capitalization, punctuation, style, or other types of format for
the purpose of uniformity; and correction of clerical, typographical, or editorial errors.

(4) The Office of Legal Counsel will maintain a history of the adoption and amendment of
each section of the Manual by recording the number and effective date of each amending order at the end
of the affected section. (Revised by Order No. 01-12-5-7, Effective 12.5.01)

2.035 Orders Amending Manual Provisions.
The order presented to the Board for substitution of new sections for existing sections, addition of new
sections, or removal of existing sections must be in the general format described below.

This space intentionally left blank.
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2.045 Lane Manual 2.060

BEFORE THE BOARD OF COMMISSIONERS OF LANE COUNTY, OREGON
ORDERNO.17-__ - - IN THE MATTER OF AMENDING LANE
MANUAL CHAPTER 2 TO REVISE
PROVISIONS FOR DRAFTING BOARD
ORDERS (LM 2.035)
The Board of County Commissioners of Lane County ORDERS as follows:

Lane Manual Chapter 2 is hereby amended by removing, substituting or adding the following
section(s):

REMOVE THESE SECTIONS INSERT THESE SECTIONS

2.035 2.035

Said sections are attached hereto and incorporated herein by reference. If any section, subsection,
sentence, clause, phrase or portion of this Order or the referenced Lane Manual provisions are for any
reason held invalid or unconstitutional by any court or administrative agency of competent jurisdiction,
such portion is deemed a separate, distinct, and independent provision, and such holding does not affect
the validity of the remaining portions

Adopted this day of 2017

Chair, Lane County Board of Commissioners
(Revised by Order No. 01-12-5-7, Effective 12.5.01)

2.045 Initiation, Drafting, and Processing the Proposed Manual Amendment.

The procedure for amendment of the Lane Manual is the same as the procedure for amendment of the
Lane Code, as described in LM 2.065 through 2.080, substituting only the words "Manual" for "Code,"
and "order" for "ordinance"; however a proposed order for amendment of the Lane Manual requires only
one reading as provided in LM 2.006(1) (a) and (b). (Revised by Order No. 01-12-5-7, Effective 12.5.01)

2.050 Distribution of the Manual.

Lane Manual will be made available on the Lane County Internet website.(Revised by Order No. 93-3-31-8,
Effective 3.3.93; 03-2-26-7, 2.26.03)

2.055 Failure to Comply.

The provisions of LM 2.035 to 2.045 above, are directory rather than mandatory, and failure to comply
with them will not invalidate an order or a policy, procedure, or rule that has been promulgated by an
order or resolution. (Revised by Order No. 93-3-31-8, Effective 3.3.93)

CODE AMENDMENT PROCEDURES
2.060 Changes to the Lane Code.

The general requirements for amending the Lane Code are established to standardize the procedures for

amending the Code and are set forth in LC 2.020 through 2.025. (Revised by Order No. 93-3-31-8, Effective
3.3.93)
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2.065 Lane Manual 2.105

2.065 Initiation and Drafting of Amendments to the Lane Code.

Normally the Department most affected by the subject matter of the section or sections proposed to be
amended will initiate and draft the new or amended Code sections, and submit these to the Office of
Legal Counsel. That Office will assist as necessary, prepare the transmittal ordinance including
instructions for substitution, when required, and in all cases must approve the Code sections and
amendments as to their legal form prior to presentation to the Board for a first reading. The new or
affected Code sections and the transmitting ordinance must be prepared in a nominal 8-1/2" x 11" page
format with the words "Lane Code" centered at the top of each page. The Office of Legal Counsel will
format the pages; place headings, section numbers and page numbers; and prepare and distribute

appropriate Tables of Contents for the Lane Code and each of its chapters. (Revised by Order No. 01-12-5-7,
Effective 12.5.01)

2.075 Enactment of an Ordinance Amending the Lane Code.
Upon the enactment of an ordinance amending the Lane Code, the Office of Legal Counsel will record the

number of the ordinance and the effective date of the ordinance at the end of the affected sections. (Revised
by Order No. 01-12-5-7, Effective 12.5.01)

2.082 Lane Code and Lane Manual on the County’s Internet Website.

The Office of Legal Counsel will determine the appropriate formatting and method for making the Lane
Code and Lane Manual available to the public on the County's website, and establish practices for
maintaining the website versions in a current form. The Lane Code and Lane Manual versions are to be
placed on the website for informational purposes, but the official version of the Lane Code is comprised
of the enacting ordinances, and the official version of the Lane Manual is comprised of the adopting
orders. (Revised by Order No. 01-12-5-7, Effective 12.5.01)

2.095 Administrative Procedures Manual.

The Lane County Administrative Procedures Manual (APM) contains administrative rules and procedures
for implementing provisions of the Lane Code, Lane Manual, and Board policy. The APM may include,
but is not limited to, rules and procedures for: County administration, budgeting, financial administration,
risk management, and human resource management. In case of a conflict between the provisions of the
APM, and the Lane Manual or Lane Code, the order of precedence is: first, the Lane Code; second, the
Lane Manual, and third the APM. (Revised by Order No. 93-3-31-8, Effective 3.31.98)

RECORDS MANAGEMENT PROGRAM

2.105 Records Management Program.

(1) Purpose. The purpose of the records management program is to provide a policy in Lane
County for the efficient and businesslike manner of maintaining public records and providing for their
retention or destruction.

(2) Procedure. All Lane County records must be retained and destroyed in accordance with
Oregon law, and regulations prescribed by the State Archivist. Records may only be destroyed pursuant
to a records retention schedule prescribed or when approved by the State Archivist, or as specifically
authorized by Oregon law. Destruction of records that fall outside the scope of the State Archives
administrative rule must be approved in writing by both the County Archives Officer and County
Counsel. A record of destruction must include a description of the records destroyed, including the
inclusive dates of the records, and the date of destruction of the records.

(3) County Archives Officer. The Director of Operations is appointed the County Archives
Officer, and is responsible for maintaining, retaining, and destroying public records in compliance with
Oregon law.
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2.150 Lane Manual 2.160

(4) The Office of Legal Counsel will advise the County Archives Officer of any changes in

Oregon statutes or administrative rules relating to the retention and destruction of records. (Revised by Order
No. 98-4-1-11, Effective 4.1.98; 89-3-15-4, 3.15.89; 78-11-29-6, 12.6.78)

INSPECTION OF PUBLIC RECORDS AND REQUESTS FOR INFORMATION

2.150 Policy Statement.
It is the policy of Lane County that the public has a right to inspect any public record maintained by the
County, consistent with Oregon Public Records Law (ORS Chapter 192). Pursuant to this policy:

(1) Responses to public requests for inspection of records and information should be done as
soon as practicable and without unreasonable delay. Reasonable delays in responding may occur
depending upon the nature of the request, workload and staffing of the office which must respond and
other factors.

(2) To the extent practicable, the County will make certain public record information of
general interest available on one or more County websites, while providing protection from disclosure of

personal information in the manner described in LM 2.187 to 2.189. (Revised by Order No. 76-5-26-8; Effective
12.26.76; 08-2-20-2, 2.20.08; 11-12-14-10, 1.1.12)

2.155 Purpose.
The purpose of the rules contained in LM 2.150 to 2.175 is to establish a written procedure for making
and responding to public record requests. (Revised by Order No. 76-5-26-8; Effective 12.26.76; 11-12-14-10, 1.1.12)

2.160 Definitions.
As used in LM 2.150 through 2.175, the following terms have the meanings stated here:

“Certified copy.” A reproduction of a public record furnished by the County which is inscribed
with a notation by the County employee reproducing the record, including the employee’s signature, date
and the words “Certified Copy.” If the public record is not suitable for reproduction, a facsimile may be
prepared and the notation “Certified Facsimile Copy,” signature and date inscribed.

“Copy.” A reproduction of a public record made at the request of a member of the general public.

“Custodian of records.” The person responsible for maintaining public records and furnishing a
proper and reasonable facility for making memoranda or abstracts from the records during normal
business hours.

“Exempt records.” Those records specified in ORS 192.501, 192.502 and those records that the
County Counsel has determined exempt from public inspection.

“Fees.” Those costs charged for providing copies of public records or requested information.
Fees are calculated to reimburse the County for actual costs in making such records or information
available.

“Public.” The “public” includes any natural person, corporation, partnership, firm or association.

“Public record.” A public record is any information that:

(1) Is prepared, owned, used or retained by a state agency or political subdivision and,
(2) Is necessary to satisfy the fiscal, legal and administrative or historical policy
requirements or needs of the state agency or political subdivision.

“Public Records Officer.” The Public Records Officer is the County employee or employees
designated pursuant to ORS 192.440 for receipt of public records requests.

“Request for information.” A request that does not ask to examine an existing public record in the
form the record is maintained or can readily be produced, but for limited or specified pieces of

information extracted from one or more records. (Revised by Order No. 76-5-26-8, Effective 12.26.76; 11-12-14-10,
1.1.12)
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2.162 Lane Manual 2.163

2.162 Responses to Public Records Requests.

(1) A response to a public record request must be made as soon as practicable and without
unreasonable delay. If the record is readily available for inspection, the records may be provided for
inspection in accordance with the procedures in LM 2.165. If the record is not readily available at the
office where the request is made, a written public records request must be made as provided in LM 2.163.

(2) The County may request additional information or clarification from the requester for the
purpose of expediting the response.

(3) Inaccordance with ORS 192.440(2), the response must acknowledge receipt of the request
and must include one of the following:

(@) A statement that the County does not possess, or is not the custodian of, the public record.

(b) Copies of all requested public records for which the County does not claim an
exemption from disclosure under Oregon law.

(c) A statement that the County is the custodian of at least some of the requested public
records, an estimate of the time the County requires before the public records may be inspected or copies
of the records will be provided and an estimate of the fees that the requester must pay as a condition of
receiving the public records.

(d) A statement that the County is the custodian of at least some of the requested public
records and that an estimate of the time and fees for disclosure of the public records will be provided by
the County within a reasonable time.

(e) A statement that the County is uncertain whether the County possesses the public record
and that the County will search for the record and make an appropriate response as soon as practicable.

() A statement that state or federal law prohibits the County from acknowledging
whether the record exists or that acknowledging whether the record exists would result in the loss of
federal benefits or other sanction. A statement under this paragraph must include a citation to the state or

federal law relied upon by the County in making the statement. (Revised by Order No. 08-2-20-2, Effective 2.20.08;
11-12-14-10, 1.1.12)

2.163 Procedures for Public Records Requests.
The County will make available to the public the written procedures for making public records requests.
These procedures must be posted on the County’s website and available at the Board of Commissioner’s
Office.

(1) Formand Method of Requests.

(@) Certain County offices maintain particular records generally available to the public,
such as the Assessment & Taxation office, Deeds & Records office, and the Customer Service Center.
Such records may be requested directly at these offices.

(b)  Other public records requests must be made in writing. The written request may be
submitted using a completed copy of the form contained in the Oregon Attorney General’s Public
Records and Meetings Manual (a copy of which is available on the County’s website or from the Public
Records Officer at the address below). A request may also be made in another written manner, so long as
the request contains all of the information required on the Attorney General’s form.

(c) Written public records requests must be submitted by email to the Public Records
Officer at publicrecords@co.lane.or.us or in writing to:

Public Records Officer

Lane County Office of Legal Counsel

125 E. 8th Avenue

Eugene, Oregon 97401.
Requests made in any manner other than those stated in this section can and will require more time for a
response.

(2) A person making a request may ask that the copies of the documents be produced in a

specific format, such as compact disc, providing that the person pays the fee charged for this service.
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2.165 Lane Manual 2.165

(3) Fees must be calculated to reimburse the County for the actual costs of making records or
information available. Fees must include the full cost of the staff providing the information, calculated at
an hourly rate; plus 2.5% (to cover costs associated with building, maintenance, utilities, etc.); and
copying fees as established in this section. Staff costs are to be computed on a quarter-hour basis. Other
costs that may be included in the fees are:

(@) Staff time spent to locate, review, segregate, and/or redact exempt materials from
requested records,

(b) Staff time spent to copy, certify, or mail records or supervise inspection of original
documents.

(c) Staff time spent to search for and review records, even if the located records are
subsequently determined to be exempt from disclosure or no records can be found.

(d) Supplies and materials used to produce information on audio tapes, video tapes,
microfilm, magnetic tape, photo paper, CD, DVD, or other media,

(4) If fees are estimated to exceed $25, the Public Records Officer will inform the person
making the request of the amount of the fees and may not proceed until receiving confirmation from the
person making the request that the person agrees to pay the fees.

(5) Prior to delivery of the requested public record, the person making the request must pay the

fees.
(6) Fixed copying costs are
(@) Copies (black and White)..........cccooveviiiiiiineinnnnns $0.25 per page
(b)  Copies (COION) ...t e e $1.50 per page
(c) Copies (11 x 17 in black and white)..................... $1.50 per page
(d) Copying or Recording informationtoa CD............ $10.00 per CD
(e) Copy of Annual Budget (Per COPY)......ovuveririeiineeininneennen, $35.00

(7) The Office of Legal Counsel should be consulted if there is any question about whether a
document is exempt from disclosure or should nevertheless be disclosed. Absent unusual circumstances,
such as litigation, the decision on whether to disclose is made by the Public Records Officer or the
County Administrator. (Revised by Order No. 8-2-20-2, Effective 2.20.08; 11-12-14-10, 1.1.12)

2.165 Procedures for Inspection of Public Records.
The following procedures are required in responding to requests for inspection of public records.

(1) To the extent possible requests for inspection of public records should be honored at the
time the request is made, or as soon after as is reasonably practicable.

(2) Requests to inspect public records should clearly identify specific records desired for
inspection. The request must be made in writing, unless a writing is unnecessary to understand the
request and provide the response.

(3) Records may not be removed by the public from the office where they are maintained,
unless a procedure that protects and assures the integrity of the records during removal has been
established.

(4) No written notes, comments, or marks, may be made on any public record by any member
of the public.

(5) A logging system for keeping track of original records made available to a member of the
public must be maintained by each office for those records to be examined by the public or transferred to
other County offices in the course of official County business. The system must:

(@) Clearly identify the records examined and the names of all individuals reviewing the
record,

(b) Contain such information or notation as is necessary to determine whether the
records are returned intact,

(c) Record the amount of time the records are in the public's possession,
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2.170 Lane Manual 2.182

(d) Contain a determination that the records were returned intact, and a record of any
damage or markings thereon.

(6) An appropriate location within each office must be used for public review of records,
which should be so situated as to permit monitoring by a County employee assigned responsibility for
such monitoring.

(7) Departments may establish additional guidelines to maintain security of records in their
possession.

(8) A person with a disability is entitled to a reasonable accommodation to enable that person
to access public records, such as providing an enlarged version of the record, without additional charge.

2.170 Procedure for Requests for Information.
The following guidelines apply to requests for information. A request for information may be received by
itself, or may supplement a records inspection request.

(1) Response to requests for information is not mandated by law, and should be made with
concern for maintaining normal County services.

(2) Oral requests for information should be answered at the time of the request if the
information can be supplied quickly, without undue disruption of normal activities, in a convenient form,
without lengthy explanation or costs.

(3) When a request for information can be answered more efficiently and appropriately by public
inspection of records, the person making the request should be directed to the Public Records Officer.

(4) Requests that require research, evaluation, documentation, discussion, collation of materials
from various sources, disruption of normal work or significant staff time must be submitted in writing. A
fee may be charged for such requests using the methods described in LM 2.163 (2) through (5) above.

(5) The decision to supply information in response to requests for information is at the
discretion of the Department receiving the request. Consideration should be given to Lane County's spirit
of open government, but with concern for the type and amount of information requested and the costs and
staff time required and with recognition of the benefits of cooperation with other governmental agencies,
associations, groups, and individuals.

(6) A decision not to supply requested information should be made only after full consideration

of the circumstances involved in the request and the response. (Revised by Order No. 83-9-27-3, Effective 9.27.83;
76-5-26-8; 5.26.76; 11-12-14-10, 1.1.12)

2.175 Grievance.
Any persons or person who believe themselves aggrieved as a result of the application of the procedures

established in LM 2.150 through 2.170 may appeal to the County Administrator or the Board. (Revised by
Order No. 93-3-31-7; Effective 3.31.93)

PROTECTION OF PERSONAL INFORMATION

2.182 Policy Regarding HIPAA

It is Lane County’s policy to support implementation of the federal Health Insurance Portability and
Accountability Act (HIPAA) as it applies to health care functions and activities of certain Lane County
Departments. This federal law and its implementing regulations promote patients’ trust in the health care
system by providing national standards protecting the privacy and security of their private health
information and providing them rights to control access to such information. The uniform standards, code
sets, and identifiers for carrying out administrative financial health transactions on line were designed to
promote efficiency and flexibility in patient’s receiving health care services and in billing and receiving
payment from health plans and other payors. Members of the public and employees of Lane County are
entitled to the same benefits and protections when their protected health care information is created or
received by a Lane County Department program or activity providing health care or serving as a health
plan, or health care clearinghouse covered by HIPAA.
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2.183 Lane Manual 2.185

The County Administrator is delegated authority to adopt procedures and guidelines to implement
HIPAA to the extent it applies to work performed by Lane County Departments which is covered by that
law. While the Board made initial HIPAA decisions regarding health care components and personnel
designations, the County Administrator is delegated authority to adopt additional procedures and
guidelines addressing changes to health care component designations, and when necessary to select a
replacement county HIPAA Privacy Officer subject to the approval of the Board, and to address other

changes in Department HIPAA personnel designations and duties. (Revised by Order No. 03-1-21-2, Effective
01.21.03; 11-5-24-1, 05-24-11)

2.183 Policy Regarding Oregon Consumer lIdentity Theft Protection Act.

The Oregon Consumer Identity Theft Protection Act (the “Act”) codified at ORS 646A.600 to 646A.628,
is applicable to Lane County Departments that own, maintain or otherwise possess consumer personal
information as defined by the Act.

(1) Generally, unless the information is protected through encryption, redaction or other
methods, consumer personal information to which the Act applies includes a consumer’s first name or
first initial and last name in combination with:

(@) A Social Security number;

(b) A driver’s license number or state identification card number issued by the Oregon
Department of Transportation

(c) A passport number or other United States issued identification number; or

(d) A financial account number, credit or debit card number, in combination with any
required security code, access code or password that would permit access to a consumer’s financial
account.

(2) Lane County Departments must establish administrative, technical and physical safeguards
to protect the security, confidentiality and integrity of consumer personal information.

(3) Lane County Departments may not print, retain, or publicly display Social Security
numbers except as allowed by the Act.

(4) In the event that consumer personal information held by Lane County in computerized
form is subject to an unauthorized release, the Lane County Department involved will follow the public
notification requirements provided by the Act and all adopted County administrative procedures.

(5) The County Administrator is delegated authority to adopt procedures and guidelines to
implement the Act as it applies to Lane County Departments. (Revised by Order No. 08-7-9-5, Effective 7.9.08)

2.185 Public Records on County Internet Website.

The purpose of this policy is to provide procedures for Lane County in distributing public records
information on the County Internet website, when that information could contain certain types of personal
information. The following objectives were used in guiding this policy:

@ Allow public ease of access to public records information that is currently being provided
at County offices;

2 The law may prohibit the County from disclosing certain personal information about
members of the public; other personal information should be protected where feasible;

3 Recognize that individuals who demonstrate a danger to personal safety or to the safety
of a family member residing with them may request that a record containing their home address and
telephone number not be disclosed,;

4) Promote public trust and confidence in the use of services and information provided by
the County Internet website;

(5) Inform the public about the practices, procedures and principles for public records
information that is distributed on the County Internet website. (Revised by Order No. 02-3-12-4, Effective 3.12.02)
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2.187 Scope.

This policy applies to public records information distributed from Lane County Internet websites when
that information could contain personal information as that term is used in Oregon Public Records Law,
applicable regulations, or judicial interpretations of these. (Revised by Order No. 02-3-12-4, Effective 3.12.02)

2.189 Policy.

@ Personal Information. It is the County’s intent to balance the public’s interests in access
to public records information on the County Internet website (now available only in County offices) and
to protect certain personal information from disclosure when required and when feasible. The County
intends to not distribute to the public the following personal information on the County Internet website:

@) Social security number;
(b) Driver license number;

(c) Mother’s maiden name;

(d) Credit card information;

(e) Bank account information;

(f Residential telephone numbers;

(o) Health or medical records;
(h) Place of birth.

It is the County’s intent to comply with all applicable laws and regulations which prohibit
disclosure of certain personal information about members of the public. This includes some of the
information in the list above.

Placing public records information on the County website may increase the availability of that
information, as well as increase the risk of disclosure of personal information that may not otherwise be
prohibited from disclosure. This may include other information listed above. Due to budget constraints, it
is not feasible for the County to review each specific record or type of data prior to such a potential
disclosure through the County website. It is the County’s intent to distribute on the County website only
those types of data or documents:

(i) where a majority of the data or documents would not contain personal
information of the type listed above, or,

(i) where a majority of the data or documents may include such personal
information in a common location which can be deleted by that common field. The purpose of this policy
is to balance the competing objectives of making public documents and data from those documents more
readily available on the County website, but limiting the occurrence of disclosure of personal information
not otherwise prohibited from disclosure. The County will determine the types of data and documents
which, in its discretion meet the criteria above. Nothing in this policy is intended to create a cause of
action arising out of the County’s implementation of this policy.

@) Non-Disclosure for Personal Safety Reasons. Public records information distributed
from the County Internet website will comply with the Oregon Public Records law. In certain instances,
this will require the County Internet website to not release or make available a specific public record
indicating the home address or telephone number of an individual that has made a request and has
demonstrated there is a danger to personal safety or to the safety of a family member residing with them if
the public record is disclosed.

3 Approval Process for Distributing Public Records Information. Lane County Technology
Management Team (TMT) is delegated the responsibility to review and approve the types of data and
documents to be distributed on the County Internet website in accordance with this policy, including
consideration of budgetary constraints. Departments will submit requests for Internet distribution
approval per policy guidelines.

(@) Related Policies, Guidelines or Standards. The County Administrator is delegated

authority to adopt administrative procedures and guidelines to implement this policy. (Revised by Order No.
02-3-12-4, Effective 3.12.02)
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PERSONNEL

2.190 Personnel Definitions:
The following definitions apply to Lane Manual Section 2.191 through 2.430:

“Appointing Authority.” Any person or group vested with authority to employ a person for work
in the department.

“Appointment.” All means of selection and employment of Lane County employees.

“Assignment.” The assignment of an individual job to an appropriate classification or unclassified
position based on the kind, difficulty and responsibility of the work actually performed in the job.

“Board.” The Board of County Commissioners of Lane County.

“Classification.” A system for objectively and accurately defining and evaluating the duties,
responsibilities, tasks, and authority level of a job.

“Classification Plan.” A group of jobs in the County service sufficiently alike in authority, duties
and responsibilities that the same qualifications may reasonably be required for, and the same schedule of
pay equitably applied to, all jobs in the group.

“County Service.” County Classified and Unclassified service as defined in the Lane County
Charter.

“Demotion.” The transfer of an employee from a job description in one classification to a job
description in another classification having a lower maximum salary range.

“Extra-help Employees.” Non-represented positions for a special or temporary purpose, which
may not exceed 520 hours or three months in a fiscal year, whichever is longer.

“Job Description.” The written description of a classification or unclassified assignment
containing a title, statement of authority, duties and responsibilities, and the desired minimum
qualifications for the classification or assignment.

“Joint Employees.” Persons employed jointly by the County and another governmental entity.

“Layoff.” A separation from the County service in a regular position because of a shortage of
funds or materials, elimination of the position, or other reasons not reflecting discredit on an employee
and for reasons outside the employee’s control.

“Merit Increase.” An increase from one step to a higher step within a salary range for the same
classification as described in a compensation plan based on meritorious job performance.

“Part Time.” A position which is expected to function less than full time.

“Payroll Officer.” County Administrator designee.

“Position.” The location and assignment of employment with Lane County.

“Promotion.” The transfer of an employee from a position in one classification to a position in
another classification or grade within a broad-band classification having a higher salary range.

“Reclassification.” A change in job description of an individual job by raising it to a higher
classification, reducing it to a lower classification, or moving it to another classification at the same level
on the basis of significant changes in the kind, difficulty, or responsibility of the work performed in such
job.

“Regular Position.” A position normally budgeted from year to year.

“Salary Range.” The level of pay for a particular job classification other than appointed contract
positions or elected positions. A salary range consists of several rates of pay with a minimum and
maximum rate.

“Salary Range Adjustment.” A salary range adjustment is an increase to a higher salary range to
compensate for an increase in the cost of living, or to make a particular job classification more
competitive in the job market.

“Transfer.” The change of an employee from one job description to another job description in the
same or a different classification having the same maximum salary rate.

“Temporary Employee.” A position normally budgeted or approved one time for not less than 3
months nor more than 12 months, except as modified by the Board.
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UNCLASSIFIED SERVICE

2.191 General Statement of Policy.

@ Purpose. The Lane County Home Rule Charter, Section 26(2) describes the offices and
positions that provide the unclassified service of the County. The purpose of the provisions below is to
augment the descriptions of those positions in the Charter, to identify appropriate use of the unclassified
service, and to provide authority for the County Administrator to adopt appropriate administrative
procedures in implementation.

2 Delegation. The County Administrator is delegated authority to adopt procedures to
implement and further regulate the use of the unclassified employment service.

3 Relation to Classified Service. It is recognized that under the Charter, the classified
service includes all offices and positions in the government of the County that are not included in the
unclassified service. The Board interprets this to mean that the majority of County employment should
fall within the classified service, and that the unclassified service is a means of implementing limited,

specialized, or unique forms of assistance to the overall mission of County government. (Revised by Order
No. 03-6-4-8, Effective 6.4.03)

2.192 Compensation, Duration, and Term of Service.
(1) Compensation. Compensation will be as provided below:
(a) Officers of the County. Compensation is set by the Board.
(b) Heads of County Departments. Compensation is set by the appointing authority.
(¢) Appointive Members of County Boards and Commissions. Unless provided by the
appointing authority, there is no compensation.
(d) Extra-help Employees. Compensation is an hourly rate determined at the time of

appointment.
(e) Joint Employees. Compensation is to be determined by the joint employers.

(2) Benefits. Unless specified elsewhere or above, no benefits are paid or provided to
members of the unclassified service. Statutory benefits will be paid only as required as a function of
compensation.

(3) Duration. Except for the officers, members of the unclassified service serve at will.

(4) Behavior. Persons employed in the unclassified service are expected to comply with
personnel policies (and procedures implementing them) that are designed to encourage respectful
behavior among employees and with members of the public or that are designed to reduce liability for the
County. These include, but are not limited to, the policies described in LM 2.380 Drug Free Work Place
Policy, LM 2.382 Sexual Harassment Policy, LM 2.384 Workplace Violence Policy and LM 2.390
through 2.395 Diversity Policy. (Revised by Order No. 03-6-4-8, Effective 6.4.03)

PERSONNEL RULES FOR CLASSIFIED SERVICE

2.220 General Statement of Policy.
(1) Purpose. The purpose of these rules is to implement and give effect to the provisions of the
Lane Code, achieving for Lane County Classified Service the following objectives:

(@) Provide systematic, equitable and uniform principles governing matters pertaining to
wages, hours, benefits and other employment relations matters.

(b) Ensure that appointments, terminations, promotions, demotions, layoffs, recalls,
transfers, compensation, and other matters affecting the status of employees are accomplished in
accordance with the principles of merit, fitness and accepted personnel administrative procedures, to
contribute to attracting and retaining qualified persons for County service.

(c) Establish and maintain a plan of classification and compensation which is both
internally equitable and externally competitive.
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(d) Provide a method of assuring that County management and employees are properly
informed as to their respective mutual employment obligations.

(2) Amendment and Administration.  Authority for administration, application and
interpretation of these rules and regulations is delegated to the Human Resources Department Director,
whose responsibilities include a periodic review and recommended revisions as necessary, to ensure
consistency with their purpose.

(3) Variations.

(@) The Human Resources Department Director may vary or modify the strict application
of these rules and regulations where it is found consistent with their purpose and in the best interest of the
County, subject to appeal pursuant to LM 2.280.

(b) Where any section, subsection, sentence, clause or phrase of these rules and
regulations are found inconsistent with properly negotiated and ratified working agreements concluded
through collective bargaining between Lane County and duly certified bargaining representatives, the
terms of such agreements will prevail.

(4) Application. These rules and regulations, including but not limited to LM 2.220 through

2.305, apply to all County employees in the Classified Service,. (Revised by Order No. 98-9-9-9; Effective 9.9.98;
06-11-29-4, 11.29.06)

2.230 Classification Plan.

(1) Interpretations of Job Description and Specifications. The definitions in job descriptions
and specifications are descriptive and not restrictive. The definitions are intended to describe the kinds of
work performed in several classifications as determined by duties and responsibilities, and are not to be
construed as declaring what the duties or responsibilities of any job description may be, or limiting or
modifying the power of any appointing authority to assign, direct and control the work of employees
under their supervision. The use of a particular expression or illustration as to duties will not be held to
exclude others not mentioned that are of similar kind or quality, nor will any specific omission mean that
such a factor is not included.

(2) Use of the Job Description. In determining where to place a job description within the
classification plan, a description for each classification will be given for the general duties, specific tasks,
responsibilities, qualification requirements and relationship to other job descriptions, which must be
indicative of typical work being performed.

(3) Minimum Qualifications Statement. The minimum qualifications enumerated in a
classification description must relate to the reasonable standards of experience and training required at the
time of original appointment of a new employee and will not be construed as representing or measuring
qualifications which employees already working in such a classification may actually possess.

(4) Use of Job Description Titles.

(@) The job description title will be the official title of every position assigned to the job
description for the purpose of personnel actions and will be used on all payrolls, budget estimates and
official records and reports relating to the position.

(b) Any other "working title" desired and authorized to be used by the appointing
authority may be used as a designation of any position for purposes of internal administration or in
contacts with the public. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 82-12-15-8; 12.15.82; 06-11-29-4, 11.29.06)

2.235 Compensation Plan.

(1) Merit Increases. A merit increase is not the same as a salary range adjustment. Merit
increases may not be used in lieu of salary range adjustments.

(2) Eligibility Guidelines. The County Administrator is responsible to develop and maintain
administrative procedures establishing a uniform policy and procedure with respect to the administration
of the performance evaluation program for classified employees of Lane County.
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(3) Movement to Another Classification. The County Administrator will develop and maintain
administrative rules and procedures pertaining to the administration of promotions, demotions, transfers
and the reclassification of Lane County employees.

(4) Cost of Merit Increases. Each Appointing Authority must certify that sufficient funds are
available to cover the cost of merit increases and that no deficiency will be created as a result of increases.

(5) Salary Range Adjustments.

(@  Generally. The compensation plan for County personnel will provide reasonably
competitive ranges of pay for each classification of employment. The Board may make adjustments in a
salary range or ranges as necessary to attract and hold competent personnel and to provide equity between
the various classifications.

(b) Cost of Salary Range Adjustments. Funds necessary to cover the cost of adjusting
salary ranges are provided by the Board in a manner consistent with sound budget administration.

(6) Compensated Overtime Policy.

(@) Compensated Overtime. Compensated overtime work will not be permitted, unless
such work is essential for the successful operation of the department or division. Regardless of whether
overtime work is essential for the adequate operation of the department, all compensated overtime work
must be authorized by the Department or division director prior to the overtime work. All overtime work
must be compensated with either compensatory time off with pay, or by payment pursuant to the
provisions of the Fair Labor Standards Act. The County Administrator must establish administrative
procedures pertaining to the eligibility, authorization, and compensation for overtime work.

(b) Exemptions from Compensated Overtime. The County Administrator will determine
those classifications exempt from the Fair Labor Standards Act. Exemptions must be based on the criteria
specified by the Act for executive, administrative, and professional employees. Such exempt classifica-
tions are to be designated in the compensation plan.

(7) Working Out of Class. Employees may be appointed temporarily to job classifications of a
higher pay rate on a relief or fill-in basis during the absence of regularly appointed personnel. The
County Administrator will develop and implement administrative procedures pertaining to the eligibility,
authorization and compensation for working out of class. (Revised by Order No. 93-3-31-7; Effective 3.31.93)

2.240 Recruitment, Testing, Appointment and Probation.

All policies and procedures pertaining to recruitment, testing, appointment, and probation must be in
conformance with the Lane Charter, Lane Code, and Lane Manual, Oregon and Federal laws; and
properly negotiated and ratified working agreements. In order to implement this policy the County
Administrator will develop and maintain administrative procedures pertaining to recruitment, testing,
appointments and probation. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.250 Physical Examinations.

In addition to otherwise qualifying for employment with Lane County, each person, prior to actual
employment, may be required to successfully pass a physical examination by a competent medical doctor
of the person's choice, at the applicant’s expense.

2.275 Separation in Good Standing.

(1) Bumping. The County Administrator may establish administrative procedures to
implement a limited policy within the Sheriff’s Office, wherein employees with greater seniority may in
certain circumstances displace other employees with lesser seniority.

(2) Resignations. In order to resign in good standing, an employee must give the appointing
authority not less than 14 days’ advance written notice, unless the appointing authority, accepts a shorter
period of notice due to extenuating circumstances. When possible, a resigning employee should give a
minimum of 30 calendar day notice of separation to facilitate recruitment and training.
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(3) Unemployment Compensation. The County will cover all classified employees under

Oregon State Unemployment Compensation as an employer subject to Oregon Employment Division law.
(Revised by Order No. 83-6-15-17, Effective 6.15.83)

2.280 Appeal Procedures.

It is the intent of the Board of County Commissioners to provide a standardized appeal procedure for
resolution of complaints filed by either regular non-probationary employees relative to personnel actions
or by unsuccessful applicants for employment alleging violation of the County's hiring policies. The
County Administrator must establish administrative procedures implementing this Rule. Administrative
Procedures adopted pursuant to this rule must be used to appeal both disciplinary and non-disciplinary
personnel actions, with the exception of matters that are grievable under the grievance procedures of
existing labor agreements. Any matters that may be grieved under an existing labor agreement are not
subject to appeal under this Rule. (Revised by Order No. 87-4-8-3, Effective 4.8.87)

2.285 Records and Reports.

(1) Division Attendance Record. Each Department must maintain records of attendance,
vacation time management, compensatory time and overtime, and send this information to the payroll
report for the pay period, certification by the appointing authority, and submission to the County financial
services office. The County financial services office will record the information on the payroll and
benefit accrual reports, which are available for inspection by the Human Resources Department Director
financial officer, and to individual employees for inspection of their own records.

(2) Roster. The Human Resources Department Director must establish and maintain a roster of
all employees in County service showing, for each employee, the employee’s classification title,
assignment, salary rate, date of employment, and such other employment data deemed pertinent by the
Director.

(3) Reports to the Human Resources Department Director. Every appointment, transfer,
promotion, demotion, dismissal, change of salary rate, leave of absence without pay, or other temporary
or permanent change in the status of an employee must be reported to the Human Resources Department

Director, in writing, on such form as the Director may require. (Revised by Order No. 98-4-1-11, Effective 4.1.98;
06-11-29-4, 11.29.06)

2.290 Payroll Certification.

(1) Certification of Payroll Accuracy. Written certification of the appointing authority
accompanying any payroll will constitute official notice that services for which payment is to be made
have been performed and that funds are available and allocated for the purpose. The Human Resources
Director will have previously certified approval and certification of the Personnel Action Forms that the
persons named therein have been appointed and are employed in accordance with the provisions of the
Lane Code, Lane Manual, and established County policies and procedures.

Exceptions taken to unauthorized payroll items will be noted in writing and will constitute the
Human Resources Department Director's official notification to the Board that such items are in violation
of the Lane Code, Lane Manual, or established County policies and procedures.

(2) Effect of Payroll Checking. The Payroll Officer must not make or approve, or take any part
in making or approving, any payment for personal service to any person holding a position in the County

service unless the payroll bears the signature of the Department Director or Director’s designee. (Revised
by Order No. 98-4-1-11, Effective 4.1.98; 06-11-29-4, 11.29.06)

2.295 Retirement.

Retirement is not considered mandatory upon an employee reaching any specific age. (Revised by Order No.
97-10-29-4, Effective 10.29.97)
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2.300 Health and Life Insurance.

(1) Coverage for Regular Employees. Employees in regular positions who regularly work 20
hours or more each week will be eligible for County-paid life and health insurance, commencing on the
first day of the month that follows the employee’s completion of 30 consecutive calendar days of service.

(2) Other Employees. Temporary or seasonal employees are not eligible for County life
insurance.

(3) Retired Employees.

(@) All employees hired on or after March 6, 1991, will not be eligible for retiree medical
insurance benefits on a County-paid basis.

(b) Employees employed in regular positions on or before March 5, 1991, and who have
worked 10 continuous years, will be eligible for the County-paid retiree medical plan. Under this plan:

(i)  Eligible employees who retire prior to age 65 may remain on the County’s
health insurance plan until they are Medicare eligible.

(i) As a pre-retirement incentive program, eligible employees who have not
reached retirement age may self-pay premiums for health insurance for up to 5 years, to allow such
eligible employees to retain their eligibility for the County-paid retiree medical plan.

(iii)  Upon reaching age 65, eligible retired employees may receive reimbursement
for Medicare supplemental medical insurance premiums, or Part B Medicare coverage paid to the Social
Security Administration, or both. Eligible retired employees will be reimbursed at least quarterly for such
Medicare payments. (Revised by Order No. 97-10-29-4, Effective 10.29.97; 06-7-19-3, 1.1.06)

2.305 Outside Employment.

(1) Employees are prohibited from engaging in compensated outside employment
(moonlighting) and certain volunteer activities without prior approval of the County. Any employee
desiring to engage in such employment or activity must submit a Request for Collateral Employment
Form describing the particulars of the proposed employment or activity to the employee’s Department
Director. Such requests must be updated by the employee on an annual basis.

(2) Any employee who has not obtained prior approval for outside employment or activities is

subject to disciplinary action, which may include discharge. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 97-
10-29-4, 10.29.97; 06-11-29-4, 11.29.06)

OTHER PERSONNEL POLICIES

2.350 Reimbursement for Moving Expenses.
It is the policy of Lane County, when individuals are recruited out of the area to fill certain key positions,
such as the Director of a Department, a Division Head, or certain key professional positions, that Lane
County will provide some measure of reimbursement for moving expenses incurred by those individuals.
The amount of reimbursement will be as follows:

(1) Fifty percent (50%) of the expenses of the move will be reimbursed by Lane County when
the move is accomplished by a professional mover; or

(2) One hundred percent (100%) of the expenses of the move will be reimbursed by Lane
County when the move is accomplished solely by the individual involved. The determination of what
will be construed as "key position” and an "out of the area" recruitment will be made by the County
Administrator. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.355 Release of Employee Information.

Because each employee personnel file contains personal information which is both in the public's and
individual employee's interest not to disclose, these files are confidential. However, members of the
public may be furnished non-personal information about County employees such as name, employing
department, position, wage classification and length of time employed by the County. The release of any
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employee information, however, for commercial, political or other associated purposes is strictly
prohibited.

Personnel files are available to appointing authorities and those persons expressly authorized in
writing by such appointing authorities, to members of the Board, the County Administrator and the
Human Resources Department Director and his or her staff. Individual employees may examine their
own files. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 06-11-29-4, 11.29.06)

2.365 Political Activities.
This section provides a general summary of the law regarding the rights and limitations of County
employees concerning political activities.

(1) Youmay NOT:

(@) As a public employee during working hours, solicit any money, influence, service or
other thing of value in any form or aid, promote or oppose any political committee, the nomination or
election of any person to public office, or the gathering of signatures on an initiative, referendum or recall
petition, the adoption of a measure or the recall of a public office holder.

(b) Attempt to, or actually coerce, command or require a public employee to contribute
in any manner, including money or any service, to any political committee, to the nomination or election
of any person to public office, or the gathering of signatures on an initiative, referendum or recall petition,
the adoption of a measure or the recall of a public office holder.

(c) Use your own name to donate another person's money in connection with a
nomination or election.

(d) Use undue influence on another person in connection with voter registration,
candidacy for an office, contribution or assistance to a candidate, or challenging a voter.

(e) Accept any employment with agreement to contribute any part of your compensation
to a candidate or political committee.

(2 DO.

(@ Make all your political contributions in your own name and pay to the political
treasurer whose name is legally on file for the candidate or committee being contributed to.

(b) If your agency's primary activity is funded in whole or in part by federal grants or
loans, inquire into the more restrictive federal law, mainly the Hatch Act, on political activity.

(3) YouMAY.

(@) Express your personal political views.

(b) Participate in political activities in the same manner as any other person except as
expressly limited by state or federal statute or local ordinance (generally summarized above).

(4) If you have questions, consult an attorney of your choice.

(5) Consult the Oregon Secretary of State’s publication entitled Restrictions on Political
Campaigning by Public Employees.

(6) Each Department Director is required to post the following notice in a conspicuous place
likely to be seen by all employees in that Department, in accordance with ORS 260.432:

ATTENTION ALL PUBLIC EMPLOYEES.

The restrictions imposed by the law of the State of Oregon on your political activities are that "No
public employee shall solicit any money, influence, service or other thing of value or otherwise promote
or oppose any political committee or promote or oppose the nomination or election of a candidate, the
gathering of signatures on an initiative, referendum or recall petition, the adoption of a measure or the
recall of a public office holder while on the job during working hours. However, this section does not
restrict the right of a public employee to express personal political views."
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It is therefore the policy of the state and of your public employer that you may engage in political

activity except to the extent prohibited by state law when on the job during working hours. (Revised by Order
No. 73-11-13-2, Effective 11.28.73; 86-8-27-11, 8.27.86; 08-6-3-1, 6.3.08)

2.370 Accident/Disability Payments.
This section delineates Lane County policy regarding individual payment or reimbursements for County
employees.

2.372 Notaries Public.
The various County Departments have varying requirements to have notaries public conveniently
available. Each Department Director will determine the requirements for notaries public within his or her
own Department to best serve the public interest. For those notaries public positions authorized by
Department Directors, Lane County will pay in connection with applications for appointment:

(1) The application fee.

(2) Cost of seal.
No employee who is a notary public and whose application fee or seal was purchased by Lane County
may, during the period of appointment, charge a fee for any notarial service, except as authorized by Lane
County. Any employee who notarizes acts of the County or its officers, employees or agents must keep
and maintain a chronological journal of notarial acts as required by the applicable Oregon statutes and
Oregon Administrative Rules. Any employee who notarizes acts of the County or its officers, employees
or agents will enter into an agreement with the County for the County’s retention and disposal of the
notary public records which complies with applicable Oregon statues and Oregon Administrative Rules
governing such agreements. (Revised by Order No. 95-11-28-1, Effective 11.28.95)

2.374 Charitable Contributions Payroll Deductions Program.
(1) Purpose. The Lane County Charitable Contributions Payroll Deduction Program has four
primary purposes:

(@) Encourage private support of basic need health and welfare programs that would
otherwise require County funds.

(b) Lessen the County's burden of meeting basic health and welfare needs by providing a
convenient, non-disruptive channel for County employees to contribute to agencies that directly serve
those needs.

(c) Provide an avenue for steady private support for basic needs health and welfare
programs. This is important because the County's volatile revenue base has resulted in a history of its
being unable to deliver a consistent level of support for basic need services.

(d) Minimize time, expense and workplace disruption of County employee's participation
in the campaign.

(2) Findings. The Board finds:

(@) There is a general consensus that basic needs health and welfare programs are
worthwhile.

(b) A determination of basic health and welfare needs was made in a long-term study of
the Lane County Human Services Delivery System during 1986, 1987, and 1988. The study's
determination of basic needs was made well before, and independent of, any proposed change in the
County's charitable contributions program.

(c) Because these determinations were developed locally, they are likely to reflect values
shared by County employees. A campaign centered around the current needs is therefore likely to be
more successful than one which includes programs which do not have this general level of community
support.

(d) A charitable contributions program directed at basic needs health and welfare
programs avoids even the appearance of County government favoritism and/or entanglement with
particular viewpoints.
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(3) Management. The Office of County Administration will manage one annual campaign for
employees to make an annual contribution or authorize payroll deductions for eligible charities. The
County Administrator may either manage the program or contract for campaign services, charity
eligibility determinations, disbursements and public accounting of the funds. The fee for the service will
be a percentage of funds contributed or deducted through the campaign.

(4) Charity Eligibility Criteria.

(@ Any charity meeting all the following criteria are eligible for participation in the
County charitable contributions program.
(i)  Organizations that are umbrella groups with not less than ten participating

501(c)(3).
(i)  Agencies must be registered with the IRS and exempt from taxation under
Section 501(c)(3) of the Internal Revenue Code.
(iii)  Agencies must provide substantial services to Lane County residents.
(iv) Agencies must be in compliance with registration and filing requirements of
Oregon’s Charitable Trust and Corporations Act.
(b) Any charity denied participation may appeal that determination to the County

Administrator, whose determination will be final. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 95-11-28-1,
11.28.95)

2.376 Travel Expense Reimbursement Policy.

It is the policy of Lane County that no employee should sustain personal monetary loss as a result of
performing official County duties. The Expense Reimbursement Policy is designed to allow for the
reimbursement of expenses incurred by employees when traveling on official business for the County.

The County Administrator is authorized to establish administrative procedures to implement this policy.
(Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.378 Lane County Employee Assistance Program.

(1) Lane County, as an employer, is primarily concerned with an individual's job performance.
However, the County recognizes that job performance can be affected by circumstances outside the work
environment such as financial instability, drug or alcohol abuse and emotional and family problems. In
order to serve the needs of our employees and the citizens of the County, an Employee Assistance
Program is provided to acquaint employees with appropriate community agencies to help them overcome
their problems and restore them to full job efficiency.

(2) Strict confidence will be maintained between the Employee Assistance Program and the
employee. No employee will, by admitting that a problem exists, endanger his or her job. Such admission
and the steps taken to correct deteriorating job performance will be looked upon as evidence that the
employee is concerned with improving his or her performance and with continuing employment with the
County.

(3) This program is designed to:

(@) Identify problems at their earliest stages,
(b) Motivate the employee to seek help,
(c) Direct the employee towards the best assistance available, and
(d) Correct the problem before it necessitates the loss of the employee.
(4) The Employee Assistance Program will be under the direction of the Human Resources

Department Director who will administer the program on behalf of the Board. (Revised by Order No. 98-4-1-11,
Effective 4.1.98; 06-11-29-4, 11.29.06)

2.380 Drug Free Work Place Policy.

It is the policy of Lane County to ensure a drug-free work environment. The unlawful manufacture,
distribution, dispensation, possession, or use of a controlled substance is prohibited in the workplace.
Any unlawful manufacture, distribution, or dispensation of a controlled substance in the workplace is
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cause for immediate discharge. Unlawful possession or use of a controlled substance in the workplace is
cause for immediate disciplinary action which could result in discharge. The County Administrator is
delegated authority to establish administrative procedures implementing this policy, including the
sanctions for policy violation. The Administrator must also adopt policies necessary to keep Lane County
government in compliance with Public Law 100-690 (the Anti-Drug Abuse Act). Pursuant to LC
2.225(1), the Fair Board must likewise adopt policies and procedures to ensure a drug-free work
environment at the fairgrounds. (Revised by Order No. 98-9-9-9, Effective 9.9.98)

2.382 Sexual Harassment Policy.

It is the policy of Lane County that all employees should be able to work in an environment free from
discrimination, including sexual harassment. Sexual harassment occurs when a person is subjected to
unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual
nature. Conduct of this type is improper when submission to the conduct is either an explicit or implicit
term or condition of employment; when submission to or rejection of the conduct is used as a basis for
employment decisions affecting the person(s) involved; when the conduct has the purpose or effect of
substantially interfering with work performance or work environment. Such conduct is specifically
prohibited by Lane County. Appropriate management and supervisory personnel will take prompt,
corrective action when they become aware of sexual harassment. Any employee or applicant for
employment who believes himself or herself subjected to sexual harassment or intimidation is encouraged

to bring such incidents to the immediate attention of the Human Resources Department Director (Revised by
Order No. 98-9-9-9, Effective 9.9.98; 06-11-29-4, 11.29.06)

2.384 Workplace Violence Policy.

It is the policy of Lane County to provide a workplace that is free from violent acts or threats of the same
against another person's life, health, well-being, family or property. Such acts or threats of violence by
words, gestures or symbols, are entirely unacceptable.

Violence in the workplace, as the term is used in this section, includes all violent acts, whether
involving members of the public, County employees or both. Violence in the workplace includes, but is
not limited to: striking, stabbing, shooting or otherwise causing bodily harm; making an oral (including
by telephone) or written threat to cause any such bodily harm; displaying weapons or devices, or
accessories clearly associated with weapons or devices in such a manner as to imply a direct threat to
cause any such bodily harm; any other harassment or intimidation between co-workers which implies the
threat of or potential for bodily harm to a co-worker's life, health, well-being, family or property.

Any employee who believes that he or she has been the target of violence or threats of violence,
or has witnessed or otherwise learned of violent conduct by or directed at another employee should bring
such incidents to the immediate attention of his or her supervisor, manager, Department Director, the
Director of Human Resources, Department Director or, if applicable, union representative. Management
and supervisory personnel will take prompt, appropriate action when they become aware of any aspect of
violence in the workplace. (Revised by Order No. 98-9-9-9, Effective 9.9.98; 06-11-29-4, 11.29.06)

2.385 Fraud Prevention Policy.
Lane County is committed to protecting its revenue, property, information and other assets. Lane County
will not tolerate any misuse or misappropriation of those assets. It is the County’s intent to fully
investigate any suspected acts of “fraud,” as it is defined in this policy, in an impartial manner regardless
of the suspected wrongdoer’s length of service, position, title or relationship to the County. Any act of
fraud that is detected or suspected must be reported immediately and investigated in accordance with
procedures specified in the Administrative Procedures Manual. The County will make every reasonable
effort, including court ordered restitution, to recover and receive compensation from any appropriate
source for County assets obtained by fraud.

This policy applies to all elected and appointed officials, employees, and volunteers of Lane
County and to employees of local boards, agencies, committees, and commissions over which Lane
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County has authority to require general policies to be followed. Nothing in this policy is intended to, or
should it be interpreted, as abridging any rights which exist under law, rule or regulation, or applicable
collective bargaining agreement. This policy does not operate to waive any right which may not be legally
waived.

At its most basic, fraud is the act of using dishonesty as a tool for personal gain. For the purposes
of this Policy, the definition includes any misuse or attempt to misuse a County asset for personal gain or
purposes unrelated to County business. Examples of fraud include, but are not limited to:

(1) Stealing or removing County assets;

(2) Using County equipment, facilities, supplies or funds for purposes unrelated to County
business for personal gain; and

(3) Obtaining County funds or compensation through dishonesty.

Procedures to carry out this policy are further clarified in the Administrative Procedures Manual.
Any Administrative Procedures Manual changes related to this policy must be reviewed by the Finance

and Audit Committee prior to adoption by the County Administrator. (Revised by Order No. 16-06-07-07,
Effective 6.7.16)

2.386 Elected Officials' Transition Policy.

The public need requires that newly elected County officials be adequately oriented and prepared in order
to achieve an orderly assumption of office. Therefore, the following transition policy applies to each
newly elected County Commissioner, Sheriff, Assessor, District Attorney, and Justice of the Peace:

(1) Orientation. After the election results have been certified, if the newly elected official
requests an overview of the County functions and programs the County Administrator will coordinate.

(2) Staff Support. During the period between the election and taking office, the County will
provide staff support for each newly elected official, including office space, materials and supplies, and
clerical assistance as arranged by the County Administrator.

(3) Reimbursement for Expenses. Each newly elected official is entitled to reimbursement for
necessary expenses incurred in the transition activities in an amount not to exceed $100 per month,
transportation from the Motor Pool as may be necessary for such activities and such liability and workers'
compensation coverage as is needed to protect County liability for such transition activities.

(4) Outgoing Commissioners will provide complete files and case histories on pending or

unfinished business to incoming Commissioners, and generally provide for a smooth transition. (Revised by
Order No. 98-9-9-9, Effective 9.9.98)

DIVERSITY POLICY

2.390 Diversity Is a Key to the Future Success of Lane County.

We are charged with providing effective government services in an increasingly competitive and diverse
environment. The diversity policy contained in LM 2.390 is intended to be an expression of intent and
aspiration on the part of the Lane County Board of Commissioners and is to be used to guide the County
government in benefiting from and being responsive to the changing population that provides both the
County's workforce and its customer base. The more successfully we are able to conduct our business in a
diverse community the more diverse our presence must be in that community.

Diversity transcends race and gender, affirmative action and Equal Employment Opportunity. It
means respecting and valuing differences, such as those based on age, disability, race, sex, religion, color,
national origin, language, ethnicity, socio-economic status, sexual orientation, gender identity, veteran’s
status, and political beliefs. In order to collaborate successfully with the diverse communities we serve,
the County must be cognizant and respectful of our differences both in the community and the worksite.
Most importantly, all in the County must rethink our approach to diversity. No longer are such issues just
matters of social policy or historical reciprocity. Diversity, and the respect and understanding of the
integrity and worth of all cultures, peoples and lifestyles is today and will continue to be simply good
business.
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Policy. Lane County will demonstrate its commitment to diversity through the way in which it
provides County services, through its employment practices, through its funding decisions, and through
its appointments to County boards, commissions and committees by:

(1) Ensuring that all County services, programs and activities are provided to its diverse
communities in ways that are sensitive to and responsive to differences, including accessibility for
persons with disabilities;

(2) Ensuring that all County-funded services are provided, and funding decisions are
made, in a manner that recognizes, addresses and is reflective of the cultural diversity of the communities
served;

(3) Demonstrating a commitment to workplace diversity through implementation of
affirmative action plans and development of cultural sensitivity and cultural competency among other
employees; and,

(4) Ensuring that all County boards, commissions, and committees are reflective of the

diversity of the Lane County population. (Revised by Order No. 94-6-1-; Effective 6.1.94; 95-11-28-1, 11.28.95; 04-
11-10-11; 11.10.04; 07-10-31-11, 10.31.07)

2.395 Definitions.
The following definitions apply to LM 2.390:

“Cultural Diversity.” Differences in race, ethnicity, language, nationality, or religion among
various groups within a community or organization.

“Cultural Sensitivity.” Demonstrating sensitivity to cultural differences and similarities, and
effectiveness in using cultural symbols (e.g., language) to communicate a message.

“Diversity.” A broad definition that includes a wide range of individuals with unique needs and
talent beyond the observable differences of race, gender, and age, but the additional characteristics of
marital status, sexual orientation, family status, political affiliation, education or socioeconomic status,
and disabilities.

“Workplace Diversity.” Recognition of the variety of differences among workers across many
different dimensions, including but not limited to race, culture, age, or gender, and the different
perspectives and values that may be inherent in those differences. Valuing diversity implies a philosophy
while managing diversity involves the translation of the philosophy of valuing diversity into
organizational goals and objectives. (Revised by Order No. 95-11-28-1, Effective 11.28.95)

EMPLOYEE REPRESENTATION

2.405 Authority.
The following organizations and associations are certified to represent the employees of Lane County
who are not employed in a confidential or supervisory capacity, as described by the below-listed

negotiating units, and as further described in the applicable collective bargaining agreements. (Revised by
Order No. 93-3-31-7, Effective 3.31.93)

2.410 American Federation of State, County and Municipal Employees, Local 2831 General Unit.
The American Federation of State, County and Municipal Employees, Local 2831, is certified to represent
all temporary, probationary and non-probationary employees in permanent positions except those persons
employed in the District Attorney's Office, or as extra help, or in classifications represented by other
bargaining units, or those employed in certain classifications specified on the agreement, who do not
voluntarily join AFSCME. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.412 Lane County Peace Officers’ Association, Inc.

The Lane County Peace Officers' Association, Inc. is certified to represent all probationary and non-
probationary employees in regular positions classified by and employed in the Sheriff’s Office, Juvenile
Group Workers and Senior Juvenile Group Workers in the Department of Health and Human Services,
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and the Motor Carrier Enforcement Officer in the Department of Public Works exclusive of persons so
employed and classified but in a confidential capacity as defined by ORS 243.650(6) or persons in a
supervisory capacity as defined by ORS 243.650(14). (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.414 Lane County Prosecuting Attorneys' Association.

The Lane County Prosecuting Attorneys' Association is the exclusive bargaining representative of
employees of the Office of the District Attorney in the classifications of Deputy District Attorney 1, 2, 3,
4, Senior Prosecutor 1, 2, 3, and Team Leader. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.418 Lane County Association Local 626.

The Lane County Association Local 626 is the sole and exclusive representative of all employees
classified as indicated in Schedule A of the bargaining contract exclusive of persons so employed and
classified but in a supervisory or confidential capacity. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.422 Administrative Professional Association of Lane County, Inc.

The Administrative Professional Association of Lane County, Inc. is the exclusive representative of all
employees employed in positions classified as indicated in Schedule A of the bargaining contract or
successor contracts, exclusive of persons so employed and classified but in a confidential or supervisory

capacity and persons so employed on June 30, 1987 who have not voluntarily joined the union. (Revised by
Order No. 93-3-31-7, Effective 3.31.93)

2.425 Federation of Oregon Parole and Probation Officers, Parole & Probation Unit.

Federation of Oregon Parole and Probation Officers, Lane County Chapter is the sole and exclusive
representative of all temporary, probationary and non-probationary employees in budgeted positions of
Parole and Probation Officers as defined in State law, exclusive of those employed in a confidential or
supervisory capacity, extra help employees.

2.430 American Federation of State, County and Municipal Employees, Local 2831-Nurses

The American Federation of State County and Municipal Employees Local 2831 is the exclusive
representative of all employees employed in classifications included in Appendix A of the Nurses
bargaining contract, excluding such employees in supervisory or confidential capacities and extra help
employees, for the purpose of collective bargaining with respect to wages, hours, benefits and other
employment relations matters.

EMPLOYEE OPERATION OF AIRCRAFT

2.505 Policy Statement.

Employees may not operate fixed or rotary wing aircraft for County business purposes. (Revised by Order
No. 73-13-2, Effective 11.28.73)

EMPLOYEE AND VOLUNTEER OPERATION OF
PERSONAL AUTOMOBILES ON COUNTY BUSINESS

2.550 Policy Statement.

With Department Director approval, employees and volunteers may use their own personal automobiles
on County business, provided they carry the required statutory types and amounts of automobile
insurance. As a self-insured entity, Lane County has not and does not provide uninsured motorist

coverage beyond the statutorily required minimum amount, if any. (Revised by Order No. 83-11-30-2, Effective
1.1.84; 05-7-6-2, 7.6.05)
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COMMERCIALLY LEASED VEHICLES

2.552  Procedure.

Departments wishing to use leased vehicles must present the request to the Lane County Department of
Public Works Fleet Manager for consideration. The Fleet Manager, or his or her designate, will evaluate
the lease request, investigate available alternatives (i.e. utilizing present fleet vehicles), and either approve
or disapprove the leasing request. (Revised by Order No. 89-5-31-3, Effective 5.31.89)

FLEET SERVICES

2.605 Policy Statement.

The Board of County Commissioners authorizes the County Administrator to administer and enforce
rules, policies, and procedures for all Lane County vehicles and equipment fleet operations and services,
inclusive of any further supplements or amendments hereto. The rules, policies, and procedures are
applicable to all County vehicles or equipment owned, leased, or operated by all Lane County

Departments or any other group, district or agency governed by the Board. (Revised by Order No. 98-4-1-11,
Effective 4.1.98)

2.610 Purpose.
The purposes of the rules, policies, and procedures developed by the County Administrator as authorized
by the Board are the following:

(1) That every effort will be made to provide adequate transportation whenever and wherever
the need is apparent and justified.

(2) That the Fleet Services Fund (Fund 619) operates on a self-sustaining basis.

(3) That modern, well-equipped vehicles and equipment will be maintained and fully utilized
at the lowest possible cost. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.615 Responsibility.

The Board directly and specifically charges each Department Director with the responsibility of ensuring
that all employees of their individual Department who operate County vehicles or equipment are
thoroughly aware of the contents of the rules, policies, and procedures and that they comply at all times,

and that all vehicles or equipment assigned to their individual Department are maintained as directed.
(Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.625 Motor Vehicle Accidents/Insurance Coverages.
(1) Accidents. In the event of an accident, the employee operating the vehicle should take the
following steps:
(@ Stop.
(b) Ascertain if anyone is injured. If so, take action for obtaining ambulance and
medical care.
(c) Follow reporting procedures as specified in the Administrative Procedures Manual.
(d) Accident expenses incurred will be billed directly to Risk Management. User
Departments are financially responsible for all vehicle accidents involving employee or vehicles assigned to
the Department. Risk Management will bill the user Department for any costs not collected from a third party.
(2) Uninsured Motorists. As a self-insured entity, Lane County has not and does not provide
uninsured motorist coverage beyond the statutorily required minimum amount. Pursuant to ORS 30.282, Lane
County has established a self-insurance fund against liability of Lane County, its officers, employees and
agents acting within the scope of their employment or duties. As a self-insurer pursuant to Oregon Revised
Statutes, Lane County complies with the provisions of Oregon state law. Nothing in this chapter is to be
construed as adopting procedure or limits to liability other than that required by Oregon state law.
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(@) Definitions. As used in this section, the following words and phrases have the
meaning indicated:

“Bodily Injury” means bodily injury, sickness or disease, including death resulting
therefrom.

“County Vehicle” includes a bus, van, car, or other vehicle used to transport
passengers and owned or operated by or on behalf of Lane County.

“Passenger” is any person, or their heirs, representatives or assigns, who is upon,
entering onto, or alighting from, a Lane County vehicle, except that “passenger” does not include any
Lane County employee acting within the scope of employment.

“Uninsured Vehicle,” except as provided below, means:

(i) A vehicle with respect to the ownership, maintenance or use of which
there is no collectible automobile bodily injury liability insurance, in at least the amounts or limits
prescribed for bodily injury or death under Oregon state law applicable at the time of the accident with
respect to any person or organization legally responsible for the use of such vehicle, or with respect to
which there is such collectible bodily injury liability insurance applicable at the time of the accident but
the insurance company writing the same denies coverage thereunder or, within two years of the date of
the accident, such company writing the same becomes voluntarily or involuntarily declared bankrupt or
for which a receiver is appointed or becomes insolvent. It is disputable presumption that a vehicle is
uninsured in the event the passenger and Lane County, after reasonable efforts, fail to discover within 90
days from the date of the accident, the existence of a valid and collectible automobile bodily injury
liability insurance applicable at the time of the accident.

(i) A “hit and run vehicle” as defined below.

(iii) A “phantom vehicle” as defined below.

Uninsured vehicle does not include:

(i)  Aninsured vehicle;

(i) A vehicle which is owned or operated by a self-insurer within the
meaning of any motor vehicle financial responsibility law, motor carrier law, or any similar law;

(iii) A vehicle which is owned by the United States of America, Canada, a
state, a political subdivision of any such government or an agency of any of the foregoing;

(iv) A land motor vehicle or trailer, if operated on rails or crawler-treads
while located for use as a residence or premises and not as a vehicle.

“Hit and Run Vehicle” means a vehicle which causes bodily injury to a passenger
arising out of physical contact of such vehicle with a County vehicle which the passenger is occupying at
the time of the accident, provided:

(i) there cannot be ascertained the identity of either the operator or the
owner or such hit and run vehicle; and

(if)  the passenger having an uninsured motorist claim or someone on behalf
of the passenger having the uninsured motorist claim must report the accident within 72 hours to a police,
peace or judicial officer, to the Department of Transportation of the State of Oregon or to the equivalent
department in the state where the accident occurred, and must file with Lane County Risk Management
within 30 days thereafter a statement under oath that the passenger or the legal representative of the
passenger has a cause or causes of action arising out of such accident for damages against a person or
persons whose identity is unascertainable, and setting forth the facts in support thereof.

“Phantom Vehicle” means a vehicle which caused bodily injury to a passenger
arising out of an accident which is caused by a motor vehicle that has no physical contact with the County
vehicle, provided:

(i) there cannot be ascertained the identity of either the operator or the
owner of such phantom vehicle;
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(i) the facts of such accident can be corroborated by competent evidence
other than the testimony of the passenger having an uninsured motorist claim resulting from the accident;
and

(iii) the passenger having an uninsured motorist claim or someone on behalf
of the passenger having an uninsured motorist claim must report the accident within 72 hours to police,
peace or judicial officer, to the Department of Transportation of the State of Oregon or to the equivalent
department in the state where the accident occurred and must file with Lane County Risk Management
within 30 days thereafter a statement under oath that the passenger or the legal representative of the
passenger has a cause or causes of action arising out of such accident for damages against a person or
persons whose identity is unascertainable, and setting forth the facts in support thereof.

(b) Coverage.

(i) A claim for bodily injury or death sustained while a passenger on a
County vehicle arising out of the ownership, maintenance or use of an uninsured vehicle and caused by
the fault of the uninsured motorist is limited to the benefits enumerated below:

(1) $25,000 because of bodily injury to or death of one passenger in
any one accident;

(2) Subject to that limit for one passenger, $50,000 because of injury
to or death of two or more passengers in any one accident;

(3) Coverage that is provided only to extent of legal liability of the
uninsured motorist and is subject to the limitations of subparagraphs (1) and (2), above.

(i)  The limit of liability stated as applicable to “each passenger” is the limit of
Lane County’s uninsured motorist benefits for all damages because of bodily injury sustained by one
passenger as the result of any one accident and, subject to the above provision respecting each passenger, the
limit of liability stated as applicable to “each incident” is the total limit of Lane County’s liability for all
damages because of bodily injury sustained by two or more passengers as the result of any one accident.

(iii)  Any payment made under this coverage to or for a passenger will be applied
in reduction of any other amounts the passenger may be entitled to recover from Lane County as a result of any
one accident. Nothing in this chapter is intended to expand Lane County’s liability for any one accident or
claimant, beyond those limits imposed by Oregon Revised Statutes. Any amounts paid to any person pursuant
to this uninsured motorist procedure will be applied in reduction of Lane County’s maximum liability limits to
any one person or for any one accident, as established by Oregon Revised Statutes.

(c) Claims Procedures. The following procedure must be utilized in making claim for
compensation under this chapter.

(i)  As soon as practicable, the passenger or other person making claim will
give Lane County Risk Management written proof of claim, under oath if required, including full
particulars of the nature and extent of the injuries, treatment, and other details entering into the
determination of the amount payable hereunder. The passenger and every other person making claim
hereunder must submit to examinations under oath by any person named by Lane County and subscribe
the same, as often as may reasonably be required. Proof of claim will be made upon forms furnished by
Lane County.

(i)  Upon reasonable request of and at the expense of Lane County, the
passenger will submit to physical examinations by physicians selected by Lane County and will upon
request from Lane County, execute authorization to enable Lane County to obtain medical reports and
copies of records necessary to evaluate the claim.

(iii) If, before Lane County makes payment of loss hereunder, the passenger
or the passenger’s legal representative must institute any legal action for bodily injury against any person
or organization legally responsible for the use of a vehicle involved in an accident, a copy of the
summons and complaint or other process served in connection with such legal action will be forwarded
immediately to Lane County Risk Management by the passenger or the passenger’s legal representative.
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(iv) Passenger must provide Lane County with a sworn statement that no
other insurance is available, if requested.

(d) Reduction in Lane County’s Payments.

(i)  Any amount payable under the terms of this chapter are reduced by:

(1) All sums paid on account of bodily injury or death by or on behalf
of the owner or operator of the uninsured vehicle and by or on behalf of any other person or organization,
including Lane County, jointly or severally liable together with such owner or operator for such bodily
injury or death; and

(2) The amount paid and the present value of all amounts payable on
account of bodily injury under any workers’ compensation law, disability benefits law or any similar law.

(i)  This coverage applies only as excess over any other collateral benefits to
which the injured person is entitled, including but not limited to, other uninsured motorist coverage,
insurance benefits, governmental benefits or gratuitous benefits available to the passenger and will then
apply only in the amount by which the applicable limit of liability of this coverage exceeds the sum of the
applicable limits of liability and all such other insurance; stacking of coverage is not allowed.

(e) Rights Against Uninsured Motorist. In the event of payment to any person under this
coverage:

(i) Lane County is be entitled to the extent of such payment to the proceeds of
any settlement or judgment that may result from the exercise of any rights of recovery of such person against
any uninsured motorist legally responsible for the bodily injury because of which such payment is made.

(i) Such person must hold in trust for the benefit of Lane County all rights of
recovery which he has against such other uninsured person or organization because of the damages which are
the subject of claim made under this coverage, buy only to the extent that such claim is made or paid herein.

(iii) If the passenger is injured by the joint or concurrent act or acts of two or
more persons, one or more of whom is uninsured, the passenger has the election to receive from Lane
County any payment to which he would be entitled under this coverage by reason of the act or acts of the
uninsured motorist, or the passenger may, with the written consent of Lane County, proceed with legal
action against any or all persons claimed to be liable to the insured for such injuries. If the passenger
elects to receive payment from Lane County under this coverage, then the passenger must hold in trust for
the benefit of Lane County all rights of recovery the passenger has against any other person, firm or
organization because of the damages which are the subject of claim made under this coverage, but only to
the extent of the actual payment made by Lane County.

(iv) Such person must do whatever is proper to secure, and will do nothing
after loss to prejudice, such rights.

(v) If requested in writing by Lane County, such person will take, through
any representative not in conflict with such person, designated by Lane County, such action as may be
necessary or appropriate to recover such payment as damages from such other uninsured person or
organization, such action to be taken in the name of such person, but only to the extent of the payment
made hereunder. In the event of a recovery, Lane County must be reimbursed out of such recovery for
expenses, costs and attorney fees incurred by it in connection therewith.

(vi) Such person must execute and deliver to Lane County such instruments
and papers as may be appropriate to secure the rights and obligations of such person and Lane County as
established by this provision.

(f)  Time Limitation. No cause of action will accrue to the passenger under this coverage
unless within two years of the date of the accident:

(i)  Suit for bodily injury has been filed against the uninsured, in a court of
competent jurisdiction and, within two years from the date of settlement or final judgment against the
uninsured motorist, the passenger has formally instituted arbitration proceedings or filed an action against
Lane County in a court of competent jurisdiction;

(i)  Agreement as to the amount due under the coverage has been concluded;
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(iii) The passenger has filed an action against Lane County in a court of
competent jurisdiction.

(g) Condition Precedent. No action lies against Lane County unless, as a condition
precedent thereto, the passenger and legal representative of the passenger have fully complied with all the
terms of this chapter.

(h) Tort Claims Notice. Nothing in this chapter is to be construed to relieve the
passenger from the notice requirements or to alter the limitations of liability found in the Oregon Tort
Claims Act. (Revised by Order No. 89-5-31-3, Effective 5.31.89; 05-7-6-2, 7.6.05; 07-12-12-3, 12.12.07)

2.636 Monthly Automobile Allowance.

(1) Eligibility. Elected officials and those employees who have individual employment
contracts that provide for transportation, and other staff as designated by the County Administrator may
choose a monthly allowance for the use of their personal vehicle, Private Mileage Reimbursement for
County business mileage not including commuting mileage, or a permanently assigned vehicle.
Individuals may make an election each December which will be effective for the following year. The
election of either receiving the Vehicle allowance or having a permanently assigned vehicle will be
reported as taxable in accordance with Internal Revenue Service regulations.

(2) Amounts Specified. The monthly allowance will be equal to the current Private Mileage
Reimbursement Rate x 1,000. (Example: 24 cents PMR x 1,000 equals $240 monthly automobile
allowance.) An individual who receives the monthly allowance will not be eligible for mileage
reimbursement unless travel extends beyond the boundaries of Lane County.

(3) Limitations. Monthly allowance recipients must pay all expenses associated with the
operation of their vehicles. The County will not provide fuel, lubricants, service, maintenance or repairs
for personal vehicles.

(4) FEleet Vehicles. Individuals who receive a monthly allowance will be expected to use their
personal vehicles for all of the transportation associated with the performance of regular duties and within
the expected scope of their responsibilities. The use of a County fleet vehicle is permissible only in those
instances when an individual is required to drive an unusual distance, beyond that which would be found
in the aforementioned "regular duties” or "expected scope of responsibilities."” For purposes of this

regulation, an unusual distance will include any distance beyond the boundaries of Lane County. (Revised
by Order No. 94-12-21-13, Effective 12.21.94; 89-5-31-3, 5.31.89)

2.637 Private Mileage Reimbursement.

When vehicle usage is occasional, or access to a departmental or Fleet Pool vehicle is limited or
unavailable, an employee may choose, with the permission of their supervisor to use his or her own
vehicle and receive Private Mileage Reimbursement. The Private Mileage reimbursement rate is equal to
the Federal Internal Revenue Service authorized rate. Rate changes become effective 30 days after IRS
announcement. (Revised by Order No. 89-5-31-3, Effective 5.31.89)

2.640 Credit Cards.

Gas and oil company credit cards may be issued to County employees for use in conjunction with
County-owned vehicles assigned to them. Initiation of a request for issuance of a credit card must come
from the Department Director of the department to which the individual in need of such a credit card is
assigned. The request must include a statement of necessity indicating the reason the employee may not
be able to utilize the County service facilities. The request must be forwarded by the Department Director
to the Lane County Fleet and General Services Manager, who authorizes the issuance of such credit cards.
It is the responsibility of each Department Director, however, to ensure that credit cards are issued and
used only by authorized employees when servicing by the County service station is impractical, such as
on extended trips away from County service facilities. (Revised by Order No. 89-5-31-3, Effective 5.31.89)
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USE OF THE COUNTY LOGO

2.700 Policy.

The County logo may only be used for Lane County government identification. No other use is allowed.
The logo is intended to provide a cohesive identity symbol for Lane County government that will
facilitate effective public communication. No other logo may be used by Lane County Departments or
Divisions, with the exception of those departments headed by elected officials: the Sheriff's Office,
District Attorney's Office, and Tax Assessor's Office. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.701 Policy Exceptions.

An exception to LM 2.700 may be made, at the discretion of the County Administrator, for logos or identities
for Lane County enterprise programs or projects. For the purpose of this section, enterprise programs are
defined as programs or projects that require specific outreach or marketing to targeted markets, and require the
visibility or cachet of a non-governmental program. Enterprise programs may either be of short or long
duration and may include projects undertaken jointly with non-county entities. Where possible, the Lane
County logo must appear with the enterprise identity. (Revised by Order No. 04-9-1-6, Effective 9.1.04)

2.705 Restrictions on Use.
No additional words or symbols may be added to the encroachment area (open area) of the logo, except as
provided in LM 2.701 and 2.715. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.710 Design Authorization.

In order to facilitate regularity and conformity of logo use, the County Administrator may delegate
authority to the County’s Public Information Officer to oversee materials normally exposed to public
view, including those in electronic and Internet form. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.715 Appearance.

The logo may be used alone, or with additional Department or division names below it. When such names
are added, the lettering must conform to the logo's width, but may extend to two or more lines when
necessary. A small trademark sign must be placed to the extreme lower right of the logo. The designated
color for the logo is Pantone 634C, its CMYK equivalent (100C, OM, 9Y, 47K), its RGB equivalent (OR,
108G, 140B), its web hex equivalent (#006C88), or grayscale when color is unavailable. An alternate
black and white line-art version of the logo differs from the color and grayscale versions in that the waves
and internal vertical lines are removed, and should only be used when the color or grayscale version
cannot be used due to printing or imaging limitations. The logo may not be used with other logos except
as provided in this section or in LM 2.107.

Color version Black and White Version

LANE

COUNTY

e COUNTY

OREGON

(Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02; 03-01-06-7, 1.6.03)
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2.720 Basic Design, Format, and Color.
The logo must be used on all printed matter according to the following:
Letterheads, Envelopes and Business Cards.

(1) Design. A standard design will be used by all Lane County Departments. Exceptions must
be approved only by the County Administrator.

(2) Lettering.

(@ The words "Lane County Oregon" are an integral part of the logo and may not be re-
typeset or altered.

(b) Copy and names of persons must be set in Avenir 85.

(c) Return addresses will be set in caps and lower case Avenir Light.

(3) Letterhead Stationery. Names and titles of Commissioners, the County Administrator and
elected Department Directors may appear in letterhead design under the logo, but other position names
and titles may not be used unless approved by the County Administrator. The names should be in Avenir
85 and Avenir Light.

(4) Envelopes. Names of Departments, Divisions or offices may be shown with appropriate
return address. Fonts used should be Avenir Light for Lane County and Department and for the return
address.

(5) Business Cards.

(@  Will measure 3.5 inches wide and 2 inches tall.

(b)  Will be printed on 80lb uncoated cover paper with 30% recycled content.

(c) Logo will be printed in one color, Pantone 634U.

(d) The person's name, title, phone and address will be type set in Avenir 85 and Avenir
Light and printed in black or Pantone 634U. (Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.725 Reports, Documents and Printed Forms.

(1) All reports, documents and printed forms must at least have the logo printed in the same
color as the printed form. If a second color is used for logo, it must be Pantone 634C, or CMYK, RGB,
web hex equivalent, or black.

(2) Guidelines for placement of such materials will be established by the County
Administrator.

(3) Material design authorization may be approved by the Public Information Officer. (Revised
by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.730 Pamphlets and Brochures.
The logo must be used on all interpretive materials prepared by all branches of Lane County government:

(1) Placement. The logo and words must be easily visible. The appropriate relationship of the
logo to text must comply with LM 2.715. Additional words or Department names may be placed after or
below the logo.

(2) Lettering. The "Lane County Oregon" lettering is integrated into the logo and should not be
re-typeset or altered.

(3) Color. Color must be specified as Pantone 634C, or approximate color if not available, or
black.

(4) Size. Size of the logo will be appropriate to the publication and lettering used within.
(Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.735 Decals.
Two kinds of decals may be used, one for exterior surfaces and one of interior type for use in windows.
(1) Design. Decals may be either cut to shape, or rectangular with both logo and words "Lane
County Oregon" included.
(2) Color. Color of logo is Pantone 634C, with lettering in white, and Department or Division
names underneath in Pantone 634C or its CMYK equivalent.
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(3) Use of Decals.
(@) Motor Vehicles.
(i)  Interior decals must conform to the motor pool regulation in LM 2.630.
(i)  Size of decal is approximately 3 inches x 5 inches.
(b) Heavy Equipment, such as trucks, tractors, crawlers, and carryalls.
(i)  Exterior type decal with words "Lane County Oregon" placed on door or body
of equipment.
(i)  Size approximately 6 inches x 12 inches.
(c) Small Equipment, such as bicycles and hardhats.
(i)  Exterior type decal should be placed only in convenient, visible location on the
outer surface of equipment.

(i)  Size will be approximately 3 inches in diameter. (Revised by Order No. 93-3-31-7,
Effective 3.31.93; 02-10-16-1, 11.13.02)

2.740 Uniform Patches.

(1) Design. Patch must include logo with any Department or Division lettering below and
conforming to the width of logo. Shape of the total patch is rectangular.

(2) Color. The background color of the patch and the bound embroidered edge must be white.
Logo should be in Pantone 634C or equivalent thread color and the lettering "Lane County Oregon" must
be white, with any department or Division lettering below the logo in Pantone 634C. If Pantone 634C is
not available, the closest thread color match should be used.

(3) Size. Approximately 2 inches x 4 inches.

(4) Use of the Patch.

(@) Shirts and Outer Garments. Patch must be centered over the left breast pocket
leaving % inches between the top of the pocket and the bottom of the patch, or, it may be centered on the
left sleeve, with the top of the patch 2 inches below the shoulder seam. Department or name patches
should be on the left sleeve.

(b) Headgear. The patch must be centered on the front of caps. (Revised by Order No. 93-3-31-
7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.745 Highway, Road, Building, Park.
Logo must be used on all County signs, where practical and when not in violation of the Uniform Traffic
Manual.

(1) Size. The logo must be large enough so that it can be readily recognized when read with the
sign contents.

(2) Color. The color of the logo must be Pantone 634C, or its CMYK equivalent.

(3) Placement. When the logo is used in conjunction with department or division names, the
two should be used in proper relationship as defined in LM 2.715. In addition, for signs that are

horizontal, department or division names may be placed to the right of the logo. (Revised by Order No. 93-3-
31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.750 Miscellaneous Use.
(1) Jewelry.
(@) Design. The die will be of the logo only. The open area of the logo must not be used
as a background for any additional symbol or words.
(b) Color. Gold or sterling metal or two colors of enamel with one being Pantone
634CVC or approximate color match.
(c) Size. 3/4 inches in diameter.
(2) Design and Use on Miscellaneous Items. Design and use of the logo on miscellaneous
items, including plaques, certificates, flags, and banners, must be approved by the County Administrator.
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Unless inappropriate, the colors of the logo will be Pantone 634CVC or approximate color background
with white lettering "Lane County Oregon." (Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.765 Alterations.
No alternate shapes or relationship of design elements may be used without prior approval of the County
Administrator. (Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

COUNTY LANDS AND BUILDINGS

2.805 Public Parking.

Pursuant to the authority granted by LC 2.800(1), and within the administrative framework provided by
LC 2.800(2), the public parking policy is designed to facilitate the use of County-owned parking facilities
by the public and County employees, and to ensure that these facilities are made available in a uniform
and equitable manner. It is recognized that providing parking for employees in proximity to County work
locations contributes to productivity and morale, and for that reason, rates for employee parking may be
discounted from the public parking rates. For the limited purpose of compliance with the state ethics
rules, any difference between public and employee rates is considered part of the compensation package
for County officers and employees. The County Administrator is delegated authority and responsibility to
develop and maintain administrative procedures necessary to implement this policy. The County
Administrator is further delegated the authority to implement and administer a qualified transportation

fringe benefit plan for employees under Section 132 of the Internal Revenue Code. (Revised by Order No. 84-
6-12-1, Effective 6.12.84; 08-5-14-3, 5.14.08)

2.825 Demolition of Structures.

The Capital Projects Manager will examine all buildings, structures, and improvements and County-
owned property not required for use for County purposes, and at such time as it is determined that said
buildings structures, and improvements should be removed, the Manager is authorized and directed to
cause said buildings, structures, and improvements to be removed from County-owned property,

including the recommending of the necessary implementing contracts to the County Administrator.
(Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.830 County Facility Naming, Memorial, and Donated Object Policy.

The policies and procedures set forth in LM 2.830 through 2.834 are for the purpose of establishing a
uniform policy in Lane County for the naming of County facilities and placement of memorials on
County property. The County recognizes that there are names and memorials that antedate the adoption of
these policies, however, the nature, character, or location of such earlier recognitions or memorials do not
establish a precedent for future approvals. This policy does not apply to the placement of cornerstones,
plaques, or similar devices used to commemorate completion or dedication of a public facility or

property.

2.832 Criteria for Naming, Memorials, and Donated Objects.
(1) Itis the policy of Lane County, in the selection of names and determination on placement
of memorials and donated objects, to encourage:

(@) Selection of names that reflect the County's history, geography, and diversity,

(b) Recognition of individuals who have made a significant contribution to the County,
or individuals who have made significant public contributions outside the County but have a direct
connection to Lane County,

(c) Sponsorship, through funding or support, to the construction, development,
maintenance, or operation of the County facility or property, and

(d) Placement of memorials and donated objects in a manner that supports the intended
or dedicated use of the location.
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(2) Except in extraordinary cases, consideration will not be given to naming of County
facilities or property after either a person now living or a person who has been deceased less than three
years, except in recognition of a donation or sponsorship to pay for a significant portion of the cost of the
facility or property.

(3) Except in extraordinary cases, placement of permanent memorials or donated objects must
be based on an apparent relationship between the honoree or object and the proposed memorial location.

(4) After selection of a name, or acceptance of a memorial or donated object, the County will
use reasonable efforts to ensure continuation of the recognition; however, the County cannot guarantee
that any County facility or property or the name, memorial, or object attached thereto will not be subject
to redevelopment or change indefinitely.

2.834 Authority.

(1)  Under these policies and procedures, the Board of County Commissioners will review and
take appropriate action on all proposals for naming County facilities or placement of memorials on
County property, except as provided herein.

(2) The County Administrator is granted authority to establish Administrative Procedures to
carry out the policy contained in LM 2.830 through 2.834.

(3) Notwithstanding the provisions of this section, the County Administrator is delegated
authority to make determinations on:

(@ Naming of non-public portions of County buildings or smaller unenclosed areas
within larger public facilities, such as parks, and
(b) Placement of temporary memorials or objects.

2.840 Vending Machine Operations.

Pursuant to ORS chapter 346, persons who are blind have the exclusive right to operate vending machines
at all County facilities. All recommendations for placement of vending machines on County property
must be directed to the County’s financial officer, who will inform the Oregon Commission for the Blinds
provided in ORS 346.520. If the Commission for the Blind declines to make an offer to provide such
vending machines, the County may contract with a private vendor as provided in LM Chapter 20.

2.850 Vendors and Solicitors.

Vending and solicitation are prohibited by the County on County property, except in the cafeteria or at
newsstands or vending machines, to prevent interference with the work of County employees and the
public's conduct of business with the County. Department directors are responsible to enforce this policy in
their departments. The County Administrator or the Administrator’s designee is responsible for enforcement
in areas not under the authority of a single department, such as corridors, hallways, conference and meeting
rooms, patios, walkways, and parking lots. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.860 Information Booth.

The information booth is staffed by volunteers each workday as volunteer availability allows. The written
material available to the public in the information booth must be limited exclusively to information
authored by federal, state, or local governments. (Revised by Order No. 98-4-1-11, Effective 4.1.98)
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2.0052.006 Lane Manual 2.212
Chapter 2

ADMINISTRATION

GENERAL

2006 Peond Pelationshise W Ofiep e and memnlovees 2 006 Board and Commissioners’

Exercise of Authority.
The general guidelines in this section are set forth for the purpose of clarifying lines of authority in
a county government such as Lane County’s, in which an elected five-member board exercise both
legislative and administrative powers.

(1) The Board mairhrexercises its legislative and administrative powers primarily through the
use of:

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

(b) Orders. Orders are administrative acts of the Board, expressions of general
policy and procedures or procedural rules necessary for the Board to organize the conduct of its
own business under authority of Oregon law, the Home Rule Charter, or Lane County Ordinances.
Orders require only one reading before the Board.

(¢) Rules. Rules are the administrative regulations of the Board applicable to
particular subject areas (e.g., personnel rules, safety rules), or a series of related orders referred to
collectively as Rules. Rules may aalso include acts of County officers, commissions or committees that
have been promulgated in the exercise of delegated functions (e.g., Department procedural rules,
rules for conduct of Planning Commission business written-ordinances—orders-and-rules-approved in
public session.

(2) The Board acts collectively as a board, and its individual Commissioners exercise authority

or perform functlons onIy as appomted or delegated by the Board. Ne%ﬁeg#w—thm—p&r&g%&ph—rs—m{ended
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(3) 15-Minute Rule.

(@ Individual Commissioners mayshat—be—-allowed-to ask any county employee for
information-in-person—or-via-telephone-oremat-on-any-topic. —A County -employee may not expend
more than 15 minutes on such a request. —A -copy -of all such information requests should be sent to the
employee’s supervisor.

(2b) In the event an individual Commissioner needs more information or assistance on a
particular issue or matter that can be produced in 15 minutes of employee time, an individual
Commissioner may request the Board provide authorlty for additional assistance beyond that provided
under the 15-minute rule. , 3

;he—reqaested—mfepmaﬂen— (Rewsed by Order No. 72-12-27-1, Effective 12.27. 72{Rewsed49%9rder—|\le 09-4-29-2,
Effective-4.9.09)

2.010 Numbering System.

(1) Ordinances.

(@) General Ordinances. General ordinances shatt-beare numbered by using a system of
two two-digit numbers separated by dashes, the first pair of which shal-represent, in consecutive
sequence, the numericalber place each ordinance in the series of general ordinances enacted during the
a particular year;; ane-the second pair of thetast-twe-digits ef-the year ef-the ordinance was enacted;
&g+ For example4, 4-74 would-be-is the number of the fourth general ordinance enacted in 1974.

(b) Special Ordinances. Special ordinances are numbered sequentially without regard to
the year adopted and usually relate only to zoning or rezoning.

(2) Orders. All orders of continuing application to the administration of Lane County
Government shatbe- are numbered as—fellows—By-using a set system-of four numbers, separated by
dashes; Tthe first number in the set ef-which-shal-consists of be-the last two digits of the year ef-the
order was adopteds;; the second ef-which-shat-be- is the number of the month of theat year; efthe-erder;
the third ef-whieh-shal-be-the number of thate day of the month and-ef-the-year; efthe-erder-and the last
ofwhich-shall-represents the numerical place of the order in eonsecutive-sequence the-numberof orders
enacted on as-then-during-thate day. For example, the first order enacted on March 2, 1973, would be
numbered as follows: 73-3-2-1.

(3) Resolutions. Resolutions follow the same numbering system as is used for orders. {4}

.Illl N/ I I ala

%%Oand—shaLLbeqsLaeed—behwen—kM%eetm%%@%&@and%@%ﬂ—(Rewsed by Order No. 72-12-27-1, Effective

12.27.72)
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2.020 Journals.
The records of the BoardshaH- must be kept in five-a separate journals, and which-shal-be distinguished
as follows:

(1) AJeurnalef-Ordinances, in—which-shall-be—recorded—aHincluding all ordinances of-the
Board-enacted, -commencing en-and-after-January 3, 1963.

(2) AJeurnal-ef-Orders, —including which—shal—be—recorded—all orders of continuing
application to the administration of Lane County gGovernment enacted—by—theBeard—on—and—after
commencing January 3, 1963.

(3) Mlnutes Whlch are the publlc record of the proceedlngs of the BoardA%eumal—ef

MANUAL MAINTENANCE AND AMENDMENT PROCEDURES

2.030 Maintenance of the Manual.
The Lane Manual shal-l—bels mamtamed by the following procedures
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Manual may only be made by order of the Board The adoptlng order is the official version of the
action of the Board.

(32) The Office of Legal Counsel is responsible for.herebyassigﬂed—th&defeie&ef codification

of the Lane Manual, must review and approve proposed revisions, and will determine the placement
of new or altered sections in the Manual. The Office of Legal Counsel shat-willendeaverto keep the
Manual ane-its-cepies-as current as reasonably possible, and-in a format{s) conducive to public use;and-to

(43) The Office of Legal Counsel may make certain-editorial changes and corrections in the
Manual that—previded-sueh—changes do not alter the sense, meaning, effect or substance of any order
without Board action. Changes and corrections may include matters such asthe—following—change
alteration, rearrangement, -or renumbering of titles, chapters, appendices, sections or any other parts of
the Manual; alteration of -or ehange-numbering systems-or cross-reference systems as-necessary-to make
#—the organization more logical, readable, or understandable; strikeing figures or words that are
repetitious or unnecessary; ehange-alteration of capitalization, punctuation, style, or other types of
format ehanges—for the purpose of unlformlty and correctlon of clerlcal typographical, or edltorlal
errors.

(45) The Office of Legal Counsel will maintain a Fhe-Manual-shall-display—a-history of the

adoption and amendment of each section of the Manual;-either-by-page-or-by-section-or-subsection by
recording theutHizing-the number and effective date of the-mestrecent- each amending order at the

end of the affected section. Fhe—Office—of LegalCounsel—as—part—ofits—duties—shall-determine

Effectlve 12.5. 01)

2.035 Orders Amending Manual Provisions.

The Manual-shal-be-amended-by-an-order ef-presented to the Board for when-substitutingon of -new
sections for existing sections, addingtion -rewof new sections, or remevingremoval -existingof existing

sections must be in the —Fhe-general format described belowef-an-ordertransmitting-a-Manual-change
shellanan e sus

This space intentionally left blank.

| INBEFORE THE BOARD OF COUNT¥-COMMISSIONERS; OF LANE COUNTY, OREGON
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2.045 Lane Manual 2.055
ORDER NO. 17- - - IN THE MATTER OF AMENDING LANE

MANUAL CHAPTER 2 OFLEANE-MANUAL
REGARBINGTO REVISE PROVISIONS FOR
BAAREEERALICE AR D A RAERIDR AR Ok
TEE—LARE—MAARILIAL ARD LARE
COBEDRAFTING BOARD ORDERS (LM
2.6030035-2-045-2.065-2.082)

The Board of County Commissioners of Lane County erderss ORDERS as follows:

Lane Manual Chapter 2 is hereby amended by removing, substituting and-or adding the following
section(s):

REMOVE THESE SECTIONS INSERT THESE SECTIONS

2.830035-2-0452-065-2:080 2.030-2-045;
2065-2-0825

Said sections are attached hereto and incorporated herein by reference. If any section,
subsection, sentence, clause, phrase or portion of this Order or the referenced Lane Manual
provisions are for any reason held invalid or unconstitutional by any court or administrative
agency of competent jurisdiction, such portion is deemed a separate, distinct, and independent
prOV|S|on and such holdlng does not affect the vaI|d|ty of the remalnlng portlonsIhe—purpes&ef

Adopted this day of 7 20012017

Chair, Lane County Board of Commissioners
(Revised by Order No. 01-12-5-7, Effective 12.5.01)

2.045 Initiation, Drafting, and Processing the Proposed Manual Amendment.
The procedure for amendment of the Lane Manual is the same as the procedure for amendment of
the Lane Code, as described in See-LM 2.065 through 2.080, substituting only the words "Manual" for

"Code," and "order" for "ordinance"; however and—remembering—that—an— a proposed order for
amendment of the Lane Manual requires only one reading as provided in LM 2.006(1) (a) and (b).

while-an-erdinanecerequirestwo- (Revised by Order No. 01-12-5-7, Effective 12.5.01)

2.050 Distribution of the Manual.
Lane Manual will be made avallable on the Lane County Internet web3|te Ihwml—eesteeﬁhe{ane

eha-Fged—(Rewsed by Order No. 93-3-31-8, Effectlve 3.3.93; 03-2-26-7, 2.26.03)
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2.055 Failure to Comply.

The provisions of LM 2.035 to 2.045 above, are directory rather than mandatory, and failure to comply
with them shal-will not invalidate an order or a policy, procedure, or rule that has been promulgated by
an order or resolution. (Revised by Order No. 93-3-31-8, Effective 3.3.93)

CODE AMENDMENT PROCEDURES

2.060 Changes to the Lane Code.
The general requirements for amending the Lane Code are established to standardize the procedures
for amendrng the Code and are set forth in LC 2020 through 2025 Ihe—fe#ewmg—aeldrﬂenal

(Rewsed by Order No. 93-3- 31 8, Effective 3.3.93)

2.065 Initiation and Drafting of Amendments to the Lane Code.

Normally the Department most affected by the subject matter of the section or sectionsef-the-Lanre-Cede
proposed to be amended will initiate and draft the new or amended Code sections, and fertransmittal
submit these to the Office of Legal Counsel-erdinance. Thate Office efLegal-Counsel-will assist as
necessary, reguired—prepare the transmittal ordinance including instructions for substitution, when
required, and wit-in all cases -approvemust approve the ehange-Code sections and amendments as to
their legal form prior to Hs-presentation to the Board for a first reading. -The new or affected Code
sections and the transmittaling ordinance-shal- must be-typed-en- prepared in a nominal 8-1/2" x 11"
paper page format with— Fthe words "Lane Code" sheuld-be-centered at the top of each page. The
Office of Legal Counsel-shat— will determine—appropriate—formatting—of the pages;; placement—of
headings, section numbers and page numbers;; and shalprepare and distribute appropriate Tables of

Contents for the Lane Code and each of |ts chapters Ihe—hrsteﬁeahhfermatren—(erdmane&m*mbeeand

WMM%HMMW%&M%@FF(Remed by Order No. 01-12-5-7, Effective
12.5.01)

2.075 Enactment of the-an Ordinance Amending the Lane Code.

Upon the enactment of the-an ordinance amending the Lane Code, the Office of Legal Counsel shall
will record the number of the ordinance and the effective date of the ordinance en-theprinter's-copiesat
the end of the affected sections. (Revised by Order No. 01-12-5-7, Effective 12.5.01)
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2.082 Internetintranetlane Code and Lane Manual on the County’s Internet Website.
TFhe-Officeof-The Office of Legal Counsel shal-will determine the appropriate formatting and method
for placement-ef-making the Lane Code and Lane Manual available to the public on the County's
websites-on-the-nternet-and-the-Ihtranet, and establish apprepriate-updating-practices for maintaining
the website versions in a current form. The Internetand-tntranet-Lane Code and Lane Manual
versions are to be placed on the website for informational purposes, but are-ret-the official version of
the Lane Code-ertaneManual— —Theofficial-version-of the Code-sections—are-is comprised of the
enacting ordinances, and the official version of the Lane Manual seetions—are—is comprised of the
adopting orders. (Revised by Order No. 01-12-5-7, Effective 12.5.01)

2.095 Administrative Procedures Manual.

The Lane County Administrative Procedures Manual (APM) contains gehneates-administrative rules and
procedures for implementing provisions of the Lane Code, Lane Manual, and Board policy. —H—will
includeThe APM may include, but —netis not be—limited to, rules and procedures for: Ceunty
AdministrationCounty administration, Bbudgeting, fFinancial aAdministration, rRisk mianagement,
and hHuman rResource managements. In case of a conflict between the provisions of
theAdministrative—Procedures—Manual APM, and the Lane Manual or Lane Code, the order of
precedence iscentrel-shat—be: first, —the Lane Code; second, the Lane Manual, and third— the
AP MAdministrativeProcedures-Manual. (Revised by Order No. 93-3-31-8, Effective 3.31.98)

This space intentionally left blank.

RECORDS SFANBARBHZATHONMANAGEMENT PROGRAM
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2.105 Records Management Program.
(1) Purpose. The purpose of the records management program is to provide a policy in Lane
County for the efficient and businesslike manner of maintaining public records and providing for their

retention or destruction.{(78-11-29-6:12.6.78)

(2) Procedure. All Lane County records shal—must be retained and destroyed in
accordance with pursuant—to—ORS—Chapter—1920regon law, and in—aceordance—with—regulations
prescribed by the State Archivist.

{a}—No—rRecords may only shall-be destroyed exeept-pursuant to a records retention
schedule prescribed or when approved by the State Archivist, or as unless—destruction—is-specifically
authorized by-ORS-192.170 Oregon law. Destruction of records that fall outside the scope of the
State Archives administrative rule must be approved in writing by both the County Archives
Officer and County Counsel. A record of destruction must include a description of the records
destroyed including the |nclu5|ve dates of the records and the date of destruction of the records.
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(3) County Reeerds-Archives Officer. The Dlrector of Operatlons is appomted the County
Archlves Officer, and is Bi 3

the#ete—by—theé{a{e—mehmst—responable for malntalnlng retalnlng and destroylng publlc records in
compliance with Oregon law.

(4) The Office of Legal Counsel shaH-will advise the County Records-Archives Officer of any

changes in Oregon statutes or administrative rules relating to the retention and destruction of records.
(Revised by Order No. 98-4-1-11, Effective 4.1.98; 89-3-15-4, 3.15.89; 78-11-29-6, 12.6.78)
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INSPECTION OF PUBLIC RECORDS AND REQUESTS FOR INFORMATION

2.150 Policy Statement.
It is the policy of Lane County that the public has a right to inspect any public record maintained by the
County, consistent with Oregon Public Records Law statetaw-(ORS Chapter 192). Pursuant to this
policy:

(1) —Responses to public requests for inspection of records and information should be done as
soon as practicable and without unreasonable delay. —Reasonable delays in responding may occur
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depending upon the nature of the request, workload and staffing of the office which must respond and
other factors.

(2) To the extent practicable, the County will make certain public record information of
general interest available on one or more County websites, while providing protection from

disclosure of personal information in the manner described in LM 2.187 to 2.189.- (Revised by Order No.
76-5-26-8; Effective 12.26.76; 08-2-20-2, 2.20.08; 11-12-14-10, 1.1.12)

2.155 Purpose.

The purpose of these rules contained in LM 2.150 to 2.175 is to -te-elarifyfor-statf-howarequest-to
inspect-or-for-a-copy-of-establish a written procedure for making and responding to a-public record

and-requests-forinformation-may-be-submitted-and-responses-made. (Revised by Order No. 76-5-26-8; Effective

12.26.76; 11-12-14-10, 1.1.12)

2.160 Definitions.
As used in LM 2.150 through 2 175 the followmg terms have the meanlngs stated here lhe—pulehe

“Certified Scopy-.”" A reproduction of a public record furnished by the County which shat-be
supphed-upon—regquest-is and-inscribed with a notation by a-the County employee reproducing the
record, including the employee’s signature, date and the words “Certified Copy=.” If the public record
is not suitable for reproduction, a facsimile may be prepared and the notation “Certified Facsimile Copy,”;
signature and date inscribed.

“Copy-." A reproduction of a public record made at the request of a member of the general
public.

“Custodian of rRecords:.”” The person responsible for maintaining public records and furnishing
a proper and reasonable facility for making memoranda or abstracts from the records during normal
business hours.

“Exempt rRecords:.”” Those records specified in ORS 192.501, 192.502 and those records that
the County Counsel has determined exempt from public inspection.

“FeesFees:.” Those costs specified-elsewhere-in-the-Lane-Manual-charged the-general-public-and
others-for providing copies of public records and-forsupphsing-or requested information. Fhese-fFees are
calculated to reimburse the County for actual costs in making such records or information available.

“Public.” The “public” includes any natural person, corporation, partnership, firm or
association.

“Public record.” A public record is any information that:

(1) Is prepared, owned, used or retained by a state agency or political subdivision
and,

(2) Is necessary to satisfy the fiscal, legal and administrative or historical policy
requirements or needs of the state agency or political subdivision.

“Public Records Officer.” The Public Records Officer is the County employee or employees
designated pursuant to ORS 192.440 for receipt of public records requests.

“Request for information.” A request that does not ask to examine an existing public record
in the form the record is maintained or can readily be produced, but for limited or specified pieces
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of information extracted from one or more records. (Revised by Order No. 76-5-26-8, Effective 12.26.76; 11-12-
14-10, 1.1.12)

2.162 Responses to Public Records Requests.

(1) ATFhe response to a the-public record request must be made dene-as soon as practicable
and without unreasonable delay. If the record is readily available for inspection, the records may be
provided for inspection in accordance with the procedures in LM 2.165. If the record is not readily
available at the office where the request is made, a written public records request must be made as
provided in LM 2.163.

(2) The County may request additional information or clarification from the requester
for the purpose of expediting the response.

(3) In accordance with ORS 192 440(2) the Reaso|q1:-);Iete—detays—tn—tces|eonettng—may—eeeutC

faete#s#h&response must acknowledge recelpt of the request and must mclude one of the foIIowmg
staterments:

& (a) A statement that the-department- County does not possess, or is not the custodian of, the
public record.

2} (b) Copies of all requested public records for which the-department County -does not
claim an exemption from disclosure under state-Oregon law. {ORS-Chapter 192}

)} (c) A statement that the department-County is the custodian of at least some of the
requested public records, an estimate of the time the department-County requires before the public
records may be inspected or copies of the records will be provided and an estimate of the fees that the
requester must pay as a condition of receiving the public records.

4 (d) A statement that the department-County is the custodian of at least some of the
requested public records and that an estimate of the time and fees for disclosure of the public records will
be provided by the department-County within a reasonable time.

&) (e) A statement that the department-County is uncertain whether the department-County
possesses the public record and that the department-County will search for the record and make an appropriate
response as soon as practicable.

6y (f) A statement that state or federal law prohibits the department—County from
acknowledging whether the record exists or that acknowledging whether the record exists would result in
the loss of federal benefits or other sanction. A statement under this paragraph must include a citation to
the state or federal IaW relled upon by theeepattment County in maklng the statement.

sheuldralseenetethaumhepespense— (Revised by Order No. 08-2-20-2, Effective 2.20.08; 11-12-14- 10 1.1.12)

2.163 Procedures for Public Records Requests.

The County shal-will make available to the public the written procedures for making public records
requests. These procedures shal-must be posted on the County’s website and shat-be-available at the
Board of Commissioner’s Office.

(1) —&—Form and Method of Requests.
(@) Certain County offices maintain particular records generally available to the
public, such as the Assessment & Taxation office, Deeds & Records office, and the Customer
Service Center. Such records may be requested directly at these offices.
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(b) Other public records requests must be made in writing. The written request
may be submitted using a completed copy of the form contained in the Oregon Attorney General’s
Public Records and Meetings Manual (a copy of which is available on the County’s website or from
the Public Records Officer at the address below). A request may also be made in another written
manner, so long as the request contains all of the information required on the Attorney General’s
form.

(c) Written AH—Ppubhc Rrecords requests may-must be made-submitted by email to
3 ; he-to the PUb|IC lnte#matrenRecords

AMMMM%WM%H%—%&PDUNICFGCOMS@CO Iane or.us or in
writing to:

Public Records Officer

Lane County Office of Legal Counsel

125 E. 8th Avenue

Eugene Oregon 97401-the-address-above.

RRequests made : A
th&ee#eet—departmentln any manner other than those stated in thls sectlon can and WI|| requwe
more time for a response.

(2) A person making a request may ask that the copies of the documents be
produced in a specific format, such as compact disc, providing that the person pays the fee charged
for this service.

(3) Fees shall-must be calculated to reimburse the County for the actual costs in—akingof
making records or information available. —Fees wiH—must include the full cost of the staff pesitien
providing the information, calculated with-at an hourly rate; plus 2.5% (to cover costs associated with
building, maintenance, utilities, etc.); and copying fees as established in this section. the—perpage
copying—charge—Fhefees—wil-Staff costs are to be computed on the-a quarter-hour basis. Further
charges-Other costs that may-may be included in the fees are:

(@) -Staff time spent to locate, review, segregate, and-/or redact exempt materials from
requested records,
(b) Staff time spent to copy, certify, or mail records or supervise inspection of original

documents.

(c) Staff time spent to search for and review records, even if the located records are
subsequently determined to be exempt from disclosure or no records can be found.

(d) Supplies and materials used to produce information on audio tapes, video tapes,
microfilm, magnetic tape, photo paper, CD, DVD, or other media,

£3)(4) If fees are estimated to exceed $25, FheDepartment-the Public Records Officer

will inform the person making the requester of the amount of when-the fees withexceed-$25-and will
waittoreceive-may not proceed until receiving confirmation that-from the person making the request
that the person agrees to pay the fees.

“(5) Pr|0r to receiving-delivery of the requested publlc record, the person making the requester
must pay fer-the full-cost-of producing-therequested-information—Costs-to-include:fees.

(6) Fixed copying costs are
(@ Copies (black and white).............ccooeviiiiiiiinnnns $0.25 per page
(b)  Copies (COIOr) ... e $1.50 per page
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(c) Copies (11 x 17 in black and white)..................... $1.50 per page
(d) Copying or Recording informationtoa CD............ $10.00 per CD
(e) Copy of Annual Budget (Per COPY)....covevvveieieiiiieiiaiennn, $35.00

5)(7) The Office of Ceunty-Legal Ceounsel should be consulted if there is any question about
whether a document is exempt from disclosure or should nevertheless sheuld-be disclosed. Absent
unusual circumstances, such as litigation, the decision on whether to disclose is made by the department

Public Records Officer or the County Administrator. (Revised by Order No. 8-2-20-2,
Effective 2.20.08; 11-12-14-10, 1.1.12)

2.165 Procedures for Inspection of Public Records.
The following procedures are recommended—as—guidehinesfor-required in responding to requests for
inspection of public records.

(1) To the extent possible Rrequests for inspection of public records should be honored;
wherever-pessible-at the time the request is made-,- H-thatis-notpossible-the-request-should-be-honored
or as soon after as is reasonably practicable.

(2) Requests to inspect public records should clearly identify specific records desired for
inspection. The request shewld-must bereguired-to-be made in writing, unless a writing is unnecessary
to -Hthis-weuld-facHitate-understanding the request and supphying-provide the response.

(3) Records shal—+netmay not be removed by the public from the office where they are
maintained, unless a procedure that protects and assures the integrity of the records during removal has
been established-by-the-office.

(4) No written notes, comments, or marks, may be made on any public record by any
member of the public.

4)(5) Anr—adeguate logging system for keeping track of original records made available to a
member of the public at-aH-times-sheuld-be-must be maintained by each office for those records to be
examined by the public or transferred to other County offices in the course of official County
business. The legging-system must:

(@) Clearly identify may-indicate-the-title-ef-the records examinedfie and ; the names
of all individuals persen-er-gredp-reviewing the record,

(b) Contain such information or notation as is necessary to determine whether the
records are returned intact,

(c) Record the amount of time the records-is are -in the public's possession,

(d) Contain a determination -the-rumberof-items-contained-in-thefile;a-netation-that
aertem&the records were returned mtact and a record of any damage or marklngs thereon

(56) An appropriate location within each office sheuld-must be used for public review of
recerds.records, which —Fhe-area-should be so situated as to permit sufficient-monitoring by an -County
e#waemployee aSS|gned the-responsibility fer—FeeeFdseeuH%yfor such monltorlng

(7) Departments may establish additional Sther-guidelines designed-to maintain security of
records i |n their possessmn seeumy%ha#beadeptedra&neeessag%#aﬁeeteemepaﬁmem&
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suchoseonodbondinle fo oo boehorond o thle conrden (8) A Ppersons wrth a
disabilitiesy are-is entitled to a reasonable accommodation to enable that personthem to access public
records, such as prowdmg an enlarged prm%versmn of the record -without ateheaddltlonal charge.

2.170 Procedures for Requests for Information.
The foIIowmg preeeddre&areegurdelrnes apply to fer—respendmg%requests for mformatlon 4hat—rsrnet

requests for %aylnformatlon may be madeerecelved by itself, or may mstead—ef—requests—te—mspeet

records-or-they-may-be-made-te-supplement a records inspection request -

(1) Responseding to requests for information is-is not mandated by law, and State-Statutes-ror
the—LaneCode—therefore—responses—should be made with concern for maintaining normal County
services.

(2) Oral requests for information should be answered at the time of the request if the
information is+eadilby-avatlable--thatis-it-can be supplied quickly, without is-ret-unduely disruptionve of
normal activities, in a ean—be—presented—with—convenient formdecumentation, anrd—without lengthy
explanatlon or Costs.

(3) When a request for mformatlon can be answered more eff|C|entIy and appropriately by public
inspection of records, the person making the request should be directed to the Public Records
Olllcer thobatornatvesrocommendeds

(4) Requests that require research, evaluation, documentation, discussion, collation of materials
from various sources, disruption of normal work or significant staff time must sheuld-be submitted in

wrltlng A fee may be charged for such requests under'—these%rreumstanee&rt—mm—beﬁappreprmte—te
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methods described in LM 2.163 (2) through (5) above

(56) The decision to supply mformatlon in response to requests for information is at the
discretion of the—custedian—ofrecords Department receiving the -request. Consideration should be
given to Lane County's spirit of open government, but with concern for the type and amount of

information requested and the costs and staff time required;—the-worklead-and-statfing-of-the-office
receiving-the-request-and-simiar-considerations— and with Rrecognition sheuld-be-given-teo-cooperative
arrangements—the-County-maintains-of the benefits of cooperation with other governmental agencies,
associations, groups, and individuals-which-have-been-mutually-beneficial.

(61) A deC|S|on not to supply requested mformatlon B—aeeeptalele—uhder—these—gmdetmes—#

made only after full con5|derat|on of the cwcumstances mvoIved in the request and the response. (Revised
by Order No. 83-9-27-3, Effective 9.27.83; 76-5-26-8; 5.26.76; 11-12-14-10, 1.1.12)

2.175 Grievance.

Any persons or person who believes they-are-themselves aggrieved as a result of these guidelines-shalt
have-a-right-to- application of the procedures established in LM 2.150 through 2.170 may appeal to
the County Administrator and/or the Board. (Revised by Order No. 93-3-31-7; Effective 3.31.93)

PROTECTION OF PERSONAL INFORMATION

2.182 Policy Regarding HIPAA
It is Lane County’s policy to support implementation of the federal Health Insurance Portability and
Accountability Act (“HIPAAZ) as it applieseable to health care functions and activities of certain Lane
County dDepartments. -This federal law and its implementing regulations promote patients’ trust in the
health care system by providing national standards protecting the privacy and security of their private
health information and providing them rights to control access to such information. The uniform
standards, code sets, and identifiers for carrying out administrative financial health transactions on line
were designed to promote efficiency and flexibility in patient’s receiving health care services and in
billing and receiving payment from health plans and other payors. Members of the public and employees
of Lane County are entitled to the same benefits and protections when their protected health care
information is created or received by a Lane County Ddepartment program or activity providing health
care or serving as a health plan, or health care clearinghouse covered by HIPAA.

The County Administrator is delegated authority to adopt procedures and guidelines to implement
HIPAA to the extent it applies to work performed by Lane County Ddepartments which is covered by that
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law. While the Board made initial HIPAA decisions regarding health care components and personnel
designations, the County Administrator is delegated authority to adopt additional procedures and
guidelines addressing changes to health care component designations, and when necessary to select a
replacement county HIPAA Privacy Officer subject to the approval of the Board, and to address other

changes in dDepartment HIPAA personnel designations and duties. (Revised by Order No. 03-1-21-2, Effective
01.21.03; 11-5-24-1, 05-24-11)

2.183 Policy Regarding Oregon Consumer ldentity Theft Protection Act.

The Oregon Consumer Identity Theft Protection Act (the “Act”) codified at ORS 646A.600 —646A-628t0
646A.628, is applicable to Lane County dDepartments that own, maintain or otherwise possess consumer
personal information as defined by the Act.

——(1) Generally, unless the information is protected through encryption, redaction or
other methods, consumer personal information to which the Act applies includes a consumer’s first name
or first initial and last name in combination with:

-(2a)) a-A Social Security number;;

(2b)- a-A driver’s license number or state identification card number issued by the Oregon
Department of Transportation

+(3c) aA passport number or other United States issued identification number;-; or

(4d) a-A financial account number, credit or debit card number, in combination with any
required security code, access code or password that would permit access to a consumer’s financial
account.

—2}—(2) Lane County dDepartments wil-must establish administrative, technical and
physical safeguards to protect the security, confidentiality and integrity of consumer personal information.

—3}—(3) Lane County dDepartments wimay not print, retain, or publicly display
Social Security numbers except as allowed by the Act.

—4—(4) In the event that consumer personal information held by Lane County in
computerized form is subject to an unauthorized release, the Lane County dDepartment involved will
follow the public notification requirements provided by the Act and all adopted County administrative
procedures.

—5)—(5) The County Administrator is delegated authority to adopt procedures and

guidelines to implement the Act as it applicablees to Lane County dDepartments. (Revised by Order No. 08-7-
9-5, Effective 7.9.08)

2.185 Public Records on County Internet Website.

The purpose of this policy is to provide procedures for Lane County in distributing public records
information on the County Internet website-, that-when that information could contains certain types of
personal information. The following objectives were used in guiding this policy:

@ Allow public ease of access to public records information that is currently being provided
at County offices;

2 The law may prohibit the County from disclosing certain personal information about
members of the public; other personal information should be protected where feasible;

3 Recognize that individuals who demonstrate a danger to personal safety or to the safety
of a family member residing with them may request that a record containing their home address and
telephone number not be disclosed,

4) Promote public trust and confidence in the use of services and information provided by
the County Internet website;
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5) Inform the public about the practices, procedures and principles for public records

information that is distributed on the County Internet website. (Revised by Order No. 02-3-12-4, Effective 3.12.02)

2.187 Scope.

This policy applies to public records information distributed from Lane County Internet websites when
that information could contain personal information as that term is used in Oregon Public Records Law,
applicable regulations, or judicial interpretations of these. (Revised by Order No. 02-3-12-4, Effective 3.12.02)

2.189 Policy.

Q) Personal Information. It is the County’s intent to balance the public’s interests in access
to public records information on the County Internet website (now available only in County offices) and
to protect certain personal information from disclosure when required and when feasible. The County
intends to not distribute to the public the following personal information on the County Internet website:

@) Social security number;
(b) Driver license number;

(c) Mother’s maiden name;

(d) Credit card information;

(e) Bank account information;

0] Residential telephone numbers;

(o) Health or medical records;

(h) Place of birth.

It is the County’s intent to comply with all applicable laws and regulations
which prohibit disclosure of certain personal information about members of the public. -This includes
some of the information in the list above.

Placing public records information on the County website may increase the
availability of that information, as well as increase the risk of disclosure of personal information that may
not otherwise be prohibited from disclosure. This may include other information listed above. -Due to
budget constraints, it is not feasible for the County to review each specific record or type of data prior to
such a potential disclosure through the County website. It is the County’s intent to erhy-distribute on the
County website only those types of data or documents:

(ai) WWwhere a majority of the data or documents would not
contain personal information of the type listed above, and-or,

(bil)  Wwhere a majority of the data or documents may
include such personal information in a common location which can be deleted by that common field. The
purpose of this policy is to balance the competing objectives of making public documents and data from
those documents more readily available on the County website, but limiting the occurrence of disclosure
of personal information not otherwise prohibited from disclosure. The County shal-will determine—in-its
diseretionthedetermine the types of data and documents which, in its -meetdiscretion meet the criteria
above. Nothing in this policy is intended to create a cause of action arising out of the County’s
implementation of this policy.

@) Non-Disclosure for Personal Safety Reasons. Public records information distributed
from the County Internet website will comply with-©RS-192.445 the Oregon Public Records law. In
certain instances, this will require the County Internet website to not release or make available a specific
public record indicating the home address or telephone number of an individual that has made a request
and has demonstrated there is a danger to personal safety or to the safety of a family member residing
with them if the public record is disclosed.
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(3) Approval Process for Distributing Public Records Information.  Lane County
Technology Management Team (TMT) is delegated the responsibility to review and approve the types of
data and documents to be distributed on the County Internet website in accordance with this policy,
including consideration of budgetary constraints. Departments will submit requests for Internet
distribution approval per policy guidelines.

(@) Related Policies, Guidelines or Standards. The County Administrator is the-delegated

authority to adopt administrative procedures and guidelines to implement this policy. (Revised by Order No.
02-3-12-4, Effective 3.12.02)

PERSONNEL-RUEESFOR-UNCEASSHHED-SERVICE

2.190 Personnel Definitions:
The following definitions apply to Lane Manual Section 2.191 through 2.430:

“Appointing Authority.” Any person or group vested with authority to employ a person for
work in the department.

“Appointment.” All means of selection and employment of Lane County employees.

“Assignment.” The assignment of an individual job to an appropriate classification or
unclassified position based on the kind, difficulty and responsibility of the work actually performed in
the job.

“Board.” The Board of County Commissioners of Lane County.

“Classification.” A system for objectively and accurately defining and evaluating the
duties, responsibilities, tasks, and authority level of a job.

“Classification Plan.” A group of jobs in the County service sufficiently alike in authority,
duties and responsibilities that the same qualifications may reasonably be required for, and the
same schedule of pay equitably applied to, all jobs in the group.

“County Service.” County Classified and Unclassified service as defined in the Lane County
Charter.

“Demotion.” The transfer of an employee from a job description in one classification to a
job description in another classification having a lower maximum salary range.

“Extra-help Employees.” Non-represented positions for a special or temporary purpose,
which may not exceed 520 hours or three months in a fiscal year, whichever is longer.

“Job Description.” The written description of a classification or unclassified assignment
containing a title, statement of authority, duties and responsibilities, and the desired minimum
qualifications for the classification or assignment.

“Joint Employees.” Persons employed jointly by the County and another governmental
entity.

“Layoff.” A separation from the County service in a regular position because of a shortage
of funds or materials, elimination of the position, or other reasons not reflecting discredit on an
employee and for reasons outside the employee’s control.

“Merit Increase.” An increase from one step to a higher step within a salary range for the
same classification as described in a compensation plan based on meritorious job performance.

“Part Time.” A position which is expected to function less than full time.

“Payroll Officer.” County Administrator designee.

“Position.” The location and assignment of employment with Lane County.

“Promotion.” The transfer of an employee from a position in one classification to a position
in another classification or grade within a broad-band classification having a higher salary range.
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“Reclassification.” A change in job description of an individual job by raising it to a higher
classification, reducing it to a lower classification, or moving it to another classification at the same
level on the basis of significant changes in the kind, difficulty, or responsibility of the work
performed in such job.

“Regular Position.” A position normally budgeted from year to year.

“Salary Range.” The level of pay for a particular job classification other than appointed
contract positions or elected positions. A salary range consists of several rates of pay with a
minimum and maximum rate.

“Salary Range Adjustment.” A salary range adjustment is an increase to a higher salary
range to compensate for an increase in the cost of living, or to make a particular job classification
more competitive in the job market.

“Transfer.” The change of an employee from one job description to another job description
in the same or a different classification having the same maximum salary rate.

“Temporary Employee.” A position normally budgeted or approved one time for not less
than 3 months nor more than 12 months, except as modified by the Board.

UNCLASSIFIED SERVICE

2.1910 General Statement of Policy.

(1) Purpose. The Lane County Home Rule Charter, Section 268(2) describese the offices
and positions that provide the unclassified service of the County. The purpose of the provisions below is
to augment the descriptions of those positions in the Charter, to identify appropriate use of the
unclassified service, and to provide authority for the County Administrator to adopt appropriate
administrative procedures in implementation.

@) Delegation. The County Administrator is delegated authority to adopt procedures to
implement and further regulate the use of the unclassified employment service.

3 Relation to Classified Service. It is recognized that under the Charter, the classified
service includes all offices and positions in the government of the County that are not included in the
unclassified service. The Board interprets this to mean that the majority of County employment should
fall within the classified service, and that the unclassified service is a means of implementing limited,

specialized, or unique forms of assistance to the overall mission of County government. (Revised by Order
No. 03-6-4-8, Effective 6.4.03)

2.1921 Definitions-and-PeliciesCompensation, Duration, and Term of Service.
(1) LSefnibiensCompensation. Fheteseriptionse—theunehssfiedservieon-Charter Seetion
28{2)-are-furtherenhanced-belowCompensation will be as provided below:-

(a) Elective Officers of the County. Fhese-are-the-elected-County-Commissioners;the
Sheriff-the-Assesser-and-the Justices-of the Peace—Compensation shat-be-asis set by the Board.

(b) Heads of County Departments. See-Lanre-Manual-3:020-etal—Compensation shat-be
as-is set by the appointing authority.
(¢) Appointive Members of County Boards and Commissions. Unless provided by the

appointing authority, there is shal-be-no compensation.
(d) Extra help Employees Jhesmnemep#esemed—pesmwr&appmmd—fer—aspeem
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(fe) Jomt Employees. iol ,
gevemmenmLemny—Compensatlon is to be determlned by the Jomt employers

(——32)) Benefits. Unless specmed elsewhere or above there—shau—be—no beneflts are paid or
provided to members of the unclassified service. Statutory benefits shatb-will be paid only as required as
a function of compensation.

(43) Duration. Except for the elective—officers, members of the unclassified service serve at

will.

(54) Behavior. Persons employed in the unclassified service-shal-be are expected to comply
with personnel policies (and procedures implementing them) that are designed to encourage respectful
behavior among employees and with members of the public or that are designed to reduce liability for the
County. These include, but are not limited to, the policies described in LM 2.380 Drug Free Work Place
Policy, LM 2.382 Sexual Harassment Policy, LM 2.384 Workplace Violence Policy and LM 2.390
through 2.395 Diversity Policy. (Revised by Order No. 03-6-4-8, Effective 6.4.03)
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PERSONNEL RULES FOR CLASSIFIED SERVICE

2.220 RULEF-General Statement of Policy.

(1) Purpose. The purpose of these rules is to implement and give effect to the provisions of the
Lane Code, achieving for Lane County Classified Service the following objectives:

(@) Fo—pProvide systematic, equitable and uniform principles governing matters
pertaining to wages, hours, benefits and other employment relations matters.

(b) Fe-assure-Ensure that appointments, terminations, promotions, demotions, layoffs,
recalls, transfers, compensation, and other matters affecting the status of employees are accomplished in
accordance with the principles of merit, fitness and accepted personnel administrative procedures, to
contribute to attracting and retaining qualified persons for County service.

(c) Fo-eEstablish and maintain a plan of classification and compensation which is both
internally equitable and externally competitive.

(d) Feo—pProvide a method of assuring that County management and employees are
properly informed as to their respective mutual employment obligations.

(2) Amendment and Administration. Fhe—aAuthority for administration, application and
interpretation of these rules and regulations is delegated to the Human Resources Department Director,
whose responsibilities shal—include a periodic review and recommended revisions as—applicable
necessary, to assure-ensure consistency with their purpose.

(3) Variations.

(@ The Human Resources Department Director shat-have-the-autherity-te-may vary or
modify the strict application of these rules and regulations where it is found consistent with their purpose
and in the best interest of the County, subject to appeal pursuant to LM 2.280.

(b) Where any section, subsection, sentence, clause or phrase of these rules and
regulations are found inconsistent with properly negotiated and ratified working agreements concluded
through collective bargaining between Lane County and duly certified bargaining representatives, the
terms of such agreements shath-will prevail.

(4) Application. -These rules and regulations including but not limited to LM 2.220 through
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reasonab

alaYa 0 a orm Na \AO a a onan

(b1) Interpretations of Job Description and Specifications. —The definitions in job
descriptions and specifications are descriptive and not restrictive. They definitions are intended to
describe the kinds of work performed in several classifications as determined by duties and
responsibilities, and are not to be construed as declaring what the duties or responsibilities of any job
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description may be, or as-limiting or modifying the power of any appointing authority to assign, direct
and control the work of employees under their supervision.
The use of a particular expression or illustration as to duties shat-will not be held to
exclude others not mentioned that are of similar kind or quality, nor shal-will any specific omission mean
that such a factor is not included.
(2¢) Use of the Job Description. -In determining where to place a job description within
the classification plan, a description for each classification shall- will be given for the general duties,
specific tasks, responsibilities, qualification requirements and relationship to other job descriptions, which
shatk-must be indicative of typical work being performed.
(¢3) Minimum Qualifications Statement. —The -minimum -qualifications enumerated in a
classification description shal-must relate to the reasonable standards of experience and training required
at the time of original appointment of a new employee and shat-will not be construed as representing or
measuring qualifications which employees already working in such a classification may actually possess.
(4) Use of Job Description Titles.

(@) The job description title shath-will be the official title of every position assigned to the
job description for the purpose of personnel actions and shal-will be used on all payrolls, budget
estimates and official records and reports relating to the position.

(b) Any other "working title" desired and authorized to be used by the appointing
authority may be used as a designation of any position for purposes of internal administration or in
contacts with the public. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 82-12-15-8; 12.15.82; 06-11-29-4, 11.29.06)

2.235 RULER/-Compensation Plan.
(1) Merit Increases Aéwnrstraﬂerre#@empensaﬂerrplapr

a—new—}eb—elassmeanenLMent increases shacH—may not be used in lieu of salary range—ncreases
adjustments.

(ii)—(2) Eligibility Guidelines. The County Administrator is delegated—the
responsibileity to develop and maintain ar-administrative procedures that-establishesing a uniform policy
and procedure with respect to the administration of the performance evaluation program for classified
employees of Lane County.

’\/3) Movement to Another CIaSS|f|cat|0n A—LI—BG-LFGPBS—&Hd—BFGGGdHF@S—B&FE&I—FH—F}g—FG
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County Admlnlstrator WI|| +&delegated4he4espens+bﬂ+ty4&develop and malntaln admlnlstratlve rules and
procedures pertaining to the administration of promotions, demotions, transfers and the reclassification of

Lane County employees.
(24) Cost of Merit Increases. Each Appointing Authority must certify that sufficient funds are

available to cover the cost of merit increases as-previded-in-this-rule-and that no deficiency will be created
as a result of increases.

(35) Salary Range Adjustments.

(@ Generally. The compensation plan for County personnel shal—will provide
reasonably competitive ranges of pay for each classification of employment. The Board may make
adjustments in a salary range or ranges as necessary to attract and hold competent personnel and to

prowde eqU|ty between the various cla35|f|cat|0ns Sueh—satawangeadwstment&are%e—beeﬁnngmshed

(eb) Cost of Salary Range Adjustments. Funds necessary to cover the cost of adjusting
salary ranges—shat—be are —provided by the Board in a manner consistent with sound budget
administration.

(6) Compensated Overtime Policy.

(@ Compensated Overtime. Compensated overtime work shatwill not be permitted,

unless such work is essential for the successful operation of the Division-erBepartmentdepartment or
division.
— Howeverin-thesecircumstances-where-Regardless of whether overtime work is essential
for the adequate operation of the Bdepartment, all compensated overtime work must be authorized by the
Divisien-or-Department or division Head- director prior to the overtime workbefere-being-worked. -All
overtime work shal-must be compensated by- with either compensatory time off with pay, or by a-cash
payment pursuant to the prOV|S|ons of the Falr Labor Standards Act. -The County Administrator—is
; must establish administrative procedures
pertaining to the eI|g|b|I|ty, uthorlzatlon and compensation ef-for overtime work.

(b) Exemptions from Compensated Overtime. The County Administrator will is
designated-the-responsibiliby-ef-determineing those classifications exempt from the Fair Labor Standards
Act. Exemptions wil-must be based on the criteria specified by the Act for executive, administrative,
and professional employees. Such exempt classifications are to be designated in the compensations plan.

(7)  Working Out of Class.

{a)}—Employees may be appointed temporarily to job classifications of a higher pay rate

on a relief or fill-in basis during the absence of regularly appointed personnel. The County Administrator

will is—delegated-the—responsibitityto-develop and implement —an-administrative rele—and-procedures
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pertaining to the eligibility, authorization and compensation for working out of class. (Revised by Order No.
93-3-31-7; Effective 3.31.93)

2.240 RULEM—Recruitment, Testing, Appointment and Probation.

All policies and procedures pertaining to recruitment, testing, appointment, and probation shal-must be
in conformance with the Lane Charter, Lane Code, and Lane Manual, State-Oregon and Federal laws;;
and properly negotiated and ratified working agreements. In order to implement this policy the County
Administrator will is—delegated—the—responsibiity—te—develop and maintain administrative rtHes—and

procedures pertaining to recruitment, testing, appointments and probation. (Revised by Order No. 93-3-31-7,
Effective 3.31.93)

2.250 RULEME—Physical Examinations.
——{(1)—Examination——In addition to otherwise qualifying Regardless—of-having—otherwise

guatified-for employment with Lane County, each person, prior to actual employment, may be required to
successfully pass a physical examination by a competent medical doctor of sueh-the person's choice,:

Iheﬂshysreal—exanmﬂauen%hau—be at the appllcant S expense@#theappheam
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{e(1) Bumping. The Beartel—ae%hee&es%eeCounty Admlnlstrator may establish te-adopt
rulesand-administrative procedures to implement a limited policy ef-bumping-within the-Departmentof
Public—Safety Sheriff’s Office, wherein employees with greater seniority may in certain
circumstances dlsplace other employees with Iesser senlorlty

2 ReS|gnat|on ;
order to resign in good standing, an employee shau—must glve the appomtlng authorlty at—leastenot Iess

than 14 days’ -wittenadvance written notice, unless the appointing authority, because-ef-extenuating
chreumstanees-accepts a shorter period of notice due to extenuating circumstances. When possible, a
resigning employee should give a minimum of 30 calendar day notice of separation: -As-uch-netice
as-ts-pessible-is-desired-to facilitate recruitment and training.

(3) Unemployment Compensation. The County shat-will cover all classified employees under

Oregon State Unemployment Compensation as an employer subject to the-Oregon Employment Division
law. (Revised by Order No. 83-6-15-17, Effective 6.15.83)

2.280 RULE>X-Appeal Procedures.

(1—Seope—It is the intent of the Board of County Commissioners to provide a standardized
appeal procedure for the-resolution of complaints filed by eitherpermanent- regular non-probationary
employees relative to personnel actions and-fer-or by unsuccessful applicants for employment alleging
violation of the County's hiring policies. ——FheThe County Administrator must establish
administrative procedures implementing this Rule. Administrative Procedures adopted pursuant to
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this rule are-te- must be used to appeal both disciplinary and non-disciplinary personnel actions, with the
exception of matters that are grievable under the grievance procedures of existing labor agreements. -Any
matters Whleh—that may be grleved under an eX|st|ng Iabor agreement are not subject to appeal under this

Rule. Fhe M haH-hay ule—(Revised
by Order No. 87 4- 8 3 Effectlve 4 8. 87)

2.285 RULEX}I-Records and Reports.

(1) Division Attendance Record. Each Department shal-must maintain records of attendance,
vacation time management—and—sick—leave, compensatory time and overtime, and send — TFthis
information —shalthen—be-transferred-to the payroll report for the pay period, certifiedcation by the

appointing authority, and submittedssion to the-Bepartment-of-Management-Services County financial

services office. The County financial services office Bepartment-of-Management-Services-shat-will
then-record the information on the payroll and benefit accrual reports, which are —Fhese+records-shatl-be

available for inspection by the Human Resources Department Director financial officer, and to

Management-Services-Directorand-individual employees for inspection of their own s-shall-be-permitted
to-inspeettheirrecords.

(2) Roster. The Human Resources Department Director shatb-must establish and maintain a
roster of all employees in the-County service;- showing, for each employee, the employee’s classification
title, assignment, salary rate, date of employment, and such other employment data deemed pertinent by
the Director.

(3) Reports to the Human Resources Department Director. —Every appointment, transfer,
promotion, demotion, dismissal, change of salary rate, leave of absence without pay, ane-or other
temporary or permanent change in the status of an employee shall-must bee reported -to -the -Human

Resources Department Director, in writing, on such forms as the Director shatbmay require. (Revised by
Order No. 98-4-1-11, Effective 4.1.98; 06-11-29-4, 11.29.06)

2.290 RULEXH-:-Payroll Certification.

(1) Certification of Payroll Accuracy. Written certification of the appointing authority
accompanying any payroll shal-will constitute official notice that services for which payment is to be
made have been performed and that funds are available and allocated for the purpose. The Human
Resources Director shal-will have previously certified approval and certification of the Personnel Action
Forms; that the persons named therein have been appointed and are employed in accordance with the
provisions of the Lane Code, Lane Manual, and -and-these-Rules-and-Regulationsestablished County
policies and procedures.

Exceptions taken to unauthorized payroll items shal-will be noted in writing and shat-will
constitute the Human Resources Department Director's official notification to the Board that such items
are in violation of the Lane Code, Lane Manual, or established County policies and procedures-and

(2) Effect of Payroll Checking. The Payroll Officer shal-must not make or approve, or take
any part in making or approving, any payment for personal service to any person holding a position in the
County service unless the payroll bears the signature of the Department Head— Director or ether

autherized—representativeDirector’s designee. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 06-11-29-4,
11.29.06)

2.295 RULEXHI-Retirement.
——{)—Retirement shall-is not be-considered mandatory upon an employee reaching any specific
age. (Revised by Order No. 97-10-29-4, Effective 10.29.97)
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2.300 RULEXP/-Health and Life Insurance.

(1) Coverage for Regular Employees. Employees in permanent—regular positions who
regularly work 20 hours or more each week shal-will be eligible for County-paid life and health
insurance, commencing on -beginning-with-the first day of the month that followsing the employee’s
completion of 30 consecutive calendar days of eentinuous-service.

(2)- Other Employees. tTemporary or seasonal employees are not eligible for County group
health-er-life insurance.

(23) Retired Employees.

(@ All employees hired on or after March 6, 1991, will not be eligible for retiree
medical insurance benefits on a County-paid basis.

(ba) Upen—retirement—aH-Eemployees employed in permanent-regular positions on or
before March 5, 1991, and who have worked 10 continuous years, shal-will be eligible for the County-
pald retlree medical plan Under this plan

(i)  Eligible employees who retire prior to age 65 may remain on the County’s health
insurance plan until they are Medlcare ellglble

(eil) , L e
Manual-As a pre-retirement incentive program Wrespeet—te—pemu%ﬂn&ellglble employees who have
not reached retirement age may te-self-pay premiums for health insurance for up to five(5} years, in
order-to allow such eligible employees to retain their eligibility for the County-paid retiree medical
planinsurance-benefit.

(3iii) Upon reaching age 65, eligible retired employees may receive
reimbursement for Medicare-Reimbursement—Medicare supplemental medical insurance premiums, for
or Part B Medicare coverage pald to the Feeleral—SomaI Securrty Admmlstratlon or both. -Eligible Iey
retired employees ehi :
%%e%u%aswane&ane#ehg%leureﬁred—empleyees—sh‘#W|II be relmbursed at Ieast quarterly for any

such Medicare paymentspremitms—paic-by-them. (Revised by Order No. 97-10-29-4, Effective 10.29.97; 06-7-19-3,
1.1.06)

2.305 RULE>XM:-Outside Employment.

(1) Employees shall-not-engage—in-are prohibited from engaging in compensated outside
employment (moonlighting) and certain volunteer activities without prior approval of the County. Any
Eemployees desiring to engage in such employment or activitiesy shat-must submit a Request for
Collateral Employment Form wiittenreguest-describing the particulars of the proposed employment
or activity to the employee’s Department —HeadDirector. Such requests must be updated by the
employee on an annual basis.
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(52) Any employee who dees—has not obtained prior approval-prier—to—engaging—in—such
activities—will-be— for outside employment or activities is subject to disciplinary action, which may

include discharge. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 97-10-29-4, 10.29.97; 06-11-29-4, 11.29.06)
OTHER PERSONNEL POLICIES

2.350 Reimbursement for Moving Expenses.
It is the policy of Lane County, when individuals are recruited out of the area to fill certain key positions,
such as the Director of a Department, a Division Head, or certain key professional positions, that Lane
County will provide some measure of reimbursement for moving expenses incurred by those individuals.
The amount of reimbursement shat-will be as follows:

(1) Fifty percent (50%) of the expenses of the move shal-will be reimbursed by Lane County
when the move is accomplished by a professional mover; or

(2)  One hundred percent (100%) of the expenses of the move shat-will be reimbursed by Lane
County when the move is accomplished solely by the individual involved. The determination of what
shat-will be construed as "key position™ and an "out of the area™ recruitment shat-will be made by the
County Administrator. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.355 Release of Employee Information.

Because each employee personnel file contains personal information which is bitis-both in the public's
and individual employee's interest not to disclose, these files shal-be—treated—as—are confidential.
However, members of the public may be furnished non-personal information about County employees
such as name, employing ddepartment, position, wage classification and length of time employed by the
County. The release of any employee information, however, for commercial, political or other associated
purposes is strictly prohibited.

Personnel files shall—beare available to appointing authorities and those persons expressly
authorized in writing by such appointing authorities, to members of the Board, the County Administrator
and the Human Resources Department Director and his or her staff. Individual employees may examine
their own files. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 06-11-29-4, 11.29.06)

2.365 Political Activities.
This section provides a general summary of the law regarding the rights and limitations of County
employees concerning political activities.
(1) Youmay NOT:
(@) As a public employee during working hours, solicit any money, influence, service or
other thing of value in any form or aid, promote or oppose any political committee, the nomination or
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election of any person to public office, or the gathering of signatures on an initiative, referendum or recall
petition, the adoption of a measure or the recall of a public office holder.

(b) Attempt to, or actually coerce, command or require a public employee to contribute
in any manner, including money or any service, to any political committee, to the nomination or election
of any person to public office, or the gathering of signatures on an initiative, referendum or recall petition,
the adoption of a measure or the recall of a public office holder.

(c) Use your own name to donate another person's money in connection with a
nomination or election.

(d) Use undue influence on another person in connection with voter registration,
candidacy for an office, contribution or assistance to a candidate, or challenging a voter.

(e) Accept any employment with agreement to contribute any part of your compensation
to a candidate erpelitical-or political committee.

(2 DO.

(@) Make all your political contributions in your own name and pay to the political
treasurer whose name is legally on file for the candidate or committee being contributed to.

(b) If your agency's primary activity is funded in whole or in part by federal grants or
loans, inquire into the more restrictive federal law, mainly the Hatch Act, on political activity.

(3) YouMAY.

(@) Express your personal political views.

(b) Participate in political activities in the same manner as any other person except as
expressly limited by state or federal statute or local ordinance (generally summarized above).

(4) If you have questions, consult an attorney of your choice.

(5) Consult the Oregon Secretary of State’s publication entitled Restrictions on Political
Campaigning by Public Employees.

(6) Each Department Head-Director shat-be- is required to post the following notice in a
conspicuous place I|kely to be seen by all employees in that Department in accordance with ORS
260.432 3 . ) A

ATTENTION ALL PUBLIC EMPLOYEES.

The restrictions imposed by the law of the State of Oregon on your political activities are
that "No public employee shall solicit any money, influence, service or other thing of value or otherwise
promote or oppose any political committee or promote or oppose the nomination or election of a
candidate, the gathering of signatures on an initiative, referendum or recall petition, the adoption of a
measure or the recall of a public office holder while on the job during working hours. However, this
section does not restrict the right of a public employee to express personal political views."

It is therefore the policy of the state and of your public employer that you may engage in

political activity except to the extent prohibited by state law when on the job during working hours.
(Revised by Order No. 73-11-13-2, Effective 11.28.73; 86-8-27-11, 8.27.86; 08-6-3-1, 6.3.08)

2.370 Accident/Disability Payments.
This section delineates Lane County's policy and—precedure—regarding individual payment or

relmbursements tmm%%a{eumeeis{unal—Aeerdent_ePDisabimy—mwaneefor County employees;. exeept-as
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2.372 Notaries Public.
The various County Departments have varying requirements to have notaries public conveniently
available. Each Department Head-Director shal-will determine the requirements for notaries public
within his or her own Department to best serve the public interest. For those notaries public positions
authorized by Department-Heads Directors, Lane County shat-will pay in connection with applications
for appointment:

(1) The application fee.

(2) Cost of seal. {seal-obtained-through-Purchasing)-
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No employee who is a notary public and whose application fee or seal was purchased by Lane County
may, during the period of appointment, charge a fee for any notarial service, except as authorized by Lane
County. Any employee who notarizes acts of the County or its officers, employees or agents shal-must
keep and maintain a chronological journal of notarlal acts as required by the applicable Oregon statutes
and Oregon Administrative Rules. law ) :

100-210—Any employee who notarizes acts of the County or its offlcers employees or agents will
enter into an agreement with the County for the County’s retention and disposal of the notary
public records which complies W|th appllcable Oregon statues and Oregon Administrative Rules
governlng such agreements ; s DAy ;

termination-of-the-notary's-employmentwith-Lane County—(Revised by Order No. 95-11-28-1, Effective 11.28. 95)

2.374 Charitable Contributions Payroll Deductions Program.
(1) Purpose. The Lane County Charitable Contributions Payroll Deduction Program has four
primary purposes:

(@) Encourage private support of basic need health and welfare programs that would
otherwise require County funds.

(b) Lessen the County's burden of meeting basic health and welfare needs by providing a
convenient, non-disruptive channel for County employees to contribute to agencies that directly serve
those needs.

(c) Provide an avenue for steady private support for basic needs health and welfare
programs. -This is important because the County's volatile revenue base has resulted in a history of its
being unable to deliver a consistent level of support for basic need services.

(d) Minimize time, expense and workplace disruption of County employee's participation
in the campaign.

(2) FEindings. The Board finds:

(@) There is a general consensus that basic needs health and welfare programs are

worthwhile.

(b) A determination of basic health and welfare needs was made in a long-term study of
the Lane County Human Services Delivery System during 1986, 1987, and —1988. —The study's
determination of basic needs was made well before, and independent of, any proposed change in the
County's charitable contrlbutlons program.

(dc) Because these determinations were developed locally, they are likely to reflect values
shared by County employees. A campaign centered around the current needs is therefore likely to be
more successful than one which includes programs which do not have this general level of community
support.

(ed) A charitable contributions program directed at basic needs health and welfare
programs avoids even the appearance of County government favoritism and/or entanglement with
particular viewpoints.

(3) Management. The Office of County Administration shal—will manage one annual
campaign for employees to make an annual contribution or authorize payroll deductions for eligible
charities. The County Administrator may either manage the program or contract for campaign services,
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charity eligibility determinations, disbursements and public accounting of the funds. The fee for the
service shal-will be a percentage of funds contributed or deducted through the campaign.
(4) Charity Eligibility Criteria.
(@) Any charity meeting all the following criteria are eligible for participation in the
County charitable contributions program.
(i) Organlzatlons that are umbrella groups with not less than ten

(i)  Agencies must be registered with the IRS and exempt from taxation under
Section 501(c)(3) of the Internal Revenue Code.
(iii)  Agencies must provide substantial services to Lane County residents.
(iv) Agencies must be in compliance with registration and filing requirements of
Oregon’s Charitable Trust and Corporations Act.
(b) Any charity denied participation may appeal that determination to the County

Administrator, whose determination shal-will be final. (Revised by Order No. 98-4-1-11, Effective 4.1.98; 95-11-28-
1, 11.28.95)

2.376 Travel Expense Reimbursement Policy.

It is the policy of Lane County that no employee should sustain personal monetary loss as a result
of performing official County duties. The Expense Reimbursement Policy is designed to allow for the
relmbursement of expenses mcurred by employees when travelmg on off|C|aI business for the County lt
pe#on%mg—etﬁetal—@ounty—duﬂes—The County Admlnlstrator B—delegated—the—authonty—and
responsibitity-te-is authorized to establish develop-and-maintain-Aadministrative Pprocedures necessary

to implement this policy. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.378 Lane County Employee Assistance Program.

(1) Lane County, as an employer, is primarily concerned with an individual's job performance.
However, the County recognizes that job performance can be affected by circumstances outside the work
environment such as financial instability, drug or alcohol abuse and emotional and family problems. -In
order to serve al-the needs of our employees and the citizens of the County, an Employee Assistance
Program is provided to acquaint employees with appropriate community agencies to help them overcome
their problems and restore them to full job efficiency.
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(2)  Strictest confidence shal-will be maintained between the Employee Assistance Program
and the employee. -No employee-shat will, by admitting that a problem exists, endanger his or her job.
Such admission and the steps taken to correct deteriorating job performance shat-will be looked upon as
evidence that the employee is concerned with improving his or her performance and with continuing
employment with the County.

(3) This program is designed to:

(@) Identify problems at their earliest stages,
(b) Motivate the employee to seek help,
(c) Direct-him-er-her the employee towards the best assistance available, and
(d) Correct the problem before it necessitates the loss of the employee.
(4) The Employee Assistance Program shaH—will be under the direction of the Human

Resources Department Director who shall-will administer the program on behalf of the Board. (Revised by
Order No. 98-4-1-11, Effective 4.1.98; 06-11-29-4, 11.29.06)

2.380 Drug Free Work Place Policy.

It is the policy of Lane County to ensure a drug-free work environment. The unlawful manufacture,
distribution, dispensation, possession, or use of a controlled substance is prohibited in the workplace.
Any unlawful manufacture, distribution, or dispensation of a controlled substance in the workplace shat
be-is cause for immediate discharge. Unlawful possession or use of a controlled substance in the
workplace shall-beis cause for immediate disciplinary action which could result in discharge. The County
Administrator-shal- is delegated authority to establish adept-administrative procedures implementing
this policy, including the sanctions for policy violation. -The Administrator shal-must also adopt policies
necessary to keep Lane County government in compliance with Public Law 100-690 (the Anti-Drug
Abuse Act). Pursuant to LC 2.225(1), the Fair Board shal-must likewise adopt policies and procedures
to ensure a drug-free work environment at the fairgrounds. (Revised by Order No. 98-9-9-9, Effective 9.9.98)

2.382 Sexual Harassment Policy.

It is the policy of Lane County that all employees should be able to work in an environment free from
discrimination, including sexual harassment. -Sexual harassment occurs when a person is subjected to
unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual
nature. Conduct of this type is improper when submission to the conduct is either an explicit or implicit
term or condition of employment; when submission to or rejection of the conduct is used as a basis for
employment decisions affecting the person(s) involved; when the conduct has the purpose or effect of
substantially interfering with work performance or work environment. Such conduct is specifically
prohibited by Lane County. Appropriate management and supervisory personnel shat-will take prompt,
corrective action when they become aware of sexual harassment. —Any employee or applicant for
employment who believes himself or herself subjected to sexual harassment or intimidation is encouraged
to brlng such |nC|dents to the immediate attentlon of the Human Resources Department Director—erif
- (Revised by Order No. 98-9-

9-9, Effective 9.9.98; 06-11-29-4, 11.29.06)

2.384 Workplace Violence Policy.
It is the policy of Lane County to provide a workplace that is free from violent acts or threats of the same
against another person's life, health, well-being, family or property. Such acts or threats of violence by
words, gestures or symbols, are entirely unacceptable.

Violence in the workplace, as the term is used in this section, includes all violent acts,
whether involving : : :
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| public, —ane-a-County employees or both. Violence in the workplace includes, but is not limited to:
striking, stabbing, shooting or otherwise causing bodily harm; making an oral (including by telephone) or
written threat to cause any such bodily harm; displaying weapons or devices, or accessories clearly
associated with weapons or devices in such a manner as to imply a direct threat to cause any such bodily
harm; any other harassment or intimidation between co-workers which implies the threat of or potential
for bodily harm to a co-worker's life, health, well--being, family or property.

Any employee who believes that he or she has been the target of violence or threats of
violence, or has witnessed or otherwise learned of violent conduct by or directed at another employee
should bring such incidents to the immediate attention of his or her supervisor, manager, Ddepartment
dDirector, the Drrector of Human Resources Department Director or, |f applrcable union
representative. -
Ea#greenel&D%eter—Management and superwsory personnel shau—wnl take prompt approprlate actlon

when they become aware of any aspect of violence in the workplace. (Revised by Order No. 98-9-9-9, Effective
9.9.98; 06-11-29-4, 11.29.06)

| 2.385 Fraud Prevention Policy.

Lane County is committed to protecting its revenue, property, information and other assets. Lane County
will not tolerate any misuse or misappropriation of those assets. It is the County’s intent to fully
investigate any suspected acts of “fraud,” as it is defined in this policy, in an impartial manner regardless
of the suspected wrongdoer’s length of service, position, title or relationship to the County. Any act of
fraud that is detected or suspected must be reported immediately and investigated in accordance with
procedures specified in the Administrative Procedures Manual. The County will make every reasonable
effort, including court ordered restitution, to recover and receive compensation from any appropriate
source for County assets obtained by fraud.

This policy applies to all elected and appointed officials, employees, and volunteers of Lane
County and to employees of local boards, agencies, committees, and commissions over which Lane
County has authority to require general policies to be followed. Nothing in this policy is intended to, or
should it be interpreted, as abridging any rights which exist under law, rule or regulation, or applicable
collective bargaining agreement. This policy does not operate to waive any right which may not be legally
waived.

At its most basic, fraud is the act of using dishonesty as a tool for personal gain. For the purposes
of this Policy, the definition includes any misuse or attempt to misuse a County asset for personal gain or
purposes unrelated to County business. Examples of fraud include, but are not limited to:

(1) Stealing or removing County assets;

(2) Using County equipment, facilities, supplies or funds for purposes unrelated to County
business for personal gain; and

(3) Obtaining County funds or compensation through dishonesty.

Procedures to carry out this policy are further clarified in the Administrative Procedures Manual.
Any Administrative Procedures Manual changes related to this policy must be reviewed by the Finance

and Audit Committee prior to adoption by the County Administrator. (Revised by Order No. 16-06-07-07,
Effective 6.7.16)

| 2.386 Elected Officials' Transition Policy.
The public need requires that newly elected County officials be adequately oriented and prepared in order
to achieve an orderly assumption of office. Therefore, the following transition policy shat-applyies to
each newly elected County Commissioner, Sheriff, Assessor, ard-District-AttorneyDistrict Attorney,
and Justice of the Peace:
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(1) Orientation. —After the election results have been certified, if each—Department—of-the
Geunty—shau—present—t&the newly elected off|C|aI requests an overV|eW of the County functlons e#and
programs 3

tash+en—1hethe County Admlnlstrator shaLLWHI coordlnatetheﬂDepathent—pFesentattens
(2) Staff Support. -During the period between the election and taking office, the County will

there-shal-be-provided staff support for each newly elected official, as—reguired-during-thetransition

peried—Sueh-suppert—shat-includinge office space, materials and supplies, and clerical assistance as
arranged by the County Administrator.

(3) Reimbursement for Expenses. -Each newly elected official is entitled to Fhere-shal-be
provided-reimbursement for necessary expenses incurred in the transition activities in deemed-necessary
by-each-newly-elected-official-an amount not to exceed $100 per month, transportation from the Motor
Pool as may be necessary for such activities and such liability and workers' compensation coverage as is
needed to protect County liability for such transition activities.

(4) Outgoing Commissioners shal-will provide complete files and case histories on pending or

unfinished business to incoming Commissioners, and generally provide for a smooth transition. (Revised by
Order No. 98-9-9-9, Effective 9.9.98)

DIVERSITY POLICY

2.390 Diversity ils a kKey to the fFuture Ssuccess of Lane County.

We are charged with providing effective government services in an increasingly competitive and diverse
environment. -The diversity policy contained in LM 2.390 is intended to be an expression of intent and
aspiration on the part of the Lane County Board of Commissioners and is to be used to guide the County
government in benefiting from and being responsive to the changing population that provides both the
County's workforce and its customer base. -The more successfully we are able to conduct our business in
a diverse community the more diverse our presence must be in that community.

Diversity transcends race and gender, affirmative action and Equal Employment Opportunity. -It
means respecting and valuing differences, such as those based on age, disability, race, sex, religion, color,
national origin, language, ethnicity, socio-economic status, sexual orientation, gender identity, veteran’s
status, and political beliefs. In order to collaborate successfully with the diverse communities we serve,
the County must be cognizant and respectful of our differences both in the community and the worksite.
Most importantly, all in the County must rethink our approach to diversity. -No longer are such issues just
matters of social policy or historical reciprocity. -Diversity, and the respect and understanding of the
integrity and worth of all cultures, peoples and lifestyles is today and will continue to be simply good
business.

Policy. -Lane County will demonstrate its commitment to diversity through the way in which it
provides County services, through its employment practices, through its funding decisions, and through
its appointments to County boards, commissions and committees by:

(1) eEnsuring that all County services, programs and activities are provided to its diverse
communities in ways that are sensitive to and responsive to eutural-differences, including accessibility
for persons with disabilities;

(2) eEnsuring that all County-funded services are provided, and funding decisions are
made, in a manner that recognizes, addresses and is reflective of the cultural diversity of the communities
served;
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(3) demenstrating—Demonstrating a commitment to workplace diversity through
implementation of affirmative action plans and development of cultural sensitivity and cultural
competency among other employees; and,

(4) eEnsuring that all County boards, commissions, and committees are reflective of the

diversity of the Lane County population. (Revised by Order No. 94-6-1-; Effective 6.1.94; 95-11-28-1, 11.28.95; 04-
11-10-11; 11.10.04; 07-10-31-11, 10.31.07)

2.395 Definitions.

The following definitions apply to pelicy-statementin-LM 2.390:-abeve-should-be-interpreted-acecording
initions:

“—Cultural —Diversity-.” —Differences in race, ethnicity, language, nationality, or religion
among various groups within a community or organization.

“Cultural Sensitivity-.” -Demonstrating sensitivity to cultural differences and similarities, and
effectiveness in using cultural symbols (e.g., language) to communicate a message.

“Diversity-."” -A broad definition that includes a wide range of individuals with unique needs and
talent beyond the observable differences of race, gender, and age, but the additional characteristics of
marital status, sexual orientation, family status, political affiliation, education or socioeconomic status,
and disabilities.

Workplace Diversity-.” Recognition of the variety of differences among workers across many
different dimensions, including but not limited to race, culture, age, or gender, ——race—eutture
language—age—gender—ete—-—and the different perspectives and values that may be inherent in those
differences. Valuing diversity implies a philosophy while managing diversity involves the translation of

the philosophy of valuing diversity into organizational goals and objectives. (Revised by Order No. 95-11-28-1,
Effective 11.28.95)

EMPLOYEE REPRESENTATION

2.405 Authority.
The following organizations and associations are certified to represent the employees of Lane County
who are not employed in a confidential or supervisory capacity, as described by the below-listed

negotiating units, and as further described in the applicable collective bargaining agreements. (Revised by
Order No. 93-3-31-7, Effective 3.31.93)

2.410 American Federation of State, County and Municipal Employees, Local 2831 General Unit.
The American Federation of State, County and Municipal Employees, Local 2831, is certified to represent
all temporary, probationary and non-probationary employees in permanent positions except those persons
employed in the District Attorney's Office, or as extra help, or in classifications represented by other
bargaining units, or those employed in certain classifications specified on the agreement, who do not
voluntarily join AFSCME. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.412 Lane County Peace Officers' Association, Inc.
The Lane County Peace Officers' Association, Inc. is certified to represent all probationary and non-

probationary employees in permanent-regular positions classified by and employed in the-Department-of
Public-Safety Sheriff’s Office, Juvenile Group Workers and Senior Juvenile Group Workers in the

Department of Health and Human Services, and the Motor Carrier Enforcement Officer in the
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Department of Public Works exclusive of persons so employed and classified but in a confidential
capacity as defined by ORS 243.650(6) or persons in a supervisory capacity as defined by ORS
243.650(14). (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.414 Lane County Prosecuting Attorneys' Association.

The Lane County Prosecuting Attorneys' Association is the exclusive bargaining representative of
employees of the Office of the District Attorney in the classifications of Deputy District Attorney 1, 2, 3,
4, Senior Prosecutor 1, 2, 3, and Team Leader. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.418 Lane County Public-Werks-Association; Local 626.

The Lane County Public-Werks-Association; Local 626 is the sole and exclusive representative of all
employees classified as indicated in Schedule A of the bargaining contract exclusive of persons so
employed and classmed but in a superwsory or confldentlal capamtys —Meelqeclcuc—l—éia—ZJmL

2422 PublicWerks-Administrative; Professional Association of Lane County, Inc&TFechnical
S,

The Public\Aorks—Administrative—ProfessionalAdministrative Professional Association of Lane
County, Inc. & Fechnical-Staff-is-is the exclusive representative of all employees employed in positions
classified as indicated in Schedule A of the bargaining contract or successor contracts, exclusive of
persons so employed and classified but in a confidential or supervisory capacity and persons so
employed on June 30 1987 who have not voluntarlly Jomed the union. Public-\Woerks—pesitions

SHpeFviser—e&paeI{y—.-(ReV|sed by Order No. 93-3-31-7, Effective 3.31.93)

2.425 Federation of Oregon Parole and Probation Officers, Parole & Probation Unit.
Federation of Oregon Parole and Probation Officers, Lane County Chapter is the sole and exclusive
representative of all temporary, probationary and non-probationary employees in budgeted
positions of Parole and Probation Officers as defined in State law, exclusive of those employed in a
confidential or supervisory capacity, extra help employees.

SAE s pho o A
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2.430  American Federation of State, County and Municipal Employees, Local 2831-NursesLane Manual 2.443

2.430 American Federation of State, County and Municipal Employees, Local 2831-Nurses

The American Federation of State County and Municipal Employees Local 2831 is the exclusive
representative of all employees employed in classifications included in Appendix A of the Nurses
bargaining contract, excluding such employees in supervisory or confidential capacities and extra
help employees, for the purpose of collective bargaining with respect to wages, hours, benefits and
other employment relations matters.
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EMPLOYEE OPERATION OF AIRCRAFT

2.505 Policy Statement.

Oceasionathy—employees-will-berequiredEmployees may not operate-for-County-business-purposesto
Hhy flxed or rotary Wlng alrcraft for County busmess purposes Ihe—deersren—as—te—whether—epnet—&ﬂ

empleyee—peqaestmg—authen%aﬁen—(Rewsed by Order No. 73 13-2, Effective 11.28. 73)
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—EMPLOYEES AND VOLUNTEERS OPERATION OF
PERSONAL AUTOMOBILES ON COUNTY BUSINESS

2.550 Policy Statement.
With Department Head-Director approval, employees and volunteers may use their own personal

automoblles on County business, prowded they carry the fe“ewmgwrmwnum&me&nts&f—ms&rane&en

$}94999—fer—pteperty—damagerequwed statutory types and amounts of automoblle insurance. As a
self-insured entity, Lane County has not and does not provide uninsured motorist coverage beyond the

statutorily required minimum amount, if any. (Revised by Order No. 83-11-30-2, Effective 1.1.84; 05-7-6-2, 7.6.05)

COMMERCIALLY LEASED VEHICLES

2.552 InasuraneeProcedure.

Departments usirg-wishing to use leased vehicles shall-protect-Lane-County-and-the-owner-of the-vehicle
el res lase e fellone:
——{1)——Departmentrequests-forleased-vehiclesshall-be-nitialymust present the requested to the
Lane County Department of Public Works Fleet Suppert-Services-Manager for consideration.

— (2> —The Department-of Public \Works— The Fleet Suppert-Services-Manager, or his or ‘her
designate, shal-will evaluate the lease request, investigate available alternatives (i.e.; utilizing present

fleet vehicles), and either approve or disapprove the leasing request. (Revised by Order No. 89-5-31-3, Effective
5.31.89)

FLEET SERVICES

2.605 Policy Statement.

The Board of County Commissioners—by-the-rules-set-forth-herein; authorizes the County Administrator
to administer and enforce these-rules, policies, and procedures for all Lane County vehicles and
equipment fleet operations and services, inclusive of any further supplements or amendments hereto.
The rules, policies, and procedures are-shal-be applicable to all County vehicles or equipment used;
owned, leased, or operated by all Lane County Departments or any other group, district or agency
governed by the Board. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.610 Purpose.

The purposes of these rules, policies, and procedures developed by the County Administrator as
authorized by the Board are the following:
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(1) That every effort will be made to provide adequate transportation whenever and wherever
the need is apparent and justified.

(2) That the Fleet Services Fund (Fund 619) operates on a self-sustaining basis.

(3) That modern, well-equipped vehicles and equipment will be maintained and fully utilized
at the lowest possible cost. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.615 Responsibility.

Ia-promulgating-theserulestThe Board directly and specifically charges each Department Director with
the responsibility of ensuring that all employees of their individual Department who operate County
vehicles or equipment are thoroughly aware of the contents hereef—of the rules, policies, and
procedures and that they comply with—these—+ules—at all times, and that all vehicles or equipment

assigned to their individual Department are maintained as directed-herein. (Revised by Order No. 98-4-1-11,
Effective 4.1.98)
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(61) Accidents. In the event of an accident, the employee operating the vehicle should take the

following steps:

(@ Stop.

(b) Ascertain if anyone is injured. If so, take action for obtaining ambulance and
medical care.
—le DPeeanestihntiholoenl oo leceormotethosenae:

(dc) FoIIow reportmg procedures as specified in the Admlnlstratlve Procedures Manual

(ed) Aty

{f——Accident expenses incurred shat—-will be billed directly to Risk Management. User
Departments are financially responsible for all vehicle accidents involving employee or vehicles assigned
to the Department. Risk Management shal-will bill the user Department for any costs not collected from a
third party.

(#2) Uninsured Motorists. As a self-insured entity, Lane County has not and does not provide
uninsured motorist coverage beyond the statutorily required minimum amount. Pursuant to ORS 30.282, Lane
County has established a sel—insuranceself-insurance fund against liability of Lane County, its officers,
employees and agents acting within the scope of their employment or duties. As a self-insurer pursuant to
ORS-30:2820regon Revised Statutes, Lane County complies with the provisions of ORS-278.215-and-ORS
742.500-through—742:5040regon state law. Nothing in this chapter shal-is to be construed as adopting
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procedure or limits to liability other than that required by ©RS-742.500-threugh-ORS-742.5040regon state

law.
(@) Definitions. As used in this section, the following words and phrases shat-have the
meaning indicated:

“Bodily Injury” means bodily injury, sickness or disease, including death resulting
therefrom.

“County Vehicle” includes a bus, van, car, or other vehicle used to transport
passengers and owned or operated by or on behalf of Lane County.

“Passenger” is any person, or their heirs, representatives or assigns, who is upon,
entering onto, or alighting from, a Lane County vehicle, except that “passenger” does not include any
Lane County employee acting within the scope of employment.

“Uninsured Vehicle,”; except as provided below, means:

(i)~ A vehicle with respect to the ownership, maintenance or use of which
there is no collectible automobile bodily injury liability insurance, in at least the amounts or limits
prescribed for bodily injury or death under ©RS-806.0700regon state law applicable at the time of the
accident with respect to any person or organization legally responsible for the use of such vehicle, or with
respect to which there is such collectible bodily injury liability insurance applicable at the time of the
accident but the insurance company writing the same denies coverage thereunder or, within two years of
the date of the accident, such company writing the same becomes voluntarily or involuntarily declared
bankrupt or for which a receiver is appointed or becomes insolvent. It shatt-beis disputable presumption
that a vehicle is uninsured in the event the passenger and Lane County, after reasonable efforts, fail to
discover within 90 days from the date of the accident, the existence of a valid and collectible automobile
bodily injury liability insurance applicable at the time of the accident.

(i) A *hit and run vehicle” as defined below.

(iii) A “phantom vehicle” as defined below.

Uninsured vehicle does not include:

(i)  Aninsured vehicle;

(i) A vehicle which is owned or operated by a self-insurer within the
meaning of any motor vehicle financial responsibility law, motor carrier law, or any similar law;

(iii) A vehicle which is owned by the United States of America, Canada, a
state, a political subdivision of any such government or an agency of any of the foregoing;

(iv) A land motor vehicle or trailer, if operated on rails or crawler-treads
while located for use as a residence or premises and not as a vehicle.

“Hit and Run Vehicle” means a vehicle which causes bodily injury to a passenger
arising out of physical contact of such vehicle with a County vehicle which the passenger is occupying at
the time of the accident, provided:

(i) there cannot be ascertained the identity of either the operator or the
owner or such hit and run vehicle; and

(i)  the passenger having an uninsured motorist claim or someone on behalf
of the passenger having the uninsured motorist claim shat-must have-reported the accident within -72
hours to a police, peace or judicial officer, to the Department of Transportation of the State of Oregon or
to the equivalent department in the state where the accident occurred, and shal-must have-filed with Lane
County Risk Management within 30 days thereafter a statement under oath that the passenger or the
legal representative of the passenger has a cause or causes of action arising out of such accident for
damages against a person or persons whose identity is unascertainable, and setting forth the facts in
support thereof.
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“Phantom Vehicle” means a vehicle which caused bodily injury to a passenger
arising out of an accident which is caused by a motor vehicle that has no physical contact with the County
vehicle, provided:

(i) there cannot be ascertained the identity of either the operator or the
owner of such phantom vehicle;

(if) the facts of such accident can be corroborated by competent evidence
other than the testimony of the passenger having an uninsured motorist claim resulting from the accident;
and

(iii) the passenger having an uninsured motorist claim or someone on behalf
of the passenger having an uninsured motorist claim shal-havemust reported the accident within 72 hours
to police, peace or judicial officer, to the Department of Transportation of the State of Oregon or to the
equivalent department in the state where the accident occurred and shal—havemust filed with Lane
County Risk Management within 30 days thereafter a statement under oath that the passenger or the
legal representative of the passenger has a cause or causes of action arising out of such accident for
damages against a person or persons whose identity is unascertainable, and setting forth the facts in
support thereof.

(b) Coverage.

(i) A claim for bodily injury or death sustained while a passenger on a
County vehicle arising out of the ownership, maintenance or use of an uninsured vehicle and caused by
the fault of the uninsured motorist shal-beis limited to the benefits enumerated below:

(1) $25,000 because of bodily injury to or death of one passenger in
any one accident;

(2) Subject to that limit for one passenger, $50,000 because of injury
to or death of two or more passengers in any one accident;

(3) Coverage that is provided only to extent of legal liability of the
uninsured motorist and is subject to the limitations of subparagraphs (1) and (2), above.

(i)  The limit of liability stated as applicable to “each passenger” is the limit of
Lane County’s uninsured motorist benefits for all damages because of bodily injury sustained by one
passenger as the result of any one accident and, subject to the above provision respecting each passenger, the
limit of liability stated as applicable to “each incident” is the total limit of Lane County’s liability for all
damages because of bodily injury sustained by two or more passengers as the result of any one accident.

(iii)  Any payment made under this coverage to or for a passenger shat-will be
applied in reduction of any other amounts the passenger may be entitled to recover from Lane County as a
result of any one accident. Nothing in this chapter is intended to expand Lane County’s liability for any one
accident or claimant, beyond those limits imposed by ORS-36-2700regon Revised Statutes.— Any amounts
paid to any person pursuant to this uninsured motorist procedure shat-will be applied in reduction of Lane
County’s maximum liability limits to any one person or for any one accident, as established by ORS
306:2700regon Revised Statutes.

(c) Claims Procedures. The following procedure shatb-must be utilized in making claim
for compensation under this Chapterchapter.

(i)  Assoon as practicable, the passenger or other person making claim shal
will give to-Lane County Risk Management written proof of claim, under oath if required, including full
particulars of the nature and extent of the injuries, treatment, and other details entering into the
determination of the amount payable hereunder. The passenger and every other person making claim
hereunder shal-must submit to examinations under oath by any person named by Lane County and
subscribe the same, as often as may reasonably be required. Proof of claim shall-will be made upon forms
furnished by Lane County.
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(i)  Upon reasonable request of and at the expense of Lane County, the
passenger shal-will submit to physical examinations by physicians selected by Lane County and shall
will upon request from Lane County, execute authorization to enable Lane County to obtain medical
reports and copies of records necessary to evaluate the claim.

(iii) If, before Lane County makes payment of loss hereunder, the passenger
or the passenger’s legal representative shat-must institute any legal action for bodily injury against any
person or organization legally responsible for the use of a vehicle involved in an accident, a copy of the
summons and complaint or other process served in connection with such legal action shal-will be
forwarded immediately to Lane County Risk Management by the passenger or the passenger’s legal
representative.

(iv) Passenger must provide Lane County with a sworn statement that no
other insurance is available, if requested.

(d) Reduction in Lane County’s Payments.

(i)  Any amount payable under the terms of this chapter shall-beare reduced
by:

(1) All sums paid on account of bodily injury or death by or on behalf
of the owner or operator of the uninsured vehicle and by or on behalf of any other person or organization,
including Lane County, jointly or severally liable together with such owner or operator for such bodily
injury or death; and

(2) The amount paid and the present value of all amounts payable on
account of bodily injury under any workers’ compensation law, disability benefits law or any similar law.

(i)  This coverage shattapphrapplies only as excess over any other collateral
benefits to which the injured person is entitled, including but not limited to, other uninsured motorist
coverage, insurance benefits, governmental benefits or gratuitous benefits available to the passenger and
shat-will then apply only in the amount by which the applicable limit of liability of this coverage exceeds
the sum of the applicable limits of liability and all such other insurance; stacking of coverage shat-is not
be-allowed.

(e) Rights Against Uninsured Motorist. In the event of payment to any person under this
coverage:

(i) Lane County shall-is be entitled to the extent of such payment to the
proceeds of any settlement or judgment that may result from the exercise of any rights of recovery of such
person against any uninsured motorist legally responsible for the bodily injury because of which such
payment is made.

(i) Such person shal-must hold in trust for the benefit of Lane County all
rights of recovery which he shal-havehas against such other uninsured person or organization because of
the damages which are the subject of claim made under this coverage, buy only to the extent that such
claim is made or paid herein.

(iii)  If the passenger is injured by the joint or concurrent act or acts of two or
more persons, one or more of whom is uninsured, the passenger shat-havehas the election to receive from
Lane County any payment to which he would be entitled under this coverage by reason of the act or acts
of the uninsured motorist, or the passenger may, with the written consent of Lane County, proceed with
legal action against any or all persons claimed to be liable to the insured for such injuries. If the
passenger elects to receive payment from Lane County under this coverage, then the passenger shat-must
hold in trust for the benefit of Lane County all rights of recovery the passenger shall-havehas against any
other person, firm or organization because of the damages which are the subject of claim made under this
coverage, but only to the extent of the actual payment made by Lane County.
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(iv)  Such person shal-must do whatever is proper to secure, and shat-will do
nothing after loss to prejudice, such rights.

(v) If requested in writing by Lane County, such person shat-will take,
through any representative not in conflict with such person, designated by Lane County, such action as
may be necessary or appropriate to recover such payment as damages from such other uninsured person
or organization, such action to be taken in the name of such person, but only to the extent of the payment
made hereunder. In the event of a recovery, Lane County shal-must be reimbursed out of such recovery
for expenses, costs and attorney fees incurred by it in connection therewith.

(vi) Such person shal—must execute and deliver to Lane County such
instruments and papers as may be appropriate to secure the rights and obligations of such person and Lane
County as established by this provision.

()  Time Limitation. No cause of action shal-will accrue to the passenger under this
coverage unless within two years of the date of the accident:

(i)  Suit for bodily injury has been filed against the uninsured, in a court of
competent jurisdiction and, within two years from the date of settlement or final judgment against the
uninsured motorist, the passenger has formally instituted arbitration proceedings or filed an action against
Lane County in a court of competent jurisdiction;

(i)  Agreement as to the amount due under the coverage has been concluded;

(iii) The passenger has filed an action against Lane County in a court of
competent jurisdiction.

(g) Condition Precedent. No action shat-lies against Lane County unless, as a condition
precedent thereto, the passenger and legal representative of the passenger have fully complied with all the
terms of this chapter.

(h) Tort Claims Notice. Nothing in this chapter shal-is to be construed to relieve the
passenger from the notice requirements ef-ORS-30-275 or to alter the limitations of liability found in the

Oregon Tort Claims Act-ORS-30-270. (Revised by Order No. 89-5-31-3, Effective 5.31.89; 05-7-6-2, 7.6.05; 07-12-
12-3, 12.12.07)
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2.636 Monthly Automobile Allowance.

(1) Eligibility. Elected officialsyi oW
and those employees who have individual employment contracts that prowde for transportatlon and
other staff as designated by the County Administrator may choose a monthly allowance for the use of
their personal vehicle, Private Mileage Reimbursement for County business mileage not including
commuting mileage, or a permanently assigned vehicle. Individuals may make an election each
December which shal-will be effective for the following year. The election of either receiving the
Vehicle allowance or having a permanently assigned vehicle shal—will be reported as taxable in
accordance with Internal Revenue Service regulations.

(2) Amounts -Specified. The monthly allowance shal-will be equal to the current Private
Mileage Reimbursement Rate x 1,000. (Example: 24 cents PMR x 1,000 equals $240 monthly
automobile allowance.) An individual who receives the monthly allowance will not be eligible for
mileage reimbursement unless travel extends beyond the boundaries of Lane County.

LMO2_chapter 2017 08 08 LEG REV.docx 2-54



At left margin indicates changes LEGISLATIVE

Bold indicates material being added FORMAT
Strikethrough indicates material being deleted
2.637 Lane Manual 2.701

(3) Limitations. Monthly allowance recipients must pay all expenses associated with the
operation of their vehicles. The County will not provide fuel, lubricants, service, maintenance or repairs
for personal vehicles.

(4) Fleet Vehicles. Individuals who receive a monthly allowance will be expected to use their
personal vehicles for all of the transportation associated with the performance of regular duties and within
the expected scope of their responsibilities. The use of a County fleet vehicle is permissible only in those
instances when an individual is required to drive an unusual distance, beyond that which would be found
in the aforementioned "regular duties” or "expected scope of responsibilities.” For purposes of this

regulation, an unusual distance will include any distance beyond the boundaries of Lane County. (Revised
by Order No. 94-12-21-13, Effective 12.21.94; 89-5-31-3, 5.31.89)

2.637 Private Mileage Reimbursement.

When vehicle usage is occasional, or access to a departmental or Fleet Pool vehicle is limited or
unavailable, an employee may choose, with the permission of their supervisor to use his or her own
vehicle and receive Private Mileage Reimbursement. The Private Mileage reimbursement rate shall-beis
equal to the Federal Internal Revenue Service authorized rate. Rate changes shal-become effective 30
days after IRS announcement. (Revised by Order No. 89-5-31-3, Effective 5.31.89)

2.640 Credit Cards.

Gas and oil company credit cards may be issued to County employees for use in conjunction with
County-owned vehicles assigned to them. Initiation of a request for issuance of a credit card must come
from the Department Director of the Department-department to which the individual in need of such a
credit card is assigned. The request must include a statement of necessity indicating the reason the
employee may not be able to utilize the County service facilities. The request shal-must be forwarded by
the Department Director to the Department-efPublic-\WWerks-Suppert-Lane County Fleet and General
Services Manager, who authorizes the issuance of such credit cards. It is the responsibility of each
Department Director, however, to ensure that credit cards are issued and used only by authorized
employees when servicing by the County service station is impractical, such as on extended trips away
from County service facilities. (Revised by Order No. 89-5-31-3, Effective 5.31.89)

USE OF THE COUNTY LOGO

2.700 Policy.

The County logo—as-deseribed-in-the-following-order; may only shalbnot-be used for etherthan-Lane
County government identification. No other use is allowed. -The logo is intended to provide a cohesive
identity symbol for Lane County government that will facilitate effective public communication. -No
other logo shat-may be used by Lane County Ddepartments or dDivisions, with the exception of those
ddepartments—+un- headed by ether-elected officials—ncluding: the Sheriff's Office, District Attorney's
Office, and Tax Assessor's Office;and-Justice-Courts. (Revised by Order No. 93-3-31-7, Effective 3.31.93)

2.701 Policy Exceptions.

An exception to pehiey-seetion- LM 2.700 ean-may be made, at the discretion of the Office-ef-County
Administratieror, —for logos or identities for Lane County “enterprise* programs or projects. For the
purpose of this section, enterprise programs¥hese are defined as programs or projects that require
specific outreach or marketing to targeted markets, and require the visibility or cachet of a non-
governmental program. Enterprise programs Fhese—may either be of short or long duration-term
programs—or—projects and may alse-include projects undertaken jointly with non-county entities. tr—aH
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eases\Where possible, -the Lane County logo +s-te- must appear with the enterprise identity. (Revised by
Order No. 04-9-1-6, Effective 9.1.04)

2.705 Restrictions on Use.
At-neo-time-shal-No additional words or symbols may be added to the epen-encroachment area (open

area) of the Iogo except as prowded in LM 2.701 and 2.715. Ihe—tege%hau—net—beﬂelaeeelw%hmether

width—(Revised by Order No. 93-3-31-7, Effectlve 3.31.93)

2.710 Design Authorization.
In order to facilitate regularity and conformity of logo use, the County Administrator may delegate

authorlty to the Countys PH-FGh&SI—F}g—DWI-StGHPUbHC Informatlon Offlcer sha#—eletam—destge

oversee materlals normally exposed to publlc view, including those in electronlc and Internet Antranet

versionsform—and-not-otherwiseprovided-for-in-theseguidelines. (Revised by Order No. 93-3-31-7, Effective

3.31.93)

2.715 Appearance.

The logo shal-may be used alone, or with additional dDepartment or division names below it. -When
these- such names are added, the lettering shat-must conform to the logo's width, but —Lettering-may
extend to two or more lines when -name-is-tonrgnecessary. A small trademark sign must be placed to the
extreme lower right of the logo. The dBesignated color for the logo is Pantone 634C\C erits CMYK
equivalent (100C, 0M, 9Y, 47K), its RGB equivalent (OR, 108G, 140B), its web hex equivalent
(#006C88)-appropriate—colorwhennot-avatlable, or grayscale when color is unavailable. -An alternate
black and white line-art version of the logo differs from the color and grayscale versions in that the waves
and internal vertical lines are removed, and should only be used when the color or grayscale version does
net—produce—a—professional-looking—and—legible—legocannot be used due to printing or imaging
limitations. -The logo shal-may not be eoenjeined-used with other logos except as provided in this
section or in LM 2.107. eraktered:

Color version Black and White Version

COUNTY
OREGON

(Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02; 03-01-06-7, 1.6.03)
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2.720 Basic Design, Format, and Color.
The logo shal-must be used on all printed matter according to the following:
——{)—Letterheads, Envelopes and Business Cards.
(@1) Design. —A standard design shal-will be used by all Lane County Departments.
Exceptions must shat-be approved only by the County Administrator.
—(b2) Lettering.
(+a) The words "Lane County Oregon" Withinthe—lege%hau—be%et—mween—l\ﬁi

part of the logo and may not be re- typeset or altered

(H#b) Copy and names of persons shal-must be set in FimesNew-RomanAvenir 85.
———(#ic) Return addresses will be set in caps and lower case Fimes-New-RomanAvenir
Light.

(e3) Letterhead Stationery. Names and titles of Commissioners, the County
Administrator and elected Department Heads-Directors may shew-appear in letterhead design under the
logo, but other position names and titles will-may not be used unless approved by the County
Administrator. The names should be in Fimes-New Reman-orPA-Cen-MTFAvenir 85 and Avenir Light.
(¢4) Envelopes. Names of Departments, Divisions or Ooffices may be shown with
appropriate return address. — Fonts used should be FPA~Cen—MTAvenir Light for Lane County and
Department and Fmes-New-Reman-for the return address.

(e5) Business Cards.

(ta) Wil not-exceed-2-5/16-inches—x-3-5/8-inches-in-sizemeasure 3.5 inches wide

(Hb) Will be made—ofvellum;—plate—or-thinplateprinted on 80Ib uncoated cover

paper with 30% recycled content.
——(#Hc) Logo will be printed in one color, Pantone 634UCNC—orapproximatecelorif
(kvd) The Pperson's name, title, phone and address will be type set in FimesNew

RemanAvenir 85 and Avenir Light and printed in black or Pantone 634UCNC. (Revised by Order No. 93-3-
31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

and 2 inches tall.

2.725 Reports, Documents and Printed Forms.

(1) Al reports, documents and printed forms shal-must at least have the logo printed in the
same color as the printed form. If a second color is used for logo, it shal-must be Pantone 634C\C, or
CMYK, RGB, web hex equivalentapproximate-colorif-not-available, or black.

(2) Guidelines for placement of such materials shal—will be established by the Office—of
County Administratienor.

(3) Material design authorization sheuld—may be approved by the Office—ef County
AdministrationPublic Information Officer. (Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.730 Pamphlets and Brochures.
The logo shal-must be used on all interpretive materials prepared by all branches of Lane County
government:

(1) Placement. The logo and words shall-must be easily visible. -The appropriate relationship
of the logo to werds-text is-defined-in- must comply with LM 2.715.- Additional words or éDepartment
names may be placed after or below the logo.
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(2) Lettering. -The werds-"Lane County Oregon" lettering is integrated into the logo and
should not be re-typeset or alteredsheuld-be-set-inPA-Cen-MTregardlessof styleof letteringused
b the racbipe,

(3) Color. —Color shal-must be specified as Pantone 634C\C, or approximate color if not
available, or black.

(4) Size. -Size of the logo shat-will be appropriate to the publication and lettering used within.
(Revised by Order No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.735 Decals.
Two kinds of decals shal-may be used, one for exterior surfaces and one fer-of interior type for use in
windows.
(1) Design. -Decals may be either lego-shapedcut to shape, or rectangular shaped-with both
logo and words "Lane County Oregon included
2 ! :
—— 3)—=Color. Color of Iogo shaH—bels Pantone 6340\#@ W|th Ietterlng in white, and dDepartment
or dDivision names underneath in Pantone 634CMC or its CMYK equivalent. H-634C\/C—is—neot
fopabontnasonanle caaten che o beeee
(43) Use of Decals.
(@ Motor Vehicles.
(i)  Interior decals shalb-must conform to the motor pool regulation in LM 2.630.
(i)  Size of decal shat-beis approximately 3 inches x 5 inches.
(b) Heavy Equipment, such as --Ftrucks, Catstractors, Scrawlers, and Ccarryalls;-Ete.
(i)  Exterior type decal with words "Lane County Oregon" placed on door or body

at i Can- M ng N

of equipment.
(i)  Size approximately 6 inches x 12 inches.
(c) Small Equipment, such as —-Bbicycles; and h-HardhatsEte.
(i)  Exterior type decal should be placed eflegoe—only in convenient, visible
location on the outer surface of equipment.

(i)  Size shal-will be approximately 3 inches in diameter. (Revised by Order No. 93-3-
31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.740 Uniform Patches.

(1) Design. Patch shal-must include logo with any dDepartment or éDivision lettering below
and conforming to the width of logo. Shape of the total patch shaH-beis rectangular.

(2) Color. The background color of the patch and the bound embroidered edge shal-must be
white. Logo should be in Pantone 634C\C or equivalent thread color and the lettering "Lane County
Oregon" shal-must be white, with any ddepartment or éDivision lettering below the logo in Pantone
634C\C. -If Pantone 634CMC is not available, the closest thread color-an—appreximate-celer match
should be used.

©)

——{4y—Size. Approximately 2 inches x 4 inches.
(54) Use of the Patch.

(@) Shirts and Outer-garmentsOuter Garments. Patch shal-must be centered over the
left breast pocket leaving %2 inches between the top of the pocket and the bottom of the patch, or, it may
be centered on the left sleeve, with the top of the patch 2 inches below the shoulder seam. -Department or
name patches should be on the left sleeve.
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(b) Headgear. -The patch shal-must be centered on the front of caps. (Revised by Order No.
93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.745 Highway, Road, Building, Park.
Logo shat-must be used on all County signs, where practical and when not in violation of the Uniform
Traffic Manual.
(1) Size. -The logo shall-must be large enough so that it can be readily recognized when read
with the sign contents.
(2) Color. -The color of the logo shal-must be Pantone 634C\C, or its CMYK equivalent-
(3) Placement. When the logo is used in conjunction with ddepartment or ddivision names, the
two should be used in proper relationship as defined in LM 2.715. In addition, for signs that are

horizontal, department or division names may be placed to the right of the logo. (Revised by Order No. 93-3-
31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.750 Miscellaneous Use.
(1) Jewelry.
(@ Design. -The die shat-will be of the logo only. The open area of the logo shat-must
not be used as a background for any additional symbol or words.
(b) Color. —-Gold or sterling metal or two colors of enamel with one being Pantone
634CVC or approximate color match.
(c) Size.-3/4 inches in diameter.
(2) Design and Use on Miscellaneous Items. -Design and use of the logo on miscellaneous
items, including plaques, certificates, flags, and banners,-ete-; shal-must be eleared-through-the-Office-of
approved by the County Administratienor. -Unless inappropriate, the colors of the logo will be Pantone

634CVC or approximate color background with white lettering "Lane County Oregon." (Revised by Order
No. 93-3-31-7, Effective 3.31.93; 02-10-16-1, 11.13.02)

2.765 Alterations.
No alternate shapes or relationship of design eIements shaH—may be used W|thout pr|or approval of the
County Administrator. W . an-a 3

be-used-(Revised by Order No. 93-3-31-7, Effectlve 3.31.93; 02-10-16-1, 11.13. 02)

COUNTY LANDS AND BUILDINGS

LMO2_chapter_2017_08_08 LEG REV.docx 2-59



At left margin indicates changes LEGISLATIVE

Bold indicates material being added FORMAT
Strikethrough indicates material being deleted
2.805 Lane Manual 2.830

2.805 Public Parking.

Pursuant to the authority granted by LC 2.800(1), and within the administrative framework provided by
LC 2.800(2), the public parking policy is designed to facilitate the use of County-owned parking facilities
by the public and County employees, and to ensure that these facilities are made available in a uniform
and equitable manner. -1t is recognized that providing parking for employees in proximity to County work
locations contributes to thek—productivity and morale, and for that reason, rates for employee parking may
be discounted from the public parking rates. -For the limited purpose of compliance with the state ethics
rules, any difference between public and employee rates is considered part of the compensation package
for County officers and employees. The County Administrator is delegated the—authority and
responsibility to develop and maintain Aadministrative Pprocedures necessary to implement this policy.
The County Administrator is further delegated the authority to implement and administer a qualified

transportation fringe benefit plan for employees under Sec—tion 132 of the Internal Revenue Code.
(Revised by Order No. 84-6-12-1, Effective 6.12.84; 08-5-14-3, 5.14.08)

2.825 Demolition of Structures

3 ; Capital Projects Manager
shau—wnl examine aII bU|Id|ngs structures, and |mprovements and County-owned property not required
for use for County purposes, and at such time as it is determined that said buildings structures, and
improvements should be removed, he—er—she-the Manager is authorized and directed to cause said
buildings, structures, and improvements to be removed from County-owned property, including the

recommending of the necessary implementing contracts to the County Administrator. (Revised by Order No.
98-4-1-11, Effective 4.1.98)

2.830 County Facility Naming, Memorial, and Donated Object Policy.

The policies and procedures set forth in LM 2.830 through 2.834 are for the purpose of establishing
a uniform policy in Lane County for the naming of County facilities and placement of memorials on
County property. The County recognizes that there are hames and memorials that antedate the
adoption of these policies, however, the nature, character, or location of such earlier recognitions or
memorials do not establish a precedent for future approvals. This policy does not apply to the
placement of cornerstones, plaques, or similar devices used to commemorate completion or
dedication of a public facility or property.

2.832 Criteria for Naming, Memorials, and Donated Objects.

(1) It is the policy of Lane County, in the selection of names and determination on
placement of memorials and donated objects, to encourage:

(@) Selection of names that reflect the County's history, geography, and diversity,

(b) Recognition of individuals who have made a significant contribution to the
County, or individuals who have made significant public contributions outside the County but have
a direct connection to Lane County,

(c) Sponsorship, through funding or support, to the construction, development,
maintenance, or operation of the County facility or property, and

(d) Placement of memorials and donated objects in a manner that supports the
intended or dedicated use of the location.

(2) Except in extraordinary cases, consideration will not be given to naming of County
facilities or property after either a person now living or a person who has been deceased less than
three years, except in recognition of a donation or sponsorship to pay for a significant portion of the
cost of the facility or property.
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(3) Except in extraordinary cases, placement of permanent memorials or donated objects
must be based on an apparent relationship between the honoree or object and the proposed
memorial location.

(4) After selection of a name, or acceptance of a memorial or donated object, the County
will use reasonable efforts to ensure continuation of the recognition; however, the County cannot
guarantee that any County facility or property or the name, memorial, or object attached thereto
will not be subject to redevelopment or change indefinitely.

2.834 Authority.

(1) Under these policies and procedures, the Board of County Commissioners will review
and take appropriate action on all proposals for naming County facilities or placement of
memorials on County property, except as provided herein.

(2) The County Administrator is granted authority to establish Administrative
Procedures to carry out the policy contained in LM 2.830 through 2.834.

(3) Notwithstanding the provisions of this section, the County Administrator is delegated
authority to make determinations on:

(@) Naming of non-public portions of County buildings or smaller unenclosed areas
within larger public facilities, such as parks, and
(b) Placement of temporary memorials or objects.

2.840 Ceunty-Vending Machine Operations.

Pursuant to ORS chapter 346, persons who are blind have the exclusive right to operate vending
machines at all County facilities. All recommendations for placement of vending machines on
County property must be directed to the County’s financial officer, who will inform the Oregon
Commission for the Blinds provided in ORS 346.520. If the Commission for the Blind declines to
make an offer to provide such vendlng machmes the County may contract with a private vendor as
prowded in LM Chapter 20. ; , ; 2 ,
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2.850 Vendors and Solicitors.
Vending aetivities-and solicitation are prohibited by the County on County property, {etherthan
these-supphied-except in the cafeteria or; at newsstands or by-vending machines, }and-solicitationsto

prevent -interference with the work of County employees and the public's conduct of business with the

County. —'Fhey—a#e—the;e#e#e—net—aemhen-zed—Department Heads—dlrectors are responsible for-the-orderly
County-business-in-areas-und eirjurisdictio d-are-expeeted-to enforce this-EM-Sectien

pollcy in their departments —The D#eeter—ef—the—Depaﬁmem—ef—Managemen%eﬁﬁees—County
Administrator or the Administrator’s designee is-is responsible for is-enforcement in areas not under
the jurisdiction-authority of a single Bdepartment, -such as corridors, hallways, conference and meeting
rooms, patios, walkways, and parking lots. (Revised by Order No. 98-4-1-11, Effective 4.1.98)

2.860 Information Booth.

The tinformation Bbooth is staffed by volunteers between-9:00-a-m—and-hoon b
p-m—each work-day as volunteer availability allows. -The written materlal avallable to the publlc in the
information booth en-the-ceunterand-shel-must shall-be limited exclusively to information authored by
federal, state, and-or local governments. (Revised by Order No. 98-4-1-11, Effective 4.1.98)
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