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1.0	EQUAL EMPLOYMENT POLICY





It is the policy of the Dakota Prairies RC&D to conduct its program in compliance with the non-discrimination program as contained in Title VI and VIII of the Civil Rights Act of 1964, as amended, the Civil Rights Restoration Act of 1987 (Public Law 100-259) and other non-discrimination statutes; namely, Section 504 of the Rehabilitation Act of 1973, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 1975 and in accordance with the regulations of the Secretary of Agriculture (7 CFR-15, Subparts A&B) which prohibits discrimination in its programs on the basis of race, color, national origin, sex, religion, age, disability, political beliefs, and marital or family status; be excluded from participation in, or be denied the benefits of, or otherwise subject to discrimination under any program or activity receiving federal financial (or technical) assistance from the Department of agriculture or any agency thereof.





The Dakota Prairies RC&D will not tolerate any discrimination, and any such conduct is prohibited.  The Dakota Prairies RC&D also prohibits any form of discipline or retaliation for reporting discriminatory incidents.








2.0	EMPLOYMENT TYPES





Dakota Prairies RC&D may hire employees as needed, and as funding allows, or Dakota Prairies RC&D may contract for staff services as needed.  Full-time and/or part-time employees; permanent or temporary employees, may be hired.





Full-time employees work a regularly scheduled 40 hour week and may be paid a salary or hourly wage, depending upon job duties and responsibilities.  Part-time employees are paid hourly and generally work less than 40 hours per week.





Sometimes it may be necessary to work more than 40 hours in a week.  The employee’s job description will indicate whether they are an exempt or non-exempt employee and eligible for overtime pay.





2.1	NON-EXEMPT EMPLOYEES





Non-exempt employees are covered by the overtime provisions of the Fair Labor Standards Act.  Overtime or changes in the work schedule for non-exempt employees must be approved by the supervisor.  The overtime rate of pay will be 1½ times your regular hourly rate of pay.





2.2	EXEMPT EMPLOYEES





Exempt employees are not entitled to overtime pay because their work performed is not covered by the overtime provisions of the Fair Labor Standards Act.  Exempt employees are entitled to credit leave as described in section 30.2.


3.0	EMPLOYEE SUPERVISION AND PROBATIONARY PERIOD





The RC&D Council will be responsible for providing guidance to the RC&D Coordinator, but supervision of the RC&D Coordinator, if a USDA employee, will come from the Natural Resources Conservation Service (USDA-NRCS).





The day to day supervision of the employee is addressed in the applicable job description, and/or may also be addressed in contracts between the RC&D Council and NRCS or other funders, however, all RC&D employees also serve under the guidance of the RC&D Council and are responsible for carrying out the directives of the RC&D Council.





Every newly hired employee is considered a probationary employee for the first 90 days of employment.  This period allows the Dakota Prairies RC&D to evaluate the new employee and allows the employee to become comfortable with their new work conditions.





Periodic meetings will be scheduled during the probationary period with the new employee and direct supervisor for the purpose of reinforcing positive performance, correcting any areas that need improvement, and answering any questions the new employee may have.  Termination can result at any time during the probationary period. 





Employees needing accommodations to perform the essential functions of their job should request such accommodations from their direct supervisor in writing at any time either during or after the probationary period.





4.0	WORK/OFFICE HOURS





The administrative work week is a period of 7 consecutive calendar days designated in advance.  Dakota Prairies RC&D’s administrative work week is congruent with USDA-NRCS’s administrative work week of Sunday through Saturday.  Dakota Prairies RC&D has established its normal office hours between 8 a.m. and 5 p.m. central standard time, Monday through Friday.





The employee and supervisor will establish a regular “tour of duty” defining the officially prescribed days and hours within the administrative workweek that are scheduled in advance and during which an employee is required to be on duty.  The tour of duty is subject to the basic work week requirements for which an employee is paid a straight-time pay rate; normal office requirements of the Dakota Prairies RC&D; and supervisory approval.





An alternative work schedule may be established in lieu of the traditional 8 hours per day, 40 hour per week work schedule for full-time employees.  Alternative work schedules are also referred to as “maxi-flex schedules,” that permit varying starting and ending times, as well as the earning of credit hours for exempt employees.  For more information on allowable maxi-flex schedules, employees should consult with the RC&D Coordinator.  Any alternative schedules are subject to basic work week requirements and must have the approval of the supervisor.





The regular tour of duty and/or maxi-flex schedule is documented on the employee’s time and attendance input records (addressed in section 5.0).  Credit hours, earned vacation and sick leave are also documented on the time and attendance record.








5.0	TIME AND ATTENDANCE RECORDS





5.1	DAILY TIME SHEETS





Employees will maintain a log of their day to day activities on a daily time sheet.  Special codes may be set up for specific projects in order to track time by program and/or project area.  The employee and supervisor will work together to establish guidelines regarding tracking of hours by program and/or project area.





5.2	TIME AND ATTENDANCE INPUT FORM





Employees will use the USDA-NRCS Time and Attendance Input format to record tour of duty hours, credit hours, annual leave, sick leave, family medical leave, holidays, and other types of allowable leave and the applicable ending leave balances.  The time and attendance input covers a two week period, Sunday through Saturday, and begins on January 1st of the year.  The supervisor will be responsible for providing training to employees and for verification of hours recorded on the time and attendance input.  The time and attendance input and daily time sheets will become a permanent record in the personnel files.





6.0	BREAKS





6.1	WORK BREAKS





Work breaks are provided from work to relax and refresh yourself.  You may take up to two paid work breaks of 15 minutes each, one in the forenoon and one in the afternoon.  Breaks may not be accumulated if you don't take one, nor can they be used for coming to work late or leaving early.





6.2	MEAL BREAKS





You are required to take an unpaid lunch break of at least 30 minutes during the workday if you work more than six hours.  Lunch breaks should be scheduled between the hours of 11:00 a.m. and 2:00 p.m., however, a change in time zones or other unexpected occurrences (i.e. phone calls and or office visits by RC&D customers/clients/partners which extend into the lunch hour) may require the employee to take a lunch break outside of the normal lunch break schedule.  Credit and/or annual leave must be used for lunch breaks which go beyond the normal schedule, as determined by the employee’s work schedule and/or tour of duty.  You are not required to perform any work duties during your lunch break, and you may leave the premises if you wish.


7.0	PAYCHECKS





Generally, paychecks are issued on the fifteenth day and the last day of the month.  If the payday falls on a weekend or holiday, paychecks will be available the day before.





A pay stub or statement will be provided each pay period indicating hours worked, the rate of pay, required state and federal deductions, and any authorized deductions. 








8.0	JOB DESCRIPTION





Each employee will be provided with a written job description of his/her position.  The job description will be reviewed with the employee annually or as otherwise needed by the employee’s immediate supervisor and/or the RC&D Council for any changes in duties.





The job description will indicate who is responsible for the day to day supervision of the employee, and whether or not the employee is considered an exempt or non-exempt employee.








9.0	PERFORMANCE





You are expected to perform your assigned duties and responsibilities in a satisfactory manner as defined by your supervisor and the RC&D Council.  The supervisor responsible for day-to-day supervision, will be the primary person for monitoring your performance and providing feedback on how you are doing.





At least once a year, your work performance will be formally reviewed by your supervisor.  Your supervisor will complete a written evaluation commenting on your work performance, your strengths, and areas for improvement or development.  In addition, the RC&D Council and/or the Executive Board of the Council may also provide you with a performance evaluation.  You will have a chance to provide written comment/response on your review(s).  The evaluation, which is signed by your supervisor (and the RC&D Council/Executive Board when applicable), is also signed by you to indicate that you have read the material and that it has been discussed with you.  A copy of the review form is then provided to you and a copy is placed in your personnel file.








10.0	COMPENSATION/WAGE INCREASES





Salary increases are generally considered on an annual basis, following your performance evaluation.  The amount of the salary increase, if any, is dependent upon funding allowances through contracts with USDA NRCS and other state/federal agencies and/or organizations with whom the RC&D contracts for services with.  Salary recommendations will be provided by the RC&D Council and the RC&D Coordinator.








11.0	TRAINING





Training is provided as needed to maintain and improve performance and skills.  All training must be approved in advance by the RC&D Coordinator and the RC&D Council.  Training is subject to funding provisions and work schedule accommodations.





12.0	PERSONNEL RECORDS





Dakota Prairies RC&D will keep an employment file for each employee.  The permanent records, including personal contact information, should be kept up to date.  Please notify your supervisor of any change in contact information.  Employment records shall be kept in the file, along with the Employment Eligibility Verification Form (I – 9) and the Employee Withholding Allowance Certificate (Form W-4).  These forms must be completed within three days of starting employment.  The employee must verify their withholding allowance annually.





Any records regarding an individual’s health, disabilities, or accommodations will be maintained in a separate file in a secure location.  Employees will be allowed to review and copy their personnel file upon request.





13.0	PUBLIC DISCLOSURE LAWS AND PUBLIC RELATIONS





Because Dakota Prairies RC&D is a 501-C-3 nonprofit organization, much of the work of the RC&D Council is open for public inspection.  Employees will comply with any disclosure laws set forth by the IRS, public meeting laws, and any other state and/or federal agency laws applicable to the organization.





Various projects benefiting the public interest may benefit from public relations efforts, or they may generate interest from the media.  Before responding to media inquiries, employees must make themselves aware of any communications and/or disclosure policies regarding specific projects so that media inquiries can be directed to the proper contact person.  Public information releases and other forms of communication with the media initiated on behalf of the RC&D employee, must also comply with any internal communications and/or disclosure policies regarding the release of project information.  You should inquire about communication and/or disclosure policies from your supervisor before releasing information.








14.0	POLITICAL ACTIVITY





The handling of federal monies and federal contracts, and the 501-C-3 status of the Dakota Prairies RC&D, requires that certain political activities be limited on behalf of the organization and its employees.  You should be aware of the following laws governing activities:














14.1	HATCH ACT





Organizations who contract for federal grant funds are required to comply with the provisions of the Hatch Act (5 U.S.C. 1501-1508 and 7324-7328) which limit the political activities of employees whose principal employment activities are funded in whole or part with federal funds.





14.2	LOBBYING ACTIVITIES





Organizations who contract for federal grant funds are subject to the provisions of 31 U.S.C. Section 1352, effective as of December 23, 1989, which prohibits recipients and their sub-tier of contractors from using appropriated federal funds for lobbying Congress or any federal agency in connection with the award of a particular contract, grant, cooperative agreement, or loan.  This includes grants/cooperative agreements, that in whole or in part, involve conferences for which federal funds cannot be used directly or indirectly to encourage participants to lobby or to instruct participants on how to lobby.





In addition, the HHS Appropriations Act, effective as of October 1, 1996, expressly prohibits the use of appropriated funds for indirect or “grass roots” lobbying efforts that are designated to support or defeat legislation pending before state legislatures.  Under the Act, section 503 of Public Law 104-208, provides that no part of any appropriation described in the Act can be used for publicity or propaganda purposes; for the preparation, distribution, or use of any kit, pamphlet, booklet, publication, radio, television, or video presentation designed to support or defeat legislation pending before Congress.  In addition, appropriations may not be used for salary or expenses of the grant or contract recipient, or agent acting on behalf of the recipient, which are related to any activity designed to influence legislation or appropriations pending before Congress or any State legislature.





Non-federal appropriations may be used for lobbying activities, however, these activities as they pertain to the development of information and staff time on development of materials and other such lobbying activities, are subject to federal restrictions on lobbying for 501-C-3 organizations.  RC&D employees are expected to become familiar with the limitations on lobbying as addressed in IRS publication 557, “Tax-Exempt Status of Your Organization.”  As a part of the Dakota Prairies RC&D, you are expected to avoid any such activities or actions which may put the RC&D’s 501-C-3 status in jeopardy.  Consult with your supervisor for more information regarding applicable laws and contracts governing lobbying and political activities.








15.0	DRESS/IMAGE





You should dress appropriately for the work you perform.  On designated occasions, casual attire will be permitted.





16.0	Harassment





It is the goal of the Dakota Prairies RC&D to provide a work environment in which employees and clients are treated with respect and courtesy.  Such an environment is free from negative or disrespectful comments directed toward others.  It is expected that all RC&D employees promote a productive work atmosphere.





This policy ensures that all employees will enjoy a safe work place free from unreasonable interference, intimidation, hostility, or offensive behavior on the part of the managers, co-workers, or visitors.








17.0	SEXUAL HARASSMENT POLICY





While all forms of harassment are prohibited, it is Dakota Prairies RC&D's policy to emphasize that sexual harassment is specifically prohibited.  These same principles also apply, in the applicable cases, to harassment based upon race, color, religion, sex, national origin, age, physical or mental handicap, status with respect to marriage or public assistance, or participation in lawful activity off the employer's premises during non-working hours.





Sexual harassment is a form of sex discrimination which is prohibited by law.  Sexual harassment includes unwelcome sexual advances, requests for sexual favors, sexually motivated physical conduct, or other verbal or physical conduct or communication of a sexual nature when:





1.	Submission to that conduct or communication is made a term or condition of employment, either explicitly or implicitly; or 


2.	Submission to or rejection of that conduct or communication by an individual is used as a factor in decisions affecting that individual's employment; or


3.	That conduct or communication has the purpose or effect of substantially interfering with an individual's employment or work performance, or creates an intimidating, hostile, or offensive working environment.





Examples of sexual harassment include inappropriate touching or feeling which is unwelcome by you; sexual innuendoes and comments and sexual remarks about a person's clothing, body, or sexual activities; jokes about sex which you find offensive; sexual propositions or demands for sexual favors; posting obscene pictures, drawings, or cartoons in the work place; or making obscene gestures.  These are some of the common complaints, but many other types of conduct can also constitute sexual harassment.





If an employee has a complaint about sexual harassment, the main concern is to have the harassing behavior stopped and to have the matter resolved as quickly and efficiently as possible.  The procedures to follow are:





1.	Be sure that the conduct you find offensive is discriminatory or harassing.  If possible, find witnesses or other substantiation of the conduct.


2.	Discuss the improper behavior with the person involved to let them know their conduct is offensive to you.


3.	If the harassment does not stop or if it recurs, report the conduct perceived as harassment as soon as possible to your supervisor; or to the RC&D Executive Board if the complaint involves the supervisor.


4.	A complete investigation concerning the complaint will be made in an impartial and confidential manner, with the results being conveyed to all involved individuals. Every reasonable effort will be made to determine the facts and resolve the situation.





Dakota Prairies RC&D has the right to apply any sanction or condition of sanctions to deal with unreasonable conduct or discrimination, including:





1.  Counseling with the offender(s);


2.  Probation with a warning of suspension or termination for continuing or recurring offenses;


3.  Suspension, with or without pay, depending on the seriousness of the charge.


4.  Termination of employment.





These actions may be taken in any order depending upon the seriousness of the situation.  At Dakota Prairies RC&D, our responsibility is to treat all co-workers with dignity, sensitivity, and respect.  Use common sense in determining whether your conduct may be offensive or unwelcome to another.





18.0	RULES OF CONDUCT





You are expected to maintain a proper standard of conduct at all times.  Listed below are some actions which could lead to disciplinary measures, up to and including termination of employment.





Bringing and/or using alcoholic beverages or illegal drugs at work or reporting to work under the influence.


Destruction, damage, or misuse of RC&D and/or USDA-NRCS property.


Removal of RC&D, NRCS, or another employee’s property without prior consent.


Fighting on RC&D or NRCS  property and/or while on tour of duty at any location.


Carrying weapons or explosives on RC&D or NRCS property or while on tour of duty at any location.; or any other violation of criminal laws.


Falsification of personnel records.


Violation of health and safety rules which could endanger lives.


Failure to carry out the directions of a supervisor as it pertains to your job responsibilities and/or the directives of the RC&D Council.


Falsifying time reports.


Disruptive or offensive behavior.


Excessive absenteeism.


Excessive tardiness.


Theft.


19.0	WORKPLACE THREATS AND VIOLENCE POLICY





It is the policy of Dakota Prairies RC&D to prohibit acts or threats of violence and threatening behavior by or against its employees during assigned duty times.  Violations of this policy by RC&D employees will lead to disciplinary action that may include termination of employment.





Violent acts or threats of violence include any activity by an individual that would cause another individual to feel unsafe.  Violent behavior may be verbal threats to harm another person or damage property, physical aggression, or harassment, including sexual harassment.  Threats of violence include possession or display of a weapon of any type or exhibiting an object in such a manner that it appears to be a weapon.





If you are subject to or become aware of any violent acts or threats of violence, immediately report the matter to your supervisor or a higher level authority.








20.0	DRUG FREE WORKPLACE





Dakota Prairies RC&D adheres to the standards of a drug-free workplace.  Unlawful use of drugs, possession of illegal drugs, and the manufacturing and sale of drugs in the workplace is prohibited.  Violators may be subject to disciplinary action that may include termination of employment.








21.0	SMOKE-FREE ENVIORONMENT





The Dakota Prairies RC&D office is designated as a smoke-free environment.  No smoking is allowed.








22.0	PROPERTY ACKNOWLEDGEMENT 





In an effort to protect the safety of employees and in the best interests of the organization, Dakota Prairies RC&D reserves the right to search an employee’s desk, work area, computer documents, e-mail, voice mail, and/or any other property of the organization, as needed for business necessity.  In addition, an employee’s belongings may be subject to search, if there is reasonable cause to believe that potential harm and/or loss to the organization exists.  Proper procedures will be taken by the employee’s supervisor and/or delegated authority.





Dakota Prairies RC&D has an established set of policies regarding internal controls and the handling of funds for the organization.  Information regarding these policies may be obtained by your supervisor.  Employees are expected to learn about these policies and to abide by them and to protect the organization’s assets with a high level of integrity and honesty.





Micro computer hardware and software are the property of the RC&D and/or USDA-NRCS.  Employees are expected to abide by license agreements between the proprietor of the software and owner of equipment.  Employees are also expected to become familiar with any policies governing the use of passwords, Internet and world wide web access, or e-mail access.  Employees are expected to safeguard microcomputer equipment, including the software, and to perform periodic backups of computer files.








23.0	OPEN COMMUNICATIONS





Open lines of communication are as important in employment as in any other aspect of life.  It is the nature of people to, on occasion, disagree, misunderstand, or have questions about one thing or another.  Do your best to work out the differences among the parties, if necessary see the grievance procedures in this manual for more information on what actions to take.








24.0	GRIEVANCE PROCEDURES





It is the policy of the Dakota Prairies RC&D to encourage the resolution of disputes in an informal manner whenever possible.  If an employee feels that an unsatisfactory condition is having an adverse effect on his/her performance or on the office operations, a written complaint shall be filed with the employee’s immediate supervisor, who will have ten days to attempt to mediate a solution.  If, after ten days, the employee filing the complaint wished to continue the grievance, he/she must then file a written complaint.  The complaint must state the person(s) against whom the complaint is filed, the nature of the complaint, and the effort that has been made at an informal resolution of the problem.  The RC&D Council and/or Executive Board will attempt to mediate and resolve the dispute or they may appoint an independent party to mediate and/or resolve the dispute.  If an acceptable solution cannot be reached, a written report will be prepared and the RC&D Council will have 30 days to make a final decision.





When one of these occasions arises, you should use the following communication sequence in an attempt to resolve the situation:





Talk with your supervisor.


If you are unsatisfied with the proposed solution or your supervisor is unable to help, go to the next higher level (this may be another supervisor/RC&D Coordinator/RC&D Council).


Generally, your problems can be solved at the first level with your supervisor.  However, you may begin the communications process at any level in the sequence.


If you feel your problem has not been resolved, you may find it necessary to file a formal grievance.


If you are not satisfied with the remedy or process request assistance from the North Dakota Department of Labor. 











25.0	CORRECTIVE DISCIPLINE





If corrective discipline is warranted, the following list of actions may occur:





Formal Verbal Warning


Written Warning


Suspension Without Pay


Termination





These actions may be taken in the order listed, although this order is not mandatory and the decision may be made at the discretion of the employee’s immediate supervisor.  All warnings, verbal or written, should be documented.








26.0	REPORTING ACCIDENTS





If you are involved in an accident or near accident, you should immediately report the incident to a supervisor or designated staff.  If you see an unsafe or hazardous working condition, it is also important that you report it immediately.








27.0	WORKERS COMPENSATION





You are covered by Workers Compensation Insurance as required by law to protect employees who are injured on the job.  If a work-related accident or injury occurs, inform your supervisor immediately.








28.0	EMPLOYEE BENEFITS





The benefits listed here are provided to full-time, permanent employees and may be subject to the completion of probationary periods.  Some of the benefits listed are quite detailed and are only briefly summarized here.  All benefits are subject to contract allowances and budget constraints and are open to RC&D Council review as needed.  Any questions or concerns you may have should be directed to your supervisor.





28.1	HEALTH INSURANCE





Health insurance can be made available for the employee and employee’s dependents through participation in the RC&D's bank group plan.  The amount available for the premium is subject to annual budget constraints.  If premiums are higher than the annual allotment, the employee will be expected to pay the difference per a payroll deduction.  Health Insurance coverage and type depends on insurance carrier premium costs and number of employees covered under the organization’s contract.  Refer to the annual budget for the amount set aside for health insurance provisions.





28.2	RETIREMENT BENEFITS





Currently, Dakota Prairies RC&D provides up to 5% of the permanent, full-time employee’s salary for deposit into a retirement fund.  The employee has the option of matching the 5% if desired.  More information on investment agent and investment options are available upon request.  Employees are eligible for retirement benefits after they have completed their probationary period, and are 100% vested upon participation.





28.3	UNEMPLOYMENT INSURANCE





Although a 501-C-3 organization is not required by State Law to participate in the State Unemployment program, the Dakota Prairies RC&D has elected to participate in the North Dakota Job Service unemployment insurance program.  Premiums and coverage are determined by North Dakota Job Service.








29.0	HOLIDAYS





Because the RC&D program is a federal program and the RC&D Coordinator is a federal staff person, the Dakota Prairies RC&D follows the federal office holiday schedule.  Currently, a total of ten holidays are observed and the RC&D office is closed on the following days:





New Year’s Day  (January 1)


Martin Luther King, Jr.’s Birthday (third Monday in January)


George Washington’s Birthday (third Monday in February)


Memorial Day (last Monday in May)


Independence Day (July 4)


Labor Day (first Monday in September)


Columbus Day (second Monday in October)


Veterans Day (November 11)


Thanksgiving Day (fourth Thursday in November)


Christmas (December 25)





If a holiday falls on Saturday or Sunday, the proceeding Friday or following Monday, respectively, is considered the holiday as determined by USDA-NRCS holiday notices.  All full-time employees are given the day off with pay on observed holidays.  An employee may elect to work on his/her day off, however, no additional pay or compensation will be provided other than the usual salary compensated for that day.  Holidays are to be recorded on the time sheets and the time and attendance input records.

















30.0	LEAVE POLICY





Each employee is responsible for having leave approved in advance, as determined by policies for the type of leave requested.  Extended leave must be determined in advance with prior approval.  In most cases, the employee’s supervisor will have authority to grant leave, but extended periods of leave may also be referred to the RC&D Council and/or Executive Board for approval. Employees taking leave of any kind are required to record such leave on the daily time sheets and on the time and attendance input.  These documents serve as official records of actual days worked, actual time taken as leave, the type of leave used, and leave balances.  In addition, leave requests over three (3) days must be submitted on a Dakota Prairies RC&D Leave Request Form.  The employee’s supervisor must sign and/or initial all leave slips.





Retroactive approval may be granted only when the employee has a clearly justifiable reason (such as emergencies or other unanticipated situations) for not obtaining prior approval.  Under some circumstances, leave (annual or sick leave) may be advanced to an employee.  Advanced leave requires prior approval from the supervisor and RC&D Council or Executive Board.





Most leave policies are congruent with those provided for USDA-NRCS federal employees, but the RC&D Council reserves the right to modify leave policies as needed to serve in the best interests of the Council.





30.1	ANNUAL LEAVE AND/OR VACATION PAY





Annual leave or vacation pay is an approved absence from work with pay for personal needs such as rest and recreation, personal business, and for emergencies.  Annual Leave is earned after the first two weeks but cannot be used until the employee’s probationary period is completed.  Annual leave of three (3) consecutive working days or less may be approved verbally.  Requests for more than three (3) working days must be submitted in advance in writing to the delegated supervisor for prior approval.  Changes in scheduled leave of three (3) days or more should be noted in writing and/or initialed on written notices by the supervisor.





In congruence with USDA-NRCS policy, all employees who have a regularly scheduled tour of duty and whose appointments are for 90 days or more or who have successive temporary appointments for a continuous period of 90 days without a break in service earn annual leave.  Intermittent employees do not earn leave because they do not have a regularly scheduled tour of duty.





Full-time employees are credited with leave at the beginning of each bi-weekly period as follows:





Years of Service		Earned each two weeks (beginning on January 1st) 





1 to 3 years			4 hours each two weeks; 104 hours or 13 days/year





3 to 15 years			6 hours each two weeks plus an additional 4 hours for 


the last complete pay period of the calendar year (that is


the pay period that ends in December); this is


equivalent to 160 hours or 20 days per year.





15 or more years		8 hours each two weeks; 208 hours or 26 days per year.





Part-time employees whose appointments are for 90 days or more and who have regularly scheduled tours of duty set in advance are eligible to earn leave according to the number of hours worked as a part-time employee.  Part-time employees earn annual leave at the following rates:





Years of Service		Earned each two weeks (beginning on January 1st) 





1 to 3 years			1 hour for each 20 hours in pay status.


3 to 15 years			1 hour for each 13 hours in pay status.


15 or more years		1 hour for each 10 hours in pay status.


Annual Leave Ceilings:





A new leave year begins with the first full pay period in January.  The annual leave forward hours is the number of hours carried forward from the last pay period of the prior leave year.  A maximum number of hours, referred to as the ceiling, may be carried forward from one leave year to the next.  The annual leave ceiling is 120 hours of earned leave.  (This annual leave ceiling policy is effective as of February 9, 2000, as determined by resolution of the Council, and affects employees hired on or after that date).  Hours in excess of 120 hours on December 31 of each year will be forfeited.  As required by law, all earned annual leave, up to the maximum accumulation amount, is payable to the employee upon resignation, termination, or retirement.





Employees hired before February 9, 2000 are grand-fathered at the previous annual leave ceiling and will be allowed to carry annual leave up to the previously established ceiling of 240 hours of earned annual leave.  Hours in excess of 240 hours on December 31 of each year will be forfeited.





Employees are encouraged to take annual leave in block periods for an annual vacation (i.e. one or two weeks off at a time).  Positive action is to be taken by the delegated authority and employees to insure that annual leave is scheduled for use throughout the year to avoid situations in which employees approach the end of the year with a significant amount of annual leave to be used or forfeited.  Personnel who typically have to work to meet year-end deadlines, for example, should schedule their leave earlier in the year.  If employees are unable to use scheduled annual leave, they must reschedule it for use before the end of the leave year.











30.2	CREDIT LEAVE  (Revised from NRCS policy; effective March 1, 1997)





Credit hours are earned by full-time exempt employees in lieu of overtime pay for hours worked outside of the regular work schedule.  Exempt employees include those employees exempt from overtime pay requirements as defined by State and Federal Labor Laws.  Earning credit hours does not require supervisory approval.  Using credit hours does require supervisory approval.





Employees who work more than eight hours in a day are entitled to earn credit hours for the actual hours worked beyond the regular work schedule (based on a 40 hour work week, Monday through Friday).  Employees may not earn credit hours on a paid holiday.





Employees may carry forward, or accumulate credit hours from pay period to pay period, however, accumulated credit hour balances may not exceed 24 hours (three regular work days).





As with vacation leave, credit leave is a form of earned time, and is subject to the same laws regarding payment upon termination.  Non-exempt employees may not earn credit leave as State law requires overtime pay of time and one-half for hours worked over 40 hours per week for non-exempt employees.





Credit leave hours are to be used before annual leave time.





30.3	SICK LEAVE





Sick leave is an approved absence from work with pay when you are ill or in need of medical care.  Full-time employees earn sick leave at the rate of 4 hours for each bi-weekly period.  Sick leave is earned from the first pay period of employment.  Part-time employees earn sick leave at the rate of 1 hour for each 20 hours of duty.  To earn sick leave, part-time employees must have a regularly scheduled tour of duty set in advance.  Intermittent employees do not earn sick leave because they do not have a regularly scheduled tour of duty.





Unused sick leave accumulates without limit.  Employees are not entitled to payment of accumulated sick leave at the time of separation.





Employees eligible for sick leave are to be granted such leave if they are incapacitated for performance of their duties because of sickness, injury, pregnancy and confinement, and for medical, dental, or optical examination or treatment.  Employees may use sick leave for blood donation purposes, and for physical examinations not required by the RC&D.  If a physical examination is required by Dakota Prairies RC&D, (i.e. for on-the-job injuries) the time for the exam and/or initial emergency treatment is recorded as regular work hours rather than charged to sick leave.  Subsequent absences and/or exams will be charged to sick leave.





Employees must notify their supervisor as soon as possible when they are sick.  Requests for sick leave in excess of three (3) workdays in one period of absence must be supported by written medical evidence.  Sick leave of three (3) days or less may be verbally approved.  If extended sick leave is needed for medical reasons (i.e. surgery), employees should notify supervisors as soon as they become aware of the need and if possible, make plans to have their workload transferred to another responsible party in order to ensure continuity of the organizational workload.





For serious disabilities and ailments, an employee can draw as much as 30 days on anticipated future sick leave accruals if the disability surpasses his/her accumulation.  Prior approval is required before sick leave can be advanced.  Requests for advanced sick leave must be submitted in writing to the supervisor and the RC&D Council or Executive Board.








30.4	FAMILY FRIENDLY LEAVE ACT (see NRCS e-mail notice dated 1/2/1998 and 1/5/98).





Employees may use sick leave for care of a family member as defined by the Federal Employees Family Friendly Leave Act.  Full-time employees may use a total of up to 40 hours of sick leave each year to (1) care for a family member who is incapacitated as a result of physical of mental illness, injury, pregnancy, or childbirth; (2) assist a family member who receives medical, dental, or optical examination or treatment; and/or (3) make arrangements for or attend the funeral of a family member.  In addition, the regulations allow a full-time employee who maintains a balance of at least 80 hours of sick leave to use an additional 64 hours of sick leave per year for these purposes, bringing the total amount of sick leave available for family care or bereavement purposes to a maximum of 104 hours per year.  Part time employees have lower amounts they can use for these purposes.





Time away from work under the Federal Employee Family Friendly Leave Act is to be charged as transaction code 62 on the time and attendance input record.  In addition, the day and number of hours used are to be recorded in the remarks block of the time and attendance record.  Employees are responsible for keeping track of the cumulative hours used on a leave year basis, and for ensuring that the limitations noted above are not exceeded.





Under the Act, a family member is defined as:





Spouse, and parents thereof;


Children, including adopted children, and spouses thereof;


Parents of employee;


Brothers and sisters of employee; and spouses thereof;


Any individual related by blood or affinity whose close association with the employee is the equivalent of a family relationship.


(notice dated 9/17/98)





An employee who is absent because of sickness must notify the delegated authority as early as practicable on the first day of absence.  Requests for sick leave to be used for medical, dental, or optical examination or scheduled leave in excess of three (3) workdays in one period of absence must be supported by written medical evidence acceptable to the delegated authority.  Sick leave of three (3) days or less may be verbally approved.





The delegated authority has broad latitude in administering use of sick leave.  It is a normally acceptable procedure for the employee to provide medical evidence to the delegated authority immediately upon his/her return to work.  However, for periods of extended sick leave use or in instances where restrictive leave policy becomes necessary, the delegated authority may require the employee to provide medical evidence of incapacitation for duty before pre-approving sick leave.





Acceptable medical evidence for continuing or extended use of sick leave must include a physician’s diagnosis of the illness and a prognosis that is in sufficient detail that the supervisor can make a determination of when to reasonably expect the employee to be fit for duty.








30.5	COURT LEAVE FOR JURY DUTY AND WITNESS LEAVE





Employees who are not federal employees are usually eligible for jury and/or witness duty pay for the number of days they serve the court.  Pay rates may vary between the U.S. District Court and a county or state court.  Employees should inquire about the daily rate to the applicable court.





If called to serve, the employee may use vacation to perform jury duty and keep any jury duty fee paid.  Persons called to serve on jury duty are referred to by the courts as “jurors.”  A juror can request an excuse from jury duty service for personal reasons.  In addition, courts often recognize that key employees may not be able to serve on jury duty, if their absence is detrimental to the organization for whom they work.  As the juror, the employee can request the courts excuse them from jury duty, however, the request must come from the employee as juror, not from the employer.  Requests are usually evaluated by the courts on a case by case basis.





If an employee is summoned to testify in a non-official capacity in a judicial proceeding, the employee’s absence must be charged to annual leave or leave without pay.  Witness fees paid to an employee when serving in a non-official capacity may be kept by the employee.





If an employee of Dakota Prairies RC&D is summoned or assigned by the RC&D Council to testify in an official capacity; or to produce official records at a judicial proceeding, the time may be accounted for as regularly scheduled work hours.  Any fees paid a witness serving in an official capacity on behalf of the RC&D must be submitted to the Dakota Prairies RC&D.





If asked to witness or produce records, and serving in an official capacity, RC&D employees must consult with his/her supervisor and the RC&D Council or Executive Board concerning instructions about the employee’s appearance in the legal action and the acceptance of fees and allowances for appearing as a witness.  In addition, written approval from the Dakota Prairies RC&D Council and/or Executive Board is required before an employee can produce official records for a judicial proceeding.





The Dakota Prairies RC&D Council may secure the services of a lawyer for the purposes of providing instruction to an employee serving within official capacity, however, no part of the lawyer’s fees can be charged to that employee.








30.6	Leave OF ABSENCE





leave without pay may be granted to full-time or part-time employees who have maintained a satisfactory employment record, and if it is to the benefit of the Dakota Prairies RC&D and the employee.  All requests for leave without pay require prior approval from the supervisor and the RC&D Council or Executive Board.





An employee can be carried in a leave-without-pay status if he/she has no sick or annual leave available and also under various other circumstances.  Questions concerning leave without pay should be referred to your supervisor.








30.7	INCLEMENT WEATHER





RC&D employees are allowed leave with pay when inclement weather prevents them from getting to work or would put them or their family in danger.  The RC&D office will be closed on such days.  USDA-NRCS notices will be used as a guideline for determining whether or not the office should be closed and employees are released from duty.








30.8	REGISTRATION AND VOTING





Employees may be excused from duty to register or vote if the polls are not open at least three (3) hours before or after an employee’s regularly scheduled tour of duty.  If an employee’s voting place is beyond normal commuting distance and vote by absentee ballot is not permitted, the employee may be granted sufficient time off to make the trip to the polls to vote.  Time off in excess of ½ day is to be charged to annual leave, credit leave (if applicable) or to leave without pay if annual leave is not available.  Employees are to ascertain the hours during which polls are open in their voting jurisdiction and notify the supervisor to approve leave in advance.





30.9	TAKING EXAMINATIONS





An employee is not charged leave for time spent in taking an examination to qualify for his/her present position or for a position to which Dakota Prairies RC&D recommends the employee for promotion.








31.0	MILITARY DUTY





Federal law requires that employers allow members of the National Guard and Military Reserve to take leave to attend military training regardless of part-time or full-time status.





The law prohibits employees from being terminated or denied employment benefits because their military activities interfere with their jobs.  There is no limitation as to how many hours the employee can take for military leave.  Employees should request military leave from the employer with as much advance notice as possible.  Additional information is available from the North Dakota National Guard at (701) 224-5242.








32.0	RESIGNATIONS





Employees are encouraged to provide at least two weeks written notice of resignation.








33.0	MEAL AND TRAVEL EXPENSE GUIDELINES





Reasonable travel, meal, and accommodation costs while attending meetings and conferences on RC&D business will be paid, as provided for in the annual budget.  For expenditures over the budgeted amount, the employee must present a request for payment to the RC&D Council and/or Executive Board, prior to incurring the expense.  A travel voucher must be submitted covering each occurrence to receive payment.





33.1	LODGING





Maximum lodging rates are listed on the Dakota Prairies RC&D travel voucher for in-state travel and for out-of-state travel.  Receipts are needed for lodging expenses.





33.2	MEALS





Maximum per diem rates for meals are listed on the Dakota Prairies RC&D travel voucher for in and out-of-state travel.  Meals may be reimbursed for attending official business of the RC&D Council and/or program.  An annual budget is established for the reimbursement of meals and reimbursement is subject to the budgeted amount.





33.3	MILEAGE





Employees required to use their own automobiles on RC&D business may be paid mileage at an approved rate determined by resolution of the council and as stated on the travel voucher.  RC&D employees are provided the use of a government vehicle for official RC&D business, therefore, mileage reimbursement should not be a regular occurrence.  Employees must consult with their supervisor and complete an “Authorization to Drive Government Vehicle” form prior to driving government vehicles.





Employees must plan for mileage reimbursement in the annual budgeting process, and budgeted amounts must be approved by the RC&D Council prior to reimbursement.





33.4	OTHER:





Employees may occasionally incur other travel expenses for training programs, meetings, or conferences.  Such expenses may be in the form of registration fees, and/or travel other than by automobile.  Allowances are made for registration fees to training and/or conference events, and are established within the annual budgeting process.  Reimbursement of such fees are subject to these provisions.  In most cases, registration for training and/or conferences are paid directly by Dakota Prairies RC&D.





Training events and conference attendance for the upcoming year should be anticipated early on and requests presented to the RC&D Council at the annual business meeting when discussing the annual budget.  Dakota Prairies RC&D recognizes that training and conference opportunities will come up which are not budgeted for.  Requests to such events should be made on a case by case basis.
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