
AGENDA
CITY OF CONDON

REGULAR MEETING
128 SOUTH MAIN STREET, CITY HALL, CONDON, OREGON

Wednesday, November 4, 2020,  7:00 PM

  1.  CALL REGULAR MEETING TO ORDER 

  1.1. In Person & Zoom Meeting
https://us02web.zoom.us/j/81854678908?pwd=TlVyOUpRY0c5WWxrV1FTcnowanAvUT09

Meeting ID: 818 5467 8908
Passcode: 343632

  2.  ROLL CALL 

  3.  ADDITIONS TO AGENDA 

  4.  PUBLIC COMMENT 

  4.1. The Council may hear discussion of unannounced items from the floor and the comments on the agenda items.  
Comments are limited to five (5) minutes. 

  5.  CONSENT AGENDA 

  5.1. Review & Approve the October 7, 2020 Regular City Council Minutes 

  5.2. Review October Accounts Payable  

  5.3. Review & Approve Construction Payment to Kirby Nagelhaut Construction Company (if over $50,000 invoice) 

  5.4. Review  VISA Statements 

  5.5. Housing Project Update 

  6.  OLD BUSINESS 

  6.1. City Hall Remodel Update  

  6.2. Fiber RFP Update 

  6.3. Consider Condon School District Swimming Pool Lease  

  6.4. COVID­19 Update  

  7.  NEW BUSINESS 

  7.1. Waste Management Annual Report ­ Leah Shannon 

  7.2. Review City of Condon Employee Handbook  

  7.3. Discuss Request from Condon Chamber of Commerce for Skate/Bike Park 

  7.4. Discuss Memorial Hall Upgrade/Appliances 



  8.  STAFF REPORTS 

  8.1. Public Works ­ Public Works Superintendent Gibb Wilkins 

  8.2. Police ­ Gilliam County Sheriff Gary Bettencourt 

  8.3. Administration ­ City Administrator Kathryn Greiner 

  9.  COUNCIL INFORMATION 

  10.  NEXT REGULAR MEETING DATE 

  10.1. The next regular meeting of the Condon City Council will be Wednesday, December 2, 2020, 7 p.m. 

  11.  ADJOURN REGULAR MEETING 

If necessary, Executive Session may be held in accordance with ORS 192.660(2)() As this is a regular meeting of the Condon City Council, other matters may be 
addressed as deemed appropriate by the Council.  Assisted listening device is available for persons with impaired hearing and should be scheduled for council meetings 
three working days prior to the Council meeting.  The City of Condon is an Equal Opportunity Provider and Employer.  Complaints of discrimination should be sent to 
City of Condon Administrator, PO Box 445, Condon, OR  97823

Agenda prepared and distributed October 29, 2020 



City of Condon
Regular Council Meeting Minutes

Wednesday, October 7, 2020
7:00 PM

  1.  CALL REGULAR MEETING TO ORDER 

  Mayor Jim Hassing called the Zoom meeting to order at 7 p.m.  

  1.1. Join Zoom Meeting

https://us02web.zoom.us/j/87350137348?pwd=UGhKOHhDQTczK0tsSW5FbG9SRVMrQT09

Meeting ID: 873 5013 7348
Passcode: 550011

 

  2.  ROLL CALL 

  Present:  Mayor Jim Hassing; Councilors Tom Fatland, Donald Jamieson, Michael Cronk, and Dawn Parm; City Administrator 
Kathryn Greiner, Public Works Superintendent Gibb Wilkins and Gilliam County Sheriff Sergeant Tory Flory.

Absent:  Councilors Jan Stinchfield and Brian Barnett.  
  3.  ADDITIONS TO AGENDA 

 

  3.1. Add Gilliam County Historical Society Thank You Letter in Councilor Information 

 

  4.  PUBLIC COMMENT 

 

  4.1. The Council may hear discussion of unannounced items from the floor and the comments on the agenda items.  
Comments are limited to five (5) minutes. 

  None  

  5.  CONSENT AGENDA 

 

  5.1. Review & Approve September 2, 2020 Regular City Council Meeting Minutes 

  A motion was made by Councilor Jamieson to approve the September 2, 2020 regular Condon City Council meeting 
minutes. The motion was seconded by Councilor Fatland and approved unanimously.   



  5.2. Review September Accounts Payable 

  Councilor Fatland asked about the Ferguson bill and PW Wilkins stated that it was supplies for the water line that included 
valves, elbows and water meters.  Councilor Cronk asked about the invoice to Integrated Weed which PW Wilkins said it was 
bugs to eat knapweed at City Farm since spraying is not allowed by the wells.  Councilor Cronk also asked about welding 
costs and if the City crew could do welding. PW Wilkins stated that although the staff can weld, this was a job at the transfer 
station that was more complicated than they felt they could do.   

  5.3. Review VISA Statements 

  No questions on the VISA statements. 

  5.4. Approve Payment to Kirby Knagelhout Construction Company for City Hall Remodel 

  Council received a payment request from Kirby Nagelhaut Construction Company for $111, 060.70 for the work done in 
September.  Councilor Cronk asked if this was a reasonable amount.  CA Greiner stated that it was correct as a lot of the work 
was completed in September and that all payments over $50,000 must be approved by City Council.  She noted that $42,795 
remained on the contract for the project.  

A motion was made by Councilor Fatland to approve the payment of $111, 060.70 to Kirby Nagelhaut Construction 
Company. The motion was seconded by Councilor Parm and approved unanimously.   

  6.  OLD BUSINESS 

 

  6.1. COVID­19 Update 

  CA Greiner noted that there is approximately $500 left in the Condon Food Pantry funds for residents and that at this time 
there was not a need to add funds to that account.  She said that there is still a "no shut off" mandate from the state, and that 
there are not that many delinquent accounts and recommended that the late fees continue to be waived while the mandate is in 
order.     She also recommended that the Council reinstate the water costs to the businesses since they are all now open to the 
public, with the addition that it be reviewed if COVID caused another shut down in the next few months.  

It was the consensus of the Council to continue no finance charges on late payments and to reinstate the business utility 
accounts as of the payments due this month.  

CA Greiner updated the Council that of the $25,000 left of the CARES act funds of approximately $16,000 would be used for 
the new Zoom system and door of City Hall.  These funds must be used by December 31, 2020.   

  6.2. City Hall Remodel Update 

  CA Greiner reported that there is a change order for a new electrical panel and new front door for a cost of approximately 
$8,500.  These should be the last change orders as the project is expected to be completed within the next two weeks.  The 
crew is waiting for inspections to close up the ceiling and complete the plumbing and other finish work.  She said that internet 
connections have been completed with the work of Josh Hendricks and electrician.  CA Greiner asked if the Council wanted 
to be involved with the selection of the conference tables and other furnishings.  They asked the staff to make those 
decisions.   

  7.  NEW BUSINESS 

 



  7.1. Discuss Condon Community Swimming Pool Lease ­ Condon School District Representative  

  Nichole Schott, Condon School District (CSD) Board Director, stated that the school was hoping to renew the lease for the 
City of Condon to operate the Community Swimming Pool and discuss the school writing a grant to Gilliam County for pool 
repairs.  A letter was included in the Council packet from CSD Superintendent Michelle Geer stating that earlier in the year in 
a meeting with the City Administrator it was agreed that the District would write a grant for repairs in 2021.  The letter also 
indicated that they are prioritizing the pool repairs and will re­evaluate in Spring of 2021. Schott stated that the City had 
added language to the lease that regarding the District's responsibility for major repairs.  CA Greiner stated that she had asked 
the City Attorney to add the language as it was agreed upon at the earlier meeting.  Schott stated that she was not a member of 
the school board in 2011 when this agreement was made and the school did not want to be financially responsible for pool 
repairs.  

Councilor Fatland stated that he was a member of the group that made the agreement in 2011, and it was consensus that the 
school would retain ownership and continue to partner in its operation.  He said that the school wanted to deed it to the City or 
Gilliam County, but the final agreement was a partnership where Gilliam County would finance the operations, City of 
Condon would operate it and CSD would retain ownership.  Councilor Fatland stated that the City is asking CSD to write the 
grant and that the City didn't expect them to fund but find a way to fund it.    Schott stated that she would discuss with the 
board, but that at this time the board has a lot on its plate with COVID requirements and the design and construction of their 
new building.  Councilor Fatland stated that he appreciated the efforts of CSD but wanted a timeline of when the District 
would apply for the grant for the pool repairs and realized that Geer was tied up until spring of 2021.    Schott asked if the 
City would continue operations if the school board was uncomfortable with the language and have it removed.  Councilor 
Fatland stated that this language should have been in the the original agreement and said he "strongly encouraged" the school 
to sign the agreement with this language included.

Councilor Jamieson stated that he was originally opposed to the City being in the pool business and is not convinced the City 
should continue.  He added that even before COVID the school had an excuse that they could not participate in this 
partnership, and have continued to say that they couldn't do any tasks.  Councilor Fatland offered to attend the next school 
board meeting to discuss the pool lease, operations and the original agreement.

It was the consensus of the Council to table the swimming pool agreement until after CSD board met to discuss the lease.       
  7.2. Discuss and Approve Gilliam County Fire Services Agreement 

  The Council received a new Intergovernmental Agreement with Gilliam County Fire Services which includes the cities of 
Condon and Arlington, North and South Fire Protection Districts and Gilliam County.  CA Greiner explained that city 
Attorney Wyatt Baum had reviewed it and added the language if the IGA was ever dissolved.  The agreement was presented 
at the Gilliam County Court earlier in the day and approved.  The dates added at the beginning of the agreement was that it 
would go into effect January 1, 2021.  Councilor Jamieson, member of the GCFS board had no issues with the agreement.

A motion was made by Councilor Fatland to approve the Gilliam County Fire Services Intergovernmental Agreement 
effective January 1, 2021. The motion was seconded by Councilor Jamieson and approved unanimously.    

  7.3. Review Draft Fiber Request for Proposal  

  The Council received a draft Request for Proposal for Broadband Partnership.  CA Greiner stated that she had worked with 
Adam Haas and Fiber Committee members Councilors Jamieson and Stinchfield.  No one had any questions on the RFP that 
is dated to distribute November 4, 2021.

A motion was made by Councilor Jamieson to approve the Request for Proposals for broadband partnership to be 
sent out November 4, 2020. . The motion was seconded by Councilor Parm and approved unanimously.   



  7.4. Review Draft Housing Request for Proposal  

  Council received the first draft of a Request for Proposals (RFP) for a developer for the housing project.  CA Greiner noted 
that although the preliminary title report was received that day, the City has 30 days to review and note any issues with the 
report before it is deeded to the City.  Therefore, the City does not own this property at this time to put out an RFP.  Kirk 
Fatland, contract planner, stated that this RFP was suggestions for the councilors, suggested that it go to Wyatt for a review 
and asked if the Council wanted to know more information about the proposers.  He added a selection criteria to evaluate the 
proposals.  CA Greiner stated that she added in underground utilities are a requirement.  Councilor Jamieson stated that he 
didn't like the term "stick built" and suggested that it must be "approved by the Oregon Building Codes."  CA Greiner asked if 
mobile homes fit under that category, with Councilor Jamieson stating that it was under a different code. CA Greiner asked if 
they wanted to allow individuals buy a lot prior to issuing the RFP.  Councilor Fatland stated he liked the flexibility in 
allowing purchase of less than the entire development.  Councilor Jamieson said his concern was that the City was not experts 
on real estate and best to put the RFP out and see what we get.  Fatland stated that he discussed this with City of Rufus which 
had a similar project and they had hired a real estate agent to sell the lots. 

It was discussed that Fatland and CA Greiner would go back and make some changes to the document and bring it back to the 
Council.  The timing of putting the RFP was discussed as the infrastructure may not be completed until summer of 2021.  It 
was determined to issue the RFP in Spring of 2021.   

  7.5. LOC Water Service 

  League of Oregon Cities (LOC) has offered a program that would allow residents to purchase insurance for issues with water 
and sewer lines.  The City would receive $0.50 per policy written and would jointly assist the company to educate and 
promote the policy.   It was the consensus of the Council to not participate in this program.   

  8.  STAFF REPORTS 

 

  8.1. Public Works ­ Public Works Superintendent Gibb Wilkins 

  PW Wilkins reported that 7.9 million gallons of water was pumped in September and they are seeing a decrease due to a 
season change.  He noted that several of the staff were unable to work outside due to the air quality due to smoke.  The crew 
is working on the Spring Street line which is now at East Street and will eventually going to connect to line on Jefferson 
Street.  They will charge it and start making the service connections on Spring Street and resume the project next spring.  PW 
Wilkins said that the greens at the golf course had been aerated and sanded for the year.  He noted that the streetlight at the 
corner of Main and Walnut had been hit once again and he is in the process of getting a replacement.   He added that ODOT 
was to come to the October planning commission with ADA ramp plans, but it has been postponed for at least another month.  
Councilor Jamieson asked if the engineering has started on the golf course water project and PW Wilkins said that Anderson 
Perry are to start it this fall.  

  8.2. Police ­ Gilliam County Sheriff Gary Bettencourt 

  Sergeant Flory stated that their department has been patrolling Main Street Condon as it has ramped up with hunting season in 
progress. He noted that there were no other issues.  



  8.3. Administration ­ City Administrator Kathryn Greiner 

  CA Greiner stated that she has a draft of the employee handbook that needs some questions regarding leave for part time 
employees that she wonders if it needs to go to committee prior to the full council.  Currently, no leave is offered for part time 
employees that constitutes anyone less than 40 hours a week. It was consensus to have it got to the Finance Committee for 
first review.  CA Greiner said that LOC has offered a scholarship for the virtual annual conference next week and asked if any 
of the Council would like to attend.  No one is interested so CA Greiner will participate in some of the conference if possible.  
  CA Greiner gave an update of recent grants written ­ ODOT Safe Routes to School for $680,000 with a $136,000 match; 
Gilliam County Capital Investment grant for the match of the ODOT SRTS grant of $136,000; and Gilliam County Capital 
Investment Grant for 55% of the estimate portion of providing infrastructure to the CSD baseball field housing project.  She 
noted that she had to prioritize the Gilliam County grants and she gave the infrastructure grant as number one since it was 
going to move forward next spring and the SRTS match grant as number two because if they don't get the grant, it would need 
to roll into another grant in the next cycle.    Lastly, CA Greiner noted that State Representative Greg Smith is having a zoom 
meeting next Monday for Mayors, Councilors or city staff to discuss the needs of our entity.  No one was available so CA 
Greiner will attend that virtual meeting.    

  9.  COUNCIL INFORMATION 

 

  9.1. DEQ Transfer Station Review  

 

  9.2. Waste Management Chamber of Commerce Contribution Letter 

 

  9.3. *** Addition ** Gilliam County Historical Society Thank You Letter  

 

  10.  NEXT REGULAR MEETING DATE 

 

  10.1. The next regular Condon City Council meeting is Wednesday, November 4, 2020 at 7 p.m.  

 

  11.  ADJOURN REGULAR MEETING 

  Mayor Hassing adjourned the meeting at 8:04 p.m.    

________________________________Date ________
Jim Hassing, Mayor

ATTEST: ________________________________    Date  ______________
                  Kathryn Greiner City Administrator



City of Condon Payment Approval Report - Condon AP Page:     1

Report dates: 10/1/2020-10/31/2020 Oct 09, 2020  11:41AM

Report Criteria:

Detail report.

Invoices with totals above $0.00 included.

Paid and unpaid invoices included.

Vendor Vendor Name Invoice Number Description Invoice Date Net Invoice Amount Amount Paid Date Paid

ARAMARK UNIFORM SERVICES

115 ARAMARK UNIFORM SERVICES SEP 2020 Admin Janitorial 09/30/2020 672.11 .00

          Total ARAMARK UNIFORM SERVICES: 672.11 .00

AT&T MOBILITY

599 AT&T MOBILITY 872564008X09 PW Cell Phone 09/06/2020 6.83 .00

599 AT&T MOBILITY 872564008X09 PHONE 09/06/2020 6.84 .00

          Total AT&T MOBILITY: 13.67 .00

BAUM SMITH LLC

831 BAUM SMITH LLC 26283 Admin Legal 09/22/2020 157.50 .00

          Total BAUM SMITH LLC: 157.50 .00

BENNETT'S POINT S TIRE & AUTO

859 BENNETT'S POINT S TIRE & AU 1042755 Lawn Mower repair 09/04/2020 84.00 .00

859 BENNETT'S POINT S TIRE & AU 1043009 Lawn Mower repair 09/23/2020 35.00 .00

859 BENNETT'S POINT S TIRE & AU 1043070 2005 Chevy Repair 09/28/2020 381.92 .00

859 BENNETT'S POINT S TIRE & AU 1043070 2005 Chevy Repair 09/28/2020 381.93 .00

          Total BENNETT'S POINT S TIRE & AUTO: 882.85 .00

BOHN'S PRINTING

148 BOHN'S PRINTING 80448 Copier Charge 10/01/2020 9.10 .00

          Total BOHN'S PRINTING: 9.10 .00

BOX R WATER ANALYSIS LAB

151 BOX R WATER ANALYSIS LAB 42594 E coli Coliform Testing 08/16/2020 36.50 .00

151 BOX R WATER ANALYSIS LAB 42594 SAMPLE COLLECTION/TRANSP 08/16/2020 27.00 .00

151 BOX R WATER ANALYSIS LAB 42654 MPN/ Enumeration 08/20/2020 55.00 .00

151 BOX R WATER ANALYSIS LAB 42890 Biochemical Oxygen 09/12/2020 99.00 .00

151 BOX R WATER ANALYSIS LAB 42902 E coli Coliform Testing 09/12/2020 36.50 .00

151 BOX R WATER ANALYSIS LAB 42902 SAMPLE COLLECTION/TRANSP 09/12/2020 27.00 .00

          Total BOX R WATER ANALYSIS LAB: 281.00 .00

City of Condon

184 City of Condon SEP 2020 Utility Payments Business Credit  09/30/2020 333.15 .00

          Total City of Condon: 333.15 .00

COLUMBIA BASIN ELECTRIC

169 COLUMBIA BASIN ELECTRIC SEP 2020 City HALL 09/23/2020 98.13 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Golf Course 09/23/2020 46.97 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 MAIN ST PARK 09/23/2020 97.30 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Memorial Hall 09/23/2020 37.00 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Golf Course 09/23/2020 41.44 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Disposal 09/23/2020 140.65 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Sewer Plant w pivot 09/23/2020 292.15 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Golf Course 09/23/2020 119.10 .00



City of Condon Payment Approval Report - Condon AP Page:     2

Report dates: 10/1/2020-10/31/2020 Oct 09, 2020  11:41AM

Vendor Vendor Name Invoice Number Description Invoice Date Net Invoice Amount Amount Paid Date Paid

169 COLUMBIA BASIN ELECTRIC SEP 2020 City Farm 09/23/2020 2,832.86 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Street Lights 09/23/2020 1,444.25 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 City Farm 09/23/2020 40.29 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Golf Course 09/23/2020 128.88 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Swimming Pool 09/23/2020 515.51 .00

169 COLUMBIA BASIN ELECTRIC SEP 2020 Library 09/23/2020 182.02 .00

          Total COLUMBIA BASIN ELECTRIC: 6,016.55 .00

CONDON HIGH SCHOOL

183 CONDON HIGH SCHOOL SEP 2020 Yearbook Adv 09/30/2020 20.00 .00

          Total CONDON HIGH SCHOOL: 20.00 .00

DEPT. OF ENVIRON. QUALITY

222 DEPT. OF ENVIRON. QUALITY WQ21DOM-07 Water Quality Permit 09/11/2020 1,684.00 .00

          Total DEPT. OF ENVIRON. QUALITY: 1,684.00 .00

DEVIN OIL COMPANY

224 DEVIN OIL COMPANY AUG 2020 PW Fuel 08/31/2020 247.11 .00

224 DEVIN OIL COMPANY AUG 2020 Water 08/31/2020 188.29 .00

224 DEVIN OIL COMPANY AUG 2020 Sewer Fuel 08/31/2020 188.30 .00

224 DEVIN OIL COMPANY SEP 2020 PW Fuel 09/30/2020 946.84 .00

          Total DEVIN OIL COMPANY: 1,570.54 .00

HATTENHAUER DIST.

304 HATTENHAUER DIST. CL94887 Water 09/30/2020 27.70 .00

304 HATTENHAUER DIST. CL94887 Sewer 09/30/2020 28.71 .00

304 HATTENHAUER DIST. CL94887 Golf 09/30/2020 69.37 .00

304 HATTENHAUER DIST. CL94887 Park Fuel 09/30/2020 57.92 .00

          Total HATTENHAUER DIST.: 183.70 .00

HOME TELEPHONE COMPANY

766 HOME TELEPHONE COMPANY SEP 2020 Administration 10/01/2020 133.23 .00

766 HOME TELEPHONE COMPANY SEP 2020 Water 10/01/2020 147.64 .00

766 HOME TELEPHONE COMPANY SEP 2020 Sewer 10/01/2020 164.57 .00

766 HOME TELEPHONE COMPANY SEP 2020 Pool 10/01/2020 47.78 .00

          Total HOME TELEPHONE COMPANY: 493.22 .00

INLAND CHEMICAL SERVICE

324 INLAND CHEMICAL SERVICE 92020032 Golf Supplies/Fertilizer 09/30/2020 100.00 .00

          Total INLAND CHEMICAL SERVICE: 100.00 .00

INLAND DEVELOPMENT CORPORATION

897 INLAND DEVELOPMENT CORP SEP 2020 MRC Fiber Project 10/01/2020 2,000.00 .00

          Total INLAND DEVELOPMENT CORPORATION: 2,000.00 .00

JAMES, JESSICA

1510 JAMES, JESSICA SEP 2020 W/S DEPOSIT REFUND 10/01/2020 67.10 .00

          Total JAMES, JESSICA: 67.10 .00
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JAMIESON & MARSHALL

328 JAMIESON & MARSHALL SEP 2020 Water Supplies 10/01/2020 26.50 .00

          Total JAMIESON & MARSHALL: 26.50 .00

JOHN DEERE FINANCIAL

248 JOHN DEERE FINANCIAL W10907 Park Repair & Maintenance 09/26/2020 533.73 .00

          Total JOHN DEERE FINANCIAL: 533.73 .00

KIRBY NAGELHOUT CONSTRUCTION CO.

1500 KIRBY NAGELHOUT CONSTRU SEP 2020 City Hall Remodel Contract Paym 10/05/2020 111,060.70 .00

          Total KIRBY NAGELHOUT CONSTRUCTION CO.: 111,060.70 .00

LRS ARCHITECTS

862 LRS ARCHITECTS 18068 City Hall Remodel 09/30/2020 1,401.25 .00

          Total LRS ARCHITECTS: 1,401.25 .00

M & A AUTO PARTS

371 M & A AUTO PARTS SEP 2020 Water 09/30/2020 9.99 .00

371 M & A AUTO PARTS SEP 2020 Golf MISC 09/30/2020 45.49 .00

371 M & A AUTO PARTS SEP 2020 Water 09/30/2020 17.62 .00

371 M & A AUTO PARTS SEP 2020 Sewer 09/30/2020 17.62 .00

371 M & A AUTO PARTS SEP 2020 Sewer 09/30/2020 5.69 .00

371 M & A AUTO PARTS SEP 2020 Park 09/30/2020 15.49 .00

371 M & A AUTO PARTS SEP 2020 SUPPLIES 09/30/2020 18.49 .00

371 M & A AUTO PARTS SEP 2020 SUPPLIES 09/30/2020 327.55 .00

371 M & A AUTO PARTS SEP 2020 Water 09/30/2020 12.23 .00

371 M & A AUTO PARTS SEP 2020 Sewer 09/30/2020 12.23 .00

371 M & A AUTO PARTS SEP 2020 Sewer 09/30/2020 6.49 .00

371 M & A AUTO PARTS SEP 2020 Golf MISC 09/30/2020 1.99 .00

371 M & A AUTO PARTS SEP 2020 Golf MISC 09/30/2020 5.69 .00

371 M & A AUTO PARTS SEP 2020 Sewer 09/30/2020 30.00 .00

371 M & A AUTO PARTS SEP 2020 Park 09/30/2020 10.00- .00

          Total M & A AUTO PARTS: 516.57 .00

MORROW COUNTY GRAIN GROW.

377 MORROW COUNTY GRAIN GRO 74624 Pool Propane 09/30/2020 238.50 .00

          Total MORROW COUNTY GRAIN GROW.: 238.50 .00

OFFICE DEPOT

427 OFFICE DEPOT 127229976001 Office Supplies 09/25/2020 163.53 .00

427 OFFICE DEPOT 127230705001 Public Works Supplies 09/25/2020 56.40 .00

427 OFFICE DEPOT 127230705001 Public Works Supplies 09/25/2020 56.39 .00

          Total OFFICE DEPOT: 276.32 .00

PIERCE, RENATE

1509 PIERCE, RENATE SEP 2020 W/S DEPOSIT REFUND 09/16/2020 99.57 .00

          Total PIERCE, RENATE: 99.57 .00

S. GILLIAM RFPD

505 S. GILLIAM RFPD 2020-2021-2 2020-2021 PAYMENT 10/08/2020 11,000.00 .00



City of Condon Payment Approval Report - Condon AP Page:     4

Report dates: 10/1/2020-10/31/2020 Oct 09, 2020  11:41AM

Vendor Vendor Name Invoice Number Description Invoice Date Net Invoice Amount Amount Paid Date Paid

          Total S. GILLIAM RFPD: 11,000.00 .00

SNIPES MTN. SAND

513 SNIPES MTN. SAND 578805 GC Sand 09/28/2020 144.00 .00

          Total SNIPES MTN. SAND: 144.00 .00

STATE OF OREGON DAS

685 STATE OF OREGON DAS AIE2467 ETHICS FEE 09/09/2020 548.87 .00

          Total STATE OF OREGON DAS: 548.87 .00

TENNESON ENGINEERING

533 TENNESON ENGINEERING 20-598 Planning Consultant 09/15/2020 5,631.50 .00

          Total TENNESON ENGINEERING: 5,631.50 .00

TWO BOYS MEAT & GROCERY

548 TWO BOYS MEAT & GROCERY SEP 2020 Water 09/25/2020 6.57 .00

548 TWO BOYS MEAT & GROCERY SEP 2020 Golf 09/25/2020 14.78 .00

548 TWO BOYS MEAT & GROCERY SEP 2020 Janitorial 09/25/2020 20.96 .00

          Total TWO BOYS MEAT & GROCERY: 42.31 .00

UPS FREIGHT

1508 UPS FREIGHT 31241032 METER BOXES 09/21/2020 6,761.48 .00

1508 UPS FREIGHT 31261044 MANHOLE COVERS 09/28/2020 1,515.56 .00

          Total UPS FREIGHT: 8,277.04 .00

VISA

559 VISA SEP 2020 6910 OFFICE SUPPLIES 09/21/2020 240.97 .00

559 VISA SEP 2020 6910 SUPPLIES 09/21/2020 14.16 .00

559 VISA SEP 2020 6910 CONSTRUCTION SUPPLIES 09/21/2020 542.82 .00

          Total VISA: 797.95 .00

          Grand Totals:  155,079.30 .00

                     Dated: ______________________________________________________

                     Mayor: ______________________________________________________

City Admininstrator: _____________________________________________________

Report Criteria:

Detail report.

Invoices with totals above $0.00 included.

Paid and unpaid invoices included.











 

 

 

Quarterly Report – Q3 and YTD 

 

Columbia Ridge 

Volumes 2020 Q3: 752,782 tons, up 4% vs 2019 

Volumes 2020 YTD: 2,095,367 tons, up 4.9% vs 2019 

Host Fees paid to Gilliam County 2020 Q3: $1,271,900 

Host Fees paid to Gilliam County 2020 YTD: $3,451,823 

 

Chemical Waste Management 

Volume 2020 Q3:14690.72 tons, down 49% vs 2019   

Volume 2020 YTD: 38,659.75 tons, down 72% vs 2019 

Host Fees paid to Gilliam County 2020 Q3: $17335 

Host Fees paid to Gilliam County 2020 YTD: $45,618 

 

Site Updates: 

 

Safety – 

CRLRC 146 days with no lost time incidents, lunch was catered by Spooky’s in The 

Dalles for both shifts. 

Chem Waste – 2 lost time injuries Dust in eye injury and a Shoulder injury (overuse),  
Eye injury has prompted us to purchase safety glasses that provide a higher level of 
protection.  
 
COVID-19 – As you know, safety and people are core values for Waste Management. 
We are focused on maintaining a healthy and safe work environment.  
 



This means new procedures to ensure social distancing, no large group meetings, 
regular disinfecting in common areas, in additional to the regular health and safety 
protocols involving PPE and safety procedures.  We are adapting to the new rules 
issued by OSHA, WM actually is a bit more protective in the office and outdoor 
requirements. Requiring masks unless you can close your office door and masks 
outdoors if you are unable to maintain 6 feet of distance 
 
The good news is we are serving our customers on normal schedules. Our hauling 
sites, recycling facilities, transfer stations and landfills are all open at this time. We are 
very proud of our frontline teammates who are essential to keeping our communities 
safe and clean. 
 
At a time like this, when so many businesses are struggling with layoffs, we don’t want 
employees worrying about how they’re going to pay rent. The “40 hours per week” 
commitment came directly from our CEO as a way to ensure “peace of mind” and 
financial security during this uncertain time. 

 
Compliance – 
  

CWM continues to work cooperatively with Oregon regulatory agencies regarding the 
notice of violation that the facility received in February. The notice related to materials 
accepted from North Dakota between 2016 and 2019.  
Town hall meetings were held on September 30th related to risk analysis and a 
corrective action plan. Oregon Department of Energy delivered a description of the 
study and the proposed corrective action.   The new information is helpful in that it 
validates the Department of Energy’s early assessment, indicating very low risk 
associated with the material. With the information gained during this Risk Assessment, 
The Department of Energy confirmed that there’s “no current or future threat to 
employees, the public or the environment.”  
The public comment period on this report ends on November 8th.  
   These are the links available for reviewing the documents and the presentation done 
by ODOE CWM website and the link for commenting on the 
proposalODOE.comments@Oregon.gov 
 
DEQ issued a fine of $60,000 for a compliance issue that we self-reported.  When we 
learned there was a discrepancy between our operations and our Waste Approval plan, 
for screening waste we immediately re-instated the proper procedure with staff.  To 
further that screening of potentially radioactive waste, we continue to use a 3rd party 
expert in radioactive evaluation and DOE for screening new waste streams prior to final 
approval.  The next step will be the installation of the Portal Monitor, this is a drive thru 
radiation screening instrument that will detect loads that have potential problems.  This 
is an element of the Corrective Action required by DOE. 

 
Hiring –  

CRL:  Laborer’s position’s still open 

http://wmnorthwest.com/landfill/chemicalwaste.htm
mailto:ODOE.comments@Oregon.gov


CWM: Electrician and Material Handler 

CRL Projects - 2020 

• Installation of the gondola bridge enclosure completed 

• Improvements to truck ramp area at the gondola bridge waiting to finish Track 6 

• Installation of Flare 4 Completed, source testing first week of November 

• Hydroseeding of areas with interim cover last week of October.  These areas 

were seeded with an approved seed mix as prescribed by Gilliam County Soil  

Conservation District Office in Condon. 

• Leachate pond 1 demolished and completely re-lined to the same standard as 

leachate Pond 2 (double lined) 

CWM Projects – 2020 

• Part B Permit Renewal continues, we are working with DEQ and EPA on 

finalizing the documents for the final submittal 

• Class III Permit modification – This permit modification will be for a Specialty 

landfill to manage non-hazardous special wastes in an environmentally safe 

manner and create capacity planning for future clean ups.   

• Final closure of Landfill 13, drill seeding and hydro seeding was completed the 

week of Oct 13th, once the CQA is received from the engineering firm, it will be 

submitted to DEQ for final approval. 

 

Employee/Community Engagement 

• Working to educate the team, keep them updated on current events 

• Encouraging social distancing, mask wearing 

• Donation of school supplies to k-12 kids in Condon and Arlington 

• Donation to the Gilliam County Fair Auction 

• Donation to the Condon Chamber of Commerce $12,500 (Arlington will be 

receiving their check in October) 

• WM will be participating in Trunk or Treat in Condon and Arlington 

• Donation of stocking caps to Arlington School for the kids 

 

  



 

 

For Gilliam County, City of Arlington, City of Condon  

Who to contact at Waste Management 
 
Questions and feedback about operations at Columbia Ridge: 
 
Alan Anderson, Senior District Manager  
cander21@wm.com 
Office 541-454-3209  cell 541-705 5084 
 
Leah Shannon, Environmental Protection Manager 
Lshanno3@wm.com 

Office 541-454-3211           Cell 541-371-0869 
 
 

Questions and feedback about Chem Waste: 
 

Bob Mulholland, District Manager 
rmulholl@wm.com 
Office 541-454-3265  cell 541-371-0646 
 
Leah Shannon, Environmental Protection Manager 
lshanno3@wm.com 
Office 541-454-3211  cell 541-371-0869 
 
 

Questions and feedback about Metro, about the WM-Metro contract, 
and about communications with Metro and the media:  
 
Dean Kampfer (liaison to Metro) 
dkampfer@wm.com 
office 503.493.7831   cell 503-849-6444  
 
Jackie Lang (communications and alignment)  
jjlang@wm.com 
office 503.493.7848   cell 503-705-0007  

mailto:cander21@wm.com
mailto:Lshanno3@wm.com
mailto:rmulholl@wm.com
mailto:cander21@wm.com
mailto:dkampfer@wm.com
mailto:jjlang@wm.com%3cmailto:jjlang@wm.com%3cmailto:jjlang@wm.com%3cmailto:jjlang@wm.com
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Welcome! 

Welcome to City of Condon, we’re glad to have you on our team. We believe that our 

employees are our most valuable assets.  

This employee handbook describes, in summary, the personnel policies and procedures 

that govern the employment relationship between City of Condon and its employees, 

other than those found in applicable collective bargaining agreements. The policies 

stated in this handbook are subject to change at any time at the sole discretion of City 

of Condon with or without prior notice. This handbook supersedes any prior handbooks 

or written policies of City of Condon that are inconsistent with its provisions. It does not, 

however, substitute for collective bargaining agreement provisions  

This handbook does not create a contract of employment between City of Condon and 

its employees. With the exception of employees who are subject to a collective 

bargaining agreement, all employment at City of Condon is “at will.” That means that 

either you or City of Condon may terminate this relationship at any time, for any reason, 

with or without cause or notice (unless you are subject to a collective bargaining 

agreement or written contract of employment). No supervisor, manager, or 

representative of City of Condon other than the City Administrator  has the authority to 

enter into any agreement with you regarding the terms of your employment that 

changes our at-will relationship or deviates from the provisions in this handbook, unless 

the change or deviation is put in writing and signed by City of Condon. 

You may receive updated information concerning changes in policy from time to time, 

and those updates should be kept with your copy of the handbook. If you have any 

questions about any of the provisions in the handbook, or any policies that are issued 

after the handbook, please ask City Administrator. 

 

Sincerely, 

Kathryn Greiner 

City Administrator 

City of Condon
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I. Equal Employment Opportunity (EEO) Policies 

The following EEO Policies apply to all employees.  Members of management, elected 

officials and employees alike are expected to adhere to and enforce the following EEO 

Policies.  Any employee’s failure to do so may result in discipline, up to and including 

termination. 

All employees are encouraged to discuss these EEO Policies with City Administrator at 

any time if they have questions relating to the issues of harassment, discrimination, or 

bullying, or what it means to work in a respectful workplace. 

A. No-Discrimination, No-Retaliation Policy  

The City of Condon provides equal employment opportunity to all qualified employees 

and applicants without unlawful regard to race, color, religion, sex, gender identity, 

pregnancy (including childbirth and related medical conditions), sexual orientation, 

national origin, age, disability, genetic information, veteran status, domestic violence 

victim status, or any other status protected by applicable federal, Oregon, or local law. 

The City of Condon also recognizes an employee’s right to engage in protected activity 

under Oregon and federal law, as discussed in various policies below, and will not 

retaliate against an employee for engaging in protected activity. 

The City of Condon’s commitment to equal opportunity applies to all aspects of the 

employment relationship — including but not limited to, recruitment, hiring, 

compensation, promotion, demotion, transfer, disciplinary action, layoff, recall, and 

termination of employment. 

B. Statement Regarding Pay Equity 

The City of Condon supports Oregon’s Pay Equity Law and federal and Oregon laws 

prohibiting discrimination between employees on the basis of a protected class (as 

defined by Oregon law) in the payment of wages or other compensation for work of 

comparable character.  Employees who believe they are receiving wages or other 

compensation at a rate less than that at which the City of Condon pays wages or other 

compensation to other employees for work of comparable character are encouraged 

to discuss the issue with City Administrator . 

See also “Statement Regarding Pay Practices” policy, below. 

C. No-Harassment Policy 

The City of Condon prohibits harassment of any kind or sexual assault in the workplace, 

or harassment or sexual assault outside of the workplace that violates its employees, 

volunteers, and interns’ right to work in a harassment-free workplace.  Specifically, City 

of Condon prohibits harassment or conduct related to an individual’s race, color, religion, 

sex, pregnancy, sexual orientation, gender identity, national origin, age, disability, 

genetic information, veteran status, domestic violence victim status, or any other 

protected status or activity recognized under Oregon, federal or local law. 

Each member of management is responsible for creating an atmosphere free of 

discrimination, harassment, and sexual assault. Further, all employees are responsible for 

respecting the rights of other employees and to refrain from engaging in conduct 
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prohibited by this policy, regardless of the circumstances, and regardless of whether 

others participate in the conduct or did not appear to be offended. All employees are 

encouraged to discuss this policy with their immediate supervisor, any member of the 

management team, or with City Administrator, at any time if they have questions relating 

to the issues of discrimination or harassment. 

This policy applies to and prohibits sexual or other forms of harassment that occur during 

working hours, during  City of Condon–related or –sponsored trips (such as conferences 

or work-related travel), and during non-working hours when that off-duty conduct 

creates an unlawful hostile work environment for any of City of Condon’s employees.  

Such harassment is prohibited whether committed by City of Condon employees or by 

non-employees (including elected officials, members of the community, volunteers, 

interns and vendors).  

Sexual Harassment 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, or 

other verbal or physical conduct of a sexual nature (regardless of whether such conduct 

is “welcome”), when: 

1. Submission to such conduct is made either implicitly or explicitly a term or 

condition of employment; 

2. Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual; or 

3. Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile, or offensive 

work environment. 

Some examples of conduct that could give rise to sexual harassment are unwanted 

sexual advances; demands for sexual favors in exchange for favorable treatment or 

continued employment; sexual jokes; flirtations; advances or propositions; verbal abuse 

of a sexual nature; comments about an individual’s body, sexual prowess, or deficiency; 

talking about your sex life or asking others questions about theirs; leering or whistling; 

unwelcome touching or assault; sexually suggestive, insulting, or obscene comments or 

gestures; displays of sexually suggestive objects or pictures; making derogatory remarks 

about individuals who are gay, lesbian, bisexual or transgender; or discriminatory 

treatment based on sex.  

This is not a complete list.  

Other Forms of Prohibited Harassment 

City of Condon policy also prohibits harassment against an individual based on the 

individual’s race, color, religion, sex, pregnancy, sexual orientation, gender identity, 

national origin, age, disability, genetic information, veteran status, domestic violence 

victim status, or any other protected status or activity recognized under Oregon, federal 

or local law.  

Such harassment may include verbal, written or physical conduct that denigrates, makes 

fun of, or shows hostility towards an individual because of that individual’s protected class 

or protected activity, and can include: 

• Jokes, pictures (including drawings), epithets, or slurs;  
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• Negative stereotyping;   

• Displaying racist symbols anywhere on City of Condon property; 

• “Teasing” or mimicking the characteristics of someone with a physical or mental 

disability; 

• Criticizing or making fun of another person’s religious beliefs, or “pushing” your 

religious beliefs on someone who doesn’t have them; 

• Threatening, intimidating, or hostile acts that relate to a protected class or 

protected activity; or  

• Written or graphic material that denigrates or shows hostility or aversion toward an 

individual or group because of the protected status. 

This is not a complete list.  All employees are expected to exercise common sense and 

refrain from other similar kinds of conduct. 

Complaint Procedure 

Employees, volunteers or interns who have experienced a sexual assault, any 

harassment, discrimination in violation of this policy, who have witnessed such behavior, 

or who have credible information about such behavior occurring, are expected and 

should bring the matter to the attention of City Administrator, or a supervisor or member 

of management as soon as possible. Employees are strongly encouraged to document 

the information or incident in any written or electronic form, or with a voice mail message 

(or phone call).  An employee who experiences or witnesses harassment is encouraged, 

but not required, to tell the harasser that the behavior is offensive and unwanted, and 

that he/she wants it to stop.   

Investigation and Confidentiality 

All complaints and reports will be promptly and impartially investigated and will be kept 

confidential to the extent possible, consistent with City of Condon’s need to investigate 

the complaint and address the situation. If conduct in violation of this policy is found to 

have occurred, City of Condon will take prompt, appropriate corrective action, and any 

employee found to have violated this policy will be subject to disciplinary action, up to 

and including termination of employment. 

Employees who have been subjected to harassment, sexual assault, or discrimination are 

encouraged to use the City of Condon’s complaint-reporting procedure, described 

above, to ensure a timely, thorough investigation and handling of the situation.  

Employees may, however, seek redress from the Oregon Bureau of Labor and Industries 

(BOLI) pursuant to ORS 659A.820 to 659A.865, or in a court under any other available law, 

whether criminal or civil.  Although the City of Condon cannot provide employees with 

legal advice, employees should be aware of the statute of limitations applicable to 

harassment or discrimination claims under ORS 659A.030, 659A.082 or 659A.121 (five 

years). Further, before an employee can take any legal action against the City of 

Condon, the employee must provide written notice of the claim within 180 days of the 

act or omission the employee claims has caused him/her harm.  When an employee can 

prove harm as a result of unlawful harassment or discrimination in an administrative 

proceeding or in a court, remedies available to the employee include enforcement of a 

right, imposition of a penalty, or issuance of an order to the employee’s employer (in 

limited circumstances). 
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Protection Against Retaliation 

City of Condon prohibits retaliation in any way against an employee because the 

employee has made a good-faith complaint pursuant to this policy or the law, has 

reported (in good faith) sexual assault, harassing or discriminatory conduct, or has 

participated in an investigation of such conduct.  

Employees who believe they have been retaliated against in violation of this policy 

should immediately report it to City Administrator or any supervisor or member of 

management.  Any employee who is found to have retaliated against another 

employee in violation of this policy will be subject to disciplinary action up to and 

including termination of employment. 

See also the No-Discrimination, No-Retaliation Policy, above, and the Reporting Improper 

and Unlawful Activity Policy, below. 

Other Resources Available to Employees 

The City of Condon provides an Employee Assistance Program (EAP) through Cascade 

Centers to employees and dependents who are enrolled in City of Condon’s medical 

coverage. For access to confidential help 24 hours a day, seven days a week, call toll-

free: 1-800-433-2320, or go online to www.cascadecenters.com.  The EAP program 

provides confidential counseling services and educational tools such as resources 

relating to eldercare, childcare, legal consultation, financial coaching, identity theft, and 

others.   

The City of Condon cannot provide legal resources to its employees or referrals to specific 

attorneys. Employees may contact the Oregon State Bar for more information: 

https://www.osbar.org/public/. 

Other Employee Rights 

Nothing in this policy is intended to diminish or discourage an employee who has 

experienced workplace harassment or discrimination, or sexual assault, from talking 

about or disclosing his/her experience. 

The City of Condon is committed to creating and maintaining a workplace free of sexual 

assault, harassment, discrimination, and retaliation and it has confidence in the process 

it has developed for addressing good-faith complaints.  However, Oregon law requires 

the City of Condon to inform employees that if they have been aggrieved by workplace 

harassment, discrimination or sexual assault and want to enter into an agreement with 

the City of Condon regarding his/her experience and/or employment status, the 

employee should contact City Administrator .  The employee’s request to enter into such 

an agreement must be in writing (email or text is acceptable).  Requests of this nature will 

be considered on a case-by-case basis; such agreements are not appropriate for every 

situation. If the City of Condon and employee do reach an agreement, the City of 

Condon will not require an employee to enter into a nondisclosure agreement (which 

would prohibit the employee from discussing or communicating about his/her 

experiences in the workplace or the terms of the agreement) or a non-disparagement 

agreement (which would prohibit the employee from speaking slightingly about the City 

of Condon or making comments that would lower the City of Condon in rank or 

reputation). If, however, the employee makes a request for an agreement under this 

paragraph, nondisclosure and non-disparagement are terms that the City of Condon 
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and the employee may agree to. The employee will have seven days to revoke the 

agreement after signing it.    

D. No-Bullying Policy 

City of Condon strives to promote a positive, professional work environment free of 

physical or verbal harassment, “bullying,” or discriminatory conduct of any kind.  City of 

Condon, therefore, prohibits employees from bullying one another or engaging in any 

conduct that is disrespectful, insubordinate, or that creates a hostile work environment 

for another employee for any reason.  For purposes of this policy, “bullying” refers to 

repeated, unreasonable actions of individuals (or a group) directed towards an 

individual or a group of employees, which is intended to intimidate and that creates a 

risk to the health and safety of the employee(s).  Examples of bullying include: 

1. Verbal Bullying: Slandering, ridiculing or maligning a person or his/her family; 

persistent name calling that is hurtful, insulting or humiliating; using a person as butt 

of jokes; abusive and offensive remarks. 

2. Physical Bullying: Pushing; shoving; kicking; poking; tripping; assault, or threat of 

physical assault; damage to a person’s work area or property. 

3. Gesture Bullying: Non-verbal threatening gestures, glances that can convey 

threatening messages. 

4. Exclusion Bullying: Socially or physically excluding or disregarding a person in work-

related activities. In some cases, failing to be cooperative and working well with 

co-workers may be viewed as bullying. 

5. Cyber Bullying: Bullying that takes place using electronic technology, which 

includes devices and equipment such as cell phones, computers, and tablets as 

well as communication tools including social media sites, text messages, chat, and 

websites.  Examples of cyberbullying include transmitting or showing mean-spirited 

text messages, emails, embarrassing pictures, videos or graphics, rumors sent by 

email or posted on social networking sites, or creating fake profiles on websites for 

co-workers, managers or supervisors or elected officials. 

This is not a complete list. 

Employees who have experienced bullying in violation of this policy, who has witnessed 

an incident of bullying, or who have credible information about an incident, are 

expected and should bring the matter to the attention of their supervisor or a member of 

management as soon as possible.  If conduct in violation of this policy is found to have 

occurred City of Condon will take prompt, appropriate action, and any employee found 

to have violated this policy will be subject to disciplinary action, up to and including 

termination of employment. 

E. Disability Accommodation Policy  

City of Condon is committed to complying fully with the Americans with Disabilities Act 

(ADA) and Oregon’s disability accommodation and anti-discrimination laws. We are also 
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committed to ensuring equal opportunity in employment for qualified persons with 

disabilities. 

Accommodations 

City of Condon will make reasonable efforts to accommodate a qualified applicant or 

employee with a known disability unless such accommodation creates an undue 

hardship on the operations of City of Condon.  

Requesting an Accommodation 

A reasonable accommodation is any change or adjustment to a job or work environment 

that does not cause an undue hardship on the department or unit (or, in some cases, 

City of Condon) and that permits a qualified applicant or employee with a disability to 

participate in the job application process, to perform the essential functions of a job, or 

to enjoy benefits and privileges of employment equal to those enjoyed by employees 

without disabilities. For example, a reasonable accommodation may include providing 

or modifying equipment or devices, job restructuring, allowing part-time or modified work 

schedules, reassigning an individual, adjusting or modifying examinations or training 

materials provided by the City of Condon, providing readers and interpreters, or making 

the workplace readily accessible to and usable by people with disabilities. 

Employees should request an accommodation as soon as it becomes apparent that a 

reasonable accommodation may be necessary to enable the employee to perform the 

essential duties of a position. All requests for accommodation should be made with City 

Administrator and should specify which essential functions of the employee’s job cannot 

be performed without a reasonable accommodation. In most cases, an employee will 

need to secure medical verification of his/her need for a reasonable accommodation.  

Both the City of Condon and employee must monitor the employee’s accommodation 

situation and make adjustments as needed. 

F. Pregnancy Accommodation Policy 

Employees who are concerned that their pregnancy, childbirth, or a related medical 

condition (including lactation) will impact their ability to work should contact City 

Administrator  to discuss their options for continuing to work and, if necessary, leave of 

absence options.  The City of Condon will provide one or more reasonable 

accommodations pursuant to this policy for employees with known limitations unless such 

accommodations impose an undue hardship on the City of Condon’s operations. 

Although this policy refers to “employees,” the City of Condon will apply this policy 

equally to an applicant with known limitations caused by pregnancy, childbirth or a 

related medical condition. 

Requesting a Pregnancy-Related Accommodation 

Employees who are concerned that their pregnancy, childbirth or a related medical 

condition will limit their ability to perform their duties should request an accommodation 

as soon as it becomes apparent that a reasonable accommodation may be necessary 

to enable the employee to work. All requests for accommodation should be made with 

City Administrator and should specify which essential functions of the employee’s job 

cannot be performed without a reasonable accommodation. In most cases, information 

from the employee’s doctor may be needed to assist the City of Condon and the 
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employee find an effective accommodation, or to verify the employee’s need for an 

accommodation.  Both the City of Condon and employee must monitor the employee’s 

accommodation situation and make adjustments as needed. 

No Discrimination, No Retaliation 

The City of Condon prohibits retaliation or discrimination against any employee who, 

under this policy: (1) asked for information about or requested accommodations; (2) 

used accommodations provided by the City of Condon; or (3) needed an 

accommodation. 

Employees who ask about, request or use accommodations under this policy and 

applicable Oregon law have the right to refuse an accommodation that is unnecessary 

for the employee to perform the essential functions of the job or when the employee 

doesn’t have a known limitation.  Under Oregon law, an employer can’t require an 

employee to use [sick leave] [OFLA] [FMLA] if a reasonable accommodation can be 

made that doesn’t impose an undue hardship on the operations of the City of Condon.  

Also, no employee will be denied employment opportunities if the denial is based on the 

need of the City of Condon to make reasonable accommodations under this policy. 

Leave of Absence Options for Pregnant Employees 

Employees who are pregnant or experiencing pregnancy-related medical conditions 

should also be aware of their leave of absence options under Oregon’s sick leave law.  

See policies in Section V or speak with City Administrator. 

 

G. Reporting Improper or Unlawful Conduct — No Retaliation 

Employees may report reasonable concerns about the City of Condon ’s compliance 

with any law, regulation or policy, using one of the methods identified in this policy.  The 

City of Condon will not retaliate against employees who disclose information that the 

employee reasonably believes is evidence of: 

• A violation of any federal, Oregon, or local law, rules or regulations by the City 

of Condon;   

• Mismanagement, gross waste of funds, abuse of authority; 

• A substantial and specific danger to public health and safety resulting from 

actions of the City of Condon; or 

• The fact that a recipient of government services is subject to a felony or 

misdemeanor arrest warrant. 

Further, in accordance with Oregon law, the City of Condon will not prohibit an 

employee from discussing the activities of a public body or a person authorized to act 

on behalf of a public body with a member of the Legislative Assembly, legislative 

committee staff acting under the direction of a member of the Legislative Assembly, any 

member of the elected governing body of a political subdivision, or an elected auditor 

of a city, county or metropolitan service district. 

Employee Reporting Options 

In addition to the City of Condon’s Open Door Policy (see Section V), employees who 

wish to report improper or unlawful conduct should first talk to his/her supervisor.  If you 
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are not comfortable speaking with your supervisor, or you are not satisfied with your 

supervisor’s response, you are encouraged to speak with City Administrator.  Supervisors 

and managers are required to inform the City Administrator about reports of improper or 

unlawful conduct they receive from employees.   

Reports of unlawful or improper conduct will be kept confidential to the extent allowed 

by law and consistent with the need to conduct an impartial and efficient investigation. 

If the City of Condon were to prohibit, discipline, or threaten to discipline an employee 

for engaging in an activity described above, the employee may file a complaint with 

the Oregon Bureau of Labor and Industries or bring a civil action in court to secure all 

remedies provided for under Oregon law.  

Additional Protection for Reporting Employees 

Oregon law provides that, in some circumstances, an employee who discloses a good 

faith and objectively reasonable belief of the City of Condon’s violation of law will have 

an “affirmative defense” to any civil or criminal charges related to the disclosure.  For this 

defense to apply, the employee’s disclosure must relate to the conduct of his/her 

coworker or supervisor acting within the course and scope of his/her employment.  The 

disclosure must have been made to: (1) a state or federal regulatory agency; (2) a law 

enforcement agency; (3) a manager with the City of Condon; or (4) an Oregon-licensed 

attorney who represents the employee making the report/disclosure.  The defense also 

only applies in situations where the information disclosed was lawfully accessed by the 

reporting employee. 

Policy Against Retaliation 

The City of Condon will not retaliate against employees who make reports or disclosures 

of information of the type described above when the employee reasonably believes 

he/she is disclosing information about conduct that is improper or unlawful, and who 

lawfully accessed information related to the violation (including information that is 

exempt from disclosure as provided in Oregon law or by City of Condon policy) . 

In addition, the City of Condon prohibits retaliation against an employee for participating 

in good faith in any investigation or proceeding resulting from a report made pursuant to 

this policy.  Further, no City of Condon employee will be adversely affected because 

he/she refused to carry out a directive that constitutes fraud or is a violation of local, 

Oregon, federal or other applicable laws and regulations. The City of Condon may take 

disciplinary action (up to and including termination of employment) against an 

employee who has engaged in retaliatory conduct in violation of this policy.   

This policy is not intended to protect an employee from the consequences of his/her own 

misconduct or inadequate performance simply by reporting the misconduct or 

inadequate performance.  Furthermore, an employee is not entitled to protections under 

this policy if the City of Condon determines that the report was known to be false, or 

information was disclosed with reckless disregard for its truth or falsity. If such a 

determination is made, an employee may be subject to discipline up to and including 

termination of employment. 

II. Employment Status 
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B. Employee Classification 

City of Condon classifies employees as follows: 

1. Regular Full-time:  Employment in an established position requiring 40 hours 

or more of work per week. Generally, full-time employees are eligible to 

participate in City of Condon’s benefit programs. 

2. Regular Part-time:  Employment requiring less than 40 hours of work per 

week.  Normally a part-time schedule, such as portions of days or weeks, 

will be established. Occasional workweeks of over 40 hours will not 

constitute a change in status from part-time to full-time.  Regular, part-time 

employees are not eligible for benefits except those mandated by 

applicable law.  

3. Seasonal:  Employment in a job established for a specific purpose, for a 

specific period of time, or for the duration of a specific project or group of 

assignments. Seasonal employees are not eligible for benefits other than 

those mandated by applicable law. 

Additionally, all employees are defined by federal and Oregon law as either “exempt” 

or “nonexempt,” which determines whether the employee is eligible for overtime.  

Employees will be instructed as to whether they are exempt or non-exempt at the time 

of hire or when a promotion or demotion occurs. All employees, regardless of 

employment classification, are subject to all City of Condon rules and procedures. 

C. The Workweek 

The workweek is a seven-day work period beginning Monday at 12:00 a.m. through 

Sunday at 11:59 p.m.  Typically, business hours are from Monday through Friday, 8:00 a.m. 

through 5:00 p.m.  For departments that are staffed 24 hours a day, the Day (first) shift is 

from 7:00 a.m. to 3:00 p.m. Evening (second) shift is from 3:00 p.m. to 11:00 p.m. Night 

(third) shift is from 11:00 p.m. to 7:00 a.m. 

D. Meal Periods and Rest Breaks 

Non-exempt employees are required to take a paid, uninterrupted 10-minute rest break 

for every four-hour segment or major portion thereof in the work period. The rest break 

should be taken in the middle of each segment, whenever possible. Whenever a 

segment exceeds two hours, the employee must take a rest break for that segment.  

Non-exempt employees are required to take at least a 30-minute unpaid meal period 

when the work period is six hours or greater. The law requires an uninterrupted period in 

which the employee is relieved of all duties. No meal period is required if the work period 

is less than six hours. If, because of the nature or circumstances of the work, an employee 

is required to remain on duty or to perform any tasks during the meal period, the 

employee must inform his/her supervisor before the end of the shift so that City of Condon 

may pay the employee for that work.  

Meal periods and rest breaks are mandatory and are not optional. An employee’s meal 

period and rest break(s) may not be taken together as one break. Meal periods and rest 

breaks may not be “skipped” in order to start work late or leave early. An employee who 
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fails to abide by this policy and applicable laws may be subjected to discipline, up to 

and including termination. 

Sample rest and meal break schedules are listed below.  Employees with questions about 

the rest or meal breaks available should contact City Administrator. 

 Requirement 

Length of Work Period Rest Breaks Meal Periods 

2 hours or less 0 0 

2 hrs & 1 min – 5 hrs & 59 min 1 0 

6 hrs 1 1 

6 hrs & 1 min – 10 hrs 2 1 

10 hrs & 1 min. – 13 hrs & 59 min 3 1 

 

E. Rest Breaks for Expression of Breast Milk  

The City of Condon will provide reasonable rest periods to accommodate an employee 

who needs to express milk for her child eighteen (18) months of age or younger.  If 

possible, the employee will take the rest periods to express milk at the same time as the 

rest breaks or meal periods that are otherwise provided to the employee. If not possible, 

or if the employee is exempt from overtime laws, the employee is entitled to take a 

reasonable period each time the employee has a need to express milk. 

The City of Condon will treat the rest breaks used by the employee for expressing milk as 

paid rest breaks up to the amount of time the City of Condon is required to provide as 

paid rest breaks and/or meal periods under applicable personnel rules or collective 

bargaining agreements. Additional time needed beyond the paid rest breaks and/or 

meal periods may be taken as unpaid time. 

If an employee takes unpaid rest breaks, the City of Condon may, at the discretion of the 

employee’s supervisor, allow the employee to work before or after her normal shift to 

make up the amount of time used during the unpaid rest periods.  The City of Condon 

will allow, but not require, an employee to substitute paid leave time for unpaid rest 

periods taken in accordance with this policy. 

The City of Condon will make a reasonable effort to provide the employee with a private 

location within close proximity to the employee’s work area to express milk.  For purposes 

of this policy, “close proximity” means within walking distance from the employee’s work 

area that does not appreciably shorten the rest or meal period.  A “private location” is a 

place, other than a public restroom or toilet stall, in close proximity to the employee’s 
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work area for the employee to express milk concealed from view and without intrusion 

by other employees or the public. 

If a private location is not within close proximity to the employee’s work area, the City of 

Condon will identify a private location the employee can travel to. The travel time to and 

from the private location will not be counted as a part of the employee’s break period. 

Notice 

An employee who intends to express milk during work hours must give their supervisor or 

City Administrator  reasonable oral or written notice of her intention to do so in order to 

allow the City of Condon time to make any preparations necessary for compliance with 

this rule. 

Storage 

Employees are responsible for storing expressed milk. Employees may bring a cooler or 

other insulated food container to work for storing the expressed milk. If an office provides 

access to refrigeration for personal use, an employee who expresses milk during work 

hours may use the available refrigeration. 

F. Overtime 

Time-and-a-Half 

City of Condon pays one and one-half times a non-exempt employee’s hourly rate for 

all hours worked over 40 in any workweek. See “Employee Classification,” above. 

Limitation on Overtime Pay 

Paid hours not actually worked (for example, sick, vacation, holidays, and family leave) 

will not be counted toward the 40 hours worked per workweek required to receive 

overtime pay.  Public Works staff, exempt and non-exempt, are paid two hours overtime 

when on-call weekend duty, plus double-time for on-call duty on holidays. 

Supervisor Authorization 

No overtime may be worked by non-exempt employees unless specifically authorized or 

approved in writing by a supervisor or manager. Employees who work unauthorized or 

unapproved overtime may be subject to discipline up to and including termination. 

Compensatory (Comp) Time 

Overtime hours can be paid or, at the employee's option with City of Condon approval, 

accumulated at time and one-half up to a maximum of 40 hours and taken as comp 

time off.  Employees are encouraged to work with their manager/supervisor to schedule 

and use comp time within 60 days of when it is accrued.  At the discretion of an 

employee’s manager/supervisor, employees who have accrued less than 40 comp hours 

may be able to choose whether to have the accrued comp time cashed out at the rate 

earned by the employee at the time the employee receives the payment.  Any hours 

not taken in the fiscal year in which they were earned will be paid to the employee with 

the last payroll check in June of each year.  When an employee is separated from 

employment with City of Condon, any remaining comp time will be paid to the 

employee. 
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G. Timekeeping Requirements 

All non-exempt employees must accurately record time worked on a timecard for payroll 

purposes.. Filling out another employee’s timecard, allowing another employee to fill out 

your timecard, or altering any timecard will be grounds for discipline up to and including 

termination. An employee who fails to record his/her time may be subjected to discipline 

as well. 

Salaried exempt employees also may be required to record their time on either a 

timecard or timesheet.  These employees will be instructed separately on this process. 

H. Employee-Incurred Expenses and Reimbursements 

The City of Condon will pay actual and reasonable business-related expenses you incur 

in the performance of your job responsibilities if they are: (1) listed below or elsewhere in 

this handbook; and (2) pre-approved by your supervisor/manager before they are 

incurred. The City of Condon will not pay for or reimburse the costs incurred by a spouse, 

registered same-sex domestic partner or travel companion who accompanies the 

employee on City of Condon-approved travel. 

Employees must provide a completed and signed expense report and evidence of proof 

of purchase (receipts) within one month of the expense being incurred or the employee 

risks forfeiting his/her payment or reimbursement.   

Some examples of actual and reasonable business-related expenses that the City of 

Condon will reimburse/pay for are: 

• Conferences or Workshops: 

• Education: 

• Meals:  

• Mileage and Parking: Employees will be reimbursed for authorized use of their 

personal vehicles at a rate established by the Internal Revenue Service.  

Reasonable parking costs are also reimbursed upon submission of receipts on an 

expense report. Any traffic citations or court-ordered fees relating to driving or 

parking offenses (including parking tickets) are the responsibility of the employee 

and will not be reimbursed by the City of Condon. 

I. Payroll Policies 

You will be paid monthly.  and “month” is defined as the 1st – 31st. 

Paydays are generally the last working day of each month, for both non-exempt and 

exempt employees.  

The City of Condon does not provide advance payments of salary or loans from salary 

to be earned. 

Net pay will be directly deposited into the employee’s bank account, unless an 

employee requests otherwise.  If an employee requests to pick up his/her paycheck from 

City of Condon, only the employee named on the paycheck will be allowed to do so 

unless the employee provides written permission to City of Condon for someone else to 

receive the check. 
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J. Statement Regarding Pay Practices 

The City of Condon makes all efforts to comply with applicable Oregon and federal 

wage and hour laws. In the event you believe that the City of Condon  has made any 

improper deductions, has failed to pay you for all hours worked or for overtime, has failed 

to pay you in accordance with the law, or has failed to properly calculate your wages in 

any way, you must immediately report the error to City Administrator . City of Condon will 

investigate all reports of improper pay practices and will reimburse employees for any 

improper deductions or omissions. No employee will suffer retaliation or discrimination for 

reporting an error or complaint regarding the City of Condon’s pay practices. 

See also “Statement Regarding Pay Equity” policy, above. 

K. Reporting Changes to an Employee’s Personal Data 

Because personnel records are used to administer pay and benefits, and other 

employment decisions, employees are responsible for keeping information current 

regarding changes in name, address, phone number, exemptions, dependents, 

beneficiary, etc. Keeping your personnel records current with regard to pay, deductions, 

benefits and other matters is important.  If you have changes in any of the following items, 

please notify City Administrator  to ensure that the proper updates are completed as 

quickly as possible: 

• Name; 

• Marital status/Domestic Partnership (for purposes of benefit eligibility 

determination only); 

• Address or telephone number;   

• Dependents; 

• Person to be notified in case of emergency; 

• Other information having a bearing on your employment; and 

• Tax withholding. 

Employees may not intentionally withhold information from City of Condon about the 

items listed above in order to continue to receive benefits or anything of value for 

themselves or anyone else.  Upon request, City of Condon may require employees to 

provide proof of marital status/domestic partnership status.  Employees who violate this 

policy may be subject to discipline, up to and including termination. 

L. Performance Reviews 

All City of Condon employees will receive periodic performance reviews.  Performance 

reviews serve as one factor in decisions related to employment, such as training, merit 

pay increases, job assignments, employee development, promotions, retention and 

discipline/termination.  Any employee who fails to satisfactorily perform the duties of 

his/her position is subject to disciplinary action (including termination). 

City of Condon’s goal is to provide an employee with his/her first formal performance 

evaluation within six months and no later than 12 months after hire or promotion. After 

the initial evaluation, the City of Condon will strive to provide a formal performance 

review on an annual basis.   

Reviews will generally include the following:  
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• An evaluation of the employee’s quality and quantity of work  

• A review of exceptional employee accomplishments  

• Establishment of goals for career development and job enrichment  

• A review of areas needing improvement  

• Setting of performance goals for the employee for the following year. 

Employees who disagree with a performance evaluation may submit a written response 

with reasons for disagreement. The employee’s response shall be filed with the 

employee’s performance evaluation in the employee’s personnel file. Such response 

must be filed not later than 30 days following the date the performance evaluation was 

received. 

Supervisors and managers are encouraged to provide employees with informal 

evaluations of their employees’ work on an as-needed basis.   

 

III. Time Off and Leaves of Absence 

A. Attendance, Punctuality and Reporting Absences  

Employees are expected to report to work as scheduled, on time and prepared to start 

work.  Employees are also expected to remain at work their entire work schedule, except 

for unpaid break periods or when required to leave on authorized City of Condon 

business, and perform the work assigned to or requested of them.  Late arrivals, early 

departures, or other absences from scheduled hours are disruptive and must be avoided. 

Unless specified otherwise in a policy below, employees who will be unexpectedly absent 

from work for any reason or who will not show up for work on time must inform their 

supervisor via text or telephone no later than 2 hours before the start of the employee’s 

shift/work day.  Not reporting to work and not calling to report the absence is a no-

call/no-show and is a serious matter.  The first instance of a no call/no show will result in a 

final written warning. The second separate offense may result in termination of 

employment with no additional disciplinary steps. A no call/no show lasting three days 

may be considered job abandonment and may result in termination of employment. 

B. Vacation  

It is the policy of City of Condon to provide each full-time employee with vacation time 

on a periodic basis. The amount of vacation to which an employee becomes entitled is 

determined by the employee’s length of service as of his/her employment anniversary 

date.  For regular, full-time employees, vacation accrues as follows: 

1. Less than 5 years of service - 8 hours a month is accrued 

2. Less than 15 years but more than 5 years of services – 12 hours a month is 

accrued 

3. More than 15 years of service – 16 hours a month is accrued. 

Regular, part-time employees earn vacation on their employment anniversary date in 

the proportion that their normally scheduled number of hours bears to 40 per week.  For 

example, a regular, part-time employee who usually works 20 hours per week would 

accrue 4 hours a month for first 5 years of service. 
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Vacation can accrue to a maximum of 240 hours and no additional hours may accrue. 

C. Sick Leave  

City of Condon provides eligible employees with sick leave in accordance with Oregon’s 

Paid Sick Leave Law. This policy will be updated as necessary to reflect changes in and 

to ensure compliance with Oregon law. 

Employees with questions about this policy may contact City Administrator.  Please also 

refer to the Oregon Sick Leave Law poster that is posted in [Location] and is incorporated 

here by reference. 

Eligibility and Accrual of Paid Sick Leave 

Under Oregon’s Paid Sick Leave Law and this policy, “employee” includes part-time, full-

time, hourly, salaried, exempt and non-exempt employees.   

Employees begin to accrue paid sick leave on the first day of employment but may not 

use paid sick leave until the 91st day of employment. After the 91st day of employment, 

paid sick leave may be used as it is accrued. 

Employees may use up to 40 hours of paid sick leave per calendar year without a 

doctor’s note.   Paid sick leave shall accrue at the rate of one hour for every 30 hours 

worked and full-time employees accrue at 8 hours per month. Paid sick leave shall be 

taken in hourly increments. 

Pay Rate and Carryover 

Paid sick leave will be paid at the employee’s regular rate of pay.  Exempt employees 

are presumed to work 40 hours in each workweek for purposes of their sick leave accrual 

unless their normal workweek is less than 40 hours, in which case sick leave is accrued 

based on the employee’s normal workweek.  Generally, sick leave pay will be included 

in the paycheck for the next payroll period after sick leave is used, provided the 

employee submits adequate documentation verifying that the absence was for a 

qualifying reason as defined in the “Use of Sick Leave” section below. 

Sick leave is meant to be used or carried over; any unused sick leave will not be cashed 

out upon separation from employment. If an employee leaves employment and is 

rehired within 180 days, the employee’s sick leave balance will be restored. 

Use of Sick Leave   

Paid sick leave may be used each calendar year for any of the following reasons: 

1. For the diagnosis, care or treatment of a mental or physical illness, injury 

or health condition or need for preventive medical care.  This is 

available for the employee or his/her covered family member. 

• “Family member” means the eligible employee’s spouse, same-

gender domestic partner (as described in ORS 106.300 to 106.340), 

biological child, adopted child, stepchild, foster child; same-gender 

domestic partner’s child, parent, adoptive parent, stepparent, foster 

parent, parent-in-law; same-gender domestic partner’s parent, 
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grandparent, grandchild; and any individual with whom the 

employee has or had an in loco parentis relationship. 

2. For any purpose allowed under the Oregon Family Leave Act, including 

bereavement leave.  

3. If the employee, or the employee’s minor child or dependent, is a victim 

of domestic violence, harassment, sexual assault or stalking as defined 

by Oregon law and requires leave for any of the purposes under 

Oregon’s domestic violence leave law (ORS 659A.272).  

4. In the event of certain public health emergencies or other reasons 

specified under Oregon’s sick leave law.  

Employees absent from work for a qualifying reason must use accrued sick time hours for 

that reason and on each subsequent day of absence. 

Employee Notice of Need for Sick Leave 

Foreseeable Sick Leave. If the need for sick leave is foreseeable, an employee must notify 

City Administrator as soon as practicable before the leave is to begin.  Generally, an 

employee must provide at least 10 days’ notice for foreseeable sick leave. The request 

shall include the anticipated duration of the sick leave, if possible. Employees must make 

a reasonable effort to schedule foreseeable sick time in a manner that minimally disrupts 

the operations of City of Condon. Employees must notify City Administrator of any 

change in the expected duration of sick leave as soon as is practicable. 

Unforeseeable Sick Leave: If the need for sick leave is unforeseeable, the employee must 

notify City Administrator as soon as practicable and comply generally with City of 

Condon’s call-in procedures. See Section [Location].  

An employee must contact his/her supervisor daily while on sick leave, unless an 

extended period of sick leave has been prearranged with the supervisor or when off work 

on protected leave. The employee shall inform his/her supervisor of any change in the 

duration of sick leave as soon as practicable. 

If an employee fails to provide proper notice or make a reasonable effort to schedule 

leave in a manner that is only minimally disruptive to the organization and operations, 

City of Condon may deny the use and legal protections of sick leave. 

Sick Leave Documentation 

If an employee takes more than three consecutive scheduled workdays as sick leave, 

City of Condon may require reasonable documentation showing that the employee was 

absent for an approved reason. Reasonable documentation includes documentation 

signed by a healthcare provider, or documentation for victims of domestic violence, 

harassment, sexual assault or stalking.  

Sick Leave Abuse 

If City of Condon suspects sick leave abuse, including but not limited to repeated use of 

unscheduled sick leave or repeated use of sick leave adjacent to weekends, holidays, 

vacations and paydays, City of Condon may require documentation from a healthcare 

provider. Employees found to have abused sick leave as described here may also be 

subject to discipline, up to and including termination. 
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D. Holidays and Floating Holidays 

City of Condon recognizes nine holidays each year. All full-time employees will receive 

their regular straight-time compensation for each holiday. Regular part-time employees 

receive pay for each designated holiday in the proportion that their normally scheduled 

number of hours equals 40 hours per week. The holidays celebrated are: 

 

− New Year’s Day 

− Martin Luther King, Jr.’s 

Birthday 

− President’s Day 

− Memorial Day 

− Independence Day 

− Labor Day 

− Veteran’s Day 

− Thanksgiving Day 

− Day after Thanksgiving 

− Christmas Day 

 

E. Business Leave 

City of Condon full-time employees are eligible for 24 hours of Business Leave per year.  

It is accrued on January 1. This leave cannot be carried over to a subsequent year. 

F. Family Medical Leave  

Statement of No FMLA/OFLA Coverage  

City of Condon employees are not eligible for leaves of absence under the Oregon 

Family Leave Act (OFLA) or the federal Family Medical Leave Act (FMLA) due to the 

entity’s small size.  

One exception is that City of Condon will honor requests from eligible employees to take 

a leave of absence under the Oregon Military Family Leave Act. Thus, during a period of 

military conflict, as defined by law, eligible employees with a spouse or registered same-

sex domestic partner who is a member of the Armed Forces, National Guard, or military 

reserve forces (“Military Spouse”), and who has been notified of an impending call or 

order to active duty (or who has been deployed) is entitled to a total of 14 days of unpaid 

leave per deployment after the Military Spouse has been notified of an impending call 

or order to active duty and before deployment and when the Military Spouse is on leave 

from deployment. To be an eligible employee and entitled to this leave, the employee 

must have worked an average of 20 hours per week prior to beginning the requested 

leave. 

G. Bereavement Leave [required for all CIS members]  

Up to 40 hours of bereavement leave will be granted to employees who have worked 

for the City of Condon for 90 or more days. This leave is provided to employees who have 

experienced the death of a family member and is unpaid; employees, however, may 

use accrued sick leave during the bereavement leave period. “Family Member” is 

defined to include the employee’s spouse, same-sex domestic partner (registered), child, 

parent, parent-in-law, grandparent, or grandchild, or the same relations of an 

employee's same-sex domestic partner (registered) or spouse. Requests for bereavement 
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leave must be made to the employee’s immediate supervisor before the leave is to 

begin. This leave will be administered in accordance with Oregon’s sick leave law, and 

the time off will be deducted from the employee’s sick leave bank. Please see City 

Administrator for more information. 

H. Jury and Witness Duty 

Jury Duty 

City of Condon will grant employees time off for mandatory jury duty and/or jury duty 

orientation. A copy of the court notice must be submitted to the employee’s manager 

to verify the need for such leave. Although jury duty leave is unpaid, the employee may 

keep the jury duty pay he/she receive, and the employee may use any accrued 

vacation or sick leave during the stint of jury service.  

The employee is expected to report for work when doing so does not conflict with court 

obligations. It is the employee’s responsibility to keep his/her supervisor or manager 

informed about the amount of time required for jury duty. 

Witness Duty 

Time spent serving as a witness in a work-related, legal proceeding will be treated as time 

worked for pay purposes, provided the time served occurs during regularly scheduled 

hours, the employee is subpoenaed to testify, and the employee submits witness fees to 

City Administrator  upon receipt. 

Except for employee absences covered under City of Condon’s “Crime Victim Leave 

Policy” or “Domestic Violence Leave and Accommodation Policy,” employees who are 

subpoenaed to testify in non-work-related legal proceedings must use any available 

vacation time to cover their absence from work. If the employee does not have any 

available vacation time, the employee’s absences may be unexcused and may subject 

the employee to discipline, up to and including termination. Employees must present a 

copy of the subpoena served on them to their supervisor for scheduling and verification 

purposes no later than 24 hours after being served. 

I. Religious Observances Leave and Accommodation Policy 

The City of Condon respects the religious beliefs and practices of all employees. The City 

of Condon will make, upon request, an accommodation for such observances when a 

reasonable accommodation is available that does not create an undue hardship on City 

of Condon’s business. Employees may use vacation or unpaid time for religious holy days 

or to participate in a religious observance or practice; if accrued leave is not available, 

then an employee may request to take unpaid leave. Requests for religious leave or 

accommodation should be made with City Administrator. 

J. Crime Victim Leave Policy  

Any employee who has worked an average of at least 25 hours per week for 180 days is 

eligible for reasonable, unpaid leave to attend criminal proceedings if the employee or 

his/her immediate family member (defined below) has suffered financial, social, 

psychological or physical harm as a result of being a victim of certain felonies, such as 

kidnapping, rape, arson, and assault.  
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“Immediate family member” includes a spouse, registered same-sex domestic partner, 

father, mother, sibling, child, stepchild or grandparent. 

Employees who are eligible for crime victim leave must: 

• Use any accrued, but unused vacation/sick leave during the leave period; 

• Provide as much advance notice as is practicable of his/her intention to take 

leave (unless giving advance notice is not feasible); and 

• Submit a request for the leave in writing to City Administrator as far in advance as 

possible, indicating the amount of time needed, when the time will be needed, 

and the reason for the leave. 

In all circumstances, City of Condon may require certification of the need for leave, such 

as copies of any notices of scheduled criminal proceedings that the employee receives 

from a law enforcement agency or district attorney’s office, police report, a protective 

order issued by a court, or similarly reliable sources. 

K. Domestic Violence Leave and Accommodation Policy  

All employees are eligible for reasonable unpaid leave to address domestic violence, 

harassment, sexual assault, or stalking of the employee or his/her minor dependents. 

Reasons for taking leave include the employee’s (or the employee’s dependent’s) need 

to: seek legal or law enforcement assistance or remedies; secure medical treatment for 

or time off to recover from injuries; seek counseling from a licensed mental health 

professional; obtain services from a victim services provider; or relocate or secure an 

existing home.  

Leave is generally unpaid, but the employee may use any accrued vacation or sick 

leave while on this type of leave. 

When seeking this type of leave, the employee should provide as much advance notice 

as is practicable of his/her intention to take leave, unless giving advance notice is not 

feasible. 

Notice of need to take leave should be provided by submitting a request for leave in 

writing to City Administrator  as far in advance as possible, indicating the time needed, 

when the time will be needed, and the reason for the leave. City of Condon will then 

generally require certification of the need for the leave, such as a police report, 

protective order or other evidence of a court proceeding, or documentation from a law 

enforcement officer, attorney, healthcare professional, member of the clergy, or victim 

services provider. 

If more leave than originally authorized needs to be taken, the employee should give 

City of Condon notice as soon as is practicable prior to the end of the authorized leave. 

When taking leave in an unanticipated or emergency situation, the employee must give 

verbal or written notice as soon as is practicable. When leave is unanticipated, this notice 

may be given by any person on the employee’s behalf. 

Finally, employees who are victims of domestic violence, harassment, sexual assault or 

stalking may be entitled to a “reasonable safety accommodation” that will allow the 

employee to more safely continue to work, unless such an accommodation would 
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impose an “undue hardship” on City of Condon. Please contact City Administrator 

immediately with requests for reasonable safety accommodations. 

L. Military Leave 

Employees who wish to serve in the military and take military leave should contact City 

Administrator for information about their rights before and after such leave. You are 

entitled to reinstatement upon completion of military service, provided you return or 

apply for reinstatement within the time allowed by law. 

Further, eligible employees called for initial active duty for training and for all periods of 

annual active duty for training as a member of the National Guard, National Guard 

Reserve or of any reserve component of the Armed Forces of the United States or of the 

United States Public Health Service, may be entitled to leave with pay for all regular 

workdays that fall within a period not to exceed 15 calendar days in any federal training 

year. Weekend drill obligations are not considered “federal active duty” for training 

under this policy; other requirements apply. Please contact City Administrator for more 

information and to make arrangements for this paid leave. 

IV. Employee Benefits 

A. Healthcare Benefits  

Employees who meet the definition of “benefit eligible” under both City of Condon policy 

and that of its health insurance provider are entitled to the benefit options offered by 

City of Condon. Generally speaking, that means City of Condon offers medical insurance 

for all of its regular, full-time employees unless otherwise established by law. City of 

Condon pays the cost of individual coverage for its regular, full-time employees. Part-

time employees are not eligible for health-insurance coverage. Those employees who 

wish to have their dependents included in the insurance plan may be required to pay a 

portion of the monthly premium for that coverage on a payroll deduction basis.  

The group insurance policy and the summary plan description issued to employees set 

out the terms and conditions of the health insurance plan offered by City of Condon. 

These documents govern all issues relating to employee health insurance. As other 

employee benefits are offered by City of Condon, employees will be advised and 

provided with copies of relevant plan documents. Copies are available from City 

Administrator. 

B. Employee Assistance Program (EAP) 

This free, confidential service is provided by Cascade Centers and is available to all 

employees and dependents covered on a CIS Regence medical plan.  The EAP can be 

used to assist employees and eligible family members with any personal problems, large 

or small.  Each covered employee and eligible family members can receive up to five 

(5) personal counseling sessions per situation per year.  Sessions can be face to face, over 

the phone, or online for concerns such as marital conflict, conflict at work, depressions, 

stress management, family relationships, anxiety, alcohol or drug abuse, grieving a loss, 

and career development services.   

Cascade Centers also provides educational tools as resources relating to eldercare, 

childcare, legal consultation, financial coaching, identity theft, home ownership, and 

gym membership discounts.   
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More information regarding this service can be obtained by contacting City 

Administrator, or you can contact Cascade Centers directly at 1-800-433-2320, or at 

ww.cacadecenters.com. 

C. Workers’ Compensation and Safety on the Job 

You are protected by workers' compensation insurance under Oregon law. This insurance 

covers you in case of occupational injury or illness by providing, among other things, 

medical care and compensation and temporary or other disability benefits.  Employees 

are expected to work safely and in a safe environment. 

Steps to Take if You are Injured on the Job 

If you are injured on the job, City of Condon wants to know about it and expects to learn 

about it no later than 24 hours after your injury (report all work-related injuries to your 

supervisor).   

If you seek treatment for your work-related injury and want to apply for workers' 

compensation benefits, you must do all of the following:  

1. Report any work-related injury to your supervisor. You must report the injury no later 

than 24 hours after injury. 

2. Seek medical treatment and follow-up care if required. 

3. Promptly complete a written Employee’s Claim Form (Form 801) and return it to 

City Administrator. 

Failure to timely follow these steps may negatively affect your ability to receive benefits.  

Return to Work  

If you require workers’ compensation leave, City of Condon will strive to reemploy you in 

the most suitable vacant position available at the conclusion of that leave. However, you 

must first submit documentation from a health care provider who is familiar with your 

condition certifying your ability to return to work and perform the essential functions of 

the position.  

When returning from a workers’ compensation leave you have no greater right to 

reinstatement than if you had been continuously employed rather than on leave. For 

example, if you would have been laid off had you not been on leave, or if your position 

is eliminated, and no equivalent or comparable positions are available, then you may 

not be entitled to reinstatement. These are only examples and all 

reinstatement/reemployment decisions are subject to the terms of any applicable 

collective bargaining agreement. City of Condon does not discriminate against 

employees who suffer a workplace injury or illness. 

Early Return-to-Work Program 

Our Return-to-Work program provides guidelines for returning you to work at the earliest 

possible time after you have suffered an on-the-job injury or illness that results in time loss. 

This program is not intended as a substitute for reasonable accommodation when an 

injured employee also qualifies as an individual with a disability. The Return-to-Work 

Program is intended to be transitional work, to enable you to return to your regular job in 

a reasonable period of time. 
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The Return-to-Work program for job-related injuries consists of a team effort by City of 

Condon, injured employees and their treating physicians, and our workers’ 

compensation insurance carrier claims staff. The goal is to return our employees to full 

employment at the earliest possible date that is consistent with their medical condition 

and the advice of the treating physician.  

If your doctor determines that you are able to perform modified work, City of Condon 

will attempt to provide you with a temporary job assignment for a reasonable period of 

time until you can resume your regular duties (except where provided as an 

accommodation for a disability). If, due to a work-related injury, you are offered a 

modified position that has been medically approved, failure to phone in or report at the 

designated time and place may affect your compensation and employment with City 

of Condon. While you are on modified or transitional work, you are still subject to all other 

City of Condon rules and procedures.  

Overlap with Other Laws 

City of Condon will account for other leave and disability laws that might also apply to 

your situation. If, after returning from a workers’ compensation leave, it is determined that 

you are unable to perform the essential functions of your position because of a qualifying 

disability, you may be entitled to a reasonable accommodation, as governed by the 

ADA and/or applicable Oregon laws covering disabilities in the workplace. 

I. PERS (Public Employees’ Retirement System) Benefits 

City of Condon participates in the Public Employees Retirement System (PERS); therefore, 

your designation as a Tier I, Tier II, or Oregon Public Service Retirement Plan (OPSRP) 

member will depend on your prior PERS service and PERS rules. An employee’s 

designation and eligibility for participation in PERS or the OPSRP are determined by law.  

For more information about these plans, please contact PERS at 1-888-320-7377 or visit 

their website at www.oregon.gov/PERS. For information about City of Condon’s 

contributions to employee PERS or OPSRP plans, please see City Administrator. 

City of Condon will consider allowing PERS-eligible employees to retire from his/her 

employment with the City of Condon and then rehiring them, as permitted under Oregon 

law.  The City of Condon will consider, among other factors, the uniqueness of the 

employee’s skills or experience, the needs of the City of Condon, and the ability of 

existing employees to perform the work of the retiring employee.  Please see City 

Administrator for more information 

 

V. Miscellaneous Policies 

 

A. Alcohol/Drug Use, Abuse and Testing  

[Version One: Zero Tolerance] 

City of Condon works to maintain a safe and efficient work environment. Employees who 

misuse controlled substances, prescription or illegal drugs, or alcoholic beverages pose 

a risk both to themselves and to everyone who comes into contact with or depends upon 

them and risks damage to City of Condon’s reputation. 
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City of Condon expects employees to report to work in a condition that is conducive to 

performing their duties in a safe, effective and efficient manner. An employee's off-the-

job as well as on-the-job involvement with drugs and alcohol can have a significant 

impact on the workplace and can present a substantial risk to the employee who is using 

alcohol and drugs, to coworkers and others. 

This policy applies to all employees (except where noted in this policy or where it is 

inconsistent with applicable law and/or collective bargaining agreement principles). This 

policy revises and supersedes all previous drug and alcohol testing policies and practices.  

Prohibited Conduct 

• Possession, transfer, use or being under the influence of any alcohol while on City 

of Condon property, on City of Condon time, while driving City of Condon vehicles 

(or personal vehicles while on City of Condon business), or in other circumstances 

which adversely affect  City of Condon operations or safety of City of Condon 

employees or others.  

• Law enforcement employees may possess or transfer alcohol during the 

performance of their law enforcement duties, e.g., collecting evidence.   

o The conduct prohibited by this rule includes consumption of any 

intoxicating liquor within four hours of reporting to work or during rest breaks 

or meal periods. If use of alcoholic liquor or an alcohol “hangover” 

adversely affects an employee's physical or mental faculties while at work 

to any perceptible degree, or the employee's blood alcohol content 

exceeds .02 percent, the employee will be deemed "under the influence" 

for purposes of this rule. 

• Possession, distribution, dispensing, sale, attempted sale, use, manufacture or 

being under the influence of any narcotic, hallucinogen, stimulant, sedative, drug 

or other controlled substance while on City of Condon property, on City of 

Condon time, while driving City of Condon vehicles (or personal vehicles while on 

City of Condon business), or in other circumstances which adversely affect City of 

Condon operations or safety of City of Condon employees. Employees may not 

have any detectable amount of narcotic, hallucinogen, stimulant, sedative, drug 

or other controlled substance in system while on City of Condon property or on 

City of Condon time. 

o Law enforcement employees may possess narcotics, drugs or other 

controlled substances while engaging in law enforcement duties, e.g., 

collecting or transporting evidence. 

o The conduct prohibited by this rule includes consumption of any such 

substance prior to reporting to work or during rest breaks or meal periods. If 

use of such substances or withdrawal symptoms adversely affects an 

employee's physical or mental faculties while at work to any perceptible 

degree, or the employee tests "positive" for any such substances by 

screening and confirmation tests, the employee will be deemed "under the 

influence" for purposes of this rule.  

o As used in this policy, "controlled substance" includes, but is not limited to, 

any controlled substance listed in Schedules I through V of the Federal 
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Controlled Substance Act, including marijuana that is otherwise lawful to 

use under Oregon, Washington or any other state’s law. 

• Bringing to City of Condon property, or possessing, items or objects on City of 

Condon property that contain any “controlled substance,” including, for 

example, “pot brownies” and candy containing marijuana. This prohibition does 

not apply to law enforcement employees who bring or possess such items in 

connection with law-enforcement work. No employee, regardless of position held, 

may knowingly serve items containing marijuana or any other “controlled 

substance” to co-workers, members of the public, or elected officials while on 

work time or on/in City of Condon property. 

• Bringing marijuana-related equipment or any devices marketed for use or 

designed specifically for use in ingesting, inhaling or otherwise introducing 

marijuana (among other drugs), such as pipes, bongs, “vape” pens, smoking 

masks, roach clips, and or other drug paraphernalia. This prohibition does not 

apply to employees who possess such items in connection with law enforcement 

work. 

• Bringing equipment, products or materials that are marketed for use or designed 

for use in planting, propagating, cultivating, growing, or manufacturing marijuana, 

including live or dried marijuana plants to City of Condon property. This prohibition 

does not apply to employees who possess such items in connection with law 

enforcement work. 

 

Prescription Drugs and Medical Marijuana  

With the exception of medical marijuana, nothing in this rule is intended to prohibit the 

use of a drug taken under supervision by a licensed health care professional, where its 

use does not present a safety hazard or otherwise adversely impact an employee's 

performance or City of Condon operations. 

Employees must inform their supervisor about their use of any prescription or over-the-

counter drugs that could affect their ability to safely perform the duties of their position. 

If an employee's use of such prescription drugs could adversely affect City of Condon 

operations or safety of City of Condon employees or other persons, City of Condon may 

reassign the employee using the prescription drugs to other work or take other 

appropriate action to accommodate the physical or mental effects of the medication. 

Failure to report use of prescription drugs covered by this rule will subject an employee to 

disciplinary action, up to and including termination. (Although an employee is not 

required to provide City of Condon with the name(s) of the prescription medication(s) 

taken, medical verification of the prescription may be required.) 

The use of marijuana, which is a Schedule 1 controlled substance under federal law, is 

expressly prohibited under this policy, even if its medical use is authorized under state law. 

Employees who use medical marijuana in connection with a disability should discuss with 

their Supervisor other means of accommodating the disability in the workplace, as City 

of Condon will not agree to allow an employee to use medical marijuana as an 

accommodation. (See “Disability Accommodation Policy,” above.) 
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Reasonable Cause Testing 

If there is reasonable cause to suspect that an employee is under the influence of 

controlled substances or alcohol during work hours or has used drugs or alcohol in 

violation of this policy, City of Condon may require the employee to undergo testing for 

controlled substances or alcohol.  

As used in this policy, unless the context indicates otherwise: 

• The terms "test" and "testing" shall be construed to mean job impairment field tests, 

laboratory tests, breathalyzer tests, and other tests of saliva, blood and urine. No 

testing shall be performed under this rule without the approval of the City 

Administrator or the City Administrator ’s designee.  

• "Reasonable cause" as used in this policy means an articulable belief based on 

specific facts and reasonable inferences drawn from those facts that an 

employee is more likely than not under the influence of controlled substances or 

alcohol or has used drugs or alcohol in violation of this policy. Circumstances 

which can constitute a basis for determining "reasonable cause" may include, but 

are not limited to: 

o a pattern of abnormal or erratic behavior; 

o information provided by a reliable and credible source; 

o direct observation of drug or alcohol use; 

o presence of the physical symptoms of drug or alcohol use (i.e., glassy or 

bloodshot eyes, alcohol odor on breath, slurred speech, poor coordination 

and/or reflexes); 

o unexplained significant deterioration in individual job performance; 

o unexplained or suspicious absenteeism or tardiness; 

o employee admissions regarding drug or alcohol use; and 

o unexplained absences from normal work areas where there is reason to 

suspect drug or alcohol related activity. 

Supervisors should detail in writing the specific facts, symptoms or observations that form 

the basis for their determination that reasonable cause exists to warrant alcohol or 

controlled substance testing of an employee or a search. This documentation shall be 

forwarded to City Administrator. Whenever possible, supervisors should locate a second 

employee or witness to corroborate their “reasonable cause” findings.  

An employee whose initial laboratory screening test for controlled substances yields a 

positive result shall be given a second test. The second test shall use a portion of the same 

test sample withdrawn from the employee for use in the initial screening test. If the second 

test confirms the initial positive test result, the employee shall be notified of the results in 

writing by City Administrator. The letter of notification shall state the particular substance 

identified by the laboratory tests. The employee may request a third test of the sample 

within 24 hours of receiving the letter of notification, but such testing will be paid for by 

the employee. 

Post-Accident Testing 

Employees are subject to testing when they: (a) cause or contribute to accidents that 

seriously damage a City of Condon vehicle, machinery, equipment or property; (b) result 

in an injury to themselves or another employee requiring offsite medical attention; or (c) 
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when City of Condon has  reasonable cause to believe that the accident or injury may 

have been caused by drug or alcohol use.  

Search of Property 

When reasonable cause exists to believe an employee possesses alcohol or a controlled 

substance on City of Condon property, or has otherwise violated provisions of this rule 

regarding possession, sale or use of controlled substances or alcohol, City of Condon may 

search the employee's possessions located on City of Condon property, including but 

not limited to, clothes, locker, lunchbox, toolbox, and desk. Employees should have no 

expectation of privacy in any items they bring on to City of Condon property, or in 

property, equipment or supplies provided by City of Condon to employee. 

Employee Refusal to Test/Search 

An employee who refuses to consent to a test or a search when there is reasonable 

cause to suspect that the employee has violated this policy is subject to disciplinary 

action up to and including termination. The reasons for the refusal shall be considered in 

determining the appropriate disciplinary action. 

An employee who refuses to cooperate with any tests required by this policy is also 

subject to discipline, up to and including termination. This includes, but is not limited to, 

tampering with, or attempting to tamper with, a specimen sample, using chemicals or 

other ingredients to mask or otherwise cover up the presence of metabolites, drugs or 

alcohol in a specimen, or providing a blood or urine specimen that was produced by 

anyone or anything other than the employee being tested. 

Crimes Involving Drugs and/or Alcohol 

Employees shall report:  

• Any criminal arrest or conviction for drug- or alcohol-related activity within five 

days of the arrest or conviction; 

• Entry into a drug court or diversion program; or 

• Loss or limitation of driving privileges when the employee's job is identified as 

requiring a valid driver’s license (regular or CDL). 

Failure to report as required will result in disciplinary action up to and including 

termination. 

Drug and Alcohol Treatment 

City of Condon recognizes that alcohol and drug use may be a sign of chemical 

dependency and that employees with alcohol and drug problems can be successfully 

treated. City of Condon is willing to help such employees obtain appropriate treatment. 

An employee who believes that he/she has a problem involving the use of alcohol or 

drugs should ask a supervisor or City Administrator for assistance. 

City of Condon will work with an employee to identify all benefits and benefit programs 

that may be available to help deal with the problem. Attendance at any rehabilitation 

or treatment program will be a shared financial responsibility of the employee and City 
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of Condon to the extent its existing benefits package covers some or all of the program 

costs. 

Although City of Condon recognizes that alcohol and drug abuse can be successfully 

treated and is willing to work with employees who may suffer from such problems, it is the 

employee's responsibility to seek assistance before drug or alcohol problems lead to 

disciplinary action. Once a violation of City of Condon policy is discovered, the 

employee's willingness to seek City of Condon or outside assistance will not "excuse" the 

violation and generally will have no bearing on the determination of appropriate 

disciplinary action. 

Discipline and Consequences of Prohibited Conduct 

An employee who tests positive for drugs or alcohol in accordance with this policy will be 

subject to either termination or a last-chance agreement.  

A last-chance agreement is an agreement whereby an employee who would otherwise 

be terminated is provided an opportunity to address his/her substance abuse issue 

and/or performance or safety issues. The last-chance agreement will inform the 

employee of the problems noted with his/her performance and to specify the 

performance required for the employee to achieve in order to continue to be employed 

by City of Condon. Violation of the provisions of a last-chance agreement shall result in 

immediate termination of the employee, notwithstanding the provisions of any other 

personnel rule.  

Confidentiality 

All information from an employee's drug and alcohol evaluation is confidential and only 

those with a need to know are to be informed of test results. Disclosure of such information 

to any other person, agency, or City of Condon is prohibited unless written authorization 

is obtained from the employee. 

[Version Two: “No Impairment” Policy] 

City of Condon works to maintain a safe and efficient work environment. Employees who 

misuse controlled substances, prescription or illegal drugs, or alcoholic beverages pose 

a risk both to themselves and to everyone who comes into contact with or depends upon 

them and risks damage to City of Condon’s reputation. 

City of Condon expects employees to report to work in a condition that is conducive to 

performing their duties in a safe, effective and efficient manner. An employee's off-the-

job as well as on-the-job involvement with drugs and alcohol can have a significant 

impact on the workplace and can present a substantial risk to the employee who is using 

alcohol and drugs, to coworkers and others. 

This policy applies to all employees (except where noted in this policy or where it is 

inconsistent with applicable law and/or collective bargaining agreement principles). This 

policy revises and supersedes all previous drug and alcohol testing policies and practices.  

Prohibited Conduct 

• Possession, transfer, use or being under the influence of any alcohol while on City 

of Condon property, on City of Condon time, while driving City of Condon vehicles 

(or personal vehicles while on City of Condon business), or in other circumstances 
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which adversely affect  City of Condon operations or safety of City of Condon 

employees or others.  

• Law enforcement employees may possess or transfer alcohol during the 

performance of their law enforcement duties, e.g., collecting evidence.   

o The conduct prohibited by this rule includes consumption of any 

intoxicating liquor within four hours of reporting to work or during rest breaks 

or meal periods. If use of alcoholic liquor or an alcohol “hangover” 

adversely affects an employee's physical or mental faculties while at work 

to any perceptible degree, or the employee's blood alcohol content 

exceeds .02 percent, the employee will be deemed "under the influence" 

for purposes of this rule. 

• Possession, distribution, dispensing, sale, attempted sale, use, manufacture or 

being under the influence of any narcotic, hallucinogen, stimulant, sedative, drug 

or other controlled substance while on City of Condon property, on City of 

Condon time, while driving City of Condon vehicles (or personal vehicles while on 

City of Condon business), or in other circumstances which adversely affect City of 

Condon operations or safety of City of Condon employees.  

o Law enforcement employees may possess narcotics, drugs or other 

controlled substances while engaging in law enforcement duties, e.g., 

collecting or transporting evidence. 

o The conduct prohibited by this rule includes consumption of any such 

substance prior to reporting to work or during rest breaks or meal periods. If 

use of such substances or withdrawal symptoms adversely affects an 

employee's physical or mental faculties while at work to any perceptible 

degree, or the employee tests "positive" for any such substances by 

screening and confirmation tests, the employee will be deemed "under the 

influence" for purposes of this rule.  

o As used in this policy, "controlled substance" includes, but is not limited to, 

any controlled substance listed in Schedules I through V of the Federal 

Controlled Substance Act, including marijuana that is otherwise lawful to 

use under Oregon, Washington or any other state’s law. 

• Bringing to City of Condon property, or possessing, items or objects on City of 

Condon property that contain any “controlled substance,” including, for 

example, “pot brownies” and candy containing marijuana. This prohibition does 

not apply to law enforcement employees who bring or possess such items in 

connection with law-enforcement work. No employee, regardless of position held, 

may knowingly serve items containing marijuana or any other “controlled 

substance” to co-workers, members of the public, or elected officials while on 

work time or on/in City of Condon property. 

• Bringing marijuana-related equipment or any devices marketed for use or 

designed specifically for use in ingesting, inhaling or otherwise introducing 

marijuana (among other drugs), such as pipes, bongs, “vape” pens, smoking 

masks, roach clips, and or other drug paraphernalia. This prohibition does not 
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apply to employees who possess such items in connection with law enforcement 

work. 

• Bringing equipment, products or materials that are marketed for use or designed 

for use in planting, propagating, cultivating, growing, or manufacturing marijuana, 

including live or dried marijuana plants to City of Condon property. This prohibition 

does not apply to employees who possess such items in connection with law 

enforcement work. 

 

Prescription Drugs and Medical Marijuana  

With the exception of medical marijuana, nothing in this rule is intended to prohibit the 

use of a drug taken under supervision by a licensed health care professional, where its 

use does not present a safety hazard or otherwise adversely impact an employee's 

performance or City of Condon operations. 

Employees must inform their supervisor about their use of any prescription or over-the-

counter drugs that could affect their ability to safely perform the duties of their position. 

If an employee's use of such prescription drugs could adversely affect City of Condon 

operations or safety of City of Condon employees or other persons, City of Condon may 

reassign the employee using the prescription drugs to other work or take other 

appropriate action to accommodate the physical or mental effects of the medication. 

Failure to report use of prescription drugs covered by this rule will subject an employee to 

disciplinary action, up to and including termination. (Although an employee is not 

required to provide City of Condon with the name(s) of the prescription medication(s) 

taken, medical verification of the prescription may be required.) 

The use of marijuana, which is a Schedule 1 controlled substance under federal law, is 

expressly prohibited under this policy, even if its medical use is authorized under state law. 

Employees who use medical marijuana in connection with a disability should discuss with 

their Supervisor other means of accommodating the disability in the workplace, as City 

of Condon will not agree to allow an employee to use medical marijuana as an 

accommodation. (See “Disability Accommodation Policy,” above.) 

Reasonable Cause Testing 

If there is reasonable cause to suspect that an employee is under the influence of 

controlled substances or alcohol during work hours or has used drugs or alcohol in 

violation of this policy, City of Condon may require the employee to undergo testing for 

controlled substances or alcohol.  

As used in this policy, unless the context indicates otherwise: 

• The terms "test" and "testing" shall be construed to mean job impairment field tests, 

laboratory tests, breathalyzer tests, and other tests of saliva, blood and urine. No 

testing shall be performed under this rule without the approval of the City 

Administrator or the City Administrator ’s designee.  

• "Reasonable cause" as used in this policy means an articulable belief based on 

specific facts and reasonable inferences drawn from those facts that an 

employee is more likely than not under the influence of controlled substances or 

alcohol or has used drugs or alcohol in violation of this policy. Circumstances 
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which can constitute a basis for determining "reasonable cause" may include, but 

are not limited to: 

o a pattern of abnormal or erratic behavior; 

o information provided by a reliable and credible source; 

o direct observation of drug or alcohol use; 

o presence of the physical symptoms of drug or alcohol use (i.e., glassy or 

bloodshot eyes, alcohol odor on breath, slurred speech, poor coordination 

and/or reflexes); 

o unexplained significant deterioration in individual job performance; 

o unexplained or suspicious absenteeism or tardiness; 

o employee admissions regarding drug or alcohol use; and 

o unexplained absences from normal work areas where there is reason to 

suspect drug or alcohol related activity. 

Supervisors should detail in writing the specific facts, symptoms or observations that form 

the basis for their determination that reasonable cause exists to warrant alcohol or 

controlled substance testing of an employee or a search. This documentation shall be 

forwarded to City Administrator. Whenever possible, supervisors should locate a second 

employee or witness to corroborate their “reasonable cause” findings.  

An employee whose initial laboratory screening test for controlled substances yields a 

positive result shall be given a second test. The second test shall use a portion of the same 

test sample withdrawn from the employee for use in the initial screening test. If the second 

test confirms the initial positive test result, the employee shall be notified of the results in 

writing by City Administrator. The letter of notification shall state the particular substance 

identified by the laboratory tests. The employee may request a third test of the sample 

within 24 hours of receiving the letter of notification, but such testing will be paid for by 

the employee. 

Post-Accident Testing 

Employees are subject to testing when they: (a) cause or contribute to accidents that 

seriously damage a City of Condon vehicle, machinery, equipment or property; (b) result 

in an injury to themselves or another employee requiring offsite medical attention; or (c) 

when City of Condon has  reasonable cause to believe that the accident or injury may 

have been caused by drug or alcohol use.  

Search of Property 

When reasonable cause exists to believe an employee possesses alcohol or a controlled 

substance on City of Condon property, or has otherwise violated provisions of this rule 

regarding possession, sale or use of controlled substances or alcohol, City of Condon may 

search the employee's possessions located on City of Condon property, including but 

not limited to, clothes, locker, lunchbox, toolbox, and desk. Employees should have no 

expectation of privacy in any items they bring on to City of Condon property, or in 

property, equipment or supplies provided by City of Condon to employee. 

Employee Refusal to Test/Search 

An employee who refuses to consent to a test or a search when there is reasonable 

cause to suspect that the employee has violated this policy is subject to disciplinary 
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action up to and including termination. The reasons for the refusal shall be considered in 

determining the appropriate disciplinary action. 

An employee who refuses to cooperate with any tests required by this policy is also 

subject to discipline, up to and including termination. This includes, but is not limited to, 

tampering with, or attempting to tamper with, a specimen sample, using chemicals or 

other ingredients to mask or otherwise cover up the presence of metabolites, drugs or 

alcohol in a specimen, or providing a blood or urine specimen that was produced by 

anyone or anything other than the employee being tested. 

Crimes Involving Drugs and/or Alcohol 

Employees shall report:  

• Any criminal arrest or conviction for drug- or alcohol-related activity within five 

days of the arrest or conviction; 

• Entry into a drug court or diversion program; or 

• Loss or limitation of driving privileges when the employee's job is identified as 

requiring a valid driver’s license (regular or CDL). 

Failure to report as required will result in disciplinary action up to and including 

termination. 

Drug and Alcohol Treatment 

City of Condon recognizes that alcohol and drug use may be a sign of chemical 

dependency and that employees with alcohol and drug problems can be successfully 

treated. City of Condon is willing to help such employees obtain appropriate treatment. 

An employee who believes that he/she has a problem involving the use of alcohol or 

drugs should ask a supervisor or City Administrator for assistance. 

City of Condon will work with an employee to identify all benefits and benefit programs 

that may be available to help deal with the problem. Attendance at any rehabilitation 

or treatment program will be a shared financial responsibility of the employee and City 

of Condon to the extent its existing benefits package covers some or all of the program 

costs. 

Although City of Condon recognizes that alcohol and drug abuse can be successfully 

treated and is willing to work with employees who may suffer from such problems, it is the 

employee's responsibility to seek assistance before drug or alcohol problems lead to 

disciplinary action. Once a violation of City of Condon policy is discovered, the 

employee's willingness to seek City of Condon or outside assistance will not "excuse" the 

violation and generally will have no bearing on the determination of appropriate 

disciplinary action. 

Discipline and Consequences of Prohibited Conduct 

An employee who tests positive for drugs or alcohol in accordance with this policy will be 

subject to either termination or a last-chance agreement.  

A last-chance agreement is an agreement whereby an employee who would otherwise 

be terminated is provided an opportunity to address his/her substance abuse issue 
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and/or performance or safety issues. The last-chance agreement will inform the 

employee of the problems noted with his/her performance and to specify the 

performance required for the employee to achieve in order to continue to be employed 

by City of Condon. Violation of the provisions of a last-chance agreement shall result in 

immediate termination of the employee, notwithstanding the provisions of any other 

personnel rule.  

Confidentiality 

All information from an employee's drug and alcohol evaluation is confidential and only 

those with a need to know are to be informed of test results. Disclosure of such information 

to any other person, agency, or City of Condon is prohibited unless written authorization 

is obtained from the employee. 

B. Cellular Devices Policy  

This policy applies to employee use of cell phones, smart phones (including iPhones, 

“smartphones” and similar devices), tablets and similar devices, all of which are referred 

to as “cellular devices” in the Cellular Devices Policy.  

Cell Phones and Cellular Devices in General 

Employees who use personal or City of Condon-provided cell phones/cellular devices 

may not violate City of Condon’s policies against harassment and discrimination. Thus, 

employees who use a personal or City of Condon-provided cell phone/cellular device 

to send a text or instant message to another employee (or to a citizen or someone not 

employed by the City of Condon) that is harassing or otherwise in violation of City of 

Condon’s no-harassment and no-discrimination policies will be subject to discipline up to 

and including termination. 

Employee Use of City of Condon -Provided Cell Phones/Cellular Devices 

Cell phones/cellular devices are made available to City of Condon employees on a 

limited basis to conduct City of Condon’s business. Determinations as to which 

employees receive City of Condon-provided cell phones will be made on a case-by-

case basis; employees are not guaranteed a cell phone or cellular device. In some 

cases, City of Condon may provide a monthly cellular telephone allowance to 

employees who regularly make calls on behalf of the City of Condon away from the 

office (see City Administrator for more information). 

Employees who receive a cell phone or cellular device from City of Condon must agree 

to not use the cell phone/cellular device for personal use except in emergency situations 

and must abide by all aspects of the Cellular Device Policy. Further, employees who 

receive a cell phone or cellular device from City of Condon must acknowledge and 

understand that because the cell phone/cellular device is paid for and provided byCity 

of Condon, or subsidized by City of Condon, any communications (including text 

messages) received by or sent from the cell phone/cellular device may be subject to 

inspection and review if City of Condon has reasonable grounds to believe that the 

employee’s use of the cell phone violates any aspect of the Cellular Device Policy or any 

other City of Condon  policy. An employee who refuses to provide City of Condon access 

to his/her personal cell phone/cellular device in connection with an investigation and 

after reasonable notice may be subject to discipline, up to and including termination. 
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Employees may not use City of Condon-provided cell phones or cellular devices to call 

1-900, 1-976 or similar “pay per minute” services. Further, family and friends may not use 

an employee’s City of Condon-provided cell phone/cellular device. 

Employee Use of Cell Phones/Cellular Devices with Cameras 

Cameras of any type, including cell phones or cellular devices with built-in cameras and 

video photography options, may not be used during working hours, or at any City of 

Condon-sponsored function unless authorized to do so by City Administrator. 

Cell Phones/Cellular Devices and Public Records 

City of Condon-related business conducted on City of Condon-provided or personal cell 

phones/cellular devices may be subject to disclosure and production under Oregon’s 

Public Records laws or in connection with litigation filed against City of Condon. 

Cell Phone/Cellular Device Use While Driving 

The use of a cell phone or cellular device while driving may present a hazard to the driver, 

other employees and the general public. Subject to a few narrow exceptions for 

emergency or public safety purposes, Oregon law also prohibits the use of handheld cell 

phones while driving, even if the driving is for work-related reasons. This policy is meant to 

ensure the safe operation of City of Condon vehicles and the operation of private 

vehicles while an employee is on work time. It applies equally to the usage of employee-

owned cell phones and phones provided or subsidized by City of Condon. 

Employees are prohibited from using handheld cell phones for any purpose while driving 

on City of Condon-authorized or City of Condon-related business. This policy also prohibits 

employees from using a cell phone or other cellular device to send or receive text or 

“instant” messages while driving on City of Condon business (other than those employees 

engaged in law enforcement work). Should an employee need to make a business call 

while driving, the employee must locate a lawfully designated area to park and make 

the call, unless the employee uses a hands-free cell phone or cellular device for the call. 

In either situation, such calls should be kept short and should the circumstances warrant 

(for example, heavy traffic, bad weather), the employee should locate a lawfully 

designated area to park to continue or make the call, even if the employee is using a 

hands-free device. Violation of this policy will subject the employee to discipline, up to 

and including termination. 

C. Use of City of Condon Email and Electronic Equipment, Facilities and Services  

City of Condon uses multiple types of electronic equipment, facilities and services for 

producing documents, research and communication including, but not limited to, 

computers, software, email, copiers, telephones, voicemail, fax machines, online 

services, cell phones (including text messaging), the Internet and any new technologies 

used in the future. This policy governs the use of such City of Condon property. 

Ownership 

All information and communications in any format, stored by any means on or received 

via City of Condon’s electronic equipment, facilities or services is the sole property of City 

of Condon. 
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Use 

All of City of Condon’s electronic equipment, facilities and services are provided and 

intended for City of Condon business purposes only and not for personal matters, 

communications or entertainment. Access to the Internet, websites and other electronic 

services paid for by City of Condon are to be used for City of Condon business only. This 

means, for example, that employees may not use the City of Condon-provided Internet, 

or City of Condon electronic equipment, facilities and services to: 

• Display or store any sexually explicit images or documents, or any images or 

documents that would violate City of Condon’s no-harassment, no-discrimination 

or bullying policies; 

• Play games (including social media games) or to use apps of any kind; 

• Engage in any activity that violates the rights of any person or City of Condon, and 

that is protected by copyright, trade secrets, patent or other intellectual property 

(or similar laws or regulations); 

• Engage in any activity that violates the rights to privacy of protected healthcare 

information or other City of Condon-specific confidential information; 

• Engage in any activity that would introduce malicious software purposefully into 

a workstation or network (e.g., viruses, worms, Trojan horses). 

• Download or view streaming video for personal use. This includes, without 

limitation, YouTube videos, movies, and TV shows. Streaming audio is allowed, 

provided it does not contain explicit material, adversely affect network speed, or 

interfere with others’ ability to work. 

Further, employees may not use City of Condon-provided email addresses to create or 

manage personal accounts (e.g., shopping websites, personal bank accounts, and 

social media accounts). City of Condon email addresses for professional-based social 

media accounts such as LinkedIn may be allowed with the approval of the employee’s 

supervisor. 

Inspection and Monitoring 

Employee communications, both business and personal, made using City of Condon 

electronic equipment, facilities, and services are not private. Any data created, received 

or transmitted using City of Condon equipment, facilities or services are the property of 

City of Condon and usually can be recovered even though deleted by the user. 

All information and communications in any format, stored by any means on City of 

Condon’s electronic equipment, facilities or services, are subject to inspection at any 

time without notice. Personal passwords may be used for purposes of security, but the 

use of a personal password does not affect City of Condon’s ownership of the electronic 

information, electronic equipment, facilities, or services, or City of Condon’s right to 

inspect such information. City of Condon reserves the right to access and review 

electronic files, documents, archived material, messages, email, voicemail and other 

such material to monitor the use of all of City of Condon’s electronic equipment, facilities 

and services, including all communications and internet usage and resources visited. City 

of Condon will override all personal passwords if it becomes necessary to do so for any 

reason. 
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Personal Hardware and Software 

Employees may not install personal hardware or software on City of Condon’s computer 

systems without approval from City Administrator. All software installed on City of 

Condon’s computer systems must be licensed. Copying or transferring of City of Condon-

owned software may be done only with the written authorization of the City Administrator 

. 

Unauthorized Access 

Employees are not permitted unauthorized access to the electronic communications of 

other employees or third parties unless directed to do so by City of Condon 

management. No employee can examine, change or use another person’s files, output 

or username unless he/she has explicit authorization from City Administrator to do so. 

Security 

Many forms of electronic communication are not secure. Employees who use cell 

phones, cordless phones, fax communications or email sent over the Internet should be 

aware that such forms of communication are subject to interception and these methods 

of communicating should not be used for privileged, confidential, or sensitive information 

unless appropriate encryption measures are implemented. 

Inappropriate Web Sites 

City of Condon’s electronic equipment, facilities or services must not be used to visit 

Internet sites that contain obscene, hateful or other objectionable materials, or that 

would otherwise violate City of Condon’s policies on harassment and discrimination. 

D. Social Media 

For purposes of this policy, “social media” includes all means of communicating or 

posting information or content of any sort on the Internet, including to your own or 

someone else’s web log or blog, journal or diary, personal or commercial website, social 

networking  web site, web bulletin board or a chat room, whether or not associated or 

affiliated with City of Condon, as well as any other form of electronic communication. 

Ultimately, you are solely responsible for what you post online. Before creating online 

content, consider some of the risks and rewards that are involved. Keep in mind that any 

of your conduct that adversely affects your job performance, the performance of co-

workers, or otherwise adversely affects our citizens or people who work on behalf of City 

of Condon or City of Condon’s legitimate business interests may result in disciplinary 

action up to and including termination. 

Prohibited Postings 

Employees will be subject to discipline, up to and including termination, if they create 

and post any text, images or other media that violate any City of Condon policies, 

including City of Condon’s no-harassment and no-discrimination and workplace 

violence policies. Similarly, postings that include threats of violence, that are physically 

threatening or intimidating, bullying or harassing, will not be tolerated and may subject 

an employee to discipline, up to and including termination. 
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Do not create a link from your blog, website or other social networking site to an City of 

Condon-owned or maintained website without identifying yourself as an City of Condon 

employee. 

Express only your personal opinions. Never represent yourself as a spokesperson for City 

of Condon, unless you are authorized by your manager/supervisor to do so. If City of 

Condon is a subject of the content you are creating, be clear and open about the fact 

that you are a City of Condon employee, and make it clear that your views do not 

represent those of City of Condon or its employees or elected officials.  

Encouraged Conduct 

Always be fair and courteous to co-workers, the citizens we serve, City of Condon’s 

employees and elected officials, and suppliers or other third parties who do business with 

City of Condon.  

Also, keep in mind that you are more likely to resolve work-related complaints by 

speaking directly with your co-workers, or by utilizing our Open-Door Policy, than by 

posting complaints to a social media outlet. If you decide to post complaints or criticism, 

avoid using statements, photographs, video or audio that reasonably could be viewed 

as malicious, obscene, threatening or intimidating, that disparage citizens, co-workers, 

City of Condon employees or elected officials, that might constitute harassment or 

bullying, and/or that violate City of Condon policies. Examples of such conduct might 

include offensive posts that a reasonable person would perceive as calculated to 

intentionally harm an individual’s personal or professional reputation, posts that could 

contribute to a hostile work environment on the basis of race, sex, disability, religion or 

any other status protected by law or City of Condon policy. 

Maintain the confidentiality of City of Condon’s confidential information. Do not post 

internal reports, policies, procedures or other internal, City of Condon-related 

confidential communications or information. (See “Confidential City of Condon 

Information” policy, below.) 

Nothing in this policy is meant to prevent an employee from exercising his/her right to 

make a complaint of discrimination or other workplace misconduct or to express an 

opinion on a matter of public concern that does not unduly disrupt City of Condon 

operations. Employees are free to express themselves as private citizens on social media 

sites, but an employee’s exercise of expression is balanced against the City of Condon’s 

interest in the effective and efficient fulfillment of its responsibilities to the public. 

Request for Employee Social Media Passwords 

City of Condon’s supervisors and managers are prohibited by law from requiring or 

requesting an employee or an applicant for employment to disclose or to provide access 

through the employee's or applicant's user name and password, password or other 

means of authentication that provides access to a personal social media account. This 

includes, without limitation, a username and password that would otherwise allow a 

supervisor/manager to access a private email account not provided by City of Condon. 

Nothing in this policy prohibits City of Condon from requiring an employee to produce 

content from his/her social media or internet account in connection with a City of 

Condon-sponsored investigation into potential misconduct, unlawful or unethical 

behavior, or policy or rule violations. 
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E. Confidential City of Condon Information  

Employees must not access, use or disclose sensitive or confidential information or data 

except in accordance with City of Condon policies, practices and procedures, and as 

authorized by state or federal laws or regulations. Employees with access to confidential 

information, including but not limited to customer or employee financial, medical or 

personal information (including, without limitation, Social Security numbers), are 

responsible for the safekeeping and handling of that information to prevent unauthorized 

disclosure. Employees who access, use or disclose confidential information contrary to 

Oregon or federal laws or for personal use or financial gain may be subject to civil or 

criminal penalties under those laws, in addition to appropriate disciplinary action for 

violating this policy. 

No records or information including (without limitation) protected medical data, 

documents, files, records, computer files or similar materials (except in the ordinary course 

of performing duties on behalf of City of Condon) may be removed from our premises 

without permission from City Administrator . Likewise, any materials developed by City of 

Condon’s employees in the performance of their jobs is the property of City of Condon 

and may not be used for personal or financial gain. Additionally, the contents of records 

or information otherwise obtained in regard to the City of Condon’s business may not be 

disclosed to anyone, except where required for a business purpose or when required by 

law.  

F. Ethics 

At City of Condon, we believe in treating people with respect and adhering to ethical 

and fair business practices. We expect employees to avoid situations that may 

compromise their reputation or integrity, or that might cause their personal interests to 

conflict with the interests of the City of Condon or the City of Condon ’s citizens. 

We at the City of Condon are public employees, and as such, are also subject to the 

State of Oregon’s ethics laws. In some cases, these laws provide additional limitations on 

employees, such as prohibitions on gifts and strict definitions of conflict of interest. If you 

are coming to the City of Condon from work in the private sector, you may find that some 

activities that are common business practices in the private sector are prohibited in the 

public sector. Information on these laws is available at the Oregon Government Ethics 

Commission website: http://www.oregon.gov/OGEC. 

If you have questions about whether an activity meets the City of Condon’s or Oregon’s 

ethical standards, please talk with City Administrator . Employees who violate the Ethics 

Policy, or who violate Oregon ethics laws, may be subject to disciplinary action up to and 

including termination. 

G. Open-Door Policy  

City of Condon’s Open Door Policy is based on our belief that open, honest 

communication between managers and employees should be a common business 

practice. City of Condon’s managers and supervisors are responsible for creating a work 

environment where employee input is welcomed, and where issues are identified early 

and shared without the fear of retaliation (when the employee provides the input in good 

faith). If you have a complaint, suggestion, or question about your job, working 

conditions, or the treatment you are receiving from anyone in City of Condon, please 
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raise them first with your immediate supervisor. If you are not satisfied with the response 

from your immediate supervisor, or if your issue involves your immediate supervisor, 

request to have the facts/situation reviewed by City Administrator .  

H. Outside Employment 

Generally, employees may obtain employment with an employer other than City of 

Condon or engage in private income-producing activity of their own so long as that 

activity is not otherwise prohibited by these rules. Employees are responsible for assuring 

that their outside employment does not conflict with these rules. 

An employee is prohibited from, directly or indirectly, soliciting or accepting the promise 

of future employment based on the understanding that the offer is influenced by the 

employee’s official action. 

Employees may not accept outside employment that involves: 

• The use of City of Condon time (including the employee’s work time), City of 

Condon facilities, equipment and supplies, or the prestige or influence of the 

employee's position with City of Condon. In other words, the employee may not 

engage in private business interests or other employment activities on the City of 

Condon’s time or using the City of Condon’s property; 

• The performance of an act that may later be subject to control, inspection, review 

or audit by the department for whom the employee works (or by a State agency); 

or 

• Receipt of money or anything of value for performance of duties that the 

employee is required to perform for the City of Condon. 

The City of Condon requires employees to report outside employment to their City 

Administrator before the outside employment begins. Thereafter, an employee must 

provide an update to his/her City Administrator on an annual basis, or sooner if any 

changes in outside employment occurs. Employees who accept outside employment in 

violation of this policy may be subject to discipline, up to and including termination. 

I. Criminal Arrests and Convictions 

Employees must promptly and fully disclose to their supervisor on the next working day: 

1. All drug- or alcohol-related arrests, citations, convictions, guilty pleas, no contest 

pleas or diversions that result from conduct which occurred while on duty, on City 

of Condon property, or in an City of Condon vehicle (see “Alcohol/Drug Use, 

Abuse and Testing” policy above);  

2. All arrests, citations, convictions, guilty pleas or no contest pleas that result from 

crimes involving the theft or misappropriation of property, including money; or  

3. If you are arrested, cited or convicted of a violation of any law that will prevent 

you from performing the essential functions of your position. 

Reporting an arrest or conviction will not automatically result in termination of 

employment. Situations will be evaluated on a case-by-case basis. 

Employees who are unavailable to report for work because they have been sent to jail 

or prison may not use sick leave or vacation time to cover the absence, and may be 

subject to disciplinary action, including termination. 
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J. Political Activity 

Employees may engage in political activity except to the extent prohibited by Oregon 

law when on the job during working hours. This means that employees cannot: 

• Be required to give money or services to aid any political committee or any 

political campaign; 

• Solicit money or services (including signatures) to aid or oppose any political 

committee, nomination or election of a candidate, ballot measure or referendum, 

or political campaign while on the job during working hours (this is not intended to 

restrict the right of City of Condon employees to express their personal political 

views); or 

• Be disciplined or rewarded in any manner for either giving or withholding money 

or services for any political committee or campaign. 

K.  Bad Weather/Emergency Closing 

Except for regularly scheduled holidays identified by the City of Condon (see “Holidays” 

section, above), City of Condon is open for business on Mondays through Fridays during 

normal business hours. If there are circumstances beyond our control, such as inclement 

weather, a national crisis, or other emergencies that make one or more of our office 

locations inaccessible for all or part of a regularly scheduled workday, the City 

Administrator  (or his/her designee) will decide whether to and to what extent the City of 

Condon will close.  Closures will be communicated by text to staff from City Administrator 

or Public Works Superintendent.   Notices to the public will be with notices on the door of 

City Hall.  

In the event of extreme bad weather, we recognize that each employee’s ability to 

safely reach work may be different. If you cannot safely report to work in such 

circumstances, you should contact your manager. If staff cannot reach the office and 

are able to serve City of Condon from home, you should do so subject to approval by 

your manager or supervisor. Safety and a trustworthy approach are your guides. 

M. Driving While on Business 

Employees using a private vehicle to conduct City of Condon’s business must possess a 

valid driver’s license and must carry auto liability insurance. Employees who use their own 

vehicles for authorized City of Condon business use should make any necessary 

arrangements with their insurance carriers.  

The City of Condon may verify the validity of your driver’s license and/or your driving 

record at the time of hire and at any point during your employment. Once you are 

employed with City of Condon, we will receive automated reports from the Department 

of Motor Vehicles (DMV). The reports notify City of Condon when there are transactions 

on your driving record such as speeding tickets and citations. 

While on City of Condon business, drivers are expected to make every reasonable effort 

to operate their vehicle safely, with due regard for potential hazards, weather, and road 

conditions. Drivers are to obey all traffic laws, posted signs and signals, and requirements 

applicable to the vehicle being operated. Seatbelts are to be used in all vehicles while 

on business. Drivers are to ensure that the use of prescribed or over the counter drugs 

does not interfere with their ability to drive while on business; operating a vehicle under 
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the influence of alcohol or controlled substances is prohibited. Employees are responsible 

for notifying their manager of any subsequent restrictions, limitations, or other change in 

their driving status within 72 hours of the change or new restrictions/limitations. See also, 

“Cell Phone Use While Driving” policy, above. 

Employees who receive a ticket or citation while driving a Company-owned vehicle or 

while on Company business will be responsible for paying the fine (if any) associated with 

the ticket or citation and may face discipline up to and including termination. 

N. Workplace Violence 

City of Condon recognizes the importance of a safe workplace for employees, 

customers, vendors, contractors, and the general public. A work environment that is safe 

and comfortable enhances employee satisfaction as well as productivity. Therefore, 

threats and acts of violence made by an employee against another employee, 

volunteer, elected official, or member of the public with respect to that person’s life, 

health, well-being, family, or property will be dealt with in a zero-tolerance manner by 

City of Condon. 

All employees have an obligation to report any incidents that pose a real or potential risk 

of harm to employees or others associated with City of Condon, or that threaten the 

safety, security or financial interests of City of Condon. Employees are also strongly 

encouraged to report threats or acts of violence by non-employees, such as vendors or 

citizens, against any employee, volunteer or elected official. Employees should make 

such reports directly to City Administrator .  

City of Condon also may conduct an investigation of a current employee where the 

employee's behavior raises concern about work performance, reliability, honesty, or 

potentially threatens the safety of co-workers or others. See policy on “Workplace 

Inspections.” 

O. Workplace Inspections — No Right to Privacy or Confidentiality  

This policy applies to inspections and investigations conducted by City of Condon 

pursuant to policy or law unless otherwise modified by a different policy in this Handbook. 

An employee investigation may include, but is not limited to, investigation of criminal 

records; it may also include a search of desks, work areas, file cabinets, voicemail systems 

and computer systems. Employees are strongly discouraged from storing personal items 

in the desks, lockers, work areas, file cabinets and other office equipment or furniture, as 

well as voicemail and computer systems assigned to them by the City of Condon; these 

areas are not private.  

All information related to reports generated from inspections and investigations, including 

the name of the reporting employee(s), will be kept as confidential as possible under the 

circumstances.  

P. Smoke-Free Workplace 

City of Condon provides a tobacco-free environment for all employees and visitors. For 

purposes of this policy, “tobacco” includes the smoking of any tobacco-based product, 

smoking in any form (including, without limitation, cigars and e-cigarettes), and the use 

of oral tobacco products or “chew/spit” tobacco. Marijuana is also prohibited under this 
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policy. This policy applies to employees, volunteers, and any visitors to City of Condon 

property, vehicles or facilities/buildings. 

City of Condon buildings and vehicles are tobacco- and marijuana-free areas. 

Tobacco/marijuana use is prohibited during working hours. Further, City of Condon 

prohibits tobacco/marijuana use in or around City of Condon vehicles and equipment 

or machinery.  

If you wish to smoke tobacco, you must do so outside of City of Condon’s 

facilities/buildings, only in designated smoking areas, and out of visitor view. Smoking is 

not allowed near building entrances; Oregon law prohibits smoking within 10 feet of 

building entrances and other openings, including second-story windows. City of Condon 

has established employee smoking areas that your supervisor can show you. 

 

VI. Termination of Employment 

A. Workplace Rules and Prohibited Conduct 

Any violation of the rules or prohibited conduct in this policy may result in discipline, up 

to and including termination. This list of prohibited conduct is illustrative only; other types 

of conduct injurious to security, personal safety, employee welfare and City of Condon’s 

operations, some of which are described elsewhere in this Handbook, may also be 

grounds for discipline, up to and including termination. 

• Falsification of employment or other City of Condon records. 

• Recording of work time of another employee of allowing any other employee to 

record your work time or allowing falsification of any time sheets (your own or 

another employee’s). 

• Theft or the deliberate or careless damage or destruction of any City of Condon 

property, or the property of any other employee, citizen, vendor or third party. 

• Unauthorized use of City of Condon equipment, materials or facilities. 

• Provoking a fight or fighting during work hours or on City of Condon property. 

• Carrying firearms or any other dangerous weapon on City of Condon premises at 

any time. 

• Engaging in criminal conduct while at work. 

• Causing, creating or participating in a significant or substantial disruption of work 

during working hours on City of Condon property. 

• Insubordination, including but not limited to failure or refusal to obey the orders or 

instructions of a supervisor or member of management, or the use of abusive or 

threatening language toward another City of Condon employee, customer or 

vender. 

• Failure to notify a supervisor when unable to report to work, or when leaving work 

during normal working hours without permission from a supervisor to do so. 

• Failure to observe work schedules, including rest breaks and meal periods. You are 

expected to be at work on time, remain until your workday ends, and perform the 

work assigned to or requested of you. 

• Sleeping or malingering on the job. 

• Excessive personal telephone calls during working hours. 

• Unprofessional appearance during normal business hours. 
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• Failing to attend scheduled work sessions and related activities at conferences, 

workshops, or educational events that are paid for by the City of Condon. 

• Misrepresentation of City of Condon policies, practices, procedures, or your status 

or authority to enter into agreements on behalf of the City of Condon. Employees 

may not use the City of Condon’s name, logo, likeness, facilities, assets or other 

resources of the City of Condon for personal gain or private interests. 

• Violations of the Ethics Policy or Oregon’s Ethics laws. 

• Violation of any safety, health, security or City of Condon policy, rule or procedure. 

Employees are expected to act in accordance with all appropriate codes, laws, 

regulations, and policies, regardless of whether they are set by City of Condon or 

outside regulatory or legislative bodies. 

• Failing to timely pay water/sewer/tax accounts with City of Condon on time, 

and/or whose City of Condon -provided services are disconnected. This includes, 

without limitation, situations where the employee writes a check to City of Condon 

that is refused for payment due to non-sufficient funds. 

• Harassment or discrimination that violates City of Condon policy. 

This statement of prohibited conduct does not alter City of Condon’s policy of at-will 

employment. Except for employees subject to a collective bargaining agreement or 

contract of employment, City of Condon remains free to terminate the employment 

relationship at any time, with or without cause or notice. 

B. Corrective Action/Discipline Policy 

Employees are expected to perform to the best of their abilities at all times. There will be 

occasions, however, where employees perform at an unsatisfactory level, violate a 

policy or law, or commit an act that is inappropriate. When performance or conduct 

does not meet City of Condon standards, City of Condon will determine whether it will 

terminate the employee’s employment or provide the employee a reasonable 

opportunity to correct the deficiency through progressive discipline (such as, in no 

particular order, verbal warnings, written warnings, suspensions without pay, and 

demotions). The corrective action process will not always commence with a verbal 

counseling or include a sequence or steps. Some acts, particularly those that are 

intentional or serious, warrant more severe action (including termination) on the first or 

subsequent offense. 

In lieu of terminating the employment of an employee for serious violations of City of 

Condon policies, procedures and rules and for other inappropriate behavior or conduct, 

City of Condon may choose to provide the employee a final opportunity to continue 

employment in the form of a last-chance agreement. City of Condon may also choose 

to send the employee to a training or an education opportunity. 

In all cases, City of Condon will determine the nature and extent of any discipline based 

upon the circumstances of each individual case and, where applicable, collective 

bargaining agreement provisions. City of Condon may proceed directly to a written 

warning, demotion, last chance agreement, or termination for misconduct or 

performance deficiency, without any prior disciplinary steps, when City of Condon 

deems such action appropriate. City of Condon retains the right to terminate any 

employee’s employment at any time and for any reason, with or without advance notice 
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or other prior disciplinary action (other than those employees who are subject to a 

contract of employment). 

B. Retirement or Resignation from Employment 

If you choose to resign or retire, it is anticipated that you will give City of Condon as much 

notice as possible — preferably a minimum of two weeks. When giving your two-weeks’ 

notice, vacation, personal, or sick days should not be used in lieu of notice. If you do not 

give two-weeks’ notice of your intent to leave City of Condon, you will not be eligible for 

re-employment at a later date. 

Employees who miss three or more consecutive workdays without contacting their 

immediate supervisor are typically considered to have resigned their employment. 

If the employee’s decision to resign is based on a situation that could be corrected, the 

employee is encouraged to discuss it with City Administrator before making a final 

decision. 

Employees must return all City of Condon property, including phones, computers, 

identification cards, credit cards, keys, and manuals, to City Administrator on or before 

their last day of work.  

C. References 

All requests for references or recommendations must be directed to City Administrator. 

No manager, supervisor or employee is authorized to release references for current or 

former employees. Managers and supervisors are expressly prohibited from providing 

LinkedIn “recommendations” or using a website on the internet to discuss a current or 

former employee’s performance or termination of employment. 

By policy, City of Condon discloses only the dates of employment and position(s) held of 

former employees. Former employees who authorize additional disclosures must make a 

request to do so in writing. 
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Employee Acknowledgement 

 

Acknowledgment of Receipt of 2020 Employee Handbook 

I acknowledge that I have received and will read a copy of City of Condon’s 2020 

Employee Handbook.  I also understand that a copy of the Employee Handbook is 

available to me at any time to review in City Hall. 

I understand that City of Condon has adopted the Employee Handbook only as a 

general guide about policies, work rules and the work environment, and that they are 

subject to change at any time in City of Condon’s sole discretion. I also understand that 

the Employee Handbook] control over any other contradictory statements, other than 

those found in applicable collective bargaining agreements. I acknowledge that the 

Employee Handbook not an employment contract and are not intended to give me any 

express or implied right to continued employment or to any other term or condition of 

employment. 

I understand that either City of Condon or I may terminate my employment relationship 

at any time, for any lawful reason, with or without cause, and with or without notice, 

unless my employment is covered under a collective bargaining agreement. Other than 

promises that may be found in that collective bargaining agreement, I acknowledge 

that no promises have been made to me that are inconsistent with this “at will” 

statement. 

I have reviewed or will review City of Condon’s policies regarding equal employment 

opportunity and that the City of Condon aims to provide a workplace free of harassment 

and discrimination. I will bring any questions or concerns I have regarding equal 

employment opportunities, discrimination, retaliation or harassment to Human Resources, 

the City Administrator, or any trusted manager or supervisor. 

During my employment with City of Condon, I understand that it is my responsibility to 

remain informed about the policies as revisions, updates and new polices as issued, and 

to ask questions about any interpretation of any of the policies. 

I have read this acknowledgement carefully before signing. 

 

______________________________________________ ____________________ 

Employee Signature  Date 

The original of this document will be kept in the Employee’s personnel file. A copy will be 

provided to the Employee upon request. 

 



CITY OF CONDON
WORK SESSION AGENDA
 FINANCE COMMITTEE 

 Thursday, October 29, 2020,  4:00 PM
CONDON CITY HALL

 1. Call the Meeting to Order 

 Mayor Jim Hassing called the Finance Committee meeting to order at 4:02 p.m.   

Present:  Mayor Jim Hassing, Councilors Jan Stinchfield & Dawn Parm, City Administrator Kathryn Greiner  
 2. Discuss City of Condon draft Employee Handbook 

 

 2.1. City of Condon Draft Employee Handbook 

 CA Greiner presented the Finance Committee members with a draft of the City's employee handbook and asked for clarification 
on leave for part-time and season employees.  She suggested that the leave be the percentage of FTE of the employee with the 
administrative assistant position getting 80% (32 out of 40 hours per week); and seasonal golf/park at 58% (7 months of 40-hour 
weeks) of FTE.  Leave discussed was holiday, vacation, sick and business days.  

After discussion of the FTEs and different leave it was determined to recommend to the Council the following for leave for 
employees:

Any Employee over .5 FTE would have the following:

 Holidays - Employees that are seasonal would receive 8 hour holiday pay for the holidays that are earned during their 
employment.  This would be Memorial Day, July 4 and Labor Day for golf & park employees.

 Vacation - Percentage of FTE of what is allowed for full-time employees.  
 Sick Leave - will remain the same as calculated by State of Oregon - 1 hour sick leave per 30 hours worked.
 Business Leave - None will be offered to employees that work less than 75% FTE

Any Employee Working over 75% FTE but under 1.0 FTE:

 Holiday - Paid 8 Hours for holidays for months worked or all holidays noted in the employee handbook.
 Vacation - Percentage of FTE of what is allowed for full-time employees. 
 Sick Leave - Percentage of FTE of what is allowed for full-time employees (8 Hours per month for 1.0 FTE)
 Business Leave - Percentage of FTE of what is allowed for full-time employees (24 hours per year) 

The Committee also asked CA Greiner to determine if insurance could be offered to 12-month employees over 75% FTE.  She 
stated that for 2021 it was filled out the same as it has been that you are not eligible for insurance unless you work 40 hours a 
week all year.  Mayor Hassing suggested that employees over 75% pay the percentage of FTE.  

Other issues in the handbook discussed was regarding the personal cell phone use and alcohol on City property.  CA Greiner 
stated that the city owns one cell phone for Public Works and the rest of the employees use their personal cell phones.  She has it 
in the handbook that the employees need to know that any city business conducted on their cell phones may be requested at 
some time and be public information.  She added that she has told employees that if they are uncomfortable using their phones 
to use City phones.  

CA Greiner noted that the next step is for the CIS attorney to review it with questions, comments and changes for leave for part-



time and seasonal employees and will be back to the Council for approve at the December 2 meeting.   
 3. Review City of Condon Financial Statements 

 

 3.1. September 30, 2020 Financial Statements  

 CA Greiner noted that there was an issue with the financial statements attached to the packet and a new, corrected one had been 
attached.  She stated that the City Hall construction project was at approximately $192,000 of the $250,000 budgeted with the 
final payments equaling approximately $45,000 to Kirby Nagelhaut Construction Company, $10,000 for new doors, which 
$8,000 can be reimbursed by the CARES Act funds, and funds to Hire Electric and Josh Hendricks for connection to the internet 
in the new space.  There is a quote for a new light fixture above the window of the new space but she is going to wait until the 
final costs of the remodel come in before that is decided if necessary this fiscal year.   

 4. Other 

 CA Greiner stated that the Memorial Hall had the stove and refrigerator go out and suggested that a new commercial stove and refrigerator 
be purchased.  She said that there is $20,000 for improvements in the budget, and estimated that the two new appliances would cost 
approximately $12,000-$15,000.  The stove would have to be plumbed to propane, which may not be too difficult since the furnace is 
propane in the Memorial Hall.  Councilor Stinchfield stated that with the money spent to make the hall usable, she was in favor of fixing 
up the kitchen.  CA Greiner will look into the cost of the propane connection and get some specific appliances for the Council to look at 
next week.

CA Greiner said that the school has refused to sign the lease for the pool so the Council will discuss at the November 4 meeting what are 
the next steps.  She is suggesting that the Council get a group together to determine the interest in having a community pool before 
moving forward with spending more money on the pool.  Gilliam County discussed at their meeting a week ago and they need to know the 
interest of the Council prior to another discussion of putting money toward more repairs.   

 5. Adjourn 

 Mayor Hassing adjourned the meeting at 5:16 p.m.   



 

 

Condon Chamber of Commerce 
105 S Main Street 
Condon, OR 97823 
(541) 384-7777 
condonchamber@condonchamber.org 

October 20, 2020 

City of Condon 
Mayor, and Counselors 
128 S Main Street 
Condon, OR 97823 
 

Dear Mayor Hassing and Council Members, 

Re: Condon Skate Plaza and outdoor community recreation area 

It is our intention to create a multi-use space that is of interest 
and value to the community while attracting visitors to stay and 
enjoy our community.  

With your support we would like to develop a quality site plan to 
assess possible locations in Condon that would be a good fit for 
this project. We would love to incorporate the plaza into our 
already established beautiful downtown Historic Main Street, 
creating an area perfect for street festivals/dances and 
community events. With the infrastructure provided by Memorial 
Hall and businesses on upper Main Street and with the 
cooperation of the SWCD we could host events that span up and 
down Main Street from the North end all the way to the City Park. 

It is in the interest of the community we come to you with a unique 
recreation project for our residents and visitors alike. 

 

 

 

 



 

 

Details:  
-Advisory Committee (established and growing) 
-Identify possible locations 
-Host community meetings to gain support 
-Put together site plan 
-Address any ordinances that may prohibit skate plaza  

Questions for City of Condon: 
-Are there any identified areas within the City that could be used 
for a project like this?  

- Do you have suggestions?  
-May we request a meeting with Parks and Rec Committee 

How much does a skatepark cost? 

The kind of skatepark we envision will cost between $30-40 per 
square foot. The final size, nature of the design, and our abilities 
to seek in-kind donations will have a large impact on our 
fundraising needs. 

What kind of liability does a skatepark represent? 

Most states recognize skateparks as ordinary recreational 
facilities just like any other. The city should have no additional 
insurance burden. The larger issue is that local youth are 
currently at risk by skating in the streets. The skatepark would 
help address this serious issue. 

We look forward to discussing with you in further detail the plans 
to create a skate plaza for the community.  

 

Sincerely,  

 

K’Lynn Lane  

Condon Chamber of Commerce  
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2021 Small City Allotment Awards by City 

City Award 
Region 1 

Estacada 100,000 
North Plains 100,000 
Wood Village 100,000 
Total 300,000 

Region 2 
Adair Village   98,700 
Cannon Beach 100,000 
Detroit 100,000 
Donald 100,000 
Dunes City 100,000 
Falls City 100,000 
Garibaldi 100,000 
Gaston 100,000 
Gervais 100,000 
Idanha 100,000 
Mill City 100,000 
Mt. Angel 100,000 
Oakridge 100,000 
Philomath 100,000 
Prescott 100,000 
Sodaville   80,000 
Tillamook 100,000 
Vernonia 100,000 
Willamina 100,000 
Yachats 100,000 
Yamhill   98,200 
Total 2,076,900 

Region 3 
Butte Falls 100,000 
Canyonville 100,000 
Drain 100,000 
Glendale 100,000 
Gold Beach   75,000 
Gold Hill 100,000 
Lakeside 100,000 
Rogue River 100,000 
Shady Cove 100,000 
Total                                                                                                                                                  875,000 
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Region 4 

Arlington 100,000 
Chiloquin 100,000 
Dufur 100,000 
Fossil 100,000 
Malin 100,000 
Merrill   92,000 
Metolius   35,000 
Wasco 100,000 
Total 727,000 

Region 5 
Adams 100,000 
Athena 100,000 
Canyon City 100,000 
Cove 100,000 
Elgin 100,000 
Enterprise 100,000 
Heppner 100,000 
Imbler 100,000 
Ione   94,478 
Lexington 100,000 
North Powder   70,000 
Nyssa 100,000 
Ukiah 100,000 
Region 5 Total 1,264,478 
2021 Program Total 5,243,378 
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