
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36

A B C D E F

Reg. No Title Effective 
Date New

Supersedes/
Amends/
Revises

Area

13 Transfer of Fringe Benefits 3/27/1973

83-1 Claims Form Procedure 4/18/1983 X Legal

83-2-Rescinded Forms Inventory 8/5/2009 83-2

84-2 Handicapped Grievance Procedure 9/20/1984 X HR

85-2-RA City Property Use 6/23/2003 85-2-R Admin

85-3-R Position Classification Questionnaire - Revised 12/9/1986 85-3 HR

85-4 Equal Employment Opportunity/Affirmative Action Program 7/12/1985 5 HR

85-6-R Safety and Health 11/6/1986 85-6 Safety

85-8-R Contracting and Purchasing 1/6/2003 85-8 Finance

85-9-R4 Personnel - Harassment - Revised 3/5/2009 85-9-R3 HR

86-1-R2 Hazard Communication Program 10/14/1988 X 86-1-R Safety

86-2 Safety Committee 2/7/1986 X Safety

86-4-R Written Hazard Communication Program 6/20/1986 x Safety

86-5-R Hazard Communication - Employee Training & Information Outline 10/14/1988 86-5 Safety

87-1-R3 Recruitment and Selection 10/8/1997 87-1-R2 HR

88-1 Preventive Maintenance - Vehicles/Equip Daily & Monthly Checklists 11/28/1988 X Admin

88-2 Scheduling Work - Repairs & Preventive Maintenance 11/28/1988 X Admin

Last Updated: 12/9/2015
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37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71

89-1 Special Wage Payments 10/23/1989 X HR

89-2-R2 Disciplinary Action Procedure - Revised 5/24/1995 89-2-R HR

90-2-R Cemetery Management Plan 8/15/1995 90-2 Admin

91-1 City Hall Fire Drill/Emergency Evacuation Procedure 1/21/1991 X Safety

92-2 Emergency Medical Plan 3/10/1992 X 86-4-R HR

92-5 Transportation of City Assets Outside City Limits 8/6/1992 X Admin

93-3 Americans with Disabilities Act - Grievance & Req for Accommodation 7/14/1993 92-4 HR

94-1-R1 City Emp Parking in City-Owned Parking Lots, Reserved Spaces 4/15/2012 94-1 Admin

94-2 Return to Work Policy 2/23/1994 X HR

94-3 Liability Management 4/4/1994 X Legal

94-4 Equal Employment Opportunity Grievance Procedure 5/3/1994 85-5 HR

94-5-R3 Records Management 7/6/2000 94-5-R2 Admin

94-6-R6 Family and Medical Leave Policy - Revised 7/29/2013 94-6-R5 HR

95-3 Borrowing Money 6/20/1995 X Legal

95-4-R1 Employee Possession of Dangerous Weapons 5/21/2009 95-4,09-03 HR

96-1-R City Hall Security 2/7/2002 X 96-1 Safety

96-2-R Print Shop Mail Handling 8/5/2009 96-2 Admin

97-1 Use of Cablecast Facilities by Outside Organizations 4/21/1997 X Admin

Last Updated: 12/9/2015
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72
73
74
75
76

77
78
79
80
81
82
83
84
85
86
87
88
89
90
91
92

93
94
95
96
97
98
99
100
101
102
103
104

97-2 Policy on Notary Services 11/24/1997 X Legal

99-1-R1 Use of City Meeting Rooms by Outside Organizations 1/17/2013 92-3, 99-1 Admin

00-1-R1 Policy on General Use of Technology Systems 3/1/2014 X
84-1; 95-1; & 

00-1 TS

00-3-R3 Agenda Item Commentary 3/1/2013 00-3-R2 Admin

00-4 Drug and Alcohol Free Workplace 5/1/2000 92-1-R HR

00-5 Drug and Alcohol Testing for Commercial Vehicle Drivers 5/8/2000 X HR

00-6-R  Purchasing Cards - City of Medford 6/14/2004 00-6 Finance

00-7-R10 Park Use Regulations 10/1/2012 00-7-R8 Parks

00-8 Transfer of Appropriations 9/25/2000 85-1 Finance

00-9-R8 Travel Expenses and Employee Reimbursements 1/1/2015 00-9-R7 Finance

02-01-R3 Issuance and Return of City Property 9/28/2015
82-1, 02-01, 

02-01-R2 Admin

02-2 Review of Motor Vehicle Record of Prospective Employees 8/19/2002 01-1 HR

02-3 Energy and Water Use Management Action Policy 9/24/2002 X Admin

02-4-A4 Public Record Request Fee Charges 7/9/2008 02-4-A3 Finance

02-5 Review of Criminal History Record of Prospective Employees 10/8/2002 X HR

02-6-R Workplace Violence Prevention 1/28/2003 02-6 Safety

Last Updated: 12/9/2015
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105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138
139

04-01-R4 Accrued Sick/Bereavement Leave 11/30/2015 04-01-R3 HR

04-02-R1 Training Travel Time 3/20/2015 4/2/15 Finance

04-03-R4 Employee Recognition 9/9/2015 04-03-R3 HR

04-04-R3 No Smoking Policy 12/26/2008 04-4R2 HR

05-1 Conduct in the Workplace 10/5/2005 X Admin

06-1 Visual Art Property Control 10/4/2006 X Admin

07-1 Paycheck Distribution Policy 2/1/2007 X Finance

07-2 Emergency Management Standards & Training 12/3/2007 X Safety

09-01-R1 Domestic Violence (OVCCLA) Leave 7/29/2013 09-01 HR

09-02 Lactation Support Policy 3/5/2009 X HR

09-03-R1 Electronic Communications Devices 2/1/2010 09-03 Finance

10-01-R3 Recreation Program/Facility Rates and Fees 12/1/2013 10-1-R2 Parks

10-02-R1 Film Permit/Production in City of Medford 2/10/2009 X 10-02 Admin

10-03 Reimbursement for Training of Police Officers 4/23/2010 X HR

11-01 Neptotism and Conflicting Relationships 5/11/2011 X HR

12-01-R2 Use of City-Owned Gym/Weight Room 2/12/2015 12-01-R1 HR

12-02-R3 Fees for Parking Within the Central Business District 9/1/2014 12-2-R2 Admin

12-03-R1 Building Maintenance & Modification Requests 9/28/2015 X 12-03 Admin

Last Updated: 12/9/2015
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140
141
142
143
144
145
146
147
148
149
150
151
152
153
154
155
156
157
158
159
160
161

13-01 Veterans Honoring Veterans Day 6/3/2013 X HR

13-02 Bond Issuance 12/16/2013 X Finance

14-01 Policy on Internet and Email 3/1/2014 X TS

14-02 Policy on Remote and Mobile Access 3/1/2014 X TS

14-03 Policy on Social Media 3/1/2014 X TS

14-04 Employee Performance Management System 7/1/2014 79-1-R HR

14-05 Staff Responsibilities for Boards and Commissions 12/29/2014 X Admin

15-01 City Sponsored Special Events Policy 2/9/2015 X Admin

15-02 Outside Employment X HR

15-03 Skipped

15-04 Surplus Furniture Relocation 11/1/2015 X Admin

Last Updated: 12/9/2015
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 City of Medford Subject Area: Technology Services
 Administrative Regulation Effective Date: March 01, 2014 
  Supersedes: 00-1 
 
Title:  Policy on General Use of Technology Systems 
 
Purpose 
 
The purpose of this policy is to explain acceptable use of City technology systems. Inappropriate 
use exposes employees, and the City, to operational risks, legal issues, and civil liability. This 
policy is intended to protect both employees and the City. Additional technology policies may 
incorporate portions of this policy and/or make reference to this policy.  
 
 
Introduction 
 
The City, through the Technology Services Department, provides technology systems to meet the 
City’s requirements.   
 
Technology systems include, but are not limited to: 

• Computer systems and software 
• Local and Wide Area Networking (LAN/WAN) 
• Wireless and mobile systems  
• Telephony systems  
• Video and television systems 
• Radio systems 
• Wide area applications (email, Internet, conferencing, etc.). 

 
Each of these technology systems has specific policies (“do’s and don’ts”).  Every person who 
uses the City’s systems is required to know and understand the City’s technology policies for the 
systems they use and to comply with these policies.   
 
 
Scope 
 
These policies apply to all City employees, temporaries, volunteers, contractors, consultants, and 
all other workers, including all personnel affiliated with third parties.  
 
These policies apply at all times, at all locations, and in all situations, where any of the above 
personnel use, or have access to, technology systems that are for the use of the City of Medford. 
 
 
Roles and Responsibilities 
 
Every user has personal responsibility and some individuals and departments have additional 
specific roles and responsibilities. 

Individual users are responsible for their own compliance with policies, as well as for 
reporting violations and abuses by other users, internal or external to the City. 

 



  Regulation No.: 00-1-R1 
  Page: 2 of 6  

Department Heads of the City’s individual departments are responsible for policy 
compliance and discipline of employees within their department. 

 
Technology Services department is responsible for the following activities: 

•••• Assessment of the City technological needs 
•••• Specification of systems to meet the City’s technological needs 
•••• Budgeting and purchase of technology systems 
•••• Installation, configuration, and operation of the City’s technology systems 
•••• Auditing compliance with license, maintenance, and support agreements 
•••• Facilitation of Training 
•••• Backup and Recovery 
•••• System security 
•••• Technology maintenance, replacement, and upgrades 
•••• Monitoring for inappropriate use and violations 
•••• Continuous operations 

 
To assure system compatibility, safety, and effectiveness, any department desiring to implement 
new technology is required to have the system reviewed and approved by the Technology 
Services department. 
 
 
Violations and Sanctions 
 
It is a violation of City policy to knowingly fail to follow any of these policies, or to assist or 
allow, another person to do so.  Any employee found to have violated these policies may be 
subject to disciplinary action, up to and including termination of employment.  If the policy 
violation also constitutes a violation of federal, state, or local law, prosecution may also be 
pursued. 
 
 
Authorization 
 
Appropriate measures are in place to ensure that access to City systems is restricted to authorized 
users so that the confidentiality, integrity, and availability, of sensitive information is ensured.   
 
Unauthorized persons will not use, or attempt to use, any City systems unless and until they are 
authorized to do so.  In general, authorization requires the following steps: 

•••• Technical orientation on systems required by the user.  
•••• Review of the City technology policies. 
•••• Certification by the user that the policy and technical orientation was received, 

reviewed, understood, and will be complied with. 
•••• Assignment of a system user name and one time use password from Technology 

Services. 
NOTE:  Access to some public safety systems requires fingerprinting, background checks, and 
successful completion of training and tests. 
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Authentication 
 
Persons who have received authorization to use any of the City’s technology systems are 
required to create a unique authentication password to continue to use the systems after initial 
authorization.  Users are responsible for the security of their own passwords and user accounts. 

•••• Passwords must be “strong” to prevent discovery by malicious outsiders, or other 
City users.  Passwords must be at least 8 characters long and contain 3 of these 4 
types of characters: uppercase letters, lowercase letters, numbers, or special 
characters. 

•••• Passwords for access to City technology may not be the same as passwords used for 
access to non-City technology. 

•••• Passwords must not be written down and stored anywhere in your office. 
•••• Passwords must not be stored in unencrypted files on ANY device, including 

computers, cell phones, or similar devices. 
•••• Passwords must not be revealed to anyone for any reason.  
•••• If you think your password has been compromised, change it immediately. 
•••• Do not attempt to learn, or use, another user’s password.  If you inadvertently learn 

someone else’s password, advise them that it needs to be changed. 
•••• Do not defeat or attempt to defeat security restrictions on any City technology system 

or application. 
•••• Do not use a network or application session that has been logged on by another user 

or as another user.  
 
 
Physical Security 
 
Users must take appropriate steps to prevent unauthorized physical access to the technology 
systems they use. 

•••• Do not leave PCs or other devices logged on to any system, if you are out of sight of 
them 

•••• Anytime a system device is beyond your control, it must be locked or shut down  
•••• Do not allow unsupervised physical access to facilities and systems by persons not 

authorized to use them, including consultants, vendors, auditors, and other non-city 
personnel, including children, spouses, relatives, and friends  

•••• Also see standards addressed under Hardware, below 
 
 
Ethics and Accountability 
 
Technology systems provide opportunities and temptations for improper or unethical activities.  
 
Users shall not use any City owned systems for personal advantage, gain, or benefit.  
 
Users will be held accountable for their personal use of the City’s systems. Any wrongdoing, 
impropriety, or unethical behavior in any aspect of City business will be just cause for 
disciplinary action. 
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Hardware 
 
Users, as identified above under scope are issued, assigned, loaned, or allowed to use City owned 
technology hardware as needed. Users are required to use appropriate care and diligence to 
ensure that City hardware is not damaged, lost, stolen, or used by unauthorized persons, or for 
unintended purposes. 

•••• Do not expose hardware to damaging environments such as extreme heat, cold, 
moisture, dust, vibration, or impact, unless the hardware is specifically designed for, 
and intended to be used in, such an environment 

•••• Do not leave portable or mobile hardware such as smartphones, cell phones, or 
tablets, laptop computers, unattended, unsecured, or accessible to unauthorized 
persons 

•••• Do not allow unauthorized persons to use, handle, or work on, City equipment 
•••• Users shall not modify or repair City hardware, or attempt to do so   
•••• Users shall not use any personally owned hardware to access any City systems or 

networks, except as provided by the Remote Access Policy 
•••• Users must immediately report the loss of any City owned device(s) so that network 

access by unauthorized persons may be prevented 
•••• City technology systems hardware may not be purchased or acquired without 

verifying system compatibility with the Technology Services department 
 
 
Software 
 
The City allows authorized users to use software licensed to the City, on City owned devices, in 
order to perform their job functions.  Software includes, but is not limited to, operating systems, 
applications, and utilities.   
 
All software has licensing restrictions which are subject to audit by the software provider.  Use 
of unlicensed software may have severe civil and criminal penalties.  The City of Medford does 
not permit the use of unlicensed software on any of its systems, at any time, for any reason. 

•••• Users shall not install software, of any type, on any of the City’s technology devices 
without authorization from the Technology Services department 

•••• Users shall not copy, loan, share, trade, or sell any City owned or licensed software 
•••• Users shall not install City owned or licensed software on any personal device(s) 
•••• Users shall not install personally owned software on any City device.   

 
Requests for new software must be approved by the user’s Manager or Department Head and 
then be made known to the Technology Services Department or TS Service Desk, via email.  
 
The Technology Services department will obtain software, track licenses, test new software for 
conflicts and compatibility, and perform installation. 
 
Unauthorized or unlicensed software found on any City owned device will immediately be 
uninstalled or deleted. 
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Compliance and Auditing 
 

The City employs a number of auditing and tracking systems to insure that the City is in 
compliance with legal and licensing requirements. 

 
•••• Devices on the City network report unauthorized internal login attempts 
•••• Network firewalls block and report attempts at unauthorized outside access  
•••• Licensing compliance compares actual software use with purchased/owned licenses 
•••• Spam filters identify and block email spam  
•••• Web filters block access to selected categories of internet sites and record and archive 

every web page accessed by all users on the City’s systems 
•••• “Browsing” logs are stored for a minimum of ninety days 
•••• Email archiving and forensics systems store a copy of all inbound and outbound 

email on the City’s networks 
•••• Email archives are kept for a minimum of three years 
•••• Chat, if deployed archives are kept for a minimum of one year 

 
When a user’s activity on the network endangers the security of the network or compromises the 
intent of these policies, the user’s Department Head will be notified and the user’s authorization 
may be revoked.  If there is evidence of illegal activity by a user, the Police department will be 
notified. 
 
Everything that a user does on the City’s systems, including via mobile device or remote access, 
is logged and stored.  All of this information is subject to internal review, investigation, 
subpoena, and public records requests.   
 
 
Data Security and Integrity 
 
The City’s Technology systems store large volumes of data.  The quality of the data controls the 
accuracy and usefulness of City employee’s work products.  City government operations are 
substantially compromised without accurate, reliable data. 
 
 
Policy 
 
All users of the City's technology systems are required to maintain the security and integrity of 
data in the systems.  Information will be maintained exactly as it was input to a system, free from 
alteration or unauthorized disclosure, or if data has been modified, it was modified in a secure 
and auditable fashion.  
 

• Data will be entered, modified, or deleted in a system only by users authorized to perform 
such work 

• Data will be accessed or viewed in a system, only by users authorized to access or view 
such data and only for the purposes of their City employment.  The data will not be 
shared with persons not authorized to view or access it 
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• Users will not intentionally enter false or fictitious data into a system or intentionally 
corrupt data in a system or maliciously delete data from a system 

• Information requests under the Oregon Public Records law will be approved by an 
appropriate supervisor before information is released 

• Information that is exempt from disclosure under the Oregon Public Records law will be 
handled as sensitive, confidential data, where ever it is found.  Such information includes, 
but is not limited to: 

o Medical records 
o Personnel files and personnel disciplinary actions 
o Social Security numbers  
o Credit Card transaction information 
o Information regarding security of buildings, computer systems, 

telecommunications systems, etc. 
o Other exceptions, as identified by Oregon Statute 

 
The Technology Services Department is responsible to guard against unauthorized disclosure, 
transfer, modification, or destruction of data, whether accidental or intentional.  TS will also 
insure that data storage systems maintain data exactly as it was input to the systems, and that data 
can be recovered, reconciled, and certified, as required.   
   
 

 
Approved: 
 
 
_________________________  _____________ 
Eric Swanson, City Manager   Date 
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 City of Medford Subject Area: Human Resources
 Administrative Regulation Date of Issue: May 1, 2000 
  Supersedes: 92-1  
 
Title:  Drug and Alcohol Free Workplace 
 
 
Purpose 
 
In recognition of the City's responsibility to maintain a safe, healthful and productive work 
environment and in recognition of the responsibility of each City employee, recognized employee 
organization and contractor to perform services for the public as safely, effectively and efficiently as 
possible, the City, and all parties listed above, commit that the work environment and the services 
performed shall not be adversely affected or impaired in any way by the use or presence of alcohol 
or drugs. 
 
The City currently has the right and responsibility to eliminate any circumstance or activity that 
might impair or reduce the safe and effective performance of City services, under ORS 659.225; 
659.227; and 279.213, and The Federal Drug Free Workplace Act of 1988. This policy should be 
read in conjunction with Administrative Regulation No. 00-5, which sets forth the additional 
required drug/alcohol testing requirements for employees who are commercial vehicle drivers, as 
set forth in the Omnibus Transportation Employee Testing Act of 1991, and implementing DOT 
regulations.  In general, more stringent testing requirements are imposed by Federal regulations 
for DOT-covered employees. 
 
Objectives 
 

 To strengthen the leadership role for employees of the City, recognized employee 
organizations and contractors in ensuring a drug-free City work environment. 

 
 To provide a safe, productive and healthy work environment. 
 
 To provide efficient, safe and economical services to the public. 
 
 To provide a City work environment free of any adverse effects caused by drug or alcohol 

use or abuse. 
 
 To provide assistance toward rehabilitation for any City employee seeking help for a drug or 

alcohol related problem. 
 
Definitions 
 
For the purposes of this policy and Administrative Regulation 00-5, the following definitions apply: 
 
1. “Alcohol” means any alcoholic beverage or alcoholic liquor as defined in ORS 471.001. 
 
2.  “City Property” means worksites, parking lots, city vehicles, including property assigned to 

or used by employees, such as desks, lockers and any storage containers.  All City property 
is subject to search at anytime.  Employees using personal locks to secure containers must 
provide the city, upon request, with a copy of the lock's combination or key. 
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3. “Contractor” is defined as any person or entity that enters into a contract with the City to 

provide services.  
 
4. “Critical Incident” is defined as any incident that could have caused or caused injury to 

persons or property, while on duty with the City. 
 
5. “Drug” means any controlled substance as defined in ORS 475.005.   
 
6. “Illegal Drug Use” means the use of drugs that are unlawful to possess or distribute under 

Oregon law or a legal drug that has not been legally obtained or is being used in a manner 
for which it was not prescribed or intended. This term does not include the proper use of a 
drug taken under the supervision of a licensed health care professional and in accordance 
with the prescribed directions for consumption, or other uses authorized by law. 

 
7. “On-Duty” for the City means the span of time between the time the employee reports for 

his/her work shift through the time the employee ends duty for the same shift, and also, 
while on paid standby duty. 

 
8. “Reasonable suspicion” is defined as a good faith belief, based on facts or evidence, that a 

person may be under the influence of alcohol or drugs, while on duty with the City. 
Examples of suspect behavior include, without limitation:  
 
a) Bizarre behavior at work such as slurred speech, substantial change in appearance, 

apparent confusion in orientation, emotional outbursts; 
b) Substantial loss of productivity at work; 
c) Repeated tardiness or absences from work; 
d) Behavior that causes an on-the-job accident resulting in death or injury which 

requires medical attention or time off from work; 
e) Within the 12-month period prior to a test, being under the influence of drugs or 

alcohol while on duty; 
f) An admission by the individual that within the 12-month period prior to the test 

(s)he has illegally used drugs on duty;  
g) Odor of alcohol while on duty or in the workplace; 
h) Unsafe handling of equipment or tools; and/or 
i) Actual observation of alcohol or drug use while on duty or in the workplace. 

 
9. “Reduction in Job Performance” means the quality or quantity of an employee's 

performance on the job is less than should be expected or accepted, or less than his/her usual 
standard as judged against the past job performance of an individual employee. 

 
10. “Under the Influence” means that a drug is present in the employee's bodily system in any 

detectable amount and/or alcohol is present in the employee's bodily system above the level 
set forth in an applicable collective bargaining agreement, or, where no collective bargaining 
agreement is applicable, a blood alcohol content of .02 or greater. 

 
11. “Workplace” means any and all City property on which an employee is present and any 

place in which an individual is performing services for the City or is otherwise on duty. 
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Policy 
 
A. City Employees: 
 
It is the policy of the City of Medford that a City Employee (hereinafter referred to as “employee”) 
shall be responsible for the following: 
 
1. An employee's job performance or safety shall not be impaired or affected in any way by 

the use or abuse of alcohol or drugs.  
 
2. An employee shall not be under the influence of drugs or alcohol while on duty for the 

City, in the workplace, or on paid standby.   
 
3. An employee shall not possess, manufacture, sell, offer for sale, obtain, or distribute alcohol 

or drugs while on duty, in the workplace or on paid standby.  This prohibition does not 
apply to the possession of closed containers of alcohol in an employee’s personal vehicle 
parked in a City parking lot. 

 
4. An employee shall notify his/her supervisor, before reporting for any City duties, of any 

medications, including those legally prescribed and those over the counter medications that 
(s)he is taking that may interfere with his/her safe job performance with the City. Forms are 
available in the Human Resources Department and/or with each department head. Such 
information will remain confidential and employees will not suffer any detriment in 
reporting such medication. However, an employee may be temporarily assigned alternate 
duties if the medication is likely to cause safety concerns. Failure to report the use of a 
prescribed medication, or over the counter medication, which the employee has reason to 
believe may affect his or her abilities to safely perform assigned duties, may subject the 
employee to disciplinary action. 

 
5. If an employee is called back to work, and is under the influence of drugs or alcohol, the 

employee shall advise his/her supervisor, and another employee will be utilized. Employees 
are not subject to discipline for such an event and any information reported to the 
supervisor will remain confidential. Employees on paid standby, however, are prohibited 
from using drugs or alcohol during that paid time, except where the employee takes a 
prescribed drug as directed by a health care provider 

 
6. Based on reasonable suspicion or a critical incident, an employee shall complete a drug 

and/or alcohol testing process when directed by his/her supervisor, department head, City 
Manager or designee, consistent with this policy and applicable State and Federal laws.  

 
7. An employee shall notify the City, in writing, of any criminal drug or alcohol statute 

conviction, no later than five calendar days after such conviction. 
 
Specific disciplinary actions that will be taken against employees for violations of this policy are 
referenced in the current City of Medford Rules and Regulations and appropriate Memoranda of 
Agreement (MOA) and employment contracts. Refusal to take a test following reasonable suspicion 
or a critical incident, or a violation of any other provision of this policy, will be treated as a 
disciplinary matter. 
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To the extent a provision in an applicable collective bargaining agreement conflicts with this policy, 
the collective bargaining agreement governs.  
 
B. Positive Tests for Employees 
 
If an employee tests positive for drugs or alcohol, the employee may be referred to counseling in 
lieu of discipline on the first occasion.  The following procedure will apply: 
 
1. All positive tests will be subjected to a secondary, confirmatory test on the same sample.   
 
2. If the secondary test confirms the initial positive test result, the employee will immediately 

be suspended without pay for violation of City policy and implementing regulations. If the 
employee is under the influence of alcohol with a blood alcohol level of .02 but not greater 
than .04, (s)he will be immediately suspended without pay, and will be allowed to return to 
work after 24 hours subject to a clearance test under step 5 below.  An employee who tests 
positive for being under the influence of drugs or with a blood alcohol level of .04 or 
greater, with City agreement, may  have the opportunity to either sign a Last Chance 
Agreement and seek treatment, or sever his/her employment relationship with the City.  The 
City has sole discretion as to whether a Last Chance Agreement is offered, or whether the 
employee is to be dismissed from employment immediately. 

 
3. A Last Chance agreement is a contract between the employee and the City, requiring certain 

conditions imposed by an employer, as a condition of the employee’s continued 
employment.  A Last Chance Agreement must contain a commitment from the employee to 
remain drug free, attending, at a reasonable cost to the employee, rehabilitation, an 
employee assistance program or other similar program; submitting to random or periodic 
drug testing to demonstrate that the employee remains drug free; and paying a reasonable 
amount toward the costs of required drug tests, considering the frequency and total number 
of such tests. A Last Chance Agreement for an employee who tests positive for alcohol shall 
not require the employee to cease consumption of alcohol outside of work hours when such 
consumption does not interfere with work; shall not  require the employee to attend alcohol 
treatment absent a showing that (s)he has a problem which currently requires treatment; and 
shall not  require the employee to attend and pay for a particular treatment when other 
similar treatment is available at a lower cost. 

 
4. An employee who enters a Last Chance Agreement, and is subject to treatment,  is expected 

to meet with an accredited professional drug/alcohol counselor on a regular basis on a 
schedule to be determined by the counselor as part of  a treatment program.  Failure to 
complete the program or to cooperate with the counselor is considered a breach of the Last 
Chance Agreement, and will result in immediate dismissal from employment. The Human 
Resources Department shall be informed on a monthly basis whether the employee is in 
compliance with the treatment program. An employee’s failure to cooperate with the 
counselor is to be reported by the counselor to the Human Resources Department within a 
reasonable period of time, but no later than 10 days after a missed appointment, unless 
rescheduled by the employee during that 10-day period. A rescheduled appointment does 
not have to be within the 10-day period, as long as the counselor reports the employee in 
compliance with the treatment program. 
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5. Before returning to work, the employee will be required to submit to an alcohol and/or drug 

test.  This test must show that the employee is drug free and not under the influence of 
alcohol in order to return to work.  After returning to work, the employee will be required to 
submit to unscheduled periodic testing, at the City’s discretion for a followup period  not to 
exceed twenty four (24) months.  Refusing to take a test during this period will be 
considered a breach of the Last Chance Agreement and will result in immediate dismissal 
from employment. 

 
6. An employee under a Last Chance Agreement who tests positive for alcohol or drugs during 

the 24-month followup period will be dismissed from employment. Only one Last Chance 
Agreement is allowed. After the expiration of the 24-month followup period, if an employee 
tests positive for drugs or alcohol in violation of this policy, the employee will not be 
offered a second Last Chance Agreement, and will be dismissed from employment. Medical 
benefits may cover some of the costs for this treatment.  Any costs accrued that are not 
covered by insurance are the sole responsibility of the employee.   

 
C. Applicants for City Employment and Promotions to Safety-Sensitive Positions 
 
1. An applicant for a position with the City may be required to participate in and successfully 

complete a drug test as part of the City's medical/physical pre-placement process.  Failure or 
refusal to successfully complete the drug or alcohol analysis testing process will constitute 
disqualification of the applicant for the position or promotion. Any applicant required to 
undergo a drug test will only be required to do so after a conditional offer of employment is 
made in writing. In compliance with the Americans with Disabilities Act, the drug test will 
not be required until the offer has been made. 

 
2. This policy shall be distributed to all new employees at the time of appointment and basic 

information about this program shall be made available to applicants for City jobs or 
positions through the job announcement. 

 
3. If an applicant is required, after a conditional offer of employment, to undergo a 

medical/physical examination, the City will pay for the costs of such examination, including 
the costs of a pre-employment drug test. 

 
4. The City will employ no person until the City has been notified of the results of the 

medical/physical evaluation, including the drug screen if applicable. No person shall be 
employed who tests positive on a drug test or who refuses to take such test, and in such 
cases shall not be considered for employment in any other position until a period of 120 
days has elapsed.  

 
5. Any person who attempts to produce a false test result or otherwise tampers with or 

interferes with the testing process will be permanently disqualified from employment with 
the City of Medford.  A sample that fails an integrity test because it is either too dilute or 
contains foreign substance will constitute a failed test; but in such instances, one additional 
test will be permitted.  A second failed integrity test will constitute a positive test result. 
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D.        Contractor: 
 
It is the policy of the City Council that, in order to attain or maintain a contract with the City, each 
contractor shall agree that while (s)he or the contractor's employees or agents are performing 
services for the City, or using City equipment, that the contractor or the contractor's employees or 
agents: 
 
1. Shall not, in any way, be impaired or affected by the use or abuse of alcohol or drugs. 
 
2. Shall not be under the influence of alcohol or drugs while in the workplace or on City 

property. 
 
3. Shall not possess, manufacture, sell, offer for sale, distribute or otherwise be in any contact 

with alcohol or drugs while in the workplace or on duty for the City. This prohibition does 
not apply to the possession of closed containers of alcohol in a contractor’s (or contractor’s 
employee’s) personal vehicle parked in a City parking lot or on City property. Each 
contractor must, prior to contract approval, provide to the City a copy of its Drug Free 
Workplace Program, which must include drug-testing components equal to or greater than 
the City's Drug Free Workplace Program requirements pursuant to the provisions of ORS 
279.213.  

 
This policy, as it relates to contractors, shall be implemented by requiring appropriate contract 
provisions to be included in any contract between the City and a contractor, including contractor's 
employees and  agents. 
 
E. Procedures to be Used When Sample is Given 
 
1. Samples will be tested by a licensed clinical laboratory meeting the requirements set forth in 

ORS Ch. 438.   
 
2. An employee who is required to give a sample based upon reasonable suspicion or a critical 

incident may be reassigned or placed on leave with pay pending receipt of test results. 
 
3. Drug test results will be kept with the applicant’s pre-employment medical file, or in the 

case of a current employee, in the employee’s medical file.  
 
4. The Human Resources Department will receive the results from the testing site, and inform 

the hiring department only that the applicant passed or failed.  In the case of current 
employees, only the employee’s immediate supervisor, or other person with need to know, 
will be advised that the employee passed or failed.  

 
5. Only those persons authorized by the City and with a need to know the results will be 

informed. An applicant or employee may request results in writing from the laboratory. 
 
F.        Appeal Procedure for Employees and Applicants 
 
An applicant or employee who has failed a drug or alcohol test, may, at his or her expense, seek 
retesting of the original sample.  Such a request must be made in writing to the City Human 
Resources Department within 30 days of the date of notification of the original test results. The 
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employee or applicant may request that another licensed clinical laboratory conduct the test, subject 
to the City’s approval of the lab.  Accepted chain-of-custody procedures must be followed: at no 
time shall the employee receive the original sample to transfer or hold until the retest may be 
conducted.  If the retest gives a negative result, the applicant or employee will be deemed to have 
passed the test.  In such cases, applicants shall not be entitled to any position filled in the interim or 
to any other benefit except retention on an eligibility list.  In the event the test is negative, the City 
will pay the costs of the test. 
 
G.        Positions Subject to Testing    

 
The Human Resources Department, after consultation with the City Attorney’s Office, shall 
develop, annually review, and maintain a list of positions for which pre-employment drug tests 
will be required. A copy of that list will be filed with this administrative regulation in each 
department. 
 
City Manager Authorized Exceptions 
 
During special, infrequent occasions, consumption of alcoholic beverages and, therefore, open 
containers of alcohol, may be allowed on City property, but only upon specific prior written 
authorization from the City Manager.  On such authorized occasions, the consumption of alcohol 
must be limited to avoid any actual or perceived impairment or reduction in job performance if 
the person returns to work.  This exception does not allow employees to become intoxicated or 
impaired to a point were it may become unsafe to the employee or others.   
 
This exception does not apply to an employee who, upon returning to work, has a reasonable 
expectation of contact with the public wherein an odor of an alcoholic beverage on the 
employee’s breath or clothing might impair the public trust and confidence in the sobriety of the 
employee. 
 
The prohibitions in this policy do not apply to certified police officers engaging in approved 
police investigations, unless otherwise in violation of State or Federal law. 
 

 

The foregoing employment policy and administrative regulation will be published and 
distributed to each employee of the city, and employees will be asked to acknowledge that 
they have received, read, understood and agreed to abide by such policy.  The City reserves 
the right to revise this policy and administrative regulation at any time. 

 
 
Approved: 
 
/s/ Michael Dyal    5/1/2000 
_________________________  _____________ 
Michael Dyal, City Manager   Date 
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 City of Medford Subject Area: Human Resources
 Administrative Regulation Date of Issue: May 8, 2000 
  Supersedes: new 
 
Title:  Drug and Alcohol Testing for Commercial Vehicle Drivers 
 
 
Purpose 
 
Since January 1, 1996, the City of Medford has been required to comply with the United States 
Department of Transportation regulations implementing the Federal Omnibus Transportation 
Employee Testing Act of 1991. Specifically, the City must comply with regulations of the 
Federal Highway Administration (FHWA), including adoption of a drug and alcohol testing 
policy for drivers of commercial vehicles. This policy sets forth the rights and obligations of 
employees covered by the drug and alcohol testing requirements. This policy should be read in 
conjunction with Administrative Regulation No. 00-4, which sets forth the City’s Drug and 
Alcohol Free Workplace Policies and provides definitions for terms used in this policy. 
 
Policy 
 
A.  Employee Questions   
 
Employees having any questions regarding rights and obligations under this policy may request 
information from the Human Resources Department. 
 
B.  Definitions 
 
Terms used are as defined below, in Administrative Regulation 00-4, or in Federal regulations 
(49 CFR Parts 40 and 382). 
 
C. Covered Employees  
 
As defined in the FHWA regulations, a “covered employee” is an individual employed by the 
City who operates any of the following commercial motor vehicles to transport passengers or 
property: 

 
1. a vehicle with a gross combination weight of at least 26,001 pounds inclusive of a 

towed unit with a gross vehicle weight rating of more than 10,000 pounds. 
 
2. a vehicle with a gross vehicle weight of at least 26,001 pounds; 
 
3. a vehicle designed to transport 16 or more passengers, including the driver; or 
 
4. a vehicle of any size used to transport those hazardous materials found in the 

Hazardous Materials Transportation Act. 
 
Drivers include regular full-time employees; casual, intermittent or occasional drivers; and 
leased drivers.  Employees are required to have Commercial Driver’s Licenses to operate 
vehicles meeting the above specifications.  Employees in the job classifications (if assigned to 
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drive or otherwise work on vehicles meeting the above specifications) listed below are “covered 
employees” subject to all the provisions of this policy: 

 
Auto Service Clerk 
Equipment Mechanics I, II, III 
Laborer/Equipment Operator 
Senior Traffic Signal Technician 
Temporary Laborer 
Traffic Signal Technician 
Utility Locator 
WRD Operator 

 
 
 
Covered employees may not be under the influence of or in possession of drugs or alcohol during 
work hours.  Further, certain conduct is prohibited (see Section E below) while performing and 
prior to performing safety-sensitive functions. For purposes of this policy, “safety sensitive 
function” means all time from the time a driver begins work or is required to be in readiness to 
work until the time (s)he is released from work and includes: 

 
1. All time at an employer or shipper, plant, terminal, facility, or any public property, 

waiting to be dispatched, unless the driver has been relieved from duty by the City; 
 
2. All time inspecting equipment as required by the Federal Motor Carrier Safety 

Regulations, or otherwise inspecting, servicing or conditioning any commercial motor 
vehicle at any time; 

 
3. All time spent at the driving controls of a commercial motor vehicle in operation; 
 
4. All time, other than driving time, spent on or in a commercial motor vehicle, except 

for the time spent resting in a sleeper berth; 
 
5. All time loading or unloading a commercial motor vehicle, supervising or assisting in 

the loading or unloading, attending a vehicle being loaded or unloaded, remaining in 
readiness to operate the vehicle, or in giving or receiving receipts for shipments 
loaded or unloaded; and 

 
6. All time repairing, obtaining assistance, or remaining in attendance upon a disabled 

commercial motor vehicle. 
 
E. Prohibitions  
 
The following conduct is prohibited and may result in discipline, up to and including 
termination: 

 
1. Reporting for duty or remaining on duty requiring the performance of safety-sensitive 

functions while having an alcohol concentration level of 0.02 or greater; 
 
2. Performing a safety-sensitive function within four hours of using alcohol; 
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3. Using alcohol while performing safety-sensitive functions; 

 
4. Reporting for duty or remaining on duty requiring the performance of safety-sensitive 

functions when the employee used any controlled substance, except if the use is 
pursuant to the instructions of a physician who has advised the employee that the 
substance does not adversely affect the employee’s ability to safety operate a vehicle 
(the employee may be required to furnish a physician’s statement of such non-effect 
to the employee’s supervisor); 

 
5. Reporting for duty or remaining on duty requiring the performance of safety-sensitive 

functions if the employee tests positive for controlled substances;  
 
6. Refusing to submit to any alcohol or controlled substances test required by this 

policy. A refusal to submit to an alcohol or controlled substances test required by this 
policy includes, but is not limited to: 

 
a. A refusal to provide a urine sample for a drug test; 
 
b. Failure to provide a urine sample without valid medical explanation; 

 
c. Refusal to complete and sign the breath alcohol testing form, or otherwise to 

cooperate with the testing process in a way that prevents the completion of the 
test; 

 
d. Failure to provide breath, or to provide an adequate amount of breath, for alcohol 

testing without a valid medical explanation; 
 

e. Tampering with or attempting to adulterate the urine specimen or collection 
procedure; 

 
f. Not reporting to the collection site at the time allotted by the supervisor or 

manager who directs the employee to be tested; or 
 

g. Leaving the scene of an accident without a valid reason as to why authorization 
was not obtained from a supervisor or manager responsible for determining 
whether to send the employee for a post-accident drug and/or alcohol test. 

 
7. Consuming alcohol during the eight hours immediately following an accident, or until 

the employee undergoes a post-accident alcohol test and is released from duty, 
whichever occurs first.  

 
In addition to the above prohibitions, all employees covered by this policy have also been 
provided with a copy of the City’s Drug and Alcohol Free Workplace Policy (Administrative 
Regulation 00-2), and have signed an acknowledgment that they have read the policy and agreed 
to comply with it. 
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F.  Consequences for Employees Found to Have Alcohol Concentrations Levels of 0.02 or 
Greater but Less than 0.04  
 
An employee whose alcohol test indicates an alcohol concentration level of 0.02 or greater and 
less than 0.04 will be suspended without pay from his or her safety-sensitive function for at least 
24 hours.  The employee will also be required to take a “return to duty” test under section G. 5. 
below. The employee will receive a written reprimand indicating that a subsequent such violation 
of this policy will result in disciplinary action (up to and including termination), and will also be 
required to undergo follow-up testing as required under section G. 5. However, the employee 
shall not be required to sign a “Last Chance Agreement” as that term is used in Administrative 
Regulation 00-2.  
 
G.  Circumstances Under Which Drug and/or Alcohol Testing Will be Imposed  
 on Covered Employees  
 
1. Pre-Employment Testing  
  
As part of the City’s pre-employment medical/physical evaluation process, each candidate for 
employment in a job classification listed in Section C, including an employee transferring into such 
position from a classification not listed as a “covered employee,” shall be required to submit to pre-
employment/pre-duty controlled substance testing as required by Federal regulations (49 CFR Part 
382). Applicants will not be hired or promoted into such position, or assigned to a safety-sensitive 
function if they do not pass the required tests. 
 
2. Post-Accident Testing 
 
Post-accident drug and alcohol testing will be conducted on covered employees following any 
accident involving a commercial vehicle on a public road where: 
 

a. the accident involved the loss of human life; or 
 

b. the driver of the commercial vehicle is cited by a law enforcement agency for a 
moving violation contributing to the accident, and the accident involved:.  

 
1)  bodily injury to a person requiring medical attention away from the scene of the 

accident; or 
 
2)  damage to any vehicle involved in the accident requiring the vehicle to be towed 

from the scene. 
 
The City will attempt to arrange for a post-accident alcohol test within two hours following an 
accident.  If no such testing can occur within that time period, the City will continue for a period 
of an additional six hours to have the employee tested.  No alcohol test may be administered after 
eight hours following the time of the accident. A post-accident drug test shall be conducted 
within 32 hours following the accident.  If the City is unable to administer an alcohol or drug test 
within the requisite 2, 8, or 32 hour time period, the City will create and retain a record as to the 
reason the test was not conducted. 
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A driver who is subject to post-accident testing shall remain readily available for such testing or 
may be deemed by the City to have refused to submit to testing.  Nothing in this section shall be 
construed to require the delay of necessary medical attention for injured persons following an 
accident, or to prohibit a driver from leaving the scene of an accident for the time necessary to 
obtain assistance in responding to it, or to obtain necessary emergency medical care.  
 
3. Random Testing 
 
Covered employees will be subject to random alcohol and drug testing as follows: 
 
A random alcohol or drug test, or both, will be administered just prior to an employee’s 
performing a safety-sensitive function (e.g., driving), while the employee is performing a safety-
sensitive function, or just after the employee has stopped performing a safety-sensitive function.  
The City will participate in a random selection program meeting the requirements of Federal 
regulations (49 CFR Part 382) for the number of covered employees to be tested for random 
alcohol and drug testing each year. Some employees may be tested more than once in a year, 
while others are not tested at all depending on the random selection.  
 
On the date an employee is selected for random testing, his/her supervisor will ensure that the 
employee’s duties are covered.  The employee will receive a written note indicating the time and 
location he/she is to report for testing, and the employee shall proceed to the test site 
immediately. 
 
4. Reasonable Suspicion Testing 
 
Covered employees are also required to submit to an alcohol or drug test when a trained 
supervisor has reasonable suspicion to believe the employee is under the influence of alcohol or 
controlled substances.  The observation must be based on short-term indicators, such as blurry 
eyes, slurring, or alcohol on the breath. The supervisor may not rely on long-term signs, such as 
absenteeism or tardiness, to support the need for a reasonable suspicion test. 
 
Reasonable suspicion testing for alcohol is only permissible if the observation was made during, 
just preceding, or just after the performance of safety-sensitive functions. 
 
The reasonable suspicion alcohol test should be administered within two hours of the 
observation.  No test will be administered after eight hours following the observation.  If the test 
is not administered, the City shall maintain a record of why the test was not promptly 
administered. 
 
Even if a reasonable suspicion alcohol test is not conducted, no covered employee may report for 
duty or remain on duty requiring the performance of safety-sensitive functions while under the 
influence of alcohol, as shown by the behavioral, speech, and performance indicators, until: 
 
 1) an alcohol test is administered and the employee measures less than 0.02; or 
 
 2)  24 hours have elapsed since the reasonable suspicion determination. 
 
No disciplinary action will be taken against an employee based solely on an employee’s 
appearance and behavior of alcohol use, in the absence of an alcohol test. 
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A written record shall be made of the observations that lead to a reasonable suspicion drug test.  
The record shall be signed by the supervisor or City official who made the observations within 
24 hours of the observed behavior, or before the results of the drug test are released, whichever is 
earlier. 
 
To ensure that supervisors are trained to make reasonable suspicion determinations, supervisors 
vested with the authority to demand a reasonable suspicion drug and/or alcohol test will attend at 
least one hour of training on alcohol misuse and at least one hour of training on controlled 
substances use.  The training will cover the physical, behavioral, speech, and performance 
indicators of probable alcohol misuse and use of controlled substances. 
 
5. Return to Duty/Follow-up Testing 
 
A covered employee who has violated any of the prohibitions of this policy (see Section E) must 
submit to a return to duty test before he/she may be returned to his/her position.  The test result 
must indicate an alcohol concentration of less than 0.02 or a verified negative result on a 
controlled substances test.  The type of test administered is based upon whether the violation was 
drug or alcohol related.  In addition, because studies have shown that the relapse rate is highest 
during the first year of recovery, the employee will be subject to follow-up testing which is 
separate from the random testing obligation. The employee will be subject to at least six 
unannounced drug/alcohol tests during the first year back to the safety-sensitive function position 
following the violation. The substance abuse professional may terminate the need for follow-up 
testing at any time after the first six tests have been administered, if a determination is made that 
such testing is no longer necessary.  Follow-up alcohol testing may only be administered when 
the employee is performing safety-sensitive functions, just prior to performing such functions, or 
just after the functions have been completed. 
 
H.  Procedures to Be Used for Detection of Drugs and Alcohol 
 
1. Alcohol Testing 
 
Alcohol testing will be conducted by using an evidential breath-testing device (EBT) approved 
by the National Highway Traffic Safety Administration.  Non-EBT devices may be used for 
initial screening tests. 
 
A screening test will be conducted first. If the result is an alcohol concentration of less that 0.02, 
the test shall be considered a negative test.   If the alcohol concentration level is 0.02 or more, a 
second confirmation test will be conducted. 
 
The procedures to be used for collection and testing of the specimen shall conform to the 
regulations set forth at 49 CFR Part 40.  
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2. Drug Testing 
 
Drug testing will be conducted pursuant to the requirements of Federal regulations (49 CFR Part 
40), which provide in part: 
 

a) The urine specimen will be split into two bottles labeled “primary” and “split” 
specimen. Both bottles will be sent to the lab. 

 
b) If the test is positive for one or more of the drugs specified in subsection (f), a 

confirmation test will be performed on the primary specimen using gas 
chromatography/mass spectrometry analysis. 

 
  

c) If a test is positive, and before those results are released, the physician (or medical 
review officer “MRO”) will first contact the employee to determine if there is an 
alternative medical explanation for the positive test results.  If documentation is 
provided and the MRO certifies that there was a legitimate medical use for the 
prohibited drug, the test results may be reported to the City as “negative.”  If the 
MRO is unable to reach the employee, the MRO shall contact the employer and have 
the employer direct the individual to contact the MRO as soon as possible. 

 
d) The MRO may only verify a test as positive without communicating directly with the 

employee if: 
 
1) the employee expressly declines to speak with the MRO; 
 
2) neither the MRO nor the City, after making reasonable efforts to do so, are 

able to contact the employee within 14 days of when the MRO confirmed 
a positive result; or 

 
3) the employee fails to contact the MRO within 5 days of being notified by 

the employer to do so. 
 

e) If the urinalysis of the primary specimen tests positive for the presence of illegal, 
controlled substances, the employee has 72 hours to request that the split specimen be 
analyzed by a different certified lab.  

 
f) The urine sample will be tested for the following: marijuana, cocaine, opiates, 

amphetamines, and phencyclidine.  
 

g) All drug test results will be reviewed and interpreted by a physician before they are 
reported to the employee and then to the City. 

 
 h) Before an MRO obtains any related medical information from an employee as part of 

the verification process, the employee shall be informed that information may be 
disclosed to third parties.  The MRO may only disclose such medical information to 
the City if: 

 
1) an applicable DOT regulation requires disclosure; 
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2) in the MRO’s reasonable medical judgment, the information could result 

in the employee being determined to be medically unqualified under an 
applicable DOT rule; 

 
3) in the MRO’s reasonable medical judgment, continued performance by the 

employee could lead to a significant safety risk. 
 
Employees are entitled to the results of a drug or alcohol test upon written request. 
 
I.  Refusal to Submit to an Alcohol and/or Drug Test 
 
A covered employee who refuses to submit to any required drug/alcohol testing will be treated in 
the same manner as an employee who tested 0.04 or greater on an alcohol test or tested positively 
on a controlled substances test.   
 
J.  Consequences of Failing an Alcohol and/or Drug Test 
 
A positive result from a drug or alcohol test  will result in disciplinary action, up to and including 
termination.  A positive drug test or test showing a blood alcohol level of 0.04 or greater will 
result in a decision by the City, under Administrative Regulation 00-2, whether to offer the 
employee a “Last Chance Agreement” or to proceed with action to dismiss the individual from 
employment. Disciplinary issues shall be governed by applicable collective bargaining 
agreement terms and/or Regulation No. 00-2.  All employees in violation of this policy shall be 
provided with information regarding resources available in evaluating and resolving problems 
associated with the misuse of alcohol and the use of controlled substances. 
 
If the employee is not to be terminated, (s)he shall: 
 

a) Be immediately removed from performing any safety-sensitive function upon 
notification to the City of a positive test.  

 
b) Submit to an examination by a substance abuse professional. Upon a determination 

by the substance abuse professional, the employee may be required to undergo 
treatment for his/her alcohol misuse or drug use.  The City is not required to pay 
for this treatment, although the employee’s insurance may cover a portion of the 
costs.  The treatment may be provided by the City, by a professional under contract 
with the City, or an unaffiliated professional.  The choice shall be made in 
accordance with applicable bargaining agreements and City policies. 

 
c) Not be returned to his/her former safety-sensitive position until the employee 

submits to a return-to-duty controlled substance and/or alcohol test (depending on 
which test the employee failed) that indicates an alcohol concentration level of less 
than 0.02 or a negative result on a controlled substance test.  

 
d) Be required to submit to unannounced follow-up testing after he/she has been 

returned to his/her safety-sensitive position [see Section G. 5. above].  Follow-up 
testing shall not exceed 60 months from the date of the driver’s return to duty. 
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K. Information Concerning the Effects of Alcohol and Controlled Substances and Available 
Methods of Intervention 
 
Employees covered by this policy are to be furnished with educational materials addressing the 
effects of alcohol and various controlled substances that are tested for under this policy.  Further, 
the City has established an Employee Assistance Program to help employees who may need 
assistance with alcohol and controlled substance abuse. For details, contact the Human 
Resources Department. 
  
L. Dissemination of Policy 
 
The foregoing employment policy and administrative regulation will be published and 
distributed to each covered employee within 30 days of adoption, and employees will be asked to 
acknowledge that they have received, read, understood and agreed to abide by such policy.  New 
employees will receive a copy of the policy during the employee’s orientation by the Human 
Resources Department. The City reserves the right to revise this policy and administrative 
regulation at any time.  
 
Approved: 
 
/s/Michael Dyal    5/8/2000 
_________________________  _____________ 
Michael Dyal, City Manager   Date Comment [MIS1]: Before starting 
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 City of Medford Subject Area: Appropriations
 Administrative Regulation Date of Issue: September 25, 2000 
  Supersedes: Regulation 85-1 
 
Title:  Transfer of Appropriations 
 
 
 

 To list the types of appropriation transfers and to detail procedures to implement them. 
 

Objectives 
 

 To insure compliance with local budget law (O.R.S. 294) 
 To give Department Heads flexibility in managing their resources. 
 To reduce the amount of administrative review required to implement a transfer. 

 
Types of Transfers 
 

 Transfers requiring Department Head approval. 
Include transfers between categories within the same department/division up to a 
fiscal year cumulative total of $10,000 per department. 
 

 Transfers requiring City Manager approval. 
Include transfers between categories within the same department/division over the 
$10,000 Department Head limit and transfers from departmental contingency to 
another category. 
 

 Transfers requiring City Council approval. 
Include transfers from any “Fund” contingency account to another category or 
any transfers between department/divisions. 
 

Responsibilities 
 

 For transfers requiring only Department Head approval, the originating department 
should complete the Appropriation Transfer Request form ALL 012, and forward the 
approved three-part form to Finance.  Finance will process the transfer and return a copy 
of the form to the originating department.  Each department should insure that once the 
$10,000 cumulative department limit is reached that the City Manager’s approval is also 
obtained on the form. 

 
 For transfers, other than transfers from departmental contingencies, the originating 

department is responsible for completing the Appropriations Transfer Request form ALL 
012, obtaining the necessary approvals and forwarding the form to Finance.   

 
 For any transfer from a departmental contingency account to another account in the same 

department & division, the originating department is responsible for completing a 
“Request to Utilize Prior Fiscal Period Resource Carry-Forward” form, obtaining the 
Department Head and City Manager approvals and forwarding the form to the Finance 
Department. 
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 For transfers requiring City Council approval, the originating department is responsible 
for completing the Appropriation Transfer Request form ALL 012 and obtaining 
department head and City Manager approval. Departments should confirm account 
numbers and budget balances with Finance Department before obtaining approvals.  The 
approved document is then forwarded to Finance for preparation of a Council Agenda 
Commentary and inclusion on the requested meeting agenda.  Finance Department will 
process the transfer request and send a copy to the originating department after it is 
approved by Council. 

 
Approved: 
 
 
 /s/ Michael Dyal    9/25/00  
Michael Dyal, City Manager    Date 
 
 
 



   

City of Medford 
Department of Finance 
Budget Administration 

 
Request to Utilize Prior Fiscal Period  

Resource Carry-Forward 
 

What is being requested? 
 
 
Does the request apply to a specific outcome and what service will be delivered as a result? 
 
 
Who are the customers? 
 
 
How will the request aid in the satisfaction of customer needs? 
 
 
How will employees be better able to satisfy customer needs? 
 
 
Benefits, Outcomes and Results? 
 

A. Process Impact 
 
 

B. Fiscal Impact 
 
 
Desired delivery/implementation date:  
 

APPROPRIATIONS TRANSFER REQUEST Fiscal Year  
Account No. Project 

No. 
Current 
Budget 

Increase Decrease Revised 
Budget 

      
      
      
      
      

Totals      
 

Requested by _______________  ________ Approved by _______________  _________ 
 Department Head Date City Manager Date





   
CITY OF MEDFORD APPROPRIATIONS TRANSFER REQUEST  Fiscal Year   

 
 

 

 

 
Requesting Department   Voucher #  

 
Date of Proposed Council Action   Date  

 
 Explanation of Requested Transfer:   
 
 
 
 

Transaction No. Account Number Project Number Current Budget Increase Decrease Revised 

   

   

   

   

   

   

   

     

TOTALS $   0.00 $   0.00 $   0.00 $   0.00 

 
Requested by     Approved by       
 Department Head Date City Manager Date 











CITY OF MEDFORD 
Check-Out and Return of City Property Form 

AR-02-1-R3 Attachment 

 
 

 
 
 
 

EMPLOYEE NAME DEPARTMENT 
 

The employee must bring a completed “Check-Out and Return of City Property Form” to the department 
issuing their final check.   This form will then be forwarded to the Human Resources Department.  

Keys issued for the City Hall Complex must be returned to the Human Resources office. 

Keys for the Service Center Complex must be returned to issuing department. 

Keys returned?           Yes ______ No______    N/A_______  

Proximity I.D. Card returned?         Yes ______ No______    N/A_______ 

 “Key Check-Out Form” completed?     Yes ______ No______    N/A _______ 

Human Resources Official Signature: _______________________________  Date:__________ 
 

______________________________________ 

CITY ISSUED PROPERTY 

DESCRIPTION SERIAL # DATE 
ISSUED 

EMPLOYEE 
SIGNATURE 

DATE 
RETURN 

SUPERVISOR’S 
SIGNATURE 

Lap top computer  
     

Tool Box / Set  
     

Cell Phone / 
Smart Phone 

 
     

Credit Card  
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 City of Medford Subject Area: Building Security
 Administrative Regulation Date of Issue: Sept. 28, 2015 
  Supersedes: 02-01-R3 
Title:  Policy on Issuance and Return of City-owned Property 
 
 
Purpose 
 
This policy establishes procedures and guidelines that control the issuance and return of keys and 
City-owned portable, personal property to employees.  City-owned and issued equipment 
includes, but is not limited to, lap top computers, pagers, cell phones and hand-held palm 
computer devices. 
 
Definitions 
 
The following definitions are terminologies specifically referencing the key portion of this 
policy. 
 

1. City: City of Medford facilities. 

2. Facilities: City owned buildings, rooms, parks, aquatic facilities or area to which 
access is controlled by a key or by a device restricting access. 

3. Restricted Facilities, Areas or Spaces: City buildings, rooms, parks, aquatic 
facilities or area to which access is controlled by a department head and for which 
special arrangements for access must be arranged through that department head. 

4. Equipment: All City of Medford property protected by a lock or security device 
including all city-owned maintenance equipment.  

5. Key: Any device used to gain access/entry to any city space or equipment.  This 
includes but not limited to: mechanical keys, card access, lockboxes, 
combination-locks, or any specialized manual/mechanical or electrical push 
button locks with or without key over-ride. 

6. Key holder: Person to whom keys are issued. 

7. Terminating employee:  An employee who either leaves the employment of the 
city or who transfers to another department within the City of Medford. 

8. Grand Master Key: Opens all doors and pad-locks in two or more city buildings 
or park facilities. 

9. Building Master Key: Opens all doors in a city building. 

10. Sub-Master Key: Opens more than one door or pad-lock in a portion of a city 
building or park facility. 

11. Change Key: Opens a door or pad-lock within a city building or park facility. 

12. Outside Door Key: Opens an exterior door of a city building. 
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Key Responsibility 
 
The Facilities Management Division of the City Manager’s Office is the sole source for 
duplicating and manufacturing keys to City facilities and equipment on the city keyway and card 
access system. The Facilities Management Division has discretionary authority for delegating 
responsibility for duplication, manufacture, and issuance of keys. 

 
1.   New buildings and facilities are keyed under the technical direction of the 

Facilities Management Division. All new locking hardware and the re-keying of 
all existing locking and security hardware is the responsibility of the Facilities 
Management Division.   

a. Where practical, multiple keys to the same lock are serially numbered. 

b.  Commercial locksmiths are prohibited from working on City of Medford 
facilities and equipment except as directed by the City Manager.  

 
2. Once requested keys have been issued to the department head or designee by the 

Facilities Management Division, the department head or designee is responsible 
for all keys issued by their department to employees and temporary staff.  The 
department head or designee is responsible for maintaining accurate records of all 
keys issued. 

 
3. At the request of a department head, the Facilities Management Division can 

produce quarterly reports on departmental and building key activity.   
 
4. Access to Restricted Facilities, Areas, or Spaces 

a. Department heads must provide to the Facilities and Project Manager a 
memorandum of justification and reasons for designating a facility or portion 
thereof as restricted. The memorandum must list the names of individuals who 
are authorized to possess keys.  

 
b. The department head or designee is responsible for ensuring that supervision 

is provided to any non-key-carrying persons who have legitimate reasons to 
enter the restricted area. Departments are financially responsible for damage 
to facilities and equipment caused by delayed access to restricted areas. 

 
c. The Facilities and Project Manager or designee is authorized to issue keys to 

maintenance employees who must enter restricted spaces in order to perform 
their duties when the regularly assigned user of the space is absent. At the 
request of a building, park, or area manager, the Facilities and Project 
Manager will furnish a list of maintenance employees with access to the 
affected building, park, or spaces therein. To minimize risk of damage or loss 
due to cleaning and/or maintenance activities, it is recommended that building 
occupants store sensitive items in locked desks, filing cabinets, or cupboards. 
Keys to such equipment are not issued to maintenance employees except at 
the specific written request of the department head or building manager. 
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d. Department heads, directors, or building managers who believe they require 

access to building and utility areas that are restricted to service and operating 
maintenance employees should provide written request to the Facilities and 
Project Manager for Facilities Management. 

 
5. Persons to whom keys are issued are prohibited from duplicating or loaning those 

keys to any other person. 
 

Employees violating the City of Medford key policy are subject to disciplinary action including 
ineligibility to possess city-owned keys. Such disciplinary action will be the decision of the 
department head. 

 

Issuance of Keys 
 
The Facilities Management Division issues keys to eligible employees, seasonal staff, and to 
temporarily authorized persons (such as contractors) on a need to have basis. Only one key type 
or numbered key is issued to any one person. Exceptions can be requested through the Facilities 
Management Division. 
 
Employees shall request keys from the City Manager’s Office/Facilities Management Division as 
follows: 
 

1. Employees shall submit a completed “Key Request Form” (copy attached) to the 
Facilities Management Division signed by their department head or designee 
authorizing the level of key to be issued. Alternately, an intranet or email memo 
from one of the above supervisors may be used.    

a. Police Department employees shall bring a “Key Request Form,” signed by 
the Administrative Support Lieutenant, Deputy Chief, or Chief, authorizing 
the level of key to be issued.  Alternatively, an intranet memo or email memo 
from one of the above mentioned supervisors may be used. 

 
b. The Facilities Management Division processes key requests within 24 hours 

or advises the department if additional time is required.  
 

c. The key holder signs the key request form acknowledging receipt and 
responsibility for the keys. 

 
2. The City Manager’s Office / Facilities Management Division shall request that a 

“Key Check-out and Return Agreement” (copy attached) be signed by the 
employee at the time a key is issued.  This form shall be retained by the City 
Manager’s Office/Facilities Management Division. 

 
3. Any full-time employee or councilmember may request a key to the Annex main 

doors, which allows use of the exercise facilities in the basement. 
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4. Requests for building master keys shall be based on a key authorization list 
approved by the City Manager or his designee.  Only the City Manager or his 
designee may make changes to this list. 

 
5. All proximity I.D. cards will be issued by the Human Resources Department and 

tracked in the same manner as keys through the City Manager’s Office/Facilities 
Management Division, including those for the Medford Water Commission within 
City operated buildings.  

6. There shall not be a charge for replacing lost keys or keyless entry cards.  
However, an employee who does not act in a responsible manner with regard to 
keys and keyless entry cards may be subject to progressive discipline. 

 
5. Low level department keys, which are not part of the Facility Master Key System, 

may be issued and tracked by the relevant department. 
 
Retrieval of Keys 
 
Note:  This section applies to terminating, lost and found keys, as well as transferring employees. 
 

1. Lost Keys 

a. Key holders must promptly report lost keys to their department head, building 
manager, and the Facilities Management Division. Where appropriate and 
upon receipt of an approved key request card, replacement keys are issued. 

 
b. Immediately following the report of a missing key; the Facilities Management 

Division evaluates the significance of the loss and determines the degree of re-
keying required to maintain security of facilities. The staff assigned reports its 
recommendation to the building manager, department head, and the Facilities 
Management Supervisor. Costs of re-keying are the responsibility of the 
affected department. 

 
c. When the loss of a key justifies re-keying the locks involved, the department 

head must initiate the request. Previously issued keys to the compromised lock 
or area are exchanged at no cost to the current key holders. The costs of re-
keying are the responsibility of the affected department. 

 
2. Found Keys and Key Turned-In 

a. All found keys must be submitted immediately to the Facilities Management 
Division. The Division will return all City-owned keys to the authorized key 
holder. 

 
b. Employees who terminate employment or who transfer to another department 

or who possess keys that are no longer needed must return their keys to the 
Facilities Management Division. Staff will verify return of the keys and issues 
a signed receipt.  
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c. It is the responsibility of each department head or designee to verify the 
proper return of keys issued to a terminating employee.  

 
d. Key turn-in for service personnel, contractors, and others who are not 

employees of the City of Medford is the responsibility of the issuing authority. 
At the time keys are collected and returned to the Human Resources 
Department. Facilities Management staff will issue a signed receipt.   

 
e. Keys issued to individuals must also be returned upon the request of the City 

Manager, appropriate building manager, or department head.  
 
3. Departments shall direct terminating and transferring employees to return 

keys/proximity I.D. cards to the Human Resources Department.  The terminating 
or transferring employee’s “Key Check-Out and Return Agreement” will be 
updated; and their “Property Check-Out and Return” form (copy attached) 
completed. 

 
4. In the case of terminating employees, the “Return of City Property” form must be 

completely signed off by all relevant departments prior to release of the final 
paycheck. 

 
Schedule of Charges 
 

1.   Buildings Serviced by Facilities Management Division 

a.  When, due to normal wear and tear, cylinder re-pinning is necessary as a 
maintenance activity, the cost is paid by Facilities Management Division.  

 
b.  If, due to of security, convenience, or other considerations, re-keying is 

necessary, such re-keying is paid by the requesting department. 
 

2. Buildings Not-Normally Serviced by Facilities Management Division 

a. When, due to normal wear and tear, cylinder re-pinning is necessary as a 
maintenance activity, the cost is covered by the requesting department.  

 
3. In the case of compromised security, a completed Work Request form approved 

by the building manager or department head to re-key the facilities is submitted 
by the department head to the City Manager’s Office/Facilities Management 
Division (see Service Request tab on City intranet web page). Facilities 
Management verifies the request with the building manager.  

 
4. The costs for re-keying due to loss of or failure to return keys are assessed to the 

department of the key holder by the Facilities Management Division. Actual re-
keying costs are billed to the appropriate department.  

 



  Regulation No.: 02-01-R3 
  Page: 6 of 6  
 
Issuance of City-Owned Portable Personal Property 

 
1. Department heads shall retain the discretion as to which items of portable, 

personal property are needed by employees in the discharge of their official 
duties.   

 
2. Each department shall maintain a “Property Check-Out and Return” form (copy 

attached) for each employee in the department.  Employees shall affix their 
signature to the appropriate section of the log upon sign out of equipment. 

 
3. There shall not be a charge for replacing lost portable, personal property.  

However, an employee who does not accept responsibility for secure 
custodianship of City-issued portable, personal property can be subject to 
progressive discipline. 

 
Retrieval of City-Owned Portable, Personal Property 
 
 1. This section applies to terminating, as well as transferring employees. 
 

2. Departments shall inventory item(s) returned, comparing them to the issuance log.  
The supervisor shall affix his/her signature at the appropriate section of the log 
upon return of equipment.   

 
3. The completed “Check-Out and Return of City Property” form shall be forwarded 

to the Human Resources Department for inclusion in the employee’s permanent 
employment file. 

 
4. In the case of terminating employees, the Check-Out and Return of City Property 

form must be completely signed off by all departments prior to release of the final 
paycheck. 

 
 
 
Approved: 
 
 
_/s/John W. Hoke__________________________  Sept. 28, 2015   
John W. Hoke, City Manager Pro-Tem   Date 
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 City of Medford Subject Area: Human Resources
 Administrative Regulation Date of Issue: August 19, 2002 
  Supersedes: 01-1 
 
Title:  Review of Motor Vehicle Record of Prospective Employees 
 
 
 
 
This regulation is intended to protect public health and safety and to minimize the City’s 
liability exposure.  
 
Policy 
 
The City will engage in a routine check of a prospective employee’s driving record if the 
prospective employee would be expected to operate a motor vehicle as a condition of 
employment with the City.  No person with an unacceptable driving record will be hired by 
the City. 
 
Driving Record Background Check 
 

1. An applicant conditionally selected for a position that requires a valid driver’s 
license shall, as part of the pre-employment screening process, consent to a check of 
his/her driving record.  

 
2. In accordance with the provisions of State law (ORS 802.220), the Motor Vehicle 

Division will report any violations that have occurred within the three-year period 
immediately prior to the inquiry. 

 
3. If an applicant conditionally selected for a position that requires a valid driver’s 

license currently resides in another state, the Human Resources Department will 
obtain an applicable motor vehicle driving record check demonstrating the 
prospective employee has an acceptable driving record. 

 
4. An individual with one conviction for a traffic crime (as defined by State law) 

within the three-year period will be disqualified from any position with the City that 
requires a valid driver's license.  An individual with three or more convictions for 
moving violations within the three-year period will be disqualified from any 
position with the City that requires a valid driver's license.  Disqualification will 
arise from a conviction in any jurisdiction that is equivalent to an Oregon crime or 
violation.   

 
5. For purposes of this regulation, “moving violations” are defined to mean any 

offense under Oregon Revised Statutes, sections 811.010 to 811.050, 811.100, 
811.112 to 811.135, 811.123, 811.145 to 811.170, 811.175, 811.190 to 811.205, 
811.260 to 811.390, 811.400 to 811.435, 811.445, 811.455, 811.460, 811.470 to  
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811.485, 811.495 to 811.510, 811.515 (1), (2), (6) and (12), 811.535, 811.565, 
811.710, 814.130, 814.150, 814.200 to 814.220, 814.250, 814.320, 815.232, 
815.270, 820.220 or 820.320. 

 
 

Approved: 
 
 
___/s/  Michael Dyal______________________ ______8/19/02______   
Michael Dyal, City Manager Date 
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 City of Medford Subject Area: Energy
 Administrative Regulation Date of Issue: 9/24/02 
  Supersedes: New 
 
Title:    Energy and Water Use Management Action Policy 
 
 
Outline the City of Medford’s goals in the matter of wise use and management of water and energy at 
City facilities and publicly owned areas. 
 
Applicability 
1) Existing Facilities and Areas:  This Policy shall become an integral part of the operation of all City 
owned facilities and publicly owned areas including, but not limited to: fire stations; pool buildings and 
facilities; community centers; the Service Center and it’s outbuildings; the Water Treatment Plant; the 
Lausmann Annex; City Hall; parking lots; public rights of way; outdoor recreational and park facilities 
and properties.  
 
2) New Construction and Projects: This Policy shall become an integral part of the design and 
planning of new construction, partial building renovations and City of Medford projects in publicly 
owned areas. 
 
Policy Implementation 
Strategies and Conservation Measures shall be outlined based on the Principles and Objectives 
herein by the City Manager or his designee.  Actions identified in that document shall be implemented 
and funded through the normal budget process by the departments having responsibility for the 
strategy. While Strategies may be repeated over more than one budget cycle, it is anticipated that 
some will change each budget period.  
 
An Employee Energy Group comprised of the designee and one member from each department shall 
convene a minimum of two times a budget cycle to review the Objectives, Strategies and the Adopted 
Energy Conservation Measures, outlined herein. 
 
Policy Objectives,  Strategies and Conservation Measures 
The designee shall recommend Objectives, Strategies and any additional Conservation Measures at 
the beginning of the budget planning process and forward to the City Manager who shall consult with 
impacted department staff regarding implementation. Periodic reports of Policy accomplishments 
shall be provided by the responsible departments to the designee, who shall periodically report to the 
City Manager. 
 
Strategies shall consist of action items based on the Objectives and Principles outlined therein. In 
order to address organizational, technological and market changes, Objectives and Strategies may 
be revised as needed.  
 

Energy 
 

Energy Principles 

 Energy use is directly related to environmental quality. 
 Energy conservation, efficiency, and the investigation of uses of renewable energy as well as 

alternative energy sources is key to a sustainable future. 
 Energy education is essential to achieve conservation and efficiency. 
 The greatest opportunity for energy cost savings is to use less energy. 
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Energy Objectives 

 Reduce the demand for energy used to operate City facilities. 
 Reduce the fleet fuel demand and increase the use of alternate energy sources.  
 Increase employee and contractor conservation behaviors to achieve additional energy 

savings. 
 Demonstrate leadership in use of alternate energy and new energy technology. 
 Enable employees and citizens to make wise energy choices. 

 
 
 

Water 
 

Water Principles 

 Water is a limited resource. 
 Incorporating efficient methods of water consumption demonstrates good stewardship of a 

natural resource. 
 Proper irrigation design, installation and maintenance techniques are essential to maintain a 

quality landscape and to allow for optimal use of a limited resource. 
 Proper facility design, construction and maintenance techniques are essential to allow for 

optimal use of a limited resource. 
 Education is essential to achieve water conservation and efficiency. 

Water Objectives 

 Increase the use of efficient methods in water consumption at City facilities. 
 Ensure necessary departments have opportunity to approve City of Medford facility or public 

land projects which have irrigation design and/or installation and/or maintenance as a 
component. 

 Ensure new facility construction and/or renovations incorporate water conserving methods 
and technology. 

 
 

Adopted Energy and Water Conservation Measures 
 
In an effort to balance the comfort level of employees while still performing as responsible stewards of 
public funds, the following energy and water conservation measures are hereby adopted in this 
policy: 
 
 
Lighting 

 Turn off overhead lights where fluorescent task lights will suffice. 
 De-lamp hallways, offices and common areas maintaining the minimum recommended 

lighting for safety and adjusted for type of work performed in area. 
 Automated lighting in office buildings shall not be activated more than ½ hour prior to the 

majority of the work force’s schedule, conversely the automatic lighting shall not remain on 
longer than ½ hour after the majority of the work force’s schedule. Automatic lighting can be 
manually turned on or off outside of these time lines when needed. 
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Temperature 

 Temperature setpoints: 
o Areas where the majority of the work force schedule is 7/8am – 5pm 

 Occupied:  7/8am – 5pm  70f heat, 74f cool 
 Unoccupied:    65f heat, 80f cool 

 
Space Heating 

 Radiating space heaters with a wattage of 200 watts or more may not be used. 
 Foot warmers may be used if other reasonable solutions have been exhausted. 

 
Supervisors should use problem solving approaches in helping employees adjust to temperature 
changes:   

 Suggest that employees wear layered clothing for comfort. 
 Reposition employees away from direct air vents, bare windows, or other sources of chill 

where possible.  
 Place a divider or other barrier between the employee and the source of chill/heat. 

 
Water Heaters 

 Adjust to City of Medford Building Department recommended standards for facility types. 
 All water heating units and their supply pipes shall be insulated. 
 Use Demand water heating units where possible. 

 
 
 
 
 
Approved: 
 
         /s/ Michael Dyal                   9/24/02   
Michael Dyal, City Manager   Date 
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Energy Strategies for 2002-2003 
 
Objective:   Reduce the demand for energy used to operate City facilities and public areas. 

 Review facilities to evaluate whether vegetation, shades or awnings can be installed 
which may lead to energy savings or increased employee comfort. 

 Complete energy audits of City facilities in order to identify and prioritize energy 
efficient projects and define additional lighting and operational efficiency 
opportunities. 

 Continue Bill Tracking System to identify and prioritize energy efficiency 
opportunities.  

 Review purchasing standards for inclusion of Energy Star specified products 
whenever possible. 

 Evaluate review process of new City facility projects to ensure inclusion of 
energy/water efficiency opportunities. 

Objective:   Reduce the fleet fuel demand and increase the use of alternate fuels. 

 Assess the feasibility of expanded uses of city facilities to decrease on-the-job-
driving. 

 Continue staying informed on alternative fuel developments. 
 Add fuel efficient driving techniques to any mandated driving training programs. 
 Implement a review process for the purchase of new and replacement vehicles to 

purchase the most fuel efficient vehicle suitable for the task. 
 Consider purchasing alternate fuel cars or carts for departments when appropriate for 

the task. 

Objective:   Increase employee and contractor conservation knowledge on energy saving 
opportunities. 

 Communicate expectations to employees, including supervisors and directors to 
enable them to exercise wise use of energy at work. 

 Evaluate the feasibility of adopting the International Energy Code resulting in 
decreased energy consumption for all new homes and businesses constructed in 
Medford. 

 Evaluate methods of increasing awareness to area builders and designers on the 
importance of their incorporating energy conservation methods in their work. 

 Evaluate teleworking, carpooling and alternative transportation programs to 
encourage participation by employees. 

 Consider assigning employees to work locations that reduce commute distances. 
 Increase videoconferencing capabilities to contribute to clean air, conserve fuel and 

eliminate lost productivity from driving to meeting locations within the City. 
 Monitor custodial services to be sure that lights are turned off in each facility after 

cleaning is complete. 
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Objective:   Demonstrate leadership in use of alternative energy and new energy technology. 

 Continue to evaluate the use of alternative energy technologies to supply a portion of 
the City's energy requirements. 

 Support State and Federal alternative energy and fuel programs. 

Objective:   Enable employees and citizens to make wise energy choices. 

 Seek employee/staff input to determine what information they have and what 
information they need in order to make wise energy choices.  

 Provide "before and after" project information to reinforce the positive paybacks. 
 Provide energy conservation, efficiency and renewable energy information via 

available media. 
 Assess partnering with other agencies to increase communication to citizens 

regarding energy conservation and renewable energy. 

Water Strategies for 2002- 2003 
 
Objective:   Increase the use of efficent methods in water consumption at City facilities. 

 Audit facilities and public areas to determine methods by which water is consumed. 
 Investigate methods of increasing efficiency and conservation which may be applied 

based on audit results. 
 Stay informed of irrigation technologies. Maximize efficiency of irrigation software 

controls and devices. Investigate methods of optimizing irrigation software to 
increase efficiency in water use and manpower. 

Objective: Ensure necessary departments have opportunity to approve City of Medford facility or 
public land projects which have irrigation design and/or installation and/or maintenance 
as a component. 

 Investigate the current process by which these types of documents are approved and 
make recommendations.  Departments with vested interest in long term maintenance 
should be an approving authority for irrigation design. 

Objective: Ensure new facility constructions and/or renovations incorporate water conserving 
methods and technology. 

 Investigate review process and make recommendations. 
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 City of Medford Subject Area: Public Records 
 Administrative Regulation Date of Issue: 07/09/08 
  Supersedes: 02-4-A3 
 
Title:  PUBLIC RECORD REQUEST FEE CHARGES             
 
PURPOSE 
 
Establish a system for recovering city expenses incurred in responding to non-exempt public 
documents and records requests. 
 
 
AUTHORIZATION 
 
ORS192.440(3) authorizes a public body to establish fees to reimburse for actual cost in making 
public records available.  The actual cost may include a charge for the time spent by the public 
body's staff in locating the public records; reviewing the records in order to delete exempt 
material; supervising a person's inspection of original documents in order to protect the records; 
copying records; certifying documents as true copies; or sending records by special methods 
such as express mail.  
 
 
DEFINITON OF PUBLIC RECORD 
 
ORS 192.410 defines a public record as any writing containing information relating to the 
conduct of the public's business, prepared, owned, used or retained by a public body regardless 
of physical form or characteristics.  ORS 192.410 goes on to define "writing" as handwriting, 
typewriting, printing, photostatting, photographic, and every means of recordings of any type, 
which includes letters, words pictures, sounds or symbols, or any combination thereof, and all 
papers, maps, magnetic or paper tapes, photographic films and prints, discs, drums or other 
documents. 
 
Records exempt from public disclosure are listed in ORS 192.501-502 or in the Attorney 
Generals Public Records and Meetings Manual 
 
 
PROCEDURE 
 
When a request is received from the public or a governmental entity and the information is 
readily available, staff should provide the information as quickly as possible.   The first ten 
copies requested are provided free of charge. 
 
If the public record request involves staff time for identification and location of the requested 
records, there will be included a charge for staff time required to produce the records.  The 
Finance Department will determine on an annual basis the cost average for staff time based on 
hourly wage/benefits of the staff.   
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If determined that staff time will be involved, an estimate of costs for providing the requested 
information will be made, and the requestor will be informed prior to the research continuing.  
The requestor will be asked to pre-pay the estimated costs.  If the actual costs are less than the 
advanced pre-payment, deposits will be refunded within three weeks of the date the actual costs 
are known. 
 
If multiple records are being requested or if the request is for records which are not clearly, 
specifically, and individually identified, the request shall be made in writing and shall provide 
sufficient descriptive information to enable staff to identify and locate the records requested. 
 
If there is doubt that the records requested for inspection are not clearly within the definition of 
"public record" or are exempt records, the request will be referred to the City Attorney for review 
and recommendation. 
 
The City will endeavor to provide a response to public records requests within a reasonable time 
after receiving the request.  The amount of time that is reasonable will depend upon the volume 
of records requested, the staff available to respond to the records request, or the difficulty in 
determining whether any of the records are exempt from disclosure.   If the request is going to 
involve a delay in response, the requestor is to be advised there will be a delay in providing the 
requested information and an estimate on when the information could be received. 
 
Inspection of public records shall be conducted and all copies of public records shall be produced 
during the regular business hours of the City of Medford.  Original public documents shall not be 
taken out of the custody of the city.  A person making a public record request may personally 
inspect the requested documents, but it does not include the right to examine materials exempt 
from disclosure, the right to rummage through file cabinets or file folders, or the right to 
disassemble or change the order of materials in files or document binders.  A city staff person 
must be present while any public records are being inspected to insure protection of the 
documents. 
 
 
FEES TO BE CHARGED 
 
Fees for retrieving files and copying information for the public or another entity will be charged 
for that information.    If the information is readily available the fees are waived for the first ten 
pages.   
 
Any time information needs to be retrieved from a file, researched, or an employee needs to 
review a file for materials exempt from disclosure, it is considered not readily available and staff 
time will be charged.  As of 2007 the staff time hourly rate was determined to be $34 per hour 
with an $9.00 minimum. 
 
If information requested is not readily available, city staff should advise the requestor up front 
that there will be a $34 per hour cost (plus copy charge) with an $9.00 minimum.  An estimate 
on how much time it will take and potential cost should be provided.  The customer can then 
determine whether they want to proceed with their request. 
 
Fees will be posted in each department. 
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LIST OF  FEES 
READILY AVAILABLE:   (8 ½ x11", 11x14", 11x17") 
 First 10 pages are free regardless of how many pages requested. 

10 cents per page beyond 10 pages 
Two-sided copies equal 2 pages. 

 
NOT READILY AVAILABLE:   (8 ½ x11", 11x14", 11x17") 
 Hourly rate (Plus copy rate) 

$34 per hour, minimum charge of $9.00 
 

COLOR COPIES  (8 ½ x11", 11x14", 11x17") 
 $1.00 per page - no free copies.  
 
PRE-PRINTED REPORTS, MAPS, LARGE FORMATTED DOCUMENTS, ETC. 

Copies of maps, formalized reports, and large formatted documents will be provided at 
the city's actual cost. 

Each department will determine cost basis of document.  Do not charge for cost of 
staff time producing document. 
 

POLICE REPORTS 
$10.00 each – Records Check 
$12.00 each – Notarized Records Check 

 
POLICE TOWED VEHICLE ADMINISTRATIVE FEE 

$120 per vehicle 
 
ELECTRONIC COPIES 
 Hard Copies from Electronic Documents:  Same rates as readily available or not readily 

available, with exception of GIS data. 
 Copied to CD or DVD:  $10.00 each ($2.00 each additional copy ordered at same time) 
 Can email for free. 
 GIS Data:  Each department will determine cost of electronic GIS data. 
 
FAX REQUESTS 
 Same as Readily Available or Not Readily Available 
  (Do not FAX more than 10 pages) 
 
DIGITAL PHOTOS 
 $1.00 per page plus research time if required.  (Police Report Photos) 
  Additional charge for photo quality paper. 
 Aerial photographs.  Each department will determine actual costs. 
 
AUDIO TAPES  
 Based on minimum hourly charge. 
 $9.00 minimum -includes city provided tape. 
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VIDEO DVD’s  

Meeting DVDs are available through the City Recorder’s Office for a fee of $10.00 each 
and $2.00 for additional copies ordered at the same time. 
 
 

FEES TO BE WAIVED  
 
Copies of materials requested by any City of Medford elected official, appointed official, or 
consultants working for the city, may be furnished without charge if the request relates to 
information needed in their official capacity. 
 
Request for fee waivers from a public entity will be made on a case-by-case basis by the 
department head as to whether it is in the public interest. 
 
All other fee waiver requests must be made in writing and directed to the City Manager for 
decision based upon whether it is in the public interest. 
 
 
PROCESSING PAYMENT RECEIPTS 
 
Receipts are to be issued for any money received. 

Photocopying can be received into department photocopy account 
Research time will go into a General Fund Miscellaneous Revenue account: 

  001-0000-350.13-00 (All departments other than those listed below.) 
  001-0000-340.12-00 (Police Reports Only) 
  001-0000-340.13-00 (Other Police services Only) 
  019-0000-350.13-00 (Building Department Only) 
  090-0000-350.13-00 (WRD Only) 
  046-0000-350.13-00 (Service Center Only) 
 
Those departments that are not set up to take in cash receipts, are to provide a hand written 
receipt to the customer, and submit those receipts weekly to the Finance Department.  The 
Finance Department will establish monthly billing accounts for governmental agencies.  It is the 
responsibility of departments to make those arrangements with the Finance Department.  A 
receipt is required whether cash is received or the entity to be billed. 
 
 
EMPLOYEE PERSONAL USE OF COPY MACHINES 
 
Employees of the City of Medford shall be allowed to utilize the copy machines for personal use 
if they pay the designated fees.   Personal color copies will be charged a market rate of $1.00 per 
page.  Any employee making personal copies shall do so only on employee's own time; i.e., 
lunch or breaks.  Employees needing the copy machines for City business will always, without 
exception, have priority access to the equipment. 
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Money for personal copies is given to the cashier at the office where the photocopies are made.  
Money is to be deposited in the same accounts as designated.   
 
 
 
Approved: 
 
 
_______/s/Michael Dyal              July 9, 2008  
Michael Dyal, City Manager   Date 
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 City of Medford Subject Area: Human Resources
 Administrative Regulation Date of Issue: October 8, 2002 
  Supersedes: new 
 
Title:  Review of Criminal History Record of Prospective Employees 
 
 
 
This regulation is intended to protect public health and safety and to minimize the City’s 
liability exposure.  It is to be read in conjunction with Administrative Regulation 02-2 
regarding review of motor vehicle record of prospective employees. 
 
Policy 
 
The City will engage in a check of a prospective employee’s criminal history as part of its 
background investigation early in the hiring process. No person with an unacceptable 
record will be hired by the City. 
 
Background Check 
 

1. An applicant for a position will be asked to indicate whether he/she has been 
convicted of a crime. 

 
2. The City’s Human Resources Department will perform a criminal history check 

through the offices of the Oregon State Police with the understanding that the 
prospective employee is given written notice of said request, and that the OSP will 
not deliver to the City an individual’s record for at least 14 days following notice to 
the prospective employee.   

 
3. The City’s Human Resources Department will also obtain a criminal history record 

through a commercial background-checking vendor for any prospective new hire 
who has lived outside the state of Oregon within the previous ten (10) years. 

 
4. An applicant with any of the following convictions will be disqualified from any 

position with the City:  
 

a. Murder 
b. Manslaughter 
c. Criminally negligent homicide 
d. Assault 
e. Menacing 
f. Kidnapping 
g. Rape 
h. Sodomy 
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i. Sexual penetration with a foreign object 
j. Sexual abuse 
k. Contributing to the sexual delinquency of a minor 
l. Using a child in display of sexually explicit conduct, or  
m. Any other felony or misdemeanor involving moral turpitude within the last 

10 years. 
 
Conditional Job Offer 
 

1. Background checks as described herein will normally be conducted after a 
prospective employee has been identified by the hiring department but before any 
post-employment offer pre-employment medical/physical/psychological evaluation 
conducted as part of the pre-employment hiring process. 

 
2. Pending receipt of the applicant’s criminal history and driving record, the City may 

employ individuals with the understanding that they may be dismissed without 
cause during the employee’s probationary period, or during any temporary, seasonal 
or limited term employment status. 

 
3.   Failure to report a criminal conviction on the employment application shall constitute 

sufficient grounds for immediate dismissal from employment. 
 
 
 
 
Approved: 
 
 
         /s/ Michael Dyal            10/8/02_____   
Michael Dyal, City Manager Date 
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 City of Medford Subject Area: Human Resources
 Administrative Regulation Date of Issue: July 29, 2013 
  Supersedes: September 21, 2010 
     

Title:  Employee Recognition 
 
 

Purpose 

 

Employees are the most important asset to the efficient and effective administration of services 

provided to the citizens of Medford and its environs. This regulation describes the City’s 

program to recognize employees for their contributions to the citizens of Medford and its City 

government.  

 

Employee of the Quarter 

 

Each quarter the City will recognize an employee as “Employee of the Quarter” based on 

nominations submitted by department heads. The City Manager shall oversee the designation of 

those employees selected for this recognition of exemplary performance. 

 

Service Recognition 

 

1. On a monthly basis, the City will present employees with certificates indicating their 

years of service with the City in five-year service increments beginning with a minimum 

of five years employment with the City. Individual certificates will be produced by the 

Human Resources Department on a regular basis, and these framed certificates will be 

presented during the second regular monthly meeting of the City Council, or more 

frequently if needed.   

 

2. Service awards shall also include a personalized coffee mug.  

 

Retiring Employees  

 

An employee retiring from the City will be recognized for their service to the City, regardless of 

age or service credit with the City.  

 

Separating Employees 

 

Departments may recognize employees voluntarily leaving City service in good standing after 

ten or more years’ service. 

 

Approved: 

     

/s P. Eric Swanson     7/25/2013     

____________________________      ______________ 

P. Eric Swanson, City Manager   Date 
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 City of Medford Subject Area: Human Resources
 Administrative Regulation Date of Issue: 12/26/08  
  Supersedes: 04-4 R2 
 
Title:  No-Smoking Policy 
 
 
Purpose  
 
This regulation is intended to protect public health and safety. Smoking has been found to 
be the major preventable cause of premature death and disability in the United States.  Studies 
also indicate that exposure to secondhand smoke is harmful to nonsmokers, causing headaches, 
eye and throat irritations, and even contributing to severe medical problems. 
 
Policy 
 
The City of Medford is committed to providing a healthy, comfortable, and productive work 
environment free of tobacco smoke for all its employees.   
 
In furtherance of this policy and State law, SMOKING IS PROHIBITED in all City of 
Medford buildings, in the parking lot between Medford City Hall and the Lausmann 
Annex, and in all vehicles owned or operated by the City. 
 
This No Smoking policy applies to all City employees, visitors, and the general public. 
Violations of this policy may result in disciplinary action.  All prospective new hires will be 
informed of this policy, and employees will be reminded of the policy requirements periodically. 
 
Notification Requirements 
 
"No Smoking" or "No Smoking Beyond This Point" signs are to be posted at the entrances to 
the parking lot between the City Hall building and the Lausmann Annex, and the 
entrance to all other City buildings. In accordance with the provisions of Oregon Revised 
Statutes 433.835-433.990, no person may smoke or carry any lighted smoking 
instrument within 10 feet of the following parts of City buildings: (a) entrances, (b) 
exits, (c) windows that open, and (d) ventilation intakes that serve an enclosed area.  
 
Departments of the city owning vehicles are to indicate "no smoking in City vehicles" 
by appropriate notice posted in vehicles. 
 
Responsibilities of Supervisors and Employees  
 
Supervisors have the responsibility to see that their assigned personnel comply with this policy. 
The key for success is every employee's good will and respect for co-workers and the public.  
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Smoking Cessation Program 
 
The City is committed to assisting those who wish to stop using tobacco products by offering a 
maximum one-time $150 reimbursement to full-time regular employees on presentation of 
itemized receipts and/or proof of program completion involving the costs of nicotine/smoking 
cessation products, seminars, or plans sponsored by such agencies as the American Cancer 
Society, the American Lung Association, Asante Rogue Valley Medical Center, Providence 
Medical Center, and the Smullin Health Education Center. 
 
 
Approved: 
 
 
 
 
/s Michael Dyal    12/26/2008 
_________________________  _____________   
Michael Dyal, City Manager   Date 
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 City of Medford Subject Area: Human Resources
 Administrative Regulation Date of Issue:  
  Supersedes: new 
 
Title:  Conduct in the Workplace 
 
 
Purpose  
 
The City expects its employees to maintain a high standard of professional conduct during the 
course of their duties.  Therefore, this policy establishes standards of conduct for City employees 
during the course of daily work, including when in uniform or operating City vehicles, or when 
representing the City.   
 
Policy  
 
A. It is the policy of the City, and the responsibility of every employee, to maintain a 

cooperative, productive and courteous work environment. 
 
B. Employees are expected to use common sense, patience, courtesy and good judgment in 

their interpersonal relationships with co-workers, superiors, subordinates, and the public. 
 
C. Language and conduct used in the work place shall be professional and appropriate. 

Language shall not be offensive, derogatory, inflammatory, or threatening in nature.  
 
Definition and scope 
 
A. This administrative regulation applies unless pre-empted by any other federal or state 

law, city code, administrative rule, or collective bargaining agreement.   
 
B. Employee conduct subject to this regulation includes the methods used to communicate, 

such as language, mannerisms, and oral, written, or physical expression. 
 
C. Inappropriate conduct includes deliberate or repeated behaviors or acts that are 

demeaning, threatening, offensive or discriminatory, or that disrupt the workplace or 
impair good working relationships with fellow City employees or the public. 

 
References 
 
A. Harassment; City of Medford Administrative Regulation 85-9. 
B. Workplace Violence Prevention; City of Medford Administrative Regulation 02-6. 
 
 
Approved: 
 
 
 
   
_/s/ Michael Dyal__  __    October 5, 2005  
Michael Dyal, City Manager   Date 
 



  Regulation No.: 06-1 
  Page:  1 of 2  
 City of Medford Subject Area:  Administration 
 Administrative Regulation Date of Issue:  Oct. 5, 2006 
  Supersedes:  New 
 
Title:  Visual Art Property Control 
 
 
Purpose  
 
Establish processes and procedures for inventory and control of City owned visual art property. 
 
Definition  
 
Visual art property are items which have been given to, bought by, or bartered for by the City of 
Medford with the understanding that the property will be available, at varying times, for public 
viewing. This includes visually aesthetic items or those of intrinsic value. 
 
Authority 
 
Objectives outlined herein shall be managed by a City Manager Designee with review and 
recommendation by the Medford Arts Commission and their staff liaison. 
 
Objectives 
 
Establishment and management of: 
 A. Comprehensive database of City owned visual art property 
 B. Public viewing areas and property rotation format 
 C. Quarterly property audit process 
 
 Comprehensive database of City owned visual art property 
 A comprehensive database of city owned property shall include: inventory control 
 number, photo, dimensions, medium, artist name and contact information, purchase date 
 and cost, value, location, and have a maintenance database structure in place. After 
 inventory all items shall have affixed an inventory number.   
 
 During the initial implementation all pieces shall be collected and inventoried in one 
 location and then returned to original location.  Only pieces which without question 
 belong to the City of Medford shall be included. Any items of questionable ownership 
 shall remain in place until research establishes ownership. 
 
 After inventory and placement department heads shall be required to review placement 
 and sign an audit form.  Items defined as visual art property shall be brought to the 
 designee for inclusion into the inventory. 
 
 Public viewing areas and property rotation format 
 In order to display items to the benefit of the public, with aesthetic review and  
 concern for protection, public viewing areas are established as follows: Lausmann Annex 
 1st and 2nd floors, City Council Chambers, City Hall 2nd and 3rd floor hallways. Other 
 facilities or locations may be added if conditions warrant. These locations shall be 
 available to the public during normal operating hours to the extent possible. 
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 Public viewing areas will have items rotated at least once a year to maintain viewing 
 freshness.   
 
 The Lausmann Annex 1st floor shall be named the MAC Gallery. The gallery will feature 
 rotating exhibits showcasing works owned by the City of Medford and non profit groups. Exhibits 
are to be curated by the Medford Arts Commission members, with staff  assistance.   
 
 Non-profit groups may apply for consideration and will be chosen by the Medford Arts 
 Commission with staff assistance. Any exhibit items not owned by the City of  Medford will 
require a responsible party sign a waiver of liability. 
  
 Quarterly property audit process 
 In order to keep the database current, a quarterly audit shall be conducted.  An outline of 
 items which are under department auspices will be provided and a designee shall review 
 items and sign off the audit form. This audit shall be done as near as possible to March 
 31, June 30, September 30, and December 31. 
 
 
Approved: 
 
 
 
   
_ /s/Michael Dyal  __    ___October 5, 2006______________ 
Michael Dyal, City Manager    Date 
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 City of Medford Subject Area: Finance  
 Administrative Regulation Date of Issue: 02/01/07 
  Supersedes: New 
 
Title:  PAYCHECK DISTRIBUTION POLICY 
 
 
PURPOSE 
This policy sets forth the City’s procedures for paycheck distribution.     
 
APPLICABILITY 
This policy applies to departments of the City of Medford with employees that receive physical 
paychecks.   
 
GENERAL  
This policy is intended to accomplish the following: 

 To ensure appropriate internal controls are established within each department with 
regards to the safeguarding of physical paychecks.   

 To ensure appropriate procedures are established for the release of physical 
paychecks. 

 To minimize the City’s exposure to legal liability from inappropriate release of 
paychecks.   

 
PROCEDURE 
Day One/Payday - A Paycheck Signature Log will be distributed to the departments along with 
the paychecks.  It will list employees that receive physical paychecks.  When an employee picks 
up his or her paycheck, the Paycheck Signature Log must be signed and dated; attached is an 
example.  If the employee wants to authorize someone else (including a spouse) to pick up his or 
her paycheck, a completed Paycheck Release Form must be on file with the employee’s 
Department; attached is an example of a Paycheck Release Form.   
   
Day Two - The completed Paycheck Signature Log is returned to the Finance Department at the 
start of the business day along with any physical paychecks not distributed.    
  
Day Three – Any paychecks not picked up are mailed standard rate.    
 
 
 
Approved: 
 
 
___/s/Michael Dyal       __________  January 12, 2007 
Michael Dyal, City Manager   Date 
 



AR-07-1 ATTACHMENT -  Paycheck Release Form 

Name________________                 
Department________________                 

 
 

CITY OF MEDFORD 
PAYCHECK RELEASE FORM 

 
 
I _________________________ authorize the following individuals to pick up my 
paycheck.  I understand this authorization is in effect until revised. 
   
Name:    Relationship: 
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
______________________ ___________________  
 
____________________________   ______________________   
Employee Signature          Effective Date 
 
 
 



AR-02-1 Paycheck Signature Log 

CITY OF MEDFORD 
Paycheck Signature Log 

 
 

Department _______________ 
Payroll liaison _______________ 
Payroll date _______________ 
 

NAME ON PAYCHECK EMPLOYEE SIGNATURE NAME (if not the employee) SIGNATURE DATE 
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 City of Medford Subject Area: Emergency Mgmt.
 Administrative Regulation Date of Issue: 12/3/07 
  Supersedes: new 
 
Title:  Emergency Management Standards and Training 
 
 
Purpose  
 
The City of Medford requires employees who are identified as emergency response participants 
to adhere to the National Incident Management System (NIMS) standards and training 
guidelines. 
 
Policy  
 
A. It is the policy of the City to adopt and utilize standardized terminology, standardized 

organizational structures, interoperable communications, consolidated action plans, 
unified command structures, uniform personnel qualification standards, uniform 
standards for planning, training and exercising, comprehensive resource management, 
and designated incident facilities during emergencies or disasters. 

 
B. Employees identified to participate in response to emergencies or disasters are required to 

complete the necessary level of Incident Command System training for all the positions 
that they may be required to fill during an emergency or disaster. 

 
Definition and scope 
 
A. Specific individuals will be identified by relevant department directors. 
 
B. Not all employees will be required to participate. 
 
C. All persons who are identified to participate in this program, and will have active roles in 

the emergency response activities, must complete basic information courses which have 
been identified by the Emergency Coordination Manager. 

 
D. Employees who are identified to participate in emergency response activities will be 

notified by their Director and will be required to complete the training course applicable, 
within a reasonable time limit. 

  
E. It is the responsibility of the Emergency Coordination Manager to coordinate with the 

various departments and to maintain the training documentation for all responders of the 
Emergency Response Team. 

 
Approved: 
 
 
   
____/s/Michael Dyal   _  __December 3, 2007  
Michael Dyal, City Manager   Date 
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 City of Medford Subject Area:  Leave Policy
 Administrative Regulation Date of Issue: July 29, 2013 
  Supersedes: March 5, 2009 
 

Title:  Leave for Victims of Domestic Violence 
 
 

STATEMENT OF POLICY 

 

This policy summarizes employee rights and responsibilities under the Oregon Victims of 

Certain Crimes Leave Act (OVCCLA). 

 

REASONS FOR LEAVE 

Eligible employees may take OVCCLA leave for the following purposes:  

A. To seek legal or law enforcement assistance or remedies to ensure the health and safety 

of the employee or the employee’s child, including preparing for and participating in 

protective order proceedings or other civil or criminal legal proceedings related to 

domestic violence, sexual assault, or stalking.   

B. To seek medical treatment for, or to recover from, injuries caused by domestic violence, 

sexual assault, or stalking of the employee or the employee’s child.  

C. To obtain, or to assist the employee or the employee’s child in obtaining counseling from 

a licensed mental health professional related to an experience of domestic violence, 

sexual assault, or stalking.   

D. To obtain services from a victim services provider for the employee or the employee’s 

child.   

E. To relocate or take steps to secure an existing home to ensure the health and safety of the 

employee or the employee’s child.  Relocate includes: 

 

a. Transition periods spent moving the employee or the employee’s child from one 

home or facility to another, including but not limited to, time to pack and make 

security or other arrangements for such transitions related to domestic violence, 

sexual assault, or stalking.   

b. Transportation or other assistance required for an employee or employee’s child 

related to the domestic violence, sexual assault, or stalking. 

 

 

LENGTH OF LEAVE 

 

An eligible employee may take reasonable amounts of leave for the above reasons provided the 

leave does not create an undue hardship on the City’s business operations.  
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DEFINITIONS 

 

A. “Child” – means a biological, adopted, foster or stepchild, or a child with whom the 

employee is or was in a relationship of in loco parentis. It also includes the employee’s 

same gender-domestic partner’s child. The child must be under 18 years of age, or 18 

years of age or older and incapable of self-care because of a mental or physical disability.   

 

B. “In loco parentis” – means in place of a parent, having financial and day-to-day 

responsibility for the care of a child.  A legal or biological relationship is not required. 

 

C. “OFLA” – means Oregon Family Leave Act. 

 

 

COVERAGE AND ELIGIBILITY 

 

An employee is eligible for OVCCLA leave beginning on his/her first day of employment.  

Eligible employees may take leave for either themselves or for their child or same-gender 

domestic partner’s child. 

 

OFLA Eligible Leave:  Parent-in-law, same-gender domestic partner, grandchild, or grandparent 

with a serious health condition; non-serious illness of a child requiring home care; and OVCCLA 

leave.  OVCCLA leave and OFLA leave are taken concurrently. 

 

The City’s Family Medical Leave Policy AR 94-6 provisions will apply to OVCCLA as OFLA 

leave.  If the OVCCLA policy provides greater benefit to the employee, then the OVCCLA 

provision will apply.   

 

INTERMITTENT OR REDUCED SCHEDULE LEAVE 

 

An employee may take leave in multiple blocks of time and /or in an altered or reduced work 

schedule.  An employee on intermittent leave or a reduced schedule may be transferred to 

another position with the employee’s consent.  The transfer must provide equivalent pay and 

benefits, there must be no other reasonable option available, and employee must be returned to 

their original position when the employee is ready to return to the former position.   

 

SUBSTITUTION OF PAID LEAVE TIME 

 

An employee will be required to utilize accrued paid leave (vacation, holiday, and sick leave) 

concurrently with OFLA/OVCCLA leave per AR 94-6 Family Medical Leave Policy. 

 

EMPLOYEE NOTICE REQUIREMENTS 

 

An employee seeking OVCCLA leave will give reasonable advance notice unless giving 

advanced notice is not feasible. 

 

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

written notice as soon as practicable.  This notice may be given by any other person on behalf of 

an employee taking unanticipated leave. 
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An employee able to give advance notice of the need must follow usual notification procedures 

per applicable union contract or City rules and regulations. 

 

If you are absent from work and do not comply with the procedures in this policy, we will apply 

our usual attendance policy rules.  An unexcused absence may result in disciplinary action, up to 

and including discharge. 

 

CERTIFICATION REQUIREMENT 

 

The City may require certification that the employee or child is a victim of domestic violence, 

sexual assault, or stalking.  Any of the following constitutes sufficient certification:  copy of the 

police report, copy of protective order or other evidence from the court, documentation from an 

attorney, law enforcement officer, health care professional, licensed mental health professional 

or counselor, or member of the clergy or victim services 

 

If the City requests certification, the City will pay for certification that is not covered by 

insurance or other benefit plan.   

 

All documentation will be held in confidence and maintained in the employee’s medical records 

file. 

 

 

Approved: 

 

     

/s P. Eric Swanson    7/25/2013       

____________________________     ____________________ 

P. Eric Swanson, City Manager  Date 
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 City of Medford Subject Area:  Rest Period Policy
 Administrative Regulation Date of Issue: March 5, 2009 
  Supersedes:  
 
Title: Lactation Support Policy 
 
 
STATEMENT OF POLICY 
 
The City recognizes the health benefits, lower insurance costs, and reduced absenteeism by 
providing breastfeeding mothers the opportunity to express human milk and breastfeed during 
designated break periods in private locations. This policy summarizes employee rights and 
responsibilities for taking rest periods for expression of breast milk for children under the age of 
18 months. 
 
REASONS FOR REST PERIODS 
 
An employee may take reasonable rest periods during the work day to express milk or breastfeed 
a child brought in during a meal period or other break period.  If feasible, an employee will take 
the rest periods to express milk at the same time as the rest periods or meal periods that are 
otherwise provided to the employee.  Other than meal periods, rest period for milk expression for 
full time employees shall be paid for up to 30 minutes per rest period.  Rest periods of greater 
than 15 minutes for hourly (part-time, seasonal, & temporary) employees shall not be paid. 
 
DEFINITIONS 
 
“Reasonable Rest Period” – means no less than 30 minutes total during each 4-hour work period, 
or major part of a 4 hour work period, to be taken by the employee approximately in the middle 
of each work period.   
 
“Close proximity” – means within walking distance from the employee’s work area that does not 
appreciably shorten the rest or meal period. 
 
 
FACILITIES 
 
Employees will be provided a private location within close proximity to the employee’s work 
area to express milk.  The private location shall be a place, other than a public restroom or toilet 
stall, for the employee to express milk concealed from view and without intrusion by other 
employees or the public.  Examples of private locations for expressing milk or breastfeeding a 
child include, but are not limited to:  (a) employee’s work area, (b) room connected to a public 
restroom, such as a lounge, (c)  child care facility, (d) employee’s or unused office, conference 
room, or a storage space, so long as there is a door that closes and any windows can be covered, 
and there is a sign that can be placed on the door or handle of the door indicating that the room is 
in use. 
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STORAGE 
 
An employee may bring a cooler or other insulated container to work to store the expressed milk.  
The employee may use City refrigerators that are located in employee break rooms.   
 
 
EMPLOYEE NOTICE REQUIREMENTS 
 
An employee who intends to express milk or breastfeed during work hours must give the 
employee’s affected department one week written notice, if practical, of her intention, in order to 
allow the City time to make the necessary preparations.  If, due to the nature of the work or other 
factors, the City is unable to accommodate the employee’s request to express milk during work 
hours, the City will contact the Oregon Bureau of Labor and Industries for recommendations to 
enable compliance with State law, or obtain the required State hardship waiver.   
 
 
Approved: 
 
     
/s Michael Dyal    3/5/2009 
____________________________     ____________________ 
Michael Dyal, City Manager   Date 
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 City of Medford Subject Area: Personnel
 Administrative Regulation Effective Date: May 11, 2011 
  Supersedes:  none  

 
Title:  Nepotism and Conflicting Relationships 
______________________________________________________________________________ 
 
Purpose  
 
The purpose of this policy is to ensure effective supervision, safety, security, performance, 
assignments, and discipline while maintaining positive morale by avoiding actual or perceived 
favoritism, discrimination, sexual harassment, or other actual or potential conflicts of interest by 
or between employees of the City. 
 
Definitions 
 
For the purpose of this Regulation, the following definitions apply: 
 
“Relative” means an employee’s parent (including step-parent or parent-in-law), spouse, 
domestic partner, significant other, child (natural, adopted or step), sibling (including 
brother-in-law or sister-in-law), cousin, or grandparent. 
 
“Personal Relationship” includes marriage, cohabitation, dating or any other intimate 
relationship beyond mere friendship. 
 
“Business Relationship” means serving as an employee, independent contractor, compensated 
consultant, owner, board member, shareholder or investor in an outside business, company 
partnership, corporation, venture, or other transaction where the City employee’s annual interest, 
compensation, investment, or obligation is greater than $250. 
 
“Conflict of Interest” means any actual, perceived or potential conflict of interest in which it 
reasonably appears that a City employee’s action, inaction, or decisions are or may be influenced 
by the employee’s personal or business relationship. 
 
“Supervisor” means an employee who has temporary or ongoing direct or indirect authority over 
the actions, decisions, evaluation, and/or performance of a subordinate employee. 
 
“Subordinate” means an employee who is subject to the temporary or ongoing direct or indirect 
authority of a supervisor. 
 
“Uninvolved” means an employee who is not a relative or an individual in a personal or business 
relationship with the employee. 
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Restricted Duties and Assignments 
 
While the City will not prohibit personal or business relationships between employees, the 
following reasonable restrictions shall apply: 
 
A Employees are prohibited from directly supervising, occupying a position with grievance 

or complaint adjustment authority, or being directly supervised by any other employee 
who is a relative or with whom they are involved in a personal or business relationship. 

 
1) If circumstances require that such a supervisor/subordinate relationship exists 

temporarily, the supervisor shall make every reasonable effort to defer matters 
involving the involved employee to an uninvolved supervisor. 

2) When personnel and circumstance permit, the City will attempt to make every 
reasonable effort to avoid placing employees in such supervisor/subordinate 
situations.  The City however, reserves the right to transfer or reassign any employee 
to another position within the same classification as it may deem necessary in order to 
avoid conflicts with any provision of this policy. 

 
B. Employees are prohibited from participating in, contributing to, or recommending 

promotions, assignments, performance evaluations, transfers, or other personnel decisions 
affecting an employee who is a relative or with whom they are involved in a personal or 
business relationship. 

 
C. Whenever possible, employees will not be assigned to train relatives.  Employees are 

prohibited from entering into or maintaining personal or business relationships with any 
employee they are assigned to train until such time as the training has been successfully 
completed and the employee is off probation. 

 
 
Employee Responsibility 
 
Prior to entering into any personal or business relationship or other circumstance which the 
employee knows or reasonably should know would create a conflict of interest or other violation 
of this policy, employees shall promptly notify his/her uninvolved, next highest level of 
supervisor. 
 
Whenever any employee is placed in circumstance which would require the employee to take 
enforcement action or provide other official information or services to any relative or other 
individual(s) with whom the employee is involved with in a personal or business relationship, the 
employee shall promptly notify his/her uninvolved, immediate supervisor.  In the event that no 
uninvolved supervisor is immediately available, the employee shall promptly notify the next 
highest level of supervisor that is uninvolved, or to have another uninvolved employee either 
relieve the involved employee or minimally remain present to witness the action. 



  Regulation No.:  11-01 
  Page 3 of 3 

Supervisor Responsibility 
 
Upon being notified of or becoming aware of any circumstance(s) which could result in or 
constitute an action or potential violation of this policy, a supervisor shall take all reasonable 
steps to mitigate or avoid such violations whenever possible.  Supervisors shall also promptly 
notify the Department Head of such actual or potential violations through the chain of command. 
The Department Head shall notify the Human Resources Department and City Attorney’s Office. 
 
Prior to a Supervisor entering into a personal relationship or other circumstance which the 
supervisor knows or reasonably should have known would create a conflict of interest, other 
violation of this policy, or could be construed as sexual harassment, the supervisor shall 
promptly notify his/her uninvolved, next highest level of supervisor.  The City shall not permit a 
supervisor to have a personal relationship with a subordinate and may transfer or reassign any 
employee to another position within the same classification, or terminate any employee as it may 
deem necessary in order to avoid conflicts with any provision of this policy. 
 
 
 
 
Approved: 
 
 
/s Michael Dyal     June 20, 2011 
           
Michael Dyal, City Manager     Date 







 _________________________________________ 
 EMPLOYEE NAME (PLEASE PRINT) 

 

CITY OF MEDFORD GYM / WEIGHT ROOM  
WAIVER OF LIABILITY / ASSUMPTION OF RISK  

 

I understand and acknowledge that use of the City of Medford’s Gym/Weight Room (“Gym”) may expose 
me to many inherent risks, including accidents, injury, illness, or even death. I knowingly assume all risk of 
injuries or damages incident to or arising from Gym use including but not limited to falls, contact with other 
participants or equipment, the effects of the weather, including high heat and humidity, and all other such 
risks. I have full knowledge of my physical condition and limitations, and acknowledge that I am physically 
fit, sufficiently trained, and capable of performing the physical activity in which I choose to participate, and 
the operation of the equipment I choose to use.  I acknowledge that the Gym is a self-service facility and 
does not provide trainers, instruction, or attendants. I assume full responsibility for self-education in the 
proper operation of Gym equipment and for my safe use of equipment at all times.  
 

I understand that the City of Medford’s Gym and its equipment are available for use only by City of Medford 
and Medford Water Commission employees and their authorized spouse and dependents at least 16 years 
of age as guest users when accompanied by employee and only if employee and applicable family 
members have been designated on the employee’s signed waiver form. No children under 16 will be 
admitted. No other guests are permitted. The Gym is not for use by other agencies, the general public, or 
dependents under 16. Councilmembers are granted access and are bound by the same rules and policies 
as employees. Any exception is subject to the approval of the city manager. 
 

I agree for myself, anyone entitled to act on my behalf, and survivors of same, to hold harmless, waive and 
release the City of Medford, its officers, agents, employees, representatives, and successors from any 
liabilities, demands, or claims of any kind arising out of my use of this facility. I understand that this waiver 
also includes but is not limited to damages which are caused or alleged to be caused in whole or in part by 
the negligence of the City of Medford, its officers, agents, employees, representatives, and successors. I 
agree that my use of the facility is voluntary, not related to any employment or volunteer activities 
sponsored by the City, and that I am not covered by Workers’ Compensation or other City liability 
insurance while using the Gym. In the event of accident, illness or other incapacity incident to, or arising 
from my participation in Gym-related activity, I hereby consent to emergency medical care provided by 
ambulance or hospital personnel, and assume financial responsibility for that care.  
 

I have also read, understand, and agree to follow the Gym Use Rules. I understand the city manager or 
manager’s designee may terminate my use of the facility for my failure to follow rules. I have had sufficient 
opportunity to read and fully understand this entire document and agree to be legally bound by its terms.  

 
ON BEHALF OF MINOR DEPENDENTS AT LEAST 16-YEARS OF AGE:  

Printed Name:  Age:                   Date of Birth: 

Printed Name:  Age:                   Date of Birth: 

Printed Name:  Age:                   Date of Birth: 

ADULT DEPENDENT / SPOUSE / DOMESTIC PARTNER:  

Printed Name:  Date: 

Signature:   

CITY OF MEDFORD EMPLOYEE: 

Printed Name:  Date: 

Signature:   
 

Form Revision  03-25-15-bh 
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 City of Medford Subject Area: Administration 
 Administrative Regulation Date of Issue: Sept. 1, 2014  
  Supersedes: 12-2 R2  
 
  
                 Title:  FEES FOR PARKING WITHIN  
                                     THE CENTRAL BUSINESS DISTRICT             
 
PURPOSE 
 
Establish fees for parking on City owned facilities or right-of-way located within the Central 
Business District. 
 
AUTHORIZATION 
 
Municipal Code 2.446 authorizes the City Manager to promulgate regulations for the safe and 
proper public use and protection of public parking facilities and right-of-way in the Central 
Business District.  The regulations shall not be inconsistent with any ordinance or resolution of 
the Council or any regulation or the traffic engineer or State of Oregon motor vehicle code and 
shall relate to monthly permit parking, including permits in hardship cases; requirements for the 
display of parking permits; parking machine fees; deposits for events located in public parking 
facilities; day passes, citation vouchers, and validation fees.    
 
DEFINITON OF PARKING FEES, PERMITS, PASSES AND DEPOSITS 
 
A fee is an amount charged for parking in a public parking lot or facility within the Central 
Business District and is charged hourly, daily, weekly, or monthly.  Deposits may be charged for 
events located in public parking facilities.  
 
PROCEDURE 
 
When a vehicle parks within the Central Business District on a public owned lot or in a public 
facility a fee will be charged.  Parking machines may be located in public facilities and lots in the 
Central Business District.  Parking in such lots and facilities will be charged on an hourly, daily, 
weekly, and/or monthly basis.  Permits for weekly or monthly parking will be available in some 
lots and facilities within the Central Business District.   
 
LIST OF  CURRENT FEES 
 
1) Parking Machines  

a) Evergreen Parking Structure  
i) Hourly rate – First three hours free, $.50 per hour for the fourth and fifth hours, $1.00 

per hour for hours six and up with a maximum of $4.00 
ii) Daily rate $4.00 

b) Middleford Parking Structure  
i) Hourly rate – First two hours free, $.50 per hour for the third and fourth hours, $1.00 

per hour for hours five and up with a maximum of $4.00 
ii) Daily rate $4.00 

c) Central A & B lots  
i) Hourly rate - $.50 per hour for first two hours, $1.00 per hour for hours three & up 

with a maximum of $5.00 
ii) Daily rate - $5.00 per day 
iii) Weekly permit rate - $8.00 per week 
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d) Bartlett Street lot 
i) Hourly rate - $.50 per hour for first two hours, $1.00 per hour for hours three & up 

with a maximum of $5.00 
ii) Daily rate - $5.00 per day 

e) Library lot 
i) Hourly rate – First hour free, $.50 per hour for the second and third hour, $1.00 per 

hour for hours four and up with a maximum of $5.00 per day 
ii) Daily rate - $5.00 per day 

 
2) Permits 
 a)  Evergreen Parking Structure 
  i) $10 per month for the roof and basement of structure 
  ii)   $20 per month for the interior of structure 
 b) Middleford Parking Structure      
  i) $15 per month for the roof of the structure 
  ii) $25 per month for the interior of the structure   
  iii) $40 per month for guaranteed 24/7 permit in designated area of the structure 
 c)  Bear Creek North and Bear Creek South 
  i) $30 per quarter (three months) permit that can be used in either of these locations 
 d)  N. Front Street lot (Habaneros) and Evergreen Alley in designated spaces 
  i) $20 per month permit that can be used in either of these locations 
 e)  Evergreen South lot 
  i) $15 per month permit that is specific to this location  
 f) Grand lot  
  i) $15 per month permit that is specific to this location  
 g) Sixth Street lot 
  i) $10 per month permit that is specific to this location 
 h) Library and Holly Street lots 
  i) $25 per month permit that is specific to these locations 
 i) Central A and B lots 
  i) $8 per week permits may be purchased at the pay machines located in the lots and 

are specific to these lots (the permit is interchangeable in the above listed facilities 
  ii) $40 per month for guaranteed 24/7 permit in designated area of Central B 
 j) Residential Permit 
  i) Areas signed for residential permit parking or R Permit may be issued one free 

permit per residence per year 
  ii)  Additional permits may be purchased at a rate of $50 per residence per year and 

may be purchased in six month increments for $25 each.  A maximum of two 
additional permits may be purchased per residence per year. 

 k) Riverside North lot (when lot is open for parking) 
  i) $15 per month permit this is specific to this location 
 l) Riverside South lot (when lot is open for parking) 
  i) $20 per month permit that is specific to this location 
 
3) On-Street Parking 

a) $1.00 for 2 hours of parking on designated streets within the Central Business District.  
 

4) Miscellaneous fees 
a) Citation vouchers  

i) $5.00 each to participating merchants 
b) Daily passes 

i) $5.00 per day 
c) Validation fees – based on the above rate schedules 

i) $.50 on the dollar for the first 50 validations per month 
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ii) $.75 on the dollar for the next 51-150 validations per month 
iii) Full price for 151 or more validations per month 

 
 

d) Deposits for use of facilities and right-of-way (includes restrooms at Middleford Parking 
Structure) 
i) Fees range from $250 - $1,000 for events in parking facilities or right-of-way 

depending on the size of the facility and type of event 
ii) If alcohol is served or consumed the appropriate fee will double to $500 - $2,000 

depending on the size of the facility and type of event 
iii) Deposits will be refunded if facility and/or right-of-way is returned in as good as 

condition prior to use. All costs to return facility to as good as condition will be 
deducted from deposit. 

iv) Additional charges shall result if facility and/or right-of-way is damaged and shall 
cover all repairs needed to restore facility and/or right-of-way in as good as condition 
prior to use 

 
 
Approved: 
 
 
                      
Eric Swanson, City Manager   Date 













CITY OF MEDFORD FACILITY MANAGEMENT 
BUILDING MODIFICATION FORM – AR: 12-3 

This form is to be used for all CIP projects that have not been included in the approved biennial budget.  This work 
includes items such as; remodels, carpet replacement, new construction, etc. or that have not been budgeted for 
preventive or corrective maintenance covered by the Facilities Management Division of the City Manager’s Office. The 
requesting department must provide a Billable Account Number in the field provided in order for the request to be 
processed.   

Deadline: Requests can be submitted anytime during the fiscal year, however requests must be submitted to Facilities 
Management no later than the 1st of March within the budget year the work is to be completed. This will allow time 
to obtain quotes and process all necessary Supplemental Budget Adjustments. No exceptions will be made. 

Please complete the top portion of this form and send to Facilities Management. We will provide an estimate of cost and 
scheduling and return the form to you. The Department Director or authorized signer will need to complete the bottom 
portion of the form and return it to Facilities Management. Costs exceeding $10k will also require a signature from the 
City Manager to authorize work. If you have any questions, please call the Facilities and Project Manager at 774-2657. 
Please note: Unless mutually agreed upon prior to commencement of work, Facilities Management labor costs will not 
be charged to the building modification. Facility Management staff labor is charged to your department through the 
maintenance budget and does not show as part of the estimate for the improvement request. For all outsourced 
services, actual costs of services rendered will be charged to your department.  

Project Contact Person: 
Click here to enter text. 

Phone: 
Click here to enter text. 

Fax: 
Click here to enter text. 

Department: 
Click here to enter text. 

Department Division: 
Click here to enter text. 

Billable Account: 
Click here to enter text. 

Date: 
Click here to enter a date. 

Project Title: 
Click here to enter text. 

Project Location: 
Click here to enter text. 

Dept. Priority : 
Choose an item. 

Scheduling: 
Choose an item. 

Description of Project: Include sketch on back if needed: Other departments affected: 
Click here to enter text. 
 � TS  (Data or Phone Line Changes)              

� Other: Click here to enter text. 
 

I acknowledge that I am an authorized signer for the department requesting the work. I am authorizing the Facilities 
Management Division to obtain an estimate for the cost of work. This is not an authorization to perform the work. 
 
Requesting Department Director’s Signature: __________________________________________ (Required) 
 
RESERVED FOR USE BY FACILITY MANAGEMENT STAFF  ESTIMATED COSTS 
Recommendations & Scheduling: Plans/Engineering 

Construction 
Materials 
Labor 
Other 
TOTAL COST 

 
 
 
 
 
$ 

I acknowledge that I have reviewed the request. The amount is an estimate only. 
 
Facilities/Project Manager’s Signature: __________________________________________ (Required) 
 
 



 
I acknowledge that I am an authorized signer for the department 
requesting the work. If the form is marked “Approved”, I agree to 
reimburse Facility Management for the cost of the work 
requested. 

� APPROVED per estimated cost and scheduling 

� DECLINED _____________________________________ 
 
 
_____________________________________________ 

 
 

____________________________________  Date: __________                                                                                    
Requesting Department Director’s Signature                                          

� APPROVED  

� DECLINED __________________________ 
 

 
______________________________________ 
 
 
______________________________________ 

 
 

________________________     Date: __________                                                                                                     
City Manager’s Signature                                          
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 City of Medford Subject Area:  Human Resources
 Administrative Regulation Date of Issue: June 3, 2013 
  Supersedes: none 
 

Title: Veterans Honoring Veterans Day 
 
 

 

Policy 
 

This policy sets forth how qualified City of Medford veterans may observe Veterans Day in 

accordance with the provisions of Oregon State law. 

 

Eligible Employees 

 

Full or part-time employees are eligible if they meet the definition of veteran as defined in ORS 

408.225. “Veteran” means a person who: 

 

(A) Served on active duty with the Armed Forces of the United States: 

 

(i)  For a period of more than 90 consecutive days beginning on or before January 31, 

1955, and was discharged or released under honorable conditions; 

 

(ii) For a period of more than 178 consecutive days beginning after January 31, 1955, and 

was discharged or released from active duty under honorable conditions; 

 

(iii) For 178 days or less and was discharged or released from active duty under 

honorable conditions because of a service-connected disability; 

 

(iv) For 178 days or less and was discharged or released from active duty under 

honorable conditions and has a disability rating from the United States Department of 

Veterans Affairs; or 

 

(v) For at least one day in a combat zone and was discharged or released from active duty 

under honorable conditions; 

 

(B) Received a combat or campaign ribbon or an expeditionary medal for service in the Armed 

Forces of the United States and was discharged or released from active duty under honorable 

conditions; or 

 

(C) Is receiving a non-service-connected pension from the United States Department of Veterans 

Affairs. 

 

“Active duty” does not include attendance at a school under military orders, except schooling 

incident to an active enlistment or a regular tour of duty, or normal military training as a reserve 

officer or member of an organized reserve or a National Guard unit. 
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The employee is responsible for providing official documents (for example, a DD-214 form) to 

establish his or her status as an eligible veteran.  This information is to be provided to the City of 

Medford’s Human Resources Department, and will be kept on file.  

  

Veterans Day Observance 

 

Veterans Day is observed on November 11.  In the event November 11 falls on Saturday, 

Veterans Day for purposes of this regulation will be observed on the preceding Friday.  If 

November 11 falls on Sunday, the Veterans Day will be observed on the following Monday.  If 

the holiday falls on either a Saturday or Sunday on which the employee is scheduled to work, the 

employee may request that weekend day off, or observe the holiday on either Friday or Monday. 

 

Requesting Veterans Day Off 

 

To qualify for time off on Veterans Day, the employee must complete a leave request slip noting 

Veterans Day and what type of leave the employee will be using.  This request must be made at 

least 21 days prior to Veterans Day.  The City will respond to the request no later than 14 days 

before Veterans Day.  

 

Use of Leave 

 

Full-time employees will be required to use vacation or holiday leave, or compensatory time off 

for hours not worked on Veterans Day. An employee may not use sick leave for this purpose.  A 

fulltime employee may go in absent without pay status only if the employee has no other leave 

available.  A part-time employee may request and take time off without pay if he or she is 

scheduled to work on the day recognized by the City as the Veterans Day holiday. 

 

Denial of Leave 

 

The City may deny the request if the request would cause significant economic or operational 

disruption or an undue hardship to the City.  If the City does deny the request, the City will 

permit the employee a single day off before the following Veterans Day to honor the holiday, 

and in such event, the employee will use leave time in accordance with this regulation.   

 

 

Approved: 

 

 

/s P. Eric Swanson    6/4/2013 

          

Eric Swanson     Date 

City Manager 
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 City of Medford Subject Area: Harassment
 Administrative Regulation Date of Issue: Revised 3/5/09 
  Supersedes: 6/1/98 
 
Title:  Unlawful Discrimination and Harassment Policy 
 
 
 
I. OUR COMMITTMENT 
 
The City is committed to providing equal employment opportunities to all persons regardless of 
race; color; religion; ancestry; national origin; age; marital or veteran status; physical or mental 
disability; on-the-job injuries; sex or pregnancy; sexual orientation, gender expression, or gender 
identity; military service; domestic violence victim; or any other legally protected status, unless 
it is a bona fide occupational requirement reasonably necessary to the operation of the City’s 
business.  This includes but is not limited to hiring, termination, layoffs, job assignments, 
promotions, and pay.  We are also committed to providing a work environment that is free of all 
forms of unlawful harassment.  We will not tolerate the harassment of our employees by anyone, 
including but not limited to: supervisors, co-workers, volunteers, members of the public, 
vendors, or contractors. 
 
 
II. SEXUAL HARASSMENT 

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature if (1) submission to the conduct is in any way made 
a term or condition of employment; (2) submission to (or rejection of) the conduct is used as the 
basis for any employment-related decision; or (3) the conduct has the purpose or effect of 
unreasonably interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive work environment.  This means no sexual or sexist language, jokes or 
innuendo; nude, profane, or obscene cartoons, drawings or photographs; whistling or catcalling; 
staring or leering; pinching, patting, inappropriate touching, unwelcome touching, unwelcome 
hugging or kissing; etc., or other conduct that might create or contribute to a hostile or offensive 
working atmosphere. 

 

III. OTHER FORMS OF UNLAWFUL HARASSMENT

We want to maintain a working environment free from all forms of unlawful harassment, 
whether based on race; color; religion; ancestry; national origin; age; marital or veteran status; 
physical or mental disabilities; on-the-job injuries; sex or pregnancy; sexual orientation or gender 
identity; military service; domestic violence victim; or any other legally protected characteristic 
or status.  This means no “ethnic jokes”; religious slurs; use of offensive “slang” or derogatory 
terms or slurs denoting race, age, national origin, disability, etc.; mimicking one’s speech, accent 
or disability; derogatory comments regarding protected statuses or characteristics; or other 
conduct that might create or contribute to a hostile or offensive working atmosphere. 
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IV. REPORTING UNLAWFUL DISCRIMINATION OR HARASSMENT

Supervisors and managers are responsible to ensure that harassment does not occur in their work 
areas.  They are expected to treat any observed or reported incident of harassment as a serious 
breach of organizational policy, as well as a potential violation of the law.   
 
If you believe that you have been harassed, or if you witness any violation of this policy, you 
must report the matter immediately to your supervisor, department head OR directly to the 
Human Resources Director if you are not comfortable doing so at the supervisor or department 
head levels.  Failure to report harassment is a violation of this policy. 
 
The Human Resources Director is responsible for ensuring that all complaints are promptly and 
thoroughly investigated in as confidential a manner as possible under the circumstances.  
Appropriate corrective action will be taken, up to and including termination, where violations 
have occurred.  No employee will be discriminated or retaliated against in any way for bringing a 
question or complaint to our attention or cooperating in an investigation of harassment. 
 
 
Approved: 
 
     
/s Michael Dyal    3/5/2009 
____________________________     ____________________ 
Michael Dyal, City Manager   Date 
 

lmoneal
Typewritten Text
____________________________                ____________________

lmoneal
Typewritten Text
Employee Signature				Date


lmoneal
Typewritten Text
____________________________
Employee Name (Print)
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 City of Medford Subject Area: Harassment
 Administrative Regulation Date of Issue: Revised 3/5/09 
  Supersedes: 6/1/98 
 
Title:  Unlawful Discrimination and Harassment Policy 
 
 
 
I. OUR COMMITTMENT 
 
The City is committed to providing equal employment opportunities to all persons regardless of 
race; color; religion; ancestry; national origin; age; marital or veteran status; physical or mental 
disability; on-the-job injuries; sex or pregnancy; sexual orientation, gender expression, or gender 
identity; military service; domestic violence victim; or any other legally protected status, unless 
it is a bona fide occupational requirement reasonably necessary to the operation of the City’s 
business.  This includes but is not limited to hiring, termination, layoffs, job assignments, 
promotions, and pay.  We are also committed to providing a work environment that is free of all 
forms of unlawful harassment.  We will not tolerate the harassment of our employees by anyone, 
including but not limited to: supervisors, co-workers, volunteers, members of the public, 
vendors, or contractors. 
 
 
II. SEXUAL HARASSMENT 

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, and other 
verbal or physical conduct of a sexual nature if (1) submission to the conduct is in any way made 
a term or condition of employment; (2) submission to (or rejection of) the conduct is used as the 
basis for any employment-related decision; or (3) the conduct has the purpose or effect of 
unreasonably interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive work environment.  This means no sexual or sexist language, jokes or 
innuendo; nude, profane, or obscene cartoons, drawings or photographs; whistling or catcalling; 
staring or leering; pinching, patting, inappropriate touching, unwelcome touching, unwelcome 
hugging or kissing; etc., or other conduct that might create or contribute to a hostile or offensive 
working atmosphere. 

 

III. OTHER FORMS OF UNLAWFUL HARASSMENT

We want to maintain a working environment free from all forms of unlawful harassment, 
whether based on race; color; religion; ancestry; national origin; age; marital or veteran status; 
physical or mental disabilities; on-the-job injuries; sex or pregnancy; sexual orientation or gender 
identity; military service; domestic violence victim; or any other legally protected characteristic 
or status.  This means no “ethnic jokes”; religious slurs; use of offensive “slang” or derogatory 
terms or slurs denoting race, age, national origin, disability, etc.; mimicking one’s speech, accent 
or disability; derogatory comments regarding protected statuses or characteristics; or other 
conduct that might create or contribute to a hostile or offensive working atmosphere. 
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IV. REPORTING UNLAWFUL DISCRIMINATION OR HARASSMENT

Supervisors and managers are responsible to ensure that harassment does not occur in their work 
areas.  They are expected to treat any observed or reported incident of harassment as a serious 
breach of organizational policy, as well as a potential violation of the law.   
 
If you believe that you have been harassed, or if you witness any violation of this policy, you 
must report the matter immediately to your supervisor, department head OR directly to the 
Human Resources Director if you are not comfortable doing so at the supervisor or department 
head levels.  Failure to report harassment is a violation of this policy. 
 
The Human Resources Director is responsible for ensuring that all complaints are promptly and 
thoroughly investigated in as confidential a manner as possible under the circumstances.  
Appropriate corrective action will be taken, up to and including termination, where violations 
have occurred.  No employee will be discriminated or retaliated against in any way for bringing a 
question or complaint to our attention or cooperating in an investigation of harassment. 
 
 
Approved: 
 
     
/s Michael Dyal    3/5/2009 
____________________________     ____________________ 
Michael Dyal, City Manager   Date 
 









































































City of Medford 
Administrative Regulation 

Re~ulation No. 87-1-R3 
Page 1 of 10 
Subiect Area: Personnel 
Date of Issue: Revised - 
October 8,1997 
Supersedes: N/A 

TITLE RECRUITMENT AND SELECTION 

I. PURPOSE 

The purpose of this regulation is to identie the administrative policies and procedures to be 
followed in the hiring or appointment of City employees. 

11. SCOPE 

The scope of this regulation applies to all City staff positions except the City Manager, 
Municipal Judge, and the Judges Pro Tem of the Municipal Court. It applies to all other 
regular, temporary, seasonal, and part-time positions. 

111. AUTHORITY 

Under the Medford Charter of 1976, Chapter V, Power and Duties of Officers, Section 20, 
City Manager, Subsection (3) Powers and Duties, the City Manager is authorized to make 
appointments of City officers and employees except as the Charter otherwise provides. 

IV. CONTENT OF THIS REGULATION 

This regulation covers the following areas of administrative policy and regulation regarding 
the hiring or appointment of City employees: 

A. Recruitment - including advertising and job posting 
B. Testing and screening ofjob applicants 
C. Eligibility lists, certification, and selection 

V. CONDITIONS NECESSARY TO HIRE AN EMPLOYEE 

Prior to hiring new personnel, these conditions must be in effect: 

A. For a regular fill-time hire, the following must be the case: 

1. Position must be budgeted at the position classification level and type sought. 
Allowance for underfilling by position classification is covered in Section 
VI.B.4. of this regulation. 

2. The position must be vacant or scheduled to become vacant so that one 
budgeted position is not simultaneously filled by two employees. 
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Allowance for a temporary exception to this condition is covered by Section 
VI.C.2. of this regulation. 

3.  The position must not be scheduled for elimination in the near future, such as 
may occur with a change in the budget. If a question exists regarding a 
particular case, the affected department head should contact the City Manager 
for guidance. 

B. For all temporary, seasonal, and part-time positions, the following must be the case: 

1. There must be budgeted specific fbnds at least equal to the costs to be 
incurred. 

2. The budgeted fbnds must be approved for the purpose of staffing the 
position(s). 

3 .  The hiring conditions will not be in conflict with an affected labor agreement. 
For example, some labor agreements stipulate a maximum number of work 
hours per week for a part-time positions. 

VI. PROCEDURES FOR HIREIAPPOINTMENT 

A. The hiringlappointment of City staff will be subject to the following approaches and 
guidelines: 

1. Regular Position Vacancies 

All regular, budgeted position vacancies shall be filled by one of two 
approaches as authorized by the City Manager: 

a. Use of the procedure under Section V1.B. of this regulation 

b. Direct appointment or promotion action by the City Manager. In the 
case of direct promotion, only current, regular employees are eligible; 
and they must meet the qualifications specified for the position 
classification to which promotion is requested. 

2. Temporary, Seasonal, and Part-Time Positions 

All temporary, seasonal, and part-time positions (not subject to representation 
by a recognized employee organization) shall be filled by the procedures 
specified under Section V1.B. of this regulation. 
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c. In the box for the requesting department head approval and comments 
(and only in the case of temporary, seasonal, part-time hires) the 
department head may request that a particular applicant(s) be certified 
by the Personnel Director. However, a brief explanation should also 
appear for these requests (such as "Past Employee--recommended for 
rehire."). The requesting department head may also use this box to ask 
to meet with the Personnel Director to hrther discuss the position 
vacancy and recruitment. 

4. Underfilling 

A vacancy may be underfilled (i.e., filled by a position classification of the 
same general type but with a lower salary range) with prior approval of the 
City Manager. The request to underfill must provide written justification and 
have the approval of the City Manager attached to the requisition. The 
underfilling shall also be noted in the space for requesting department approval 
and comments. Examples of such underfilling would be a request for an 
Engineering Technician I1 to fill an Engineering Technician I11 vacancy or a 
Clerk Typist to fil l  a Secretary vacancy. 

5. Job Posting/Advertising 

All position openings subject to the standard procedure for hiring/appointment 
under V1.B. of this regulation will be posted in City Hall and other designated 
locations and advertised to the public. 

EXCEPTION: In the case of a temporary, seasonal, or part-time 
position opening and if the requesting department head has requested a 
particular person to be certified under VI.B.3.c. of this regulation, the 
Personnel Director is authorized to determine whether or not the 
opening will be subject to posting and public advertising. 

EXCEPTION: In the case of promotionallin-house recruitment only, 
advertising to the public is waived. 

A sample job posting is attached as Exhibit B. 

a. PromotionaVIn-House Openings 

Promotional or in-house position openings will be posted in the 
Personnel Ofice and on bulletin boards in designated areas throughout 
the City for a minimum of four workdays. 
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If insufficient in-house applications are received by the posted 
application deadline, the position opening will either be re-posted in- 
house or be subject to open recruitment at the determination of the 
Personnel Director with the concurrence of the initiating department 
head. 

b. Open Competitive Recruitments 

Job openings which are subject to open competitive recruitment will be 
posted in the Personnel Ofice and on bulletin boards in designated 
areas throughout the City for a minimum of three workdays. 

Copies of the job announcement will be sent to the Oregon State 
Employment Department and to selected local agencies and 
organizations available to assist in the recruitment of women, 
minorities, and the qualified disabled. 

c. Advertising 

All open competitive openings will normally be advertised at least once 
in the Sunday edition of the Medford Mail Tribune. At the Personnel 
Director's discretion, job openings may be advertised in other 
newspaper, professional and trade publications, andlor with 
governmental agencies, businesses, universities, and trade schools. 

d. Notif cation List 

A notification list may be established for positions deemed desirable. 
When the next recruitment for such a position commences, those on 
the list will be mailed a job announcement. 

6. Accepting Applications 

Applications for regular positions will normally be accepted only when there is 
an opening. All persons applying for a position opening, subject to the 
standard procedures of VI.B., must complete a City employment application. 
(A copy is attached as Exhibit C, Form PER1101 .) Employment applications 
will be available only from the Personnel Office. For an application to be 
considered for a position opening, the following conditions must be met: 

a. Form PERJI 0 1 must be received by the posted closing date and time 
appearing on the job announcement. Postmarks for the deadline are 
not acceptable. Faxed applications will not be accepted. - 
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 City of Medford Subject Area: Records 
Management Administrative Regulation Effective Date: July 6, 2000 
  Supersedes: 94-5-R2 08/05/09 
 
Title:  Records Management 
 
 
I.  PURPOSE 
 
Purpose of the Administrative Regulation is to establish a records management program 
for the City of Medford to ensure orderly retention and destruction of all public records. 
 
 
II.   AUTHORITY 
 
The City Recorder is designated the City's Records Officer in accordance with OAR 
166-30-016. The City Records Officer is responsible for organizing and coordinating 
public records scheduling, retirement, storage and destruction.   
 
A public record is defined as a document, book, paper, photograph, file, sound 
recording, machine readable electronic record or other material, such as court files, 
mortgage and deed records, regardless of physical form or characteristics, made, 
received, filed or recorded in pursuance of law or in connection with the transaction of 
public business, whether or not confidential or restricted in use. 
 
Oregon Administrative Rule 166-30-027, authorizes destruction of public records by 
local agencies which have met the terms and conditions of their scheduled retention 
period.   Cities shall follow the minimum retention schedules developed by the Archives 
Division of the Secretary of State; however a city may retain records longer if required 
to fulfill the individual city's business, legal or historic needs. The State encourages 
cities to adequately document their policies and activities to ensure continuation of 
government and open and efficient conduct of the public's business. However, it also 
encourages cities to promptly dispose of valueless documentation in order to reduce 
costs while preserving and managing that documentation which has continuing value for 
the administration of government. 
 
 
III.   DESIGNATION OF DEPARTMENT RECORDS OFFICER 
 
Each city department shall appoint at least one department records officer to coordinate 
records schedule changes and procedures with the City Records Officer. This person 
will ensure that the department's copy of the State of Oregon adopted Oregon 
Administrative Rule 166-200-et seq., "City Records Retention Schedule" is current and 
reflects any locally developed special schedules. The City Records Officer will work 
with the department records officer to advise them of the procedure to follow. The City 
Records Officer  
 
will inform and advise each department on which department shall maintain and be 
responsible for specific classes of documents. 
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IV.   DESTRUCTION OF RECORDS 
 
The City Records Officer will develop a procedure to maintain and monitor the 
destruction of records. Each department will retain and become familiar with the State 
of Oregon "City Records Retention Schedule." This includes any special schedules 
indicating special retention requirement exemptions. 
 
Using this schedule will identify records that are retained beyond their minimum 
retention period and eligible for destruction.   The City Records Officer shall prescribe a 
form to be used as a “certificate of records authorized to be destroyed.”  This form is to 
be completed by the responsible department and approved by the City Records Officer 
prior to destruction of the records.  The original certificate shall be filed permanently 
with the City Records Officer and a copy shall be returned to the department whose 
records have been destroyed. 
 
 
V.  DISASTER PLANNING 
 
The City Records Officer will develop a disaster plan for the City of Medford records to 
include a recovery system. It will be determined which vital records contain the 
information needed to continue or re-establish the city's operation following a disaster.  
A survey will be conducted to determine the potential hazards to city records and correct 
as many as possible by making modifications or repairs to limit the consequences of a 
disaster.  Protective measures will be taken by reviewing duplication, off-site or remote 
storage, or on-site secure storage.  The staff will be trained in emergency procedures and 
a recovery process to resume normal operations following a disaster and train and 
coordinate a disaster recovery team. 

 
 
Approved: 
 
 
           /s/ Michael Dyal                 6/19/00           
Michael Dyal, City Manager   Date 
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 City of Medford Subject Area: Medical Leave Policy
 Administrative Regulation Date of Issue: July 29, 2013 
  Supersedes: March 2009 
     

Title:  Family and Medical Leave Policy 
 
 

*This regulation also replaces AR #93-4 Parental Leave Policy dated March 24, 1999. 

STATEMENT OF POLICY 

 

This policy summarizes employee rights and responsibilities under the federal Family and 

Medical Leave Act (FMLA) and the Oregon Family Leave Act (OFLA).* 

 

REASONS FOR LEAVE 

Eligible employees may take FMLA and/or OFLA leave for the purposes commonly referred to 

as parental leave, serious health condition leave, pregnancy disability leave, military qualifying 

exigency leave (military family non-medical), service member family leave (military caregiver), 

victims of certain crimes, bereavement leave, and sick child leave.  

A. Parental leave is leave taken to care for the employee's newborn, newly adopted or newly 

placed foster child under 18 years of age or for a newly adopted or newly placed foster 

child 18 years of age or older who is incapable of self care because of a physical or 

mental impairment. It includes leave time to effectuate the legal process required for 

placement of a foster child or the adoption of a child.  

B. Serious health condition leave is leave taken:  

1) To provide care for a family member with a serious health condition as defined 

below; or 

2) To recover from or seek treatment for a serious health condition that renders an 

employee unable to perform at least one essential function of the employee's regular 

position.  

C. Pregnancy disability leave is leave taken by a female employee for a disability related to 

pregnancy or childbirth, occurring before or after the birth of the child, or for prenatal 

care.  

D. Sick child leave is leave taken to care for a child suffering from an illness or injury that 

requires home care but is not a serious health condition where the child is under 18 years 

of age, or over 18 years of age and incapable of self care because of a physical or mental 

impairment. 

 

E. Qualifying exigency leave (Military Family Non-Medical Leave) is leave needed that 

arises out of the fact that a spouse, child, or parent of the employee is a member of the 

military reserves or National Guard and has been notified of an impending call to military 

duty. 
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F. Service member family leave is to provide care for a service member who is undergoing 

medical treatment, recuperation, or therapy, due to illness or injury sustained in the line 

of active duty, is in outpatient status, or on temporary disability retiree list for a serious 

injury or illness.  Eligible family members to care for service member include spouse, 

son, daughter, parent, or next of kin. 

 

G. Victims of Certain Crimes Leave is leave taken to seek legal or law enforcement 

assistance, medical assistance including counseling, and to take steps to secure  health 

and safety for the employee and employee’s child under ORS 659A.805. Refer to 

Administrative Regulation 09-01 Revised - Leave for Victims of Domestic Violence.  

 

H. Bereavement Leave is leave taken for dealing with the death of a family member by 

attending the funeral, making arrangements necessitated by the death, or grieving the 

death.  Refer to Administrative Regulation 04-1 Revised – Accrued Sick/Bereavement 

Leave Usage. 

 

DEFINITIONS 

 

A. “12-Month Period” – means a rolling 12-month period measured backward from the date 

leave is taken.  An employee is entitled to use any remaining balance of applicable 

FMLA/OFLA leave, which has not been used during the preceding 12 months. 

 

B. “Spouse” – means husband or wife as defined or recognized under state law for purposes 

of marriage and does not include unmarried domestic partners except that same-gender 

domestic partners are covered under OFLA. 

 

C. “Child” – means a biological, adopted, foster child, or a child with whom the employee is 

or was in a relationship of “in loco parentis”.  For purposes of parental leave, sick child 

leave, or certain crimes leave  the child must be under 18 years of age, or 18 years of age 

or older and incapable of self-care because of a mental or physical disability.  For OFLA 

leave only it also includes a stepchild or the child of an employee’s same gender-

domestic partner.  For any other FMLA/OFLA purpose, the child may be a minor or 

adult. 

 

D. “Family Member” – means the spouse, custodial parent, non-custodial parent, adoptive 

parent, foster parent, biological parent, or a person with whom the employee is or was in 

a relationship of “in loco parentis”. It also includes a “child” as defined above.  For 

OFLA leave only, family member also includes same-gender domestic partner, parent-in-

law or the parent of same-gender domestic partner, grandchild or grandparent of the 

employee.   

 

E. “Serious Health Condition” – means an illness, injury, impairment, or a physical or 

mental condition that involves: 

1. Inpatient care;  

2. Continuing Treatment for incapacity as defined in State or Federal law;  

3. Absences for pregnancy related disability or prenatal care; 

4. Absences for a chronic condition such as asthma, diabetes or epilepsy; as 

defined in Federal or State law;  
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5. Permanent or long-term conditions when the person is under the continuing 

supervision of a health care provider; 

6. Multiple treatments for conditions that if not treated would likely result in 

incapacity of more than three days.  

 

COVERAGE AND ELIGIBILITY 

 

You are eligible for FMLA leave if you have worked at least 12 months for the City not 

necessarily consecutive (includes prior service, as long as the break of service was less than 

seven years), and you have worked at least 1,250 hours during the 12-month period immediately 

preceding the commencement of FMLA leave. 

 

You are eligible for OFLA leave if, on the date of leave, you have worked for the City at least 

180 days and have worked an average of at least 25 hours per week during that time.  If you take 

leave because of the birth or placement of a child for adoption or foster care, the minimum hour 

requirement does not apply.  An employee is eligible for OFLA Leave for Victims of Domestic 

Violence beginning on his/her date of employment. 

 

OFLA/FMLA Eligible Leave:  Care for a newborn or placement/adoption of child or adult 

dependent (Parental Leave); your serious health condition; spouse, parent, or child with a serious 

health condition; and pregnancy (includes prenatal care, childbirth, and recovery). 

 

FMLA Eligible Leave: Worker’s compensation injury/illness, qualifying exigency leave 

(Military Family Non-Medical Leave); and service member family leave (military caregiver 

leave). 

 

OFLA Eligible Leave:  Parent-in-law, same-gender domestic partner, grandchild, or grandparent 

with a serious health condition; non-serious illness of a child requiring home care; or victims of 

certain crimes.  

 

LENGTH OF LEAVE 

 

An eligible employee may take a total of 12 workweeks of leave in any year for any combination 

of qualifying purposes.   

 

FMLA – Maximum of 12 work weeks per leave year 

 Exception #1 – Service member family leave (Military Caregiver Leave) allows a 

maximum combined total of 26 weeks of all types of FMLA 

OFLA –  Maximum of 12 work weeks per leave year 

 Exception #1 A female who takes leave for a pregnancy-related disability, up to 12 

weeks, (including routine prenatal care) may take up to an additional 12 weeks for any 

OFLA-qualifying purpose. 

 Exception #2  Male or female employees who use a full 12 weeks of parental leave may 

use up to 12 additional weeks in the same leave year for sick child leave. 

 

Under OFLA, a female may take up to 12 weeks of pregnancy disability leave, 12 weeks of 

parental leave, and up to 12 weeks sick child leave. A male who utilizes 12 weeks of parental 

leave may also use up to 12 weeks of sick child leave.  However, if the employee uses less than 
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12 weeks of parental leave, no additional sick child leave is available, except for the balance of 

the initial 12 weeks. The employee may also use this balance for any other OFLA leave purpose. 

 

The City computes the leave entitlement on a rolling 12-month period, measured backward from 

when your first leave begins.  Leaves that qualify under both FMLA and OFLA will run 

concurrently.  Time lost due to on-the-job injury or illness will be counted under FMLA only.  

Off-the-job injuries and illness that meet the definition of a serious health condition will run 

concurrently with FMLA and OFLA leave. 

 

With regard to parental leave, if you and your spouse both work for the City, and the leave is 

covered under OFLA and FMLA concurrently, the City must allow concurrent leave for the first 

6 weeks, using up the FMLA leave, and then each employee would have an additional 6 weeks 

under OFLA that the City could require be taken separately.  If the leave qualifies solely under 

FMLA, family members are limited to a combined total of 12 weeks.  Under OFLA, each 

employee is entitled to 12 weeks, but the City need not allow the employees to take the leave 

concurrently 

 

FMLA/OFLA leave is calculated on a pro-rata basis for part-time or variable hour employees. A 

weekly average of the hours worked over the 12 weeks prior to the beginning of the leave will be 

used for calculating the employee’s normal workweek. 

 

OFLA leave taken for care of a sick child shall not be granted if another person is willing and 

able to care for the child.  Such leave is not granted for routine medical and dental appointments. 

 

INTERMITTENT OR REDUCED SCHEDULE LEAVE 

 

For your serious health condition; the serious health condition of your spouse, child, parent, 

parent-in-law, or same-gender domestic partner; qualifying exigency leave (Military Family 

Non-Medical Leave); service member family leave; or the illness of a child requiring home care, 

you may take leave in blocks of time (“intermittent leave”) or you may take leave by reducing 

your work hours (“reduced-schedule leave”).  The City will grant intermittent or reduced-

schedule leave if a health care provider certifies that it is medically necessary. “Medically 

necessary” means there must be a medical need for the leave and that the leave can best be 

accomplished though an intermittent or reduced-schedule leave.  Employees have an obligation 

to schedule intermittent or reduced-schedule leave, and planned medical treatments, so as not to 

unduly disrupt City operations. 

 

The City is not required to grant intermittent or reduced-schedule leave for the birth or placement 

of a child with the employee for adoption or foster care; however, the City may in its discretion 

allow such leave with the prior written approval of the employee’s Department Head and the 

Human Resources Director. 

 

For FMLA leave, the City has sole discretion to temporarily transfer you to another job with 

equivalent pay and benefits to better accommodate your intermittent or reduced-schedule leave.  

For OFLA leave, the City may transfer the employee with the employee’s consent. 
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SUBSTITUTION OF PAID LEAVE TIME 

 

Unless a collective bargaining agreement provides otherwise, an employee will be required to 

utilize accrued paid leave (vacation, holiday, and sick leave) concurrently with FMLA and/or 

OFLA leave except time loss absences due to a worker’s compensation claim.   

 

Except for OFLA bereavement and non-medical absences such as Military Family non-medical 

Leave, employees shall use sick leave first, if available. When sick leave is exhausted, 

employees may choose the order of accrued leave usage.  Paid leave will be used until exhausted.  

An employee may request the use of compensatory time, but the City shall not compel such use.  

Where applicable, donated leave time may be utilized only after an employee has exhausted all 

applicable available leave.  When an employee has used all accrued and approved paid leave 

time for a portion of FMLA and/or OFLA leave, the remainder of the leave will be unpaid. 

 

The use of vacation and any other paid leave does not extend the number of weeks of leave to 

which you are entitled under the FMLA and/or OFLA. 

 

EMPLOYEE NOTICE REQUIREMENTS 

 

An employee is required to give 30 days notice in the event of foreseeable leave.  A “Request for 

Family/Medical Leave” form is to be completed by the employee and returned to the employee’s 

supervisor who shall forward it to the Human Resources Department.  If 30 days notice is not 

possible, you must notify us as soon as you can, no more than two business days after you learn 

of your need for leave.  With unanticipated leave or emergency situations, the notice may be 

verbal followed by a completed “Request for Family/Medical Leave” form. 

 

If an employee fails to give 30 days notice for foreseeable leave with no reasonable excuse for 

the delay, the leave may be denied until 30 days after the employee provides notice and/or the 

employee may be disciplined for failing to follow City policy regarding adequate notice. 

 

If you need to extend your leave, you must request an extension in writing before your FMLA 

and/or OFLA leave ends.  Give your request directly to the Human Resources Department.   

 

If you are absent from work and do not comply with the procedures in this policy, we will apply 

our usual attendance policy rules.  An unexcused absence may result in disciplinary action, up to 

and including discharge. 

 

MEDICAL CERTIFICATION REQUIREMENT 

 

For leaves taken because of the employee’s or covered family member’s serious health 

condition, the employee may be required to submit a completed “Certification of Health Care 

Provider for Employee’s Serious Health Condition” or “Certification of Health Care Provider for 

Family Member’s Serious Health Condition” form and return the applicable certification to the 

Human Resources Department.  Where the leave is anticipated with at least 30 days’ notice, the 

City may make a written request to the employee for medical certification and the employee 

must provide the completed medical certification prior to the start of leave.  If the leave is not 

anticipated, and the employee cannot provide 30 days notice, the employee must provide medical 

certification within 15 days of the City’s request.   
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The City may require a second or third opinion (at its own expense), periodic reports on the 

employee’s status and intent to return to work, and a fitness-for-duty report to return to work. 

 

We will ask you to re-certify a serious health condition that extends beyond six months or a 

serious health condition that lasts beyond 366 days. 

 

Before you can return from FMLA and/or OFLA due to your own serious health condition, you 

may be required to have your health care provider certify you are fit for duty.  Your health care 

provider must complete the “Fitness-for-Duty Certification,” which will be provided, if 

applicable, by the Human Resources Department. Failure to provide the “Fitness-for-Duty 

Report” or similar documentation from health care provider will either delay your return to work 

or result in loss of coverage under the FMLA and/or OFLA. 

 

If you fail to return a requested certification, you may lose your protections under FMLA and/or 

OFLA, and therefore be considered absent without a valid cause, subject to discipline up to and 

including termination.  If the employee receives wages from accrued sick leave during a 

FMLA/OFLA leave period for which no certification is provided, the employee will be 

responsible to pay that time back to the City through one of the following methods: if other leave 

accruals such as vacation and holiday are sufficient, the City will dock those leave banks by the 

amount of sick time used; if other leave accruals are not sufficient to fully repay the sick time 

taken, the employee will remain in a negative balance for sick time and future accruals will be 

applied to that negative bank until the bank is refilled. 

 

All documentation related to the employee’s or family member’s medical condition will be held 

in confidence and maintained in the employee’s medical records file. 

 

Certification for sick child 

Under OFLA, if an employee takes more than three days of leave in a 12-month period for a 

child’s illness requiring home care, the City may require medical certification for each additional 

time the child is ill during the remaining 12 months.  If the City asks for the certification, the 

City will pay for each certification. 

 

EFFECT ON BENEFITS 

 

A. Continuation of medical insurance for FMLA leave 

Your health care benefits will continue while on a FMLA leave, provided you continue to 

pay your share of health care costs you would ordinarily pay if you were on the job.  The 

City will continue to pay its portion of your group health insurance premiums.  If you are 

on paid leave, the costs will be deducted from your pay.  Otherwise, they will come due 

on the 25
th

 of the month.  Failure to pay your share of the insurance premiums on a timely 

basis may result in the loss of health insurance coverage. Your specific payment schedule 

and amount you must pay will be included on a separate form.  If you have questions 

about your payment schedule, contact payroll in the Finance Department. 

 

B. Continuation of medical insurance for OFLA leave 

For leave that qualifies under OFLA (but not FMLA) and the employee is in an absence 

without pay status, the City will not continue to pay for your group health insurance 
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premiums, including life insurance and long term disability, during your leave.  You may 

elect to continue coverage, at your expense, under our group plans.  Your specific 

payment schedule and amount you must pay will be included on a separate form.  If you 

have any questions about your payment schedule, contact payroll in the Finance 

Department. 

 

C. Changes in Coverage 

Employee contribution amounts are subject to any changes in rates that occur while the 

employee is on leave. 

 

D. Termination of Coverage 

If an employee’s required contribution for any coverage is more than 30 days late, the 

City may terminate the employee’s insurance coverage upon at least 15 days written 

notice. 

 

E. If the City pays any required employee contributions missed by the employee while on 

leave, the employee will be required to reimburse the City for such payments (on a 

payroll deduction schedule) upon return from leave.  The employee will be required to 

sign a written statement at the beginning of the leave period authorizing the payroll 

deduction for delinquent payments.   

 

F. If an employee returns to work following the expiration of FMLA/OFLA on a reduced 

schedule, the employee must work the minimum required hours set by the insurance 

provider to remain on the group health plan; otherwise the employee will be offered 

COBRA and will be required to pay full cost of the insurance premium to retain 

insurance coverage.  If the employee fails to return from FMLA and/or OFLA for reasons 

other than (1) the continuation of a serious health condition of the employee or covered 

family member for which he or she has approved leave or (2) circumstances beyond the 

employee’s control, the City will seek reimbursement from the employee for the portion 

of the premiums paid by the City on behalf of that employee (also known as employer 

contribution) during any period of unpaid leave. 

 

G. Accrual of Seniority or Benefits 

The City will not make any contributions to your PERS account while on unpaid leave.  

Additionally, unpaid FMLA/OFLA leave will not be treated as time worked for purposes 

of seniority.  However, unpaid FMLA/OFLA leave will not effect your service date for 

purposes of future accruals. 

 

H. Accrual of sick leave, vacation, and floating holidays 

During FMLA/OFLA leave, or while temporarily on a reduced schedule following 

expiration of FMLA/OFLA leave, an employee must be in a paid status for at least one 

(1) hour over one-half of the regularly scheduled work hours in a pay period to receive 

the accruals for that pay period. 

 

An employee using donated leave time will only accrue benefits if the employee works or 

uses personal leave for at least one (1) hour over one-half of the regularly scheduled work 

hours in a pay period to receive the accruals for that pay period. 
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JOB PROTECTION 

 

Except where a position is eliminated due to business reasons, the employee will be reinstated to 

the same job or a job with equivalent pay, benefits, and working conditions. 

 

The employee’s rights upon reinstatement are the same as they would have been had the 

employee not been on leave.  The employee has no greater rights to a job upon return than if the 

employee had continued to work during the leave period.   

 

If the employee fails to return at the end of the qualified leave, the employee loses any right to 

reinstatement under FMLA/OFLA.  Reemployment in such case will be based upon other 

applicable laws.   

 

Reinstatement to employment may be delayed until the employee provides the required “Fitness 

for duty certification.” 

 

OTHER PROVISIONS 

 

A. We will continue to apply all applicable City policies and procedures to your FMLA 

and/or OFLA leave, except where they conflict with the FMLA and OFLA.  

 

B. Call-in policy 

 

1) While you are on leave, you must periodically contact your supervisor and 

Human Resources about your status, including your intent to return to work.  A 

call-in schedule may be arranged after you notify us of your need for leave.  

Failure to call-in under City policy will result in discipline, up to and including 

termination. 

 

2) If you do not return to work at the end of your scheduled leave or call in within 

three work days of your agreed-upon return date from leave, we will assume that 

you have voluntarily resigned. 

 

C. Violation of any provision of this policy, including failure to notify the City of the need 

for leave, failure to maintain contact, failure to provide medical certification, etc. may 

result in discipline, up to and including termination. 

 

 

Approved: 

 

     

/s P. Eric Swanson     7/25/2013     

____________________________      _____________ 

P. Eric Swanson, City Manager   Date 
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 City of Medford Subject Area: Workplace Safety
 Administrative Regulation Date of Issue: May 21, 2009 
  Supersedes: October 16, 1995 

  
Title: Employee Possession of Dangerous Weapons 
 
STATEMENT OF POLICY 
 
The City of Medford is committed to providing a safe work environment free from threats or 
intimidation. As part of this commitment, the City has adopted the following policy with regard to 
the possession by employees of dangerous weapons. 
 
No City of Medford employee (or contractor) shall possess any dangerous weapon while on duty 
or at any other time while in a City owned or controlled building, job site, or vehicle, unless such 
possession is authorized by the City in the performance of the employee’s job duties.     
 
As defined by ORS 161.015, a “dangerous weapon” is any weapon, device, instrument, material, or 
substance that, under the circumstances in which it is used, attempted to be used, or threatened to 
be used, is readily capable of causing death or serious physical injury. 
 
This policy takes precedence over an employee’s permit to carry a concealed weapon and applies 
to all City of Medford employees, except (a) those having specific statutory and city authority to 
possess or carry a dangerous weapon per their job classification; and (b) those who qualify for an 
exception as set forth below. 
 
Exception to Prohibition Against Employee Carrying a Dangerous Weapon on City Property 
 
To possess a dangerous weapon on City property, an employee must: 

1) Possess a current concealed weapon permit under ORS 166.291 and 166.292; and 
2) Provide evidence of a threat to life or safety in the form of a Court Order that would 

include any of the following: 
a. Stalking Protection Order; 
b. Pre-trial order or probation order, showing that a criminal defendant or convict 

is required to have no contact with the employee; or 
c. Other court-issued restraining order based on threat to life or health or personal 

safety to employee. 
3) If any of these orders expire or otherwise are no longer valid, any permit to carry a 

weapon issued by the City Manager pursuant to this regulation shall be revoked. 
 
Any employee possessing the above may petition the City Manager for a permit to carry a 
concealed weapon while performing their city job duties.  The petition shall include  

 
(a) photocopies of the information described in (1) and (2) above;   
(b) name, address, and current physical description, up to and including a photograph, of 

the person from whom the employee is being protected;  
(c) a description of the vehicle year make and model driven by the person from whom the 

employee is being protected; 
(d) a description with serial number (if any) of the weapon that the employee intends to 

possess;  
(e) any additional information the employee is aware of that is relevant to the application.   
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Upon receipt of the petition, the City Manager shall forward the petition to the Chief of Police or 
his designee.   
 
The Chief of Police or designee shall report to the City Manager whether the Concealed Weapons 
Permit and court order evidencing a threat to life or safety are current. 
 
Upon receipt of confirmation from the Chief of Police that requirements (1) and (2) above have 
been satisfied, the City Manager shall issue a permit that the employee may carry the described 
weapon under the following conditions:  

• The permit shall expire upon termination of the court order, or within one year, 
whichever is sooner. The permit may be renewed under the same process as the 
original. 

• The employee must at all times keep their weapon concealed upon their person and, 
except to protect themselves or another from a life threatening event, may not display it 
to any other person while on city property or while conducting city business.  

• Notwithstanding any exception granted by the City Manager, the employee who is 
allowed to possess a weapon under the permit shall not possess a weapon in the City 
Hall main building that houses the Municipal Court. 

• Violations of this policy may cause the City to revoke any permit issued pursuant to it, 
and subject the employee to potential disciplinary action, up to and including 
termination. 

 
The permit shall be given to the employee. A copy of the permit shall be filed with  

• The City Manager,  
• The Chief of Police or his designee,  
• The employee’s department head, and  
• The Human Resources Department.   

 
The permit and any copies thereof shall be exempt from disclosure under the Oregon Public 
Records Law. 
 
 
Approved: 
 
     
/s Michael Dyal    May 21, 2009 
____________________________     ____________________ 
Michael Dyal, City Manager   Date 
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