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3.1
Internal Preferred Hiring 

Current employees of Eastern Oregon Head Start will be given the opportunity to apply for openings that require job transfer, job change or promotion by submitting a letter to the Director stating their desire to be considered for the position and giving their qualifications for the position. Employees may be asked to submit an application form if the duties if the new position are substantially different from those of the current position. Recruitment of outside applicants may be concurrent with internal considerations.  Policy Council approval is required for changes in job duties or promotion.  

Procedure
Information regarding job vacancies will be made available to Eastern Oregon Head Start staff by e-mail and the posting of notices in appropriate locations prior to the public positing of such notices.  

The Director, in consultation with the Management Team, may determine that a current employee is qualified and the placement is appropriate, and no other posting will occur.  In the event that two or more qualified staff members apply for the same position, or a larger applicant pool is preferred, the Staff Hiring Committee will meet and interview all eligible candidates. 

Employees who make application for transfer, job change, or promotion to a posted job vacancy should be aware that the application screening and selection may be subject to competition from a larger group of interested applicants.  Recruitment of outside applicants may be concurrent with internal considerations.

3.2 
External Hiring 

Hiring Committees will be made up of Head Start employees, Policy Council Members, and program parents.  Committees interviewing for positions requiring specialized knowledge may also include a community member or individual who has a working knowledge in that field.  

Position openings will be advertised on the Eastern Oregon University Human Resources website, in local newspapers and as appropriate may be sent to State Employment Offices and State or Regional Head Start programs, or may be posted in local community buildings or offices.  Advertising will be such that all eligible persons, especially targeted groups such as women and minorities, are reached.  Current and former Head Start parents will be given preference for employment vacancies for which they are equally qualified.  
A 120-day trial employment period will be included in all new contracts with an initial trial evaluation at 90 days.  At any time during the trial period, if work is not satisfactory, the contract may be terminated.  Eastern Oregon Head Start is not required to provide notice or explanation if the decision is made not to extend the employment contract beyond the initial 120-day trial period.  

Policy Council approval is required for all hiring decisions.  

Procedure
Head Start Management Staff will work with Eastern Oregon University Office of Human Resources and the Affirmative Action Officer to implement the Eastern Oregon University Search Procedure in compliance with Eastern Oregon University Procedure. 

Once the hiring committee has selected a candidate, the chairperson will make a recommendation to the Director.  Policy Council will be contacted for approval of the recommended candidate.  Candidates will be notified by telephone or in writing as soon as possible after the final selection has been made.

The Eastern Oregon Head Start Fiscal Manager will prepare a Recommend to Hire form to be signed by the Head Start Director and submitted to the Eastern Oregon University Business Office for processing.  The file of the successful candidate will be sent to Human Resources.

The Director will send the completed Affirmative Action Check Sheet, Affirmative Action Summary Sheet and Affirmative Action Data Sheets to the Affirmative Action office.  The files of unsuccessful candidates will be sent to the EOU Human Resource office.

3.3   
Substitutes and Temporary Employee Hiring 

Adjunct Employee packets for the hiring of substitute and/or temporary employees may be requested from the Eastern Oregon Head Start Administration Office.  Substitute and temporary employees must have the appropriate qualifications and certifications for the position. Tuberculin testing and enrollment in the Criminal History Registry is required. 

Procedure
All Substitutes must show documentation of a TB test within the previous year or prior to work in the classroom.  Applicants must complete the application packet and provide proof of identification and authorization to work in this country.  

All substitutes must sign the Eastern Oregon Head Start Standards of Conduct form and must show documentation of inclusion on the Oregon Child Care Division Criminal History Registry.  Valid first aid and CPR certification is preferred.  A valid State of Oregon Food Handler’s Card is also required.  

For temporary staff absences, parent volunteers will be asked to assist in the classroom or kitchen.  For longer absences, a qualified substitute will be hired.  The rate of pay for substitutes will be at the base rate for the job being performed.  

Policy Council approval for emergency substitute and temporary hires may be requested after the individual has started work, at the next scheduled Policy Council meeting.
3.4
Hiring the Head Start Director
The Grantee Board is responsible for hiring the Head Start Director.  Documentation of Policy Council approval of the selection must be obtained. Grantees are expected to notify the Regional Office and Oregon Head Start Prekindergarten Office of the selection and request approval prior to making a job offer.  This notification should include the name of the person being recommended for the Director position, the process used to recruit for the position and why this person was determined to be the most qualified candidate.  The Regional Office will respond to the grantee’s proposal within one week.  The role of the Regional Office is to assure that a reasonable process was used by the grantee in seeking to fill this position and that the person recommended for hiring is qualified for the job. [ACF-PI-HS-06-01]
3.5
New Staff Orientation

Orientation will be provided to all new staff, consultants and volunteers and will include, at a minimum, the mission, philosophy and vision of the Eastern Oregon Head Start program; an introduction to the Head Start Program Performance Standards; and program policies and procedures, including Standards of Conduct.  Management Staff will use the Orientation Checklist to ensure coverage of all essential information.

3.6
Probationary Period
New employees will complete a trial employment period of 120 working days.  During this period of time their supervisor will review work and observe performance to provide training and guidance.  The supervisor may work with the employee to develop a Professional Development Plan designed to help the employee progress to a satisfactory level of job performance.  

Prior to the end of the probationary period, a performance appraisal will be conducted.  The result of this review will be the supervisor’s recommendation to: continue regular or temporary employment; extend the probationary period; or terminate the employee.  Employees who will be remaining with the program will review and update their Professional Development Plan with their supervisor at this time.

3.7
Performance Evaluation

Annual performance appraisals for all staff will include an evaluation of the employee's job performance, assessment of the employee's progress toward educational and performance goals from the preceding performance evaluation, and the development of a plan to further the employee's education and skill level.  Regular supervisory observations, review of records and reports, and supervisor-staff conferences will be used to identify specific development and training needs.

Employees will have access to the performance appraisal form prior to the date of the evaluation and may rate their own performance and progress.  The employee’s supervisor will schedule an appointment to meet with the employee and complete the evaluation.  Employees will provide their supervisor with a copy of their annual training record at the time of the annual performance review. The current Professional Development Plan and completion of the previous year’s goals will be discussed and the plan will be revised for the coming year.
If the employee disagrees with the supervisor’s evaluation, a statement by the employee will be included as part of the record and maintained in the personnel file along with the supervisor’s evaluation.

3.8      
Employee and Volunteer Health

Head Start Performance Standards require that each staff member have an initial health examination that includes screening for tuberculosis.  Regular volunteers will be required to complete a Tuberculosis Self-assessment form. The purpose of this examination and assessments is to assure that an employee does not, because of communicable diseases, pose a significant risk to the health or safety of others in the Head Start program.  This requirement must be implemented consistent with the requirements of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act.  [Head Start Performance Standard 45 CFR 1304.52(j)(1)]

Procedure
Every employee of Eastern Oregon Head Start must obtain an initial TB clearance from a licensed health care provider prior to employment or participation in the classroom. Individuals with positive reactions to the tuberculin skin test will document adherence to Oregon Health Division recommendations. Following an initial clearance, employees will complete an annual health self-evaluation. 
Every new contracted employee must complete a physical exam within 30 days of initial employment. Contracted employees are offered insurance through Eastern Oregon University and will assume financial responsibility for the required physical exam. It is expected that all employees will follow through with their health care provider’s recommendation for ongoing health care.
Every new part time employee, without insurance, must complete a physical exam within 30 days of employment at the programs expense unless the part time employee has personal insurance coverage.
Eastern Oregon Head Start will make reasonable adjustments for the physical limitations of employees, with the understanding that the employee must be capable of performing his/her essential job duties without posing any danger to him/herself or others. Documentation of a physical exam and any required adaptations to the work environment, if applicable, must be submitted to the Administrative Office. 

Failure to provide the program with documentation of the physical exam or test and results will lead to suspension without pay until the documentation is presented.  
Procedure for Head Start Volunteers
Eastern Oregon Head Start defines a volunteer as a person who is volunteering in a center more than four hours throughout the school year. 
Regular Volunteers will complete a tuberculosis Self-Assessment form annually. This form will be reviewed, signed and dated by the Health and Nutrition Manager and by the Director. If review of this assessment indicates that there is reason to be concerned about the health of the individual, a full examination may be recommended at program expense unless volunteer has personal insurance coverage.
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3.9
Compensation
Eastern Oregon Head Start employees will be paid according to the current salary scale as approved in the annual program grant.  Salary increases may be made through annual step increases when funding allows, or cost of living allowances (COLA).  

Procedure
The Salary Scale will be developed as part of annual program planning and budgeting activities prior to application for continued funding.  Salaries will be adjusted based on increased program funding, cost of living allowances, and information available from wage comparability studies.  Annual Salary Scales must be reviewed by the Grantee Board and approved by the Policy Council.

Annual Step Increases for employees will be based on program funding levels and employee performance evaluations.  Step increases for employees meeting program expectations will go into effect for the next contract period.  Employees hired during the program year will be eligible for step increase only after their first full year of service.  
The amount and availability of step increases will be determined annually as part of the annual program planning and budgeting activities.

Step placement for returning employees will be at the same salary step achieved before separation if program funding is available, the employee returns to the same or comparable position, and the employee left in good standing.  The Director will make recommendations to Policy Council as part of the employee approval process.

New employees with previous Head Start experience may be advanced up to two steps following the trial employment period.  If granted, this increase would be retroactive to the hire date.  Policy Council will be informed of the possibility of a step increase as part of the approval process and the Director will make a final recommendation based on the employee’s performance evaluation.

Special salary adjustments may be given to an employee because of exceptional job performance. Justification and Guidance for special salary adjustments is available in OMB Circular A-122 Cost Principles or Nonprofit Organizations. 
3.10    Employee Benefits
Employees of Eastern Oregon Head Start with greater than .5 FTE will have access to the Eastern Oregon University Benefit Package for Unclassified Employees.  
Benefits Program

Academic employees working at least half-time on appointments of 90 days or longer (or per term for a 9-month appointment) are eligible to enroll for health, dental and life insurance benefits.  On an annual basis, the State of Oregon decides the types of benefit plans offered and the level of contribution the State will pay toward those benefits.  This amount is called the “state contribution.”

The state contribution is in addition to salary. The dollar amount and the costs of various benefit plans are subject to change each year.

Eligible employees receive a state contribution  to allocate toward medical and dental insurance and  a $5,000 basic life insurance policy.  For plan year 2006, when the cost of the insurance exceeds the state contribution, the out-of-pocket cost is subsidized, resulting in no cost to the employee.  This is regardless of the level of coverage (employee only, family, etc).

Employees with other group medical coverage may elect to “opt out” of the PEBB medical plan and receive opt-out dollars.  Employee dental insurance and the $5,000 basic life insurance policy are required.

Since coverage is effective the first of the month following the hire date and the date of signature on enrollment forms, it is best to enroll as soon as possible after the hire date.  After initial enrollment, changes may be made during the annual Open Enrollment period or due to a qualified family status change (i.e., birth, death, marriage, divorce, employment status change).

Medical Coverage is available through Blue Cross/Blue Shield, which offers worldwide coverage for all covered services.  Vision Coverage is included in the medical package.  Dental Coverage is available through Oregon Dental and Willamette Dental Service.  

All Life Insurance coverage beyond the required $5,000 basic life insurance policy is optional.  There are several choices, such as:  employee or spouse term life insurance, dependent life insurance, and accidental death and dismemberment coverage.  Some plans require completion of a medical history statement and approval by the insurance company.
A Short Term Disability plan and four different levels of Long Term Disability coverage are available.  Disability plans offer income protection during times when an employee is unable to work due to an injury or illness.  Employees are subject to a pre-existing conditions exclusion under both the STD and LTD plans.

Employees may establish Flexible Spending Accounts to use pre-tax income to pay for eligible healthcare and dependent-care expenses.  These are IRS sanctioned accounts that allow you to authorize monthly deposits to an account from your before tax salary.  Then, as you incur eligible expenses you request tax-free withdrawals from your account to reimburse yourself.

Long Term Care insurance is available but is subject to approval by UNUM.

Retirement Plans
Academic employees have the option of enrolling either in the Oregon Public Service Retirement Plan (OPSRP) or the Optional Retirement Plan (ORP), if they are in positions expected to work 600 hours or more in a calendar year.  Employees who are new to state service will join at the beginning of the month after completing six consecutive months of service.

The retirement plans receive funding from employee and employer contributions, both of which are paid by the employer. Employees are vested when they have made contributions in any part of five (5) years. 

Retirement choices link: http://www.ous.edu/benefits/optional.htm
Use/Accrual of Leave Time

Vacation: Vacation leave is available to academic employees employed at .50 FTE or more on a twelve-month appointment.  Employees are eligible for 15 hours of vacation leave per month after six  months of service (part-time staff at .50 FTE or more earn leave time on a pro-rata basis).    Vacation leave accruals are capped at 260 hours.  

Sick Leave: Full-time academic employees accrue eight hours of sick leave credit for each full month of service; part-time staff on .50 FTE or more earn pro-rata credit.  Sick leave may be accumulated without limit.

Parental or Family Medical Leaves: The Federal Family & Medical Leave Act (FMLA) and various State of Oregon laws provide qualified employees with up to 12 weeks of unpaid leave per year for the birth or adoption of a child, to care for a seriously ill family member, or when employees have serious health conditions.  On FMLA-qualifying leaves, Eastern will continue to pay the employer-paid portion of the medical and dental premiums as long as employees pay their own portion, if any.

Worker’s Compensation: Employees who are injured or become ill due to work-related reasons are insured by the state’s workers’ compensation plan.  For approved claims, the State Accident Insurance Fund (SAIF) provides coverage for medical expenses and time loss.

Other Benefits

Staff Tuition Rates: Employees who have appointments of .50 FTE or more per term are eligible to take up to 12 credit hours at the reduced tuition rate of 25% per credit hour (rate subject to change).  Staff rates may be transferred to an eligible family member, subject to some restrictions.  Tuition reductions may be subject to tax as part of an employee’s gross income if the spouse or dependent is enrolled in a graduate-level program.  The staff tuition benefit may be used at any of the seven OUS institutions.

Savings Programs: The Oregon University System (OUS) makes available the Tax-Deferred Investment (TDI) Program, under section 403(b) of the Internal Revenue Code.  Through the TDI Program, employees may accumulate tax-deferred savings to supplement retirement plans and social security.  Payroll deductions are done on a pre-tax basis.  Several insurance and investment companies in the program provide a wide range of investment choices.

Other options for savings include the State of Oregon Deferred Compensation program which also offers a pre-tax savings program for retirement.

Employee Assistance Program: Eastern offers the EAP to provide short-term effective, professional and confidential counseling services for employees working half-time or more.  A limited number of referral/counseling visits per calendar year per family are provided free of charge for personal or job-related issues.

Payday: Payday is the last working day of each month.  9-month employees have the option of having pay redistributed over 12 months.  Contact Human Resources for more information (Inlow 207, 962-3548).  

3.11
Work Week  

Eastern Oregon Head Start recognizes the need for a flexible workweek in order to best meet the needs of the children and families enrolled in the program.  Every employee will receive a contract stating the FTE (full time equivalent) or the specified number of hours they are scheduled to work each week.  It is the responsibility of the employee to work with their supervisor to arrange a work schedule which best meets the needs of the children and families, the classroom team and the program.  

Procedure
Schedules must be arranged to include time for training, staffing and occasional committee work, in addition to other duties.  Any major adjustments to an individual’s work schedule must be approved prior to the change.  

Classroom staff should be on site at least half an hour before class.  No employee will work in excess of 40 hours in any week. Time worked in excess of  contracted hours(up to 40 hours in any one week ) must be used within the month, and can not be carried over from month to month. The only acceptation is if the hours were accumulated in a partial week at the end of the month. Then these hours need to be used in the beginning week of the following month. Failure to abide by this policy could result in disciplinary action.

3.12 
Breaks

Employees working 6 consecutive hours or more in one day must take an unpaid 30-minute mid-day (lunch) break.  The mid-day break is to begin no later than 5 hours after the employee reports to work.  Eastern Oregon Head Start provides one paid 15-minute break for every 4-hour period worked.  15-minute breaks are not to be taken in conjunction with the mid-day break.  The intention of breaks is to “break up” the work day to allow employees to relax and refresh themselves.  For classroom staff, the timing for breaks will be dependent on classroom schedules and responsibility for effectively supervising children.

3.13 
Absences

Regular and prompt attendance is an important requirement of the program.  Employees are expected to notify their work team and their supervisor as soon as they know they will be absent from work. 

Procedure
Employees must submit a Leave Request Form to their immediate supervisor prior to any planned absence from work. A Leave Request Form can be submitted on return following any unexpected absence, or the supervisor can complete the form based on information provided in the notifying phone call. 

Each classroom team will develop a plan for coverage in the event of emergency or unexpected absences. Limited program funds are available for substitute wages.  Since every classroom has two qualified teachers, one or two parent volunteers may cover the absence of one teacher. Extended absences must be discussed with the Supervisor and the Director, and long-term plans made for coverage.  

Absence without notice or chronic absenteeism may result in disciplinary action or termination.

3.14
Time Cards
Adjunct employee time cards must be turned into the Administrative Office on or before the 14th of each month.  

Procedure
The pay period for hourly adjunct employees is from the 15th of the month through the 14th of the following month.  Payday is on the last day of the month with the check being sent from Eastern Oregon University or deposited electronically. (If someone works on the 15th of October, they will not be paid until the 30th of November.)

Adjunct employees will maintain a time sheet each month in the center.  The employee and the immediate supervisor will sign this time sheet at the end of the pay period. Time sheets must be delivered to the Administrative Office or faxed to 541-962-3917 on the 14th of the month.

3.15
Working at Home 

Eastern Oregon Head Start provides a work environment suitable for the performance of all job duties.  Supervisors must give prior approval for any work to be performed at the employee’s home or any other location other than the employee’s assigned work site. In the event that it would benefit the Head Start program to have an employee work part of their schedule at home, that employee will complete the Eastern Oregon University Telework Application.  If the Head Start Director and the University approve this application, the employee will be allowed to work a predetermined portion of their workweek at home in accordance with the Eastern Oregon University Telework Policy.

3.16
Inclement Weather

In the event that adverse weather conditions present a danger to children and/or employees, the Director or Supervisor may close the program or a specific center and/or require employees to seek shelter.  When these conditions apply, employees may be paid for the hours they would normally have worked. 

3.17
Staff Transportation

All Head Start employees are expected to have a valid driver’s license and access to reliable transportation.  It is further expected that Head Start employees will carry adequate liability insurance and that their insurance company will be informed that the vehicle is being used for work.  It is the responsibility of the driver of a vehicle to ensure that there is a seat belt for every passenger, and that every passenger in the vehicle uses a safety belt.
Procedure
All employees must occasionally attend meetings and training sessions outside of their immediate area. Teachers, as part of their job responsibilities, will conduct educational visits in client's homes. Nutrition assistants, as part of their job responsibilities, are expected to purchase and transport groceries for use in the classroom. 

When an employee uses his/her private vehicle on an authorized trip, the employee shall be reimbursed at the prevailing rate as set by Eastern Oregon University. 

Eastern Oregon Head Start employees will not use Eastern Oregon University motor pool vehicles.
3.18
Job-Related Expenses
Eastern Oregon Head Start employees are not expected to use their own financial resources to provide materials for classroom or parent projects.  Employees may donate art supplies or other materials, but it is expected that employees will be able to conduct all program activities within the program budget.  

Procedure
Petty Cash may be used for center supplies such as education/classroom materials, postage, film, parent activities and miscellaneous office supplies under $20.00.  Turn in petty cash receipts to the Fiscal Manager when there is $20.00 remaining in the petty cash fund.

Discretionary purchases will be limited.  Each center will be given a yearly limit for what can be spent on classroom supplies and parent activities.  Discretionary purchases may be covered by petty cash, items charged locally, and any extra items requested by the classroom and purchased at the same time as the USDA purchases. 

Program orders of supplies and equipment will be reviewed by Managers and approved by the Director.  Written requests that include a description of the requested item, catalog, page number and cost must be submitted to the Manager.  Approval of purchases will depend on program funding and priorities.  The individual who has made the request will be notified when the order has been placed. 

In-area travel reimbursements will be limited to one vehicle per 4 people in each center.  Individuals may choose to travel alone without reimbursement, or may agree to share reimbursement. The Fiscal Manager must be informed as to who will be seeking reimbursement.  Supervisor approval for travel is required prior to any optional training or meetings outside of the center’s immediate service area.  Reimbursement will be at current Eastern Oregon University rates.

3.19
Personnel Records

Personnel records are maintained in both the Eastern Oregon University Human Resource Office, and in the Eastern Oregon Head Start Administrative Office.  

Procedure
Personnel Records maintained by Eastern Oregon University in the Human Resource Office include:  The Position Announcement, Recommend-to-Hire, Application, Verification of Highest Degree, Letter of Hire, Notice of Appointment, Completed I-9 and W-4 Forms, Unclassified Employee Information Sheet, Recommendation letters, Transcript, Evaluations, Insurance Orientation and Information, and Informational Updates.

Personnel Records maintained by Eastern Oregon Head Start in the Administrative Office include:  Copies of the employee’s Physical Exam Documentation, CPR and First Aid Certification, Oregon Food Handler’s Card, TB Test Results, Training Records, Evaluations, Salary History, Criminal Record Verification and Release Forms, Orientation Checklist, Signed Receipt of Staff Handbook with Standards of Conduct and Current Job Description.  

Eastern Oregon University and Eastern Oregon Head Start shall maintain the confidentiality and security of the records.  The following information about the employee member may be released upon request and without the faculty member's consent:

· Directory information, that is, information generally needed in identifying or locating a named employee member, including such information as is readily to be found in published documents such as phone directories; and

· Salary information and the record of terms or conditions of employment.

All other information shall be considered personal and subject to restricted access in accordance with authority granted in ORS 351-065.  Employees shall be allowed full access to their own record. The permanent retention of employee records shall be limited to those, which the institutional executive or the State Archivist shall determine to be of long-range value to the individual employee member, to the institution, or to the public. (ORS 351.065 provides that access to personal records more than 25 years old may not be limited.)  See Eastern Oregon University Records Policy for Unclassified Staff.

3.20 
Disciplinary Action and Termination
All Eastern Oregon Head Start contracts are fixed term appointments for one year or less.  Such appointments specify the beginning and ending date of this period in the Notice of Appointment.  Beyond the ending date of this period, there is no commitment for continued employment and timely notice is not required.  Fixed term appointments for one year or less may be renewed at the discretion of the Head Start Director subject to such factors as performance evaluation, program needs and/or availability of funds.

Employees who violate the policies and procedures established by Eastern Oregon Head Start and Eastern Oregon University may be subject to disciplinary action and/or termination.  Such action may also be taken for: inadequate job performance, insubordination, breech of confidentiality and any other job-related conduct not in keeping with acceptable standards of behavior generally associated with employment.  Corporal punishment of a child is grounds for immediate termination.  

Procedure
A Corrective Interview will take place if an employee violates program policy, or requires supervisory attention.  The supervisor will clearly explain the reason for the interview, make specific suggestions for corrective action by the employee, and develop a written plan signed by both parties.  The employee and the supervisor will keep copies of the plan and a copy will be placed in the employee’s Personnel file.

Probation will occur when a supervisor, in consultation with the Director, determines that an employee’s job performance requires serious improvement but does not endanger children.  The supervisor will give the employee a written notice clearly stating the reason for the action, stipulating a reasonable probationary period (up to 90 days), setting standards for improved performance and outlining the action to be taken if the deficiencies are not corrected.  The employee and the supervisor will keep copies of the notice and a copy will be placed in the employee’s Personnel file.

Involuntary Termination (Dismissal):  In the event that dismissal of an employee is considered necessary, the Director will confer with the Policy Council prior to giving the employee a signed written notice stating the reasons for the action.  A copy of the notice will be placed in the employee’s Personnel file.  

All employees subject to disciplinary action and having passed the trial employment period will have access to program Grievance Procedures.

3.21
Employee Grievance 
If an employee has a complaint or grievance regarding his/her job, a conference should be arranged with the Supervisor at the earliest possible time to discuss the problem. Resolving problems in this manner greatly improves the relationship between Supervisor and employee and should result in better agency morale. If, however, the complaint or grievance cannot be resolved in this manner, an employee may file a grievance.
Procedure
A grievance may be filed if the grievant believes that the program is not adhering to the laws and standards that govern Head Start programs, or if the policies and procedures of the Eastern Oregon Head Start program are being violated, or if the grievant has a job-related complaint. 
Arrange a conference with the Supervisor to discuss the problem.  Prior to the meeting, look through relevant documents and program resources to validate your grievance and come into the meeting with possible solutions to the problem. 

If the complaint cannot be resolved in this manner, the grievant may file a written grievance and make an appointment to meet with the Director to discuss the issue.  After listening to your concerns, the Director will provide you with a written response within ten days of your meeting.  The written grievance must include:

· The date filed;
· The grievant name;

· Other parties affected, if any;

· Date the grievance occurred;

· Respondent, if any;

· Specific law, policy or procedure that has been violated;

· Pre-grievance attempts at resolution;

· Action proposed by the grievant;

· Signature of the grievant; and

· Signature of the person receiving the grievance. 

If not satisfied with the Director’s response, the grievant may access the Eastern Oregon University Grievance Procedures.

See Eastern Oregon University Grievance Policy in the Faculty/Staff Handbook found on line at http//www.eou.edu/.
3.22
Separations and Clearance

A "Campus Clearance" form, available in the Eastern Oregon University Office of Human Resources, must be filled out and submitted to Human Resources prior to the issuing of final salary checks.  If, because of an oversight, any obligations remain outstanding, the total amount will be deducted from your final check.  If your check has been picked up, any uncollected amount will be processed through the normal accounts receivable process.  Information concerning the continuation of benefits and insurance coverage following separation is available in the Human Resource Office. 
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