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GENERAL INFORMATION AND POLICIES

UNIVERSITY TELEPHONES

Nearly every employee uses the telephone for EOU business.  Check with your supervisor for any special telephone-answering procedures that apply to you office.  When you make long distance calls on EOU business, keep in mind that every long distance call costs money to your department, EOU and taxpayers.

Many telephones have special features, such as AUDIX (voice mail), call forwarding or conference calling.  Campus telephones also link to other higher education institutions and state offices in Salem.  The EOU Staff Directory lists campus phone extension numbers and other helpful information.  Your departmental telephone coordinator of the Computing and Telecommunications Office (962-3582) can provide information on how to use the features of your telephone.

Office telephones are for business use only.  While personal (non-work related) calls are sometimes unavoidable, please make no more of them than you have to, and limit their duration.  Employees making personal long distance calls on the job must charge the calls to their home phone or credit card.

USE OF UNIVERSITY PROPERTY AND WORK HOURS
Do not use work time, personnel, facilities, postage, long distance telephone lines, photocopy machines, or any other equipment or supplies for your personal use or the personal use of another person.  Likewise, the distribution of catalogs, order forms, sales products, etc., must take place during breaks or lunch hours and not interrupt the work of co-workers.

USE OF UNIVERSITY COMPUTING FACILITIES
Computing resources and facilities must be used solely for University business.  Contact Computing and Telecommunications at 962-3582 with questions about the acceptable use of computer resources, or access the policy at:  http://www2.eou.edu/comp
OFFICE SECURITY
We count on our employees to help keep University property secure.  Your protection, the protection of your property and the University starts with your willingness to take a few simple steps:

· Many offices contain valuable equipment and confidential information, so offices should not be left unlocked when vacant.

· Request authorization from persons asking for confidential information or from delivery or repair people wanting to enter an area restricted to employees.

If you note any unusual circumstances or find strangers in your work area, call Campus Security at 962-3911.

On campus, the City of La Grande Police Department handles all law enforcement problems that arise.  Be sure to report all crimes, no matter how minor they may seem.  Campus Security Officers provide security for all buildings, animal control and many types of assistance to staff, faculty, students and visitors.

CONFIDENTIAL INFORMATION
Many offices on campus deal with sensitive information, such as employment, medical, financial or student academic records.  This information must not be given to persons who are not entitled to receive it.  When in doubt about what you can or cannot disclose, ask your supervisor.  Before releasing any information about any student, consult the Registrar’s Office.

As an EOU employee, your name, job title and classification, department, and salary are considered public information.  Your social security number is confidential.

SOLICITING
To prevent you from being interrupted during working hours, soliciting and peddling are prohibited in University work areas.  If you observe a solicitor in your work area, contact your supervisor.

The OUS authorized representatives of the tax-deferred investment program are not allowed to call or meet with classified employees during working hours.  However, representatives may contact employees during breaks, lunch, or after hours.

ETHICAL STANDARDS
EOU employees must not use their positions in any way for personal or financial gain.  If you receive anything of value from individuals or businesses with which you come in contact during your work, you must report it to your supervisor.

The State of Oregon Ethics guide may be found on the Human Resources web page at: http://www.eou.edu/hr/
FINANCIAL IRREGULARITIES

The University is committed to the highest standards of moral and ethical behavior.  Employees of the University are expected to report known or suspected financial irregularities.  OUS Policy requires the institution to designate an administrator responsible for reporting known or suspected financial irregularities to the OUS Internal Audit Division.  The formal policy may be found on the web at: http://www.eou.edu/busserv/
POLITICAL ACTIVITY
Oregon law says that “No public employee shall solicit any money, influence, service or other thing of value or otherwise promote any political committee or promote or oppose the nomination or election of a candidate, the adoption of a measure or the recall of a public office holder while on the job during work hours”.  However, the same law makes it clear that public employees have the right to “express personal political views”.  In other words, you may engage in political activity, except when prohibited by state law while you are on the job during working hours.
TRAVEL ON OFFICIAL UNIVERSITY BUSINESS
Employees planning to travel on official business are strongly encouraged to read the EOU Travel Policies on the web at: http://www.eou.edu/busserv/40travel.html
EOU vehicles are scheduled through Shipping and Receiving, phone 962-3570.  When you drive an EOU-owned vehicle, operate and care for the vehicle properly, follow all traffic laws, and use the vehicle only on EOU business.  Smoking is prohibited in EOU vehicles.  To schedule a vehicle, call Shipping and Receiving and complete the Request for the Use of Vehicle form: http://www.eou.edu/facplan/Forms/reqveh.htm
If you use an EOU vehicle, you must complete an authorization to allow EOU to receive a copy of your driving record.  The forms are available at: http://www.eou.edu/facplan/Forms/recordcheck.htm
Use of your vehicle:  If you will be using your own vehicle for official business, you must carry liability insurance.  No collision or comprehensive insurance coverage is provided by EOU for private vehicles.  Medical coverage is limited to that which is provided by the State Accident Insurance Fund (SAIF).  For mileage reimbursement amounts and procedures, contact your supervisor.

OTHER POLICIES
Other policies of interest may be found in the Faculty/Staff Handbook at:  http://www.eou.edu/academic/handbook/
Some policies you may wish to read:

· Affirmative Action

· Drugs and Alcohol

· Educational Development

· Nepotism

· Sexual Harassment

· Consensual Relationships
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