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August 24, 2022 
 
Dear Staff, 
 
The Employee Handbook is intended to provide important information relating to your employment with the 
Columbia Gorge Education Service District. All employees need to review the entire handbook and become 
familiar with its contents. This handbook is not intended to either enlarge or diminish any board policy, 
administrative regulation or collective bargaining agreement. Material contained herein may therefore be 
superseded by such board policy, administrative regulation, collective bargaining agreement or changes in state 
or federal law.  
 
If you have any questions about the information in this handbook, or other employment-related questions, please 
contact the Office of Superintendent or Human Resources. Ideas and suggestions for improving our organization 
are always welcomed and encouraged. For additional information about the Columbia Gorge ESD, please refer to 
the ESD Web Site. 
 
Any information contained in this staff handbook is subject to unilateral revision or elimination from time to time. 
No information in this document shall be viewed as an offer, expressed or implied or as a guarantee of any 
employment of any duration.  
 
In addition, equal employment opportunity and treatment is practiced by the CGESD, regardless of race, color, 
national origin, religion, sex, age, marital status and/or disability if the employee, with or without reasonable 
accommodation, is able to perform the essential functions of the position.  
 
The Director of Human Resources has been designated to coordinate compliance with these legal requirements, 
including Title VI, Title VII, Title IX and other civil rights or discrimination issues, the Americans with Disabilities Act 
and Section 504 of the Rehabilitation Act of 1973, and may be contacted for additional information and/or 
compliance issues. 
 
Compliance Officer for Title VI, Title VII, Title IX and other civil 
rights or discrimination issues and Health Insurance Portability 
and Accountability Act (HIPAA) 

Christy Christopher – Director of Human Resources 
Columbia Gorge Education Service District 
400 East Scenic Drive #207 
The Dalles, Oregon  
(541) 650-5353 

Compliance Officer for the Americans with Disabilities Act and 
Section 504 of the Rehabilitation Act of 1973 

Christy Christopher – Director of Human Resources 
Columbia Gorge Education Service District 
400 East Scenic Drive #207 
The Dalles, Oregon  
(541) 650-5353 

 
If you should have any questions about the information contained in this handbook, please contact me and I will 
be happy to help. 
 
Thank you, 

Pat Sublette 
Pat Sublette 
Superintendent 
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Introduction to Columbia Gorge ESD 
 
What is an Education Service District? 
 
The Columbia Gorge Education Service District is (1) of (19) Education Service Districts supporting school districts 
throughout the state of Oregon. For additional information regarding ESDs throughout Oregon, please visit our 
Website (www.cgesd.k12.or.us). 
 
District      County   Administration 
Hood River County School District  Hood River  Rich Polkinghorn – Superintendent 
North Wasco County School District  Wasco   Dr. Carolyn Bernal – Superintendent 
South Wasco County School District  Wasco   Ryan Wraught – Superintendent 
Dufur School District    Wasco   Jack Henderson - Superintendent 
  
Columbia Gorge Education Service District plays a key role in: 

1. Ensuring an equitable and excellent education for all children in the region; 

2. Implementing the Oregon Educational Act for the 21st Century; 

3. Fostering the attainment of high standards of performance by all students in the region;  

4. Facilitating inter-organizational coordination and cooperation among educational, social service, health 
care and employment training agencies;  
 

5. Providing leadership and service to the schools and districts in the region;  

6. Maintaining the distinction between its role as a service organization and the regulatory role of the 
Department of Education and other state agencies;  
 

7. Ensuring that the education service district is locally responsive, by providing opportunities for 
component school districts to participate in decisions about the services that are offered by the education 
service district and a variety of flexible service delivery models; and 

 
8. Remaining accountable to the public at large, the component school districts; and the State Board of 

Education. 
 
The services provided by the Columbia Gorge ESD are delivered according to a Local Service Plan developed by the 
CGESD and component school districts. The local service plan includes services in the following areas: 
 

● Programs for children with special needs 

● Technology support for component school districts and the individual technology plans of those districts 

● School improvement services for component school districts 

● Administrative and support services for component school districts 

● Federal programs  

 
 
 
 
 
 
 
 
 

about:blank
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Vision   
   
The next generation of Columbia Gorge ESD is a visible leader that has a strong model to guide its valuable work in 
the communities it serves. It is a champion of equity and inclusion whose services address and respect unique 
language, cultural, and other aspects of identities. Its diverse staff reflect regional demographics, and they work in 
a welcoming, supportive collaborative culture where communication is clear, data and research guide decisions, 
and technology improves access and operations. As the regional resource, the ESD’s innovative and responsive 
development is funded from multiple sources and operates from one collaborative physical space. 
 
 
Mission 
 
The mission of Columbia Gorge ESD is to assist Hood River and Wasco County school districts and the Department 
of Education in achieving Oregon’s educational goals by providing equitable, high quality, cost-effective and 
locally responsive educational services at a regional level. 
 
 
2022 -23 CGESD Board Goals 
 
CGESD’s role is one of leadership and service. CGESD maintains a distinction between the role as a service 
organization and the regulatory role of the Department of Education and other state agencies. 
 
Columbia Gorge ESD supports and collaborates with school districts in Hood River and Wasco Counties and the 
Department of Education to achieve Oregon’s Educational goals by providing equitable, high quality, cost-
effective and locally responsive educational services at a regional level. 
 
CGESD seeks to expand revenue by providing services to districts and community partners thought contracts and 
consortia with local and regional partnerships. 
 
Columbia Gorge ESD will serve the region best though functioning from a single space that serves as an asset to 
CGESD, districts and the communities we serve.  
 
Operating Guidelines 
 

1. Deliver resolution services and programs through the local service plan that are regional in nature; that 
prevent duplication of services among the component school districts; and/or that effectively provide 
economies or efficiencies. 
 

2. Provide regional services or program equity for the small component school districts to the extent 
possible within the local service plan. 

 
3. Provide flow-through funding as requested by component districts in accordance with ORS 334.177. 

 
4. Implement service recommendations made as a result of the review of resolution service areas or 

regional needs. 
 

5. Solicit and make application for contracts and grant funds, and utilize innovation to pilot or expand 
programs, which enhance regional services, provide more support to the component school districts in 
their response to initiatives designated by the Oregon Education Investment Board, or effectively provide 
regional economies or efficiencies. 

 
6. Collaborate with other entities, including the community college, other governments and agencies, and 

service providers in the development of the region’s Early Learning Hub, Science, Technology, Engineering 
& Mathematics (STEM) Hub, and regional achievement collaborative. 
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Columbia Gorge Education Service District 
Organizational Chart 2022-2023 
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Non-Discrimination 
CGESD shall promote nondiscrimination and an environment free of harassment based on an individual’s race, 
color, religion, sex, sexual orientation, national origin, disability, marital status or age or because of the race, 
color, religion, sex, sexual orientation, national origin, disability, marital status or age of any other persons with 
whom the individual associates.  
 
In keeping with requirements of federal and state law, the ESD strives to remove any vestige of discrimination in 
employment, assignment and promotion of personnel; in educational opportunities and services offered students; 
in student assignment to schools and classes; in student discipline; in location and use of facilities; in educational 
offerings and materials; and in accommodating the public at public meetings. The Superintendent shall appoint 
and make known the individuals to contact on issues concerning the Americans with Disabilities Act (ADA), 
Section 504 of the Rehabilitation Act of 1973, Title VI, Title VII, Title IX and other civil rights or discrimination 
issues.  
 
Federal civil rights laws prohibit discrimination against an individual because he/she has opposed any 
discrimination act or practice or because that person has filed a charge, testified, assisted or participated in an 
investigation, proceeding or hearing. ADA further prohibits anyone from coercing, intimidating, threatening or 
interfering with an individual for exercising the rights guaranteed under the Act. 
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Employee General Policies and Office Procedures 
 

Board Policy  
Board Policies and Administrative Rules are available on the ESD website. Policies will be updated throughout the 
year. The Association will be provided notice and copies of all policies as they are updated. Any input on Policy 
Adoption from the Association is to be given to the School Board in scheduled monthly meetings. Please contact 
the Superintendent’s Office for process. 
 
Forms and Information 
TalentEd Records will be the sole source for Columbia Gorge ESD forms and staff information. 
 
Requisitions & Credit Cards 
A requisition will be submitted through department directors and administration assistance for all purchases, 
including those on credit cards. This must be done before making the purchase. Staff may not use personal credit 
cards for reserving lodging, event registrations or other purchases without prior authorization given, due to 
unusual circumstances. 
 
No obligation may be incurred by any staff member unless that expenditure has been authorized in the budget or 
as may otherwise be permitted by Board action and/or Board policy. 
 
Employees Located Outside the Central Office 
Employees located in other offices/districts are to alert the school secretary when you arrive and before leaving 
the building. Should you have to leave your work site, inform the secretary of your destination and approximate 
time of return.  
 
Remote Work Agreement 
All Remote Work Agreements will be coordinated through, and approved by, the Department/Program Director, 
Human Resources and the Business Office.  
 
Travel 

1. Travel “In District” and Travel “Out of District” must have prior approval from the employee’s supervisor 
Travel miles (for in district and out of district) will be reimbursed according to the current IRS Rate.  

 
2. All employee travel will be in the most efficient and cost-effective manner. “In District” travel has a 

separate form for logging daily miles which can be found on the CGESD website. The CGESD 
Superintendent or designee must sign all reimbursement forms. Reimbursement forms may be found in 
Talent Ed Records. 

 
3. Note:  Out of State Travel for employee reservations (lodging & airline tickets) must receive CGESD Board 

approval if beyond 200 miles from state line from 400 East Scenic Drive, The Dalles. 
 
Personnel Records 
An official personnel file is established for each person employed by the ESD. A staff member’s personnel file may 
contain such information as applications for employment, references, records relative to compensation, payroll 
deductions, evaluations, complaints and written disciplinary actions. All charges resulting in disciplinary action 
shall be considered a permanent part of a teacher’s personnel file and shall not be removed for any reason. 
Employees may submit a written response to any materials placed in their personnel file. 
 
All records containing medical condition information such as workers’ compensation reports and release/ 
permission-to-return-to-work forms will be kept confidential, in a separate file from personnel records. All other 
personnel records are considered confidential and not open to public inspection. Access to personnel files is 
limited to use and inspection only by the following or as otherwise required by law: 
 

1. The individual employee. An employee or designee may arrange with the Human Resources office to 

https://vide.tedk12.com/sso/Account/Login?ReturnUrl=%2Fsso%2F
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inspect the contents of their personnel file on any day the Human Resources office is open for business; 
2. Others designated in writing by the employee; 
3. The comptroller or auditor, when such inspection is pertinent to carrying out their respective duties, or as 

otherwise specifically authorized by the Board. Information so obtained will be kept confidential. No files 
will be removed from their central location for personal inspection; 

4. A Board member when specifically authorized by the Board. Information will be kept confidential. No files 
will be removed from their central location for personal inspection; 

5. The Superintendent and members of the central administrative staff; 
6. CGESD administrators and supervisors who currently or prospectively supervise the employee; 
7. Employees in the Human Resources office; 
8. Attorneys for the CGESD or the ESD’s designated representative on matters of ESD business. 
9. The Superintendent may permit persons other than those specified above to use and to inspect employee 

records when, in their opinion, the person requesting access has a legitimate official purpose. The 
Superintendent will determine in each case the appropriateness and extent of access and record it. 

10. Release of personnel records to parties other than those authorized to inspect them will be only upon 
receipt of a court order. 

 
Change of Address  

1. If you change your home or mailing address, please update your information in TalentEd Records. Many 
important communications may be misdirected if the employee’s address is not current.  

2. Change in marital status, births or deaths in your immediate family should be reported to the Human 
Resources Department. These changes may affect your income tax deductions or insurance benefits.  

 
Complaints 
The CGESD recognizes that complaints regarding staff performance, discipline, grades, student progress and 
services will occur from time to time. Every effort will be made to ensure that such complaints are handled and 
resolved informally and as close to their origin as possible. Complaints will be followed according to CGESD Policy 
and Collective Bargaining Agreement. 
 
Resignation of Staff 

1. A resigning staff member is required to deliver a written and signed notice of resignation to the Office of 
the Superintendent. If the Superintendent elects to accept the resignation, acceptance shall be by letter 
from the Superintendent or their designee to the employee. The resignation shall be effective as of the 
date specified in the notice. If no effective date is specified in the notice, the resignation shall be effective 
as of the date specified in the acceptance letter. 

 
2. A licensed staff member who wishes to resign from their position with the CGESD must give written notice 

at least sixty (60) days prior to the date they wish to leave  employment. The Superintendent may accept 
the resignation effective the day it is received and either release the licensed staff member immediately 
or inform the licensed staff member that they must continue teaching for part or all of the 60-day period. 

 
3. Where less than a 60-day notice is given, the Superintendent may request the Teacher Standards and 

Practices Commission (TSPC) to suspend the teacher’s license for the remainder of the school year. The 
Superintendent may consider exceptions due to emergency or other extenuating circumstances. 

 
4. A classified employee is expected to submit a written and signed notice of resignation at least two weeks 

prior to the date they wish to leave CGESD employment. 
 

Employees who resign mid-year or mid-contract will be issued a balance of contract statement and final pay 
check. The employee’s final check will reflect the amount owed to the employee based on total days actually 
worked since July 1, minus their total pay from the preceding pay periods of that fiscal year. Because the ESD 
annualizes employee’s pay, people who resign early in the year may owe back pay. 
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Release of General Staff Information 
A staff member’s or volunteer’s address, date of birth, social security number and personal phone number 
contained in personnel records maintained by the CGESD are exempt from public disclosure. The CGESD, only 
upon written permission of the staff member or volunteer, will release such information. 
 
Authorized CGESD personnel may disclose information about a former employee’s job performance to a 
prospective employer under the following conditions: 
 

- Disclosure of information is upon the request of the prospective employer; or 
- Disclosure of information is upon the request of the former staff member; 
- The information is related to job performance; 
- The disclosure is presumed to be in good faith. 

 
The ESD will not disclose information that is knowingly false, deliberately misleading, rendered with malicious 
purpose or is in violation of the staff member’s civil rights.  
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Work Time & Tracking 
 
Workweek 
A "workweek" is a regularly recurring period of seven consecutive 24-hour periods. The CGESD workweek is 
established as Sunday through Saturday.  
 
Time Sheets & Absences 

1. All classified and confidential employees are required to complete time sheets for each pay period. The 
pay period will be from the 11th of one month through the 10th of the next month.  

 
2. Time sheets are to be filled out daily and must reflect actual hours work utilizing Time Clock Plus 

(https://282368.tcplusondemand.com/app/webclock/#/EmployeeLogOn/282368/1) to record time 
worked for hourly employees. 

 
3. All requests for leave should be submitted prior to that date so that the approving manager can post 

them in a timely manner before the end of the pay period. 
 

4. Staff members unable to report to work must notify their program supervisor and the administrator of 
the building you may be assigned as soon as possible. 

 
5. In order to facilitate continuity during absences, staff members unable to return to their duties the 

following day should contact your program administrator, and when applicable, the principal of the 
building you are assigned. 

 
Break Periods  

1. The workweek is a seven-day work period beginning Sunday at 12:00 midnight - Saturday at 11:59 PM  
 

2. Non-exempt employees are required to take a paid, uninterrupted 15-minute rest break for every four- 
hour segment or major portion thereof in the work period.  

 
3. Non-exempt employees are required to take at least a 30-minute unpaid meal period when the work  

period is six hours or greater. 
 

4. The rest break should be taken in the middle of each segment, whenever possible.  
 

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

6. The law requires an uninterrupted period in which the employee is relieved  
of all duties. No meal period is required if the work period is less than six hours.  

 
7. If, because of the nature or circumstances of the work, an employee is required to remain on duty or to 

perform any tasks during the meal period, the employee must inform their supervisor before the end of 
the shift and record that worked time in Time Card Plus.  

 
8. Meal periods and rest breaks are mandatory and are not optional.  

 
9. An employee’s meal period and rest break(s) may not be taken together as one break. Meal periods and 

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

  
Flex Time 
Flextime is intended to be used by the ESD to help manage its programs and address operational needs. It is not 
intended to be used by the employee to meet their individual schedules. The impact of flexing hours can impact a 
program’s ability to meet the needs of students or school districts it serves 
 

https://282368.tcplusondemand.com/app/webclock/#/EmployeeLogOn/282368/1
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Currently, the one department that has the most need of flextime is the Technology Department, which may need 
to assign staff late into the night or on weekends to keep technology services operating for the ESD. Flex time may 
be assigned by the Program Administrator. 
 
Exchange Days 
Exchange days are intended to be used to adjust schedules for work-related needs. All request for exchange days 
must be approved by the Program Administrator and PRIOR to the event. Exchange Days are not intended for 
employees to adjust their personal schedules. Employees are afforded personal days, sick leave, and emergency 
leave to address personal time. 
 
Unscheduled Absences 
If you have an unscheduled absence (illness, car trouble, etc.), please call in as soon as possible to inform the 
appropriate staff. 
  
Overtime Guidelines 
Overtime compensation will be made in one of two ways upon the recommendation of the Program Director. ALL 
overtime MUST have the pre-approval from their Program Administrator. It will be the decision of the Program 
Administrator to award overtime or compensatory time; it is not the employee’s choice. 
 

Compensatory (“comp”)  Time  
Eligible employees working in excess of (40) hours per week shall receive compensatory time off at the 
rate of one and one-half (1½) hours for every hour worked in excess of forty (40) hours per week in lieu of 
overtime pay. Compensatory time may be accrued to a maximum forty (40) hours. Unused compensatory 
time on June 30 of each year will paid at (1½) times the employee’s current regular rate of pay.  
 
Overtime Pay 
Authorized work in excess of forty (40) hours per week shall be paid at the rate of one and one-half (1½) 
times the employee’s regular rate of pay for every hour actually worked in excess of forty (40) hours per 
week. 

 
Weather Related Emergency Closures/Delays 
In general, employees will follow the emergency closures or delays at their assigned work locations day by day. 
Employees at 400 E. Scenic Drive will follow North Wasco County School District #21 closure schedule. ESD 
employees reporting to surrounding districts should follow the school closure and emergency information for 
their scheduled school. 
 
Jury Duty 
When selected for jury duty, be sure to complete a “Request for Leave Form” and indicate Jury Duty in Time Clock 
Plus. You will be paid your normal salary while serving on the jury; however, pay received from the court for jury 
duty must be turned in to the ESD. The portion dedicated to mileage, meals, etc. is exempt from repayment. 
 
Volunteer Time Off for Staff Participation in Community Activities 

All regular full-time and part-time employees can donate up to eight hours (1 day) per fiscal year toward a 
501(c)(3) charitable organization (or equivalent), in accordance with these guidelines of CGESD Board Policy GBF. 
The purpose of the ESD’s volunteer program is to support activities that enhance and serve communities in which 
we live and work. 
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Leaves 
  

Personal and Sick Leave 
 
Using the Time Clock Plus system, you must submit a request for leave on the selected day for the necessary time, 
using the correct leave code; i.e. “personal” or “sick.”  The request will then be automatically submitted to your 
program director for approval. Once it has been approved, it will be reflected on your electronic timesheet. You 
must submit your request the first day you return to work.  
 
Please consult the Director of Human Resources, Christy Christopher at cchristopher.k12.or.us or by phone at 541-
650-5353 for specific information regarding extended employee leaves, such as: 
 
Family and Medical Leave Act (FMLA) and Oregon Family Leave Act 
Employees can take family leave for the following reasons:  
 

- Parental Leave during the year following the birth of a child or adoption or foster placement of a child 
under 18, or a child 18 or older if incapable of self-care because of a mental or physical disability. Parental 
leave includes leave to effectuate the legal process required for foster placement or adoption.  
 

- Serious Health Condition leave for the employee’s own serious health condition, or to care for a spouse, 
same-gender domestic partner, custodial parent, non-custodial parent, adoptive parent, foster parent, 
biological parent, step parent, parent in law, parent of same-gender domestic partner, grandparent, 
grandchild, a person whom the employee is or was a relationship of in loco parentis, biological, adopted, 
foster or step child of an employee or the child of an employee’s same-gender domestic partner.  

 
- Pregnancy Disability Leave (a form of serious health condition leave) taken by a female employee for an 

incapacity related to pregnancy or childbirth, occurring before or after the birth of the child, or for 
prenatal care.  

 
- Sick Child Leave taken to care for an employee’s child with an illness or injury that requires home care but 

is not a serious health condition.  
 

-  Bereavement Leave to deal with the death of a family member.  
 

- Oregon Military Family Leave is taken by the spouse or same gender domestic partner of a service 
member who has been called to active duty or notified of an impending call to active duty or is on leave 
from active duty during a period of military conflict.  
 

To Be Eligible for Leave 
- Workers must be employed for the 180-day calendar period immediately preceding the leave and  

have worked at least an average of 25 hours per week during the 180-day period.  
- Exception 1: For parental leave, workers are eligible after being employed for 180 calendar days, without 

regard to the number of hours worked.  
- Exception 2: For Oregon Military Family Leave, workers are eligible if they have worked at least an 

average of 20 hours per week, without regard to the duration of employment.  
- Exception 3: For compensable Workers Compensation injuries, for certain Workers Compensation 

injuries involving denied and then accepted claims and for certain accepted claims involving more than 
one employer. 

- Exception 4: When an employee is caring for a family member with a serious health condition and the 
same family member dies, the employee need not requalify with the 25 hour per week average to be 
eligible for bereavement leave.  

 
Length of Leave 

- Employees are generally entitled to a maximum of 12 weeks of family leave within the employer’s 12-
month leave year.  

about:blank
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- A woman using pregnancy disability leave is entitled to 12 additional weeks of leave in the same leave 
year for any qualifying OFLA purpose.  

- A person using a full 12 weeks of parental leave is entitled to take up to 12 additional weeks for the 
purpose of sick child leave.  

- Employees are entitled to 2 weeks of bereavement leave to be taken within 60 days of the notice of the 
death of a covered family member.  

- A spouse or same gender domestic partner of a service member is entitled to a total of 14 days of leave 
per deployment after the military spouse has been notified of an impending call or order to active duty 
and before deployment and when the military spouse is on leave from deployment.  

 
OFLA Provisions 

- Employees are asked to give at least 20 days’ notice (in writing) of the need they are applying for OFLA 
Leave. In an emergency, employees must give verbal notice within 24 hours of starting a leave.  

- OFLA Family Leave is unpaid, employees are entitled to use any accrued paid vacation, sick or other paid 
leave and employees are entitled to group health insurance benefits during family leave as if they 
continued working.  

- Employers must return employees to their former jobs or to equivalent jobs if the former position no 
longer exists. However, employees on OFLA leave are still subject to non-discriminatory employment 
actions such as layoff or discipline that would have been taken without regard to the employee’s leave. 

 
Paid Leave Oregon 

This state program (only for Oregon residents) Is anticipated to start September 1, 2023. ESD and Employee 
Contributions, to help fund the program, may be deducted stating on January 1, 2023. Plan for this program have 
not been finalized. More information will be distributed as it become available. 
 
Return to Work 
If Family Medical Leave is for the employee’s own serious health condition, the employee must furnish,  
prior to returning to work, medical certification from their health care provider stating that the employee is able 
to resume work. This must be coordinated through the Human Resource Department. 
 
Requirements and Benefits to the Family and Medical Leave Act (FMLA) and Oregon Family Leave Act are in 
constant review by the State of Oregon. Updates will be shared as they become available. 
 
Eligibility for Reemployed and Returning Employees 
Under the current criteria Oregon employees who work for an employer with at least 25 employees in Oregon are 
eligible to take OFLA leave if the employer has employed them for at least 180 days immediately before the leave 
begins. In addition, for OFLA-qualifying reasons other than parental leave, employees must have "worked an 
average of at least 25 hours per week" during the 180 days immediately before the leave begins to be eligible. The 
current law does not provide for any credit for prior service to employees reemployed or returning after a break 
in service. The new OFLA amendments make employees reemployed after a separation from employment or 
returning from work after a temporary cessation of scheduled work hours, within 180 days eligible for leave in the 
following circumstances: 
 

1. Employees reemployed or returning within 180 days who were eligible for OFLA leave (based on the 
current eligibility criteria described above) at the time of their separation from employment or the 
beginning of their temporary cessation of work will be eligible to take OFLA leave immediately upon 
reemployment or return. 
 

2. Employees reemployed or returning within 180 days who were not yet eligible for OFLA leave (based on 
the current eligibility criteria described above) at the time of their separation from employment or the 
beginning of their temporary cessation of work will receive credit for time worked for the employer prior 
to the break in service for the purpose of establishing eligibility. 
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Employees reemployed or who return to work after a separation or temporary cessation of scheduled hours of 
more than 180 days must still reestablish eligibility for OFLA leave anew and will not receive credit for prior 
service. 
 
The amendments also provide that any OFLA leave taken by an employee who has been reemployed or who has 
returned to work "within any “one-year” period [will] continue to count" toward the employee's OFLA leave 
entitlement. 
 
Expanded Eligibility and Reasons for Leave 
The amendments will also expand eligibility to take OFLA leave for any qualifying reason during a period of public 
health emergency to all employees of a covered employer if: 

- The employer has employed them for at least 30 days immediately before the leave begins. 
- They worked an average of at least 25 hours per week during the 30 days immediately preceding the 

leave. 
- For purposes of OFLA leave, "public health emergency" means a public health emergency declared 

under Oregon Revised Statutes (ORS) 433.441, or an emergency declared under ORS 401.165, if related to 
a public health emergency as defined in ORS 433.442. 

 
  

https://oregon.public.law/statutes/ors_433.441
https://oregon.public.law/statutes/ors_401.165
https://oregon.public.law/statutes/ors_433.442


 

{14} 

Payroll & Benefits 
 
Direct Deposit 
Employees will have their monthly payroll deposited directly to their checking accounts each month. The account 
is credited by the time the bank opens on payday. Contact the Business Office for more information regarding 
direct deposit. 
 
Pay Periods 
For 2022-23 the pay pay periods for regular employees are: 
 

Start date End Date Paydate 

July 1, 2022 July 10, 2022 July 20, 2022 

July 11, 2022 August 10, 2022 August 19, 2022 

August 11, 2022 Sept 10, 2022 Sept 20, 2022 

Sept 11, 2022 Oct 10, 2022 Oct 20, 2022 

Oct 11, 2022 Nov 10, 2022 Nov 18, 2022 

Nov 11, 2022 Dec 10, 2022 Dec 20, 2022 

Dec 11, 2022 Jan 10, 2023 Jan 20, 2023 

Jan 11, 2023 Feb 10, 2023 Feb 20, 2023 

Feb 11, 2023 Mar 10, 2023 Mar 20, 2023 

Mar 11, 2023 April 10, 2023 April 20, 2023 

April 11, 2023 May 10, 2023 May 20, 2023 

May 11, 2023 June 30, 2023 June 20, 2023 

 
Employees who are in temporary positions, in extra duty contracts, or other non-regular employment will be paid 
on the last working day of the month. 
 
Voluntary Deductions 
These are deductions the employee may designate to be withheld from their monthly salary, i.e. credit union, 
insurance, dues, etc. Contact the Payroll Clerk for authorized deductions. It is your responsibility to ensure that 
changes are made by payroll cutoff dates. All changes must be received by the 5th of the month. 
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Bilingual Testing for 3% Pay Differential 
The Columbia Gorge ESD offers its employees the opportunity to receive a 3% Pay Differential if the employee 
meets the Bilingual Proficiency Requirements established by the ESD. The 3% bilingual differential will be paid to 
the employee as part of their monthly compensation.  
 
Employees taking the test will receive a score (Benchmark Level) for each section of the test. The Reading and 
Listening items are scored automatically by the computer. The Writing and Speaking items are scored by Avant's 
Valid-certified raters who use a Scoring Rubric (a scoring tool that lists the criteria for meeting Benchmark Levels).  
 
The rubric outlines in detail what expectations are placed upon the test takers for performance at any given level. 
Test takers  who hope to  score at a specific level know the characteristics of the work they must produce to 
achieve that level. To receive the 3% differential, employees must pass all four areas at the Intermedial High Level 
(Score of 6).  
 
If you are interested in taking the assessment, please contact Susan Vallie (svallie@cgesd.k12.or.us) in Human 
Resources.  
 
Employer-Provided Insurance 
The ESD, through the Oregon Educators Benefit Board (OEBB), provides health/dental/vision/ AD&D/life 
insurance/long-term disability coverage for eligible employees who work more than 20 hours per week. Check the 
Collective Bargaining Agreement to see the amount of premiums covered by ESD paid benefits.  
  
Part-time (less than .50 FTE) employees may self-pay for insurance under the following rules:   

● Payment must be through payroll deduction only;  
● Employee must choose health insurance for the full fiscal year, or whatever portion of the fiscal year 

remains when the employee selects the self-pay health insurance option; and 
● Employee must enroll during open enrollment period or within 30 days of hire.  

The employee may also obtain additional life insurance for themselves, spouse or children at their own expense 
through OEBB. Additional AD&D, long-term care and short-term disability insurance is also available at their 
expense. 
 
In the event an employment is terminated for any reason, including resignation, the ESD’s insurance benefits will 
only extend to the last day of the month after the employee’s final paycheck. For instance, if the employee’s last 
paycheck is in June, their health benefits will terminate on July 30th of the same year.  
 
Employee Assistance Program 
An employee assistance program is provided and is available to the employee, their dependents, and all 
household members. You can access services by calling 1-866-750-1327 or by visiting the Uprise Health website 
www.uprisehealth.com/members and enter access code: OEBB.  
 
Staff Development and Tuition Reimbursement 
The Board recognizes the importance of continued educational experiences and other professional growth 
activities as a means to improve job performance. Professional growth experiences may include, but are not 
limited to, college courses, workshops, curriculum planning, individual research, travel, supervision of teacher 
trainees and other such activities. Please refer to the Collective Bargaining Agreement for guideless and process. 
  
Sick Time 
Employees accrue 1 day of sick time per month worked, with sick time being awarded in full at the beginning of 
the fiscal year. Unused sick time at the end of the fiscal year rolls over to the new year. Unused sick time is 

mailto:svallie@cgesd.k12.or.us
about:blank
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forfeited upon termination of employment, including in the case of a resignation, except in instances where the 
employee is transferring to another Oregon ESD or public school district (ORS 332.507).  
 
Sick Leave Bank 
A Sick Leave Bank is established by both The Columbia Gorge ESD and Union Membership and is governed in the 
CBA in Article 10 (A-2). 
A sick leave bank shall be established to provide additional sick leave for employees when: 

● An extended absence due to an employee's illness or injury has depleted the employee's available leave; 
● The employee provides a statement from a medical practitioner that the employee shall be unable to work for at 

least 30 calendars days; 
● A sufficient amount of sick leave remains in the sick leave bank; 
● The beneficiary employee is not eligible for disability or workers' compensation benefits; and 
● The beneficiary employee has exhausted all other applicable paid leaves. 

If you are a licensed or classified staff member and wish to contribute to the Sick Leave Bank, you may so by filling 
out a request in TalentEd Records.  
 
COVID Sick Time 
New in 2022-23, employees who are diagnosed with COVID, or who must care for immediate family member with 
COVID, may access up to additional 10 days of COVID leave if, and only if, they have exhausted all of their 
personal and regular sick time. To access this leave, the employee must submit a request to the Director of 
Human Resources and provide a written statement and verification of diagnosis.  
 
Job Descriptions & Evaluations 
Position Description/Job Assignment 
Your Department Director, or designee, will review your job assignment and set goals for the year with you. You 
will be provided a copy of your current position description. Job Descriptions must be signed annually. You have 
both an opportunity and responsibility to meet annually and recommend changes to the Department 
Director/Administrator that may more accurately reflect the reality of your position. 
 
Evaluation Forms & Process 
Each Fall, Directors will review the yearly evaluation process for all of their assigned staff.  
 
The Department of Human Resources and the Association President will meet annually to review adopted 
programs, and if needed take any revisions to the ESD Board for approval. 
 
Trainings & Certifications 
License/Certificate Registration 
The law requires all licensed/certificated employees to hold current licensure in the area they are assigned. 
Failure to maintain a current license may result in mandatory leave without pay until the licenses is restored or a 
person’s inability to become licensed may result in termination. Licensed staff may not work or be compensated 
without a current or active license.  
 
Professional Development Credit 
 
Professional development is required for renewal of most active licenses, registrations and certificates for public 
or charter school teachers and, administrators.  
 
Continuing Professional Development (CPD) obligations are common to most professions. CPD is defined as a 
structured approach to learning to help ensure competence to practice, taking in knowledge, skills and practical 
experience. CPD can involve any relevant education learning activity, whether formal and structured or informal 
and self-directed. 
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Educators seeking to reinstate a renewable license thought TSPC must demonstrate completion of all professional 
development requirements obtained after the date on which their last active license was issued by the 
Commission provided continuing professional development (CPD) is required for renewal.  
 
It is the sole responsibility of the licensed educator to ensure accurate completion of continuing professional 
development upon renewal. Failure to complete continuing professional development does not constitute an 
“emergency” for the purposes of receiving an Emergency License when CPD requirements have not been met.  
 
If employed during the life of the license, the supervisor or CPD advisor will verify that the educator has 
successfully completed all CPD requirements to the CGESD Superintendent or designee on the TSPC Professional 
Educational Experience Report (PEER) form prior to renewal of licensure. 
 
Mandatory Trainings 
All staff will be required to complete on-line training through Vector Solutions (SafeSchools). A link will be sent by 
email to each employee with their log on information and assignments. All assigned trainings must be completed 
as assigned. Required trainings for all staff include:  
 
Training (Approximately 3 hours)    Complete By   Language 
Bloodborne Pathogens Exposure Prevention   September 2  English and Spanish  
Bullying:  Recognition and Response    September 2 
Child Abuse: Mandatory Reporting    September 2  English and Spanish 

Cybersecurity Awareness for Employees:  
1. Security Awareness Essentials     September 2 
2. Social Engineering      September 2 

 
Email and Messaging Safety      September 2 
Password Security Basics      September 2 
 
Note:  Additional trainings may be required as needed. 
 
 
Workplace Safety 
 
Columbia Gorge ESD Safety Committee 
 
To promote health and safety in places of employment in this state, every public or private employer shall, in 
accordance with rules adopted pursuant to ORS 654.182 (Rules for ORS 654.176), establish and administer a 
safety committee or hold safety meetings.  Columbia Gorge ESD Members are selected by Department.  
Contact Safety Committee Chair Desirae Bellairs (dbellairs@cgesd.k12.or.us) for more information.  
  
Scheduled Meeting Dates of the Safety Committee:

● No meeting in July 
● August will be an inspection month 
● September 22nd, 2022 
● October 27th, 2022 
● November will be an inspection month 
● December 15th, 2022 

● January 26th, 2023 
● February will be an inspection month 
● March 30th, 2023 
● April 27th, 2023 
● May will be an inspection month 
● June 15th, 2023

   
  

https://oregon.public.law/statutes/ors_654.182
mailto:dbellairs@cgesd.k12.or.us
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Staff Health and Safety Rules & Procedures 
 
Each employee is expected to cooperate with all aspects of the CGESD’s safety and health program. Consequently, 
they are to: 
 

- Report accidents and incidents immediately to their supervisors. 
- Wear personal protective equipment when necessary. There are no exceptions. 
- Not use machines or equipment without adequate guarding or in questionable condition. Problems with 

these items must be reported to supervisors. 
- Immediately report all hazardous conditions or other safety concerns to supervisors. 

 
Each employee has personal responsibilities for their own safety as well as the safety of co-workers. If everyone 
does their part by doing what is necessary to ensure workplace safety, we all benefit. No job is so important that 
we cannot take time to do it in a safe manner. 
 
The Office of Superintendent is directly responsible and accountable for job training. This includes proper 
procedures, work practices and safe methods.  
 
In order to assure the safety of staff and students, information and/or training as necessary is provided to assist 
all staff to recognize and to respond appropriately to the presence of hazardous materials in the workplace, 
including proper handling, labeling, storage and disposal of such materials. 
 
Material Safety Data Sheets (MSDS), which accompany any hazardous substance used in the school setting, are 
maintained in the Office of the Superintendent. 
 
All staff members are expected to be in compliance with first aid and infection control procedures established by 
the ESD and/or District they are assigned to. ESD safety rules include:  
 

1. All injuries shall be reported immediately to the person in charge or other responsible representative of 
the district; 
 

2. It is the duty of all employees to make full use of safeguards provided for their protection. It shall be the 
employee’s responsibility to abide by and perform the following requirements; 

 
3. An employee shall not operate a machine unless guard or method of guarding is in good condition, 

working order, in place and operative; 
 

4. An employee shall stop the machine or moving parts and properly tag-out or lock-out the starting control 
before oiling, adjusting or repairing, except when such machine is provided with means of oiling or 
adjusting that will prevent possibility of hazardous contact with moving parts; 

 
5. An employee shall not remove guards or render methods of guarding inoperative except for the purpose 

of adjustment, oiling, repair or setting up a new job; 
 

6. Employees shall report to their supervisor any guard or method of guarding that is not properly adjusted 
or not accomplishing its intended function; 

 
7. Employees shall not use their hands or any portion of their bodies to reach between moving parts or to 

remove jams, hang-ups, etc. (Use hook, stick, tong, jig or another accessory.); 
 

8. Employees shall not work under objects being supported that could accidentally fall (such as loads 
supported by jacks, the raised body of a dump truck, etc.) until such objects are properly blocked or 
stored; 

 
9. Employees shall not use defective tools or equipment. No tool or piece of equipment should be used for 

any purpose for which it is not suited, and none should be abused by straining beyond its safe working 
load. 

 
10. Employees shall not remove, deface or destroy any warning, danger sign or barricade or interfere with 



 

{19} 

any other form of accident prevention device or practice provided which they are using, or which is being 
used by any other worker; 

 
11. Employees must not work underneath or over others thereby exposing them to a hazard without first 

notifying the other employee(s) or seeing that proper safeguards or precautions have been taken; 
 

12. Employees shall not work in unprotected, exposed or hazardous areas under floor openings; 
 

13. Long or unwieldy articles shall not be carried or moved unless adequate means of guarding or guiding are 
provided to prevent injury; 

 
14. Hazardous conditions or practices observed at any time shall be reported as soon as practicable to the 

person in charge or some other responsible representative of the employer; 
 

15. Employees observed working in a manner which might cause immediate injury to either themselves or 
other workers shall be warned of the danger; 

 
16. Before leaving a job, workers shall correct, or arrange to give warning of, any condition which might result 

in injury to others unfamiliar with existing conditions; 
 

17. Good housekeeping methods shall be observed in all operations. Materials shall be so handled and stored 
as to minimize falling, tripping or collision hazards; 

 
18. Working and storage areas and passageways shall be kept free of unnecessary obstructions. No loose 

object shall be placed in any area where its presence will necessitate employees crowding between such 
objects as moving machinery, steam pipes or other objects with which contact would be dangerous; 

 
19. Any materials which might cause an employee to slip, or fall shall be removed from floors and other 

treading surfaces immediately or suitable means or methods shall be used to control the hazardous 
condition; 

 
20. All sharp, pointed or otherwise hazardous projections in work areas shall be removed or rendered 

harmless. 
 
Work Related Injury 
When injured on the job employees are required to report the work-related accident within 24 hours to their 
supervisor and fill out the appropriate forms as soon as practical after the event. If first aid is given, you must fill 
out an incident report. If you need to see a doctor, a Form 801 must be completed. The report and form may be 
found in Talent Ed Records. 
 
Failing to report a work-related accident or injury in the will void any coverage from workman’s compensation. 
 
Drug Free Work Place 

1. CGESD prohibits the use, possession, dispensation, distribution, and manufacture of controlled substances 
and/ or alcoholic beverages in the workplace. (Use and possession include being “under the influence.”)   
The only exception is a medical prescription taken according to the physician’s recommendations.  

 
2. No staff member engaged in work shall unlawfully manufacture, distribute, dispense, possess or use on or 

in the workplace any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or any 
other controlled substance or alcohol, as defined in schedules I through V of section 202 of the Controlled 
Substances Act (21 U.S.C. Section 812) and as further defined by regulation at 21 CFR 1308.11 through 
1308.15. 

 
3. “Workplace” is defined to mean the site for the performance of work done in connection with a federal 

grant or contract. That includes any school building or any school premises; any school-owned vehicle or 
any other school-approved vehicle used to transport students to and from school or school activities; off 
school property during any school-sponsored or school-approved activity, event or function, such as a 
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field trip or athletic event, where students are under the jurisdiction of the school district where work on 
a federal grant is performed. 

 
4. CGESD, upon determining that a staff member has engaged in the manufacture, distribution, 

dispensation, possession or use, on or in the workplace, of a controlled substance or alcohol or upon 
having reasonable suspicion of a staff member’s use of a controlled substance or alcohol in the workplace, 
shall, pending any criminal drug statute conviction for a violation occurring in the workplace, take action 
with regard to the employee determined to be appropriate. Such action may include transfer, granting of 
leave with or without pay, suspension with or without pay or dismissal. 

 
5. Within 30 days of a staff member’s criminal drug statute conviction for a violation occurring in the 

workplace, CGESD shall: 
 

a) Take action with regard to the employee determined to be appropriate, which may include discipline 
up to and including dismissal; and/or 

 
b) Require satisfactory participation by the employee in drug abuse assistance or rehabilitation program 

approved for such purpose by a federal, state or local health, law enforcement or other appropriate 
agency. 

 
c) CGESD encourages employees to avail themselves of The Employee Assistance Program (EAP). If you 

would like more information on the confidentiality and specifics of how to access services, contact the 
Human Resources Department. 

 
Sexual Harassment 

1. Sexual harassment by staff, students, board members, school volunteers, parents, school visitors, service 
contractors or others engaged in CGESD business is strictly prohibited and shall not be tolerated in the 
CGESD. “CGESD” includes district facilities, membership district, district premises and non-district 
property while a staff member or student is at any district-sponsored, district-approved or district-related 
activity or function, such as field trips or athletic events, in which students are under the control of the 
district or where the staff member is engaged in district business. 

 
2. Sexual harassment of students and staff shall include, but not be limited to, unwelcome sexual advances, 

requests for sexual favors and other verbal or physical conduct of a sexual nature when: 
 

a) The conduct or communication has the purpose or effect of demanding sexual favors in exchange for 
benefits; 

b) Submission to or rejection of the conduct or communication is used as the basis for educational 
decisions affecting a student or employment or assignment of staff; 

c) age and sex of the complainant;  
d) The conduct or communication is so severe, persistent or pervasive that it has the purpose or effect of 

unreasonably interfering with a student’s educational performance or with an employee’s ability to 
perform their job; or creates an intimidating, offensive or hostile educational or working 
environment. Relevant factors to be considered will include, but not be limited to, did the individual 
view the environment as hostile; was it reasonable to view the environment as hostile;  

e) the nature of the conduct;  
f) how often the conduct occurred and how long it continued;  
g) whether the alleged harasser was in a position of power over the student or staff member subjected 

to the harassment; 
h)  number of individuals involved;  
i) age of the alleged harasser;  
j) where the harassment occurred; and 
k) other incidents of sexual harassment at the school involving the same or other students or staff. 
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1. CGESD administration CGESD compliance officer and the Superintendent have responsibility for 
investigations concerning sexual harassment. All complaints and reported incidents shall be investigated. 
The investigator shall be a neutral party having had no involvement in the complaint presented or 
reported incident. 

 
2. Step I: Any sexual harassment information (complaints, rumors, etc.) shall be presented to the CGESD 

compliance officer or Superintendent. All such information shall be reduced to writing and will include the 
specific nature of the sexual harassment and corresponding dates. 

 
3. Step II: The CGESD official receiving the information or complaint shall promptly initiate an investigation. 

The investigator will arrange such meetings as may be necessary to discuss the issue with all concerned 
parties within five working days after receipt of the information or complaint. All findings of the 
investigation, including the response of the alleged harasser, shall be reduced to writing. The CGESD 
official(s) conducting the investigation shall notify the complainant in writing when the investigation is 
concluded. The parties will have an opportunity to submit evidence and a list of witnesses. 
 
The date and details of notification to the complainant, together with any other documentation related to 
the sexual harassment incident, including disciplinary action taken or recommended shall be forwarded to 
the Superintendent. 

 
4. Step III:  If a complainant is not satisfied with the decision at Step II, he/she may submit a written appeal 

to the Superintendent or designee. Such appeal must be filed within 10 working days after receipt of the 
Step II decision. The Superintendent or designee will arrange such meetings with the complainant and 
other affected parties as deemed necessary to discuss the appeal. The Superintendent or designee shall 
provide a written decision to the complainant within 10 working days. 

 
5. Step IV: If a complainant is not satisfied with the decision at Step III, he/she may submit a written appeal 

to the Board. Such appeal must be filed within 10 working days after receipt of the Step III decision. The 
Board shall, within 20 working days conduct a hearing at which time the complainant shall be given an 
opportunity to present the appeal. The Board shall provide a written decision to the complainant within 
10 working days following completion of the hearing. 

 
6. Step V: If the complaint is not satisfactorily settled at the Board level, the employee may appeal to the 

U.S. Department of Labor, Equal Employment Opportunity Commission or Oregon Bureau of Labor and 
Industries. Additional information regarding filing of a complaint may be obtained through the building 
principal, compliance officer or Superintendent. 

 
The initiation of a complaint in good faith about behavior that may violate the CGESD’s sexual harassment 
policy shall not adversely affect any terms or conditions of employment or work environment of the staff 
complainant. A staff member whose behavior is found to be in violation of policy may be subject to 
discipline up to and including dismissal. 

 
 
Staff Conduct and Expectations  
All staff are expected to conduct themselves in a manner that conforms to applicable job descriptions, Board 
policy and administrative regulations. Additionally, all licensed staff is expected to adhere to the Standards for 
Competent and Ethical Performance of Oregon Educators as specified in Oregon Administrative Rules. 
 
Application of Oregon Administrative Rules 

1. Oregon Administrative Rules were adopted by the Teacher Standards and Practices Commission (TSPC) in 
accordance with Oregon Revised Statutes. 

2. Oregon Administrative Rules may be used as criteria by the TSPC in matters pertaining to the revocation 
or suspension of licenses issued by the commission under Oregon Revised Statutes or the discipline of any 
license holder or any person who has held a license at any time within five years prior to issuance of the 
notices of charges under Oregon Revised Statutes. 
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3. The commission determines whether an educator’s performance is ethical or competent in light of all the 
facts and circumstances surrounding the educator’s performance as a whole 
 

4. The commission will promptly investigate complaints: 
a. The commission may at its discretion defer action to charge an educator against whom a 

complaint has been filed under ORS 342.176 when the investigation report indicates that 
disciplinary action against the educator is pending at the local district level or when criminal 
charges are pending or are likely to be filed against the educator. In considering whether to defer 
action to charge an educator, the commission shall consider all relevant circumstances including 
the nature and seriousness of the allegations and whether the educator is currently employed as 
a teacher or school administrator; 

b. The executive secretary shall regularly inform the commission of the status of any complaints on 
which the commission has deferred action. 

 
Definitions 
The following definitions apply to Oregon Administrative Rules unless otherwise indicated by context: 
 

1. Administrator - Any supervisory educator who holds a valid Oregon administrative license or registration; 
 

2. Competent - Discharging required duties as set forth in these rules; 
3. Educator - Any licensed or registered person who is authorized to be engaged in the instructional program 

including teaching, counseling, administering and supervising; 
 

4. Ethical - Conforming to the professional standards of conduct set forth in these rules; 
 

5. Sexual contact - Includes: 
 

a. The intentional touching of the breast or sexual or other intimate parts of a student; 
b. Causing, encouraging or permitting a student to touch the breast or sexual or other intimate parts 

of the educator; or 
c. Sexual advances or requests for sexual favors directed toward a student; 
d. Verbal or physical conduct of a sexual nature when directed toward a student or when such 

conduct has the effect of unreasonably interfering with a student’s educational performance or 
creates an intimidating, hostile or offensive educational environment; or 

e. Verbal or physical conduct which has the effect of unreasonably interfering with a student’s 
educational performance or creates an intimidating, hostile or offensive educational 
environment. 

 
6. Sexual harassment - Any unwelcome sexual advances, requests for sexual favors and other verbal or 

physical conduct of a sexual nature when: 
a. Submission to such conduct is made either explicitly or implicitly a term or condition of an 

individual’s employment; 
b. Submission to or rejection of such conduct by an individual is used as the basis for employment 

decisions affecting such individual; or 
c. Such conduct unreasonably interferes with an individual’s work performance or creates an 

intimidating, hostile or offensive working environment. 
 

7. Teacher - Any person who holds a teacher’s license as provided in ORS 342.125. 
 
The Competent Educator 
The teacher demonstrates a commitment to: 

1. Recognize the worth and dignity of all persons; 
2. Encourage scholarship; 
3. Promote democratic citizenship; 
4. Raise educational standards; 
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5. Use professional judgment. 
 
Curriculum and Instruction 
The competent educator measures success by the progress of each student toward realization of personal 
potential as a worthy and effective citizen. The competent educator stimulates the spirit of inquiry, the 
acquisition of knowledge and understanding and the thoughtful formulation of goals as they are appropriate for 
each individual. 
 
The competent teacher demonstrates: 

1. Use of state and district-adopted curriculum and goals; 
 

2. Skill in setting instructional goals and objectives expressed as learning outcomes; 
 

3. Use of current subject matter appropriate to the individual needs of students; 
4. Use of students’ growth and development patterns to adjust instruction to individual needs consistent 

with number of students and amount of time available; 
 

5. Skill in the selection and use of teaching techniques conducive to student learning. 
 
Supervision and Evaluation 
The competent educator is a student of human behavior and uses this knowledge to provide a climate that is 
conducive to learning and that respects the rights of all persons without discrimination. The competent educator 
assumes responsibility for the activities planned and conducted through the CGESD‘s program and assists 
colleagues to do the same. The competent educator gathers relevant information and uses it in the planning and 
evaluation of instructional activities. 
 
The competent teacher demonstrates: 

1. Ways to assess progress of individual students; 

2. Skill in the use of assessment data to assist individual student growth; 

3. Procedures for evaluating curriculum and instructional goals and practices; 

4. Skill in the supervision of students. 

Management Skills 
The competent educator is a person who understands students and is able to relate to them in constructive ways. 
The competent educator establishes and maintains good rapport. The competent educator maintains and uses 
records as required and as needed to assist the growth of students. 
 
The competent teacher demonstrates skills in: 

1. Establishing and maintaining classroom management that is conducive to learning; 

2. Using and maintaining CGESD property, equipment and materials appropriately; 

3. Using and maintaining student records as required by CGESD policies and procedures; 

4. Using CGESD lawful and reasonable rules and regulations. 

Human Relations and Communications 
The competent educator works effectively with others – students, staff, parents and patrons. The competent 
educator is aware of the ways the community identifies with the school, as well as community needs and ways 
the school program is designed to meet these needs. The competent educator can communicate with knowledge, 
clarity and judgment about educational matters, the school and the needs of students. 
 
The competent teacher demonstrates: 
 

1. Willingness to be flexible in cooperatively working with others; 

2. Skill in communicating with students, staff, parents and other patrons. 
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The Ethical Educator 
The ethical educator is a person who accepts the requirements of membership in the teaching profession and acts 
at all times in ethical ways. In so doing the ethical educator considers the needs of the students, the ESD/District 
and the profession. 
 
The ethical educator, in fulfilling obligations to the student, will: 

1. Keep the confidence entrusted in the profession as it relates to confidential information concerning a 
student and family; 
 

2. Refrain from exploiting professional relationships with any student for personal gain or in support of 
persons or issues; 

 
3. Maintain an appropriate professional student-teacher relationship by: 

a. Not demonstrating or expressing professionally inappropriate interest in a student’s personal life; 
b. Not accepting or giving or exchanging romantic or overly personal gifts or notes with a student; 
c. Reporting to the educator’s supervisor if the educator has reason to believe a student is, or may 

be, becoming romantically attached to the educator. 
 
The ethical educator, in fulfilling obligations to the CGESD, will: 
 

1. Apply for, accept, offer or assign a position of responsibility only on the basis of professional qualifications 
and will adhere to the conditions of a contract or the terms of the appointment; 
 

2. Conduct professional business, including grievances, through established lawful and reasonable 
procedures; 

 
3. Strive for continued improvement and professional growth; 

 
4. Accept no gratuities or gifts of significance that could influence judgment in the exercise of professional 

duties; 
 

5. Not use the ESD’s, a District’s or school’s name, property or resources for non-educational benefit without 
approval of the educator’s supervisor or the appointing authority. 

 
The ethical educator, in fulfilling obligations to the profession, will: 
 

1. Maintain the dignity of the profession by respecting and obeying the law, exemplifying personal integrity 
and honesty; 
 

2. Extend equal treatment to all members of the profession in the exercise of their professional rights and 
responsibilities; 

 
3. Respond to requests for evaluation of colleagues and to keep such information confidential, as 

appropriate. 
 
Customer Service  
As an organization that services students, families and community, we are committed to excellent program 
services based on the following characteristics:   
 
Communication 

● Providing Services with a professional and welcoming demeanor 
● Presenting appropriate body language 
● Greeting and acknowledging students, parents, staff 
● Communicating who we are and what we do 
● Checking in and following up regularly  
● Encouraging open and honest communication  
● Listening first, then talking 
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● Ensuring that phone and email conversations are pleasant and helpful. 
 
Identifying, Understanding and Anticipating the Needs of our Customers 

● Providing service that is wanted and meets a need 
● Providing relative and meaningful information that is necessary; looking beyond the immediate question 
● Finding answers if unknown 
● Being proactive, anticipating needs  
● Focusing on other people’s needs 
● Providing individualized, customer-driven service 
● Being diplomatic as well as flexible 
● Using data collection tools and systems to help us assess needs and follow-up from different groups 

  
Instilling Trust and Confidence 

● Treating customers with respect and courtesy 
● Accepting, gracious attitude 
● Being proud of who you represent 
● Believing in what you are doing 
● Providing reassurance that you care and will follow through 
● Paying attention to small details 
● Demonstrating sincerity 
● Getting other people excited about the service being provided  
● Being situationally aware 
● Staying energized and projecting a positive attitude 

 
Child Abuse Reporting (Mandatory Reporters) 

1. Any CGESD employee who has reasonable cause or reasonable suspicion to believe that any child with 
whom they have come in contact has suffered abuse or neglect, as defined by state law, or that any adult 
with whom they have in contact has abused a child, will immediately notify the Oregon Department of 
Human Services, Community Human Services or local law enforcement agency. The CGESD employee shall 
also immediately inform their assigned building principal and Superintendent. Copies of the Child Abuse 
Reporting Form are located in Talent Ed Records.  

 
2. CGESD staff shall receive training each school year in the prevention and identification of child abuse and 

reporting on the obligations of school employees under ORS 419B.005 and as directed by Board policy. 
 

3. Employees are mandatory reporters 24/7. 
 
Staff Dress Code 
 
All staff are expected to be neat, clean and to wear appropriate dress for work that is in good taste and suitable 
for the job at hand. It is important to be a good example for students. As adults, and professionals, all staff are 
expected to be guided in their grooming habits by what is most generally acceptable for adults in the professional 
environment. 
 
Computer Use 

1. Staff may use the CGESD and membership district’s electronic communications system only to conduct 
business related to the management or instructional needs of the CGESD, or to conduct research related 
to education consistent with the CGESD’s mission and goals.  

 
2. Personal use of CGESD computers including Internet access and email by staff is restricted. Any personal 

use by staff is limited to such uses as deemed permissible under the Oregon Government Standards and 
Practices Commission (GSPC) guidance (e.g., “occasional use to type a social letter to a friend or family 
member, preparation of application materials for another position in CGESD, or computer games which 
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may serve to improve the individual’s keyboard proficiency and software component familiarity”). Such 
use is restricted to the employee’s own time. 

 
3. Staff violating policy or administrative regulations, including general system user prohibitions, shall be 

subject to investigation and possible discipline up to and including dismissal. Violations of law will be 
reported to law enforcement and if applicable; Teacher Standards and Practices Commission (TSPC) 
Standards for Competent and Ethical Performance of Oregon Educators will be reported to TSPC. 

 
4. The CGESD retains ownership and control of its computers, hardware, software and data at all times. All 

communications and stored information transmitted, received, or contained in the CGESD ’s information 
system are the CGESD’s property and are to be used for authorized purposes only. Use of CGESD 
equipment or software for unauthorized purposes is strictly prohibited. To maintain system integrity, the 
CGESD may monitor network etiquette and ensure users are in compliance with Board policy, 
administrative regulations and law; school administrators may routinely review user files and 
communications. 

 
5. Files and other information, including e-mail, sent or received, generated or stored on CGESD servers are 

not private and may be subject to monitoring. By using the CGESD’s technology system, individuals 
consent to have that use monitored by authorized ESD personnel. The CGESD reserves the right to access 
and disclose, as appropriate, all information and data contained on CGESD computers and CGESD -owned 
e-mail system. 
 

6. Any employee who is on leave should expect their email account to be accessed by appropriate staff 
members during their absence. This may require the resting of your password upon your return.  

 
Use of Cell Phones  
Local personal telephone calls made during working hours from ESD, or district telephones should be brief, 
infrequent and placed before or after school, during breaks, lunch or at other times when staff is not responsible 
for supervising students. The use of personal cell phones during working hours is discouraged. Cell phone use for 
calling, texting, or internet access is not permitted during instructional time or required meetings. 
 
Staff Social Media Guidelines 
The CGESD supports the use of online social media to facilitate CGESD programs and departments.  
 
A. Definitions: 

1. “Social Media” includes the various online technology tools that enable people to communicate easily 
over the internet to share information and resources. Social media can include text, audio, video, images, 
podcasts, and applications along with other multimedia communications.  

 
“Technology” includes computers, notebooks, the Internet, telephones, cellular telephones, personal 
digital assistants, MP3 players, USB drives, wireless access points (routers), or any wireless 
communication device. 

 
2. “ESD Technology” is that (both hardware and network (WAN and LAN) which is owned or provided by 

CGESD. 
 

3. “Personal Technology” is non- CGESD technology. 
 
B. Requisite Authorization  

1. Authorization - CGESD presence on any social media site must be authorized by the Superintendent or 
designee. Any sites, accounts, or pages will be subject to review, editing, and removal. As appropriate, a 
recommendation for disciplinary action may result. 

 
2. To request permission for a CGESD-related site, please contact the Superintendent.  

 
3. CGESD Logo - The use of the CGESD logo(s) on a social media site must be pre-approved by the 

Superintendent or designee. 
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4. General CGESD Sites and Accounts - The CGESD’s general social media sites, including the CGESD’s blogs, 

Facebook and Twitter accounts, will be managed by the Superintendent's Office. Duplicate, unofficial sites 
shall be reported, and investigated. 

 
C.  Maintenance and Monitoring Responsibilities 
Content Owners are responsible for monitoring and maintaining official presences on social media sites as 
follows: 
 

1. Content must conform to all applicable state and federal laws, as well as all CGESD and board policies and 
administrative procedures 
 

2. Content must be kept current and accurate. NOTE:  Use of CGESSD Style Guide is required. 
 
3. Content must not violate copyright or intellectual property laws and the content owner must secure the 

expressed consent of all involved parties for the right to distribute or publish recordings, photos, images, 
video, text, slideshow presentations, artwork or any other materials. Before posting any photographs of 
students, content owners shall review the list of students whose parents have not consented to having 
their child’s photograph taken or published. No student photographs should be published for personal, 
promotional use or any other non-school related purpose. 

 
4. The CGESD recommends that content owners request that a second person review all photographs prior 

to publication. One person may catch issues that the first set of eyes overlooked. 
 
5. All postings and comments by users are monitored and responded to as necessary on a regular basis. 

Postings and comments of an inappropriate nature or containing information unrelated to official or 
CGESD business should be deleted promptly. Such postings shall be reported, investigated, and authors 
will be disciplined as appropriate. 

 
D. Off-Campus versus On-Campus Social Media and Internet Use Guidelines 

1. Although staff members enjoy free speech rights guaranteed by the First Amendment to the United States 
Constitution, certain types of communication, typically by virtue of their subject-matter and connection to 
CGESD, may relate enough to CGESD or membership districts to have ramifications for the author or 
subject at the CGESD site. 

 
2. When using CGESD technology, electronic communication is governed by the CGESD acceptable use 

guidelines and procedures, which will be enforced accordingly. Students and staff should not expect 
privacy in the contents of their personal files on the CGESD’s Internet system or other CGESD technology, 
including email. CGESD technology may only be used for educational purposes. Use for entertainment 
purposes, such as personal blogging, instant messaging, on-line shopping or gaming is not allowed. The 
use of CGESD’s technology is a privilege, not a right. 

 
3. Use of personal technology/devices may violate the CGESD’s acceptable use policy if the CGESD 

reasonably believes the conduct or speech will cause actual, material disruption of school activities or a 
staff member’s ability to perform their job duties. 

 
4. Off-campus internet usage is largely unrelated to school; however, in certain circumstances courts have 

held that the off-campus online communications may be connected enough to campus to result in either 
student or staff-member discipline. 

 
5. This section of the guidelines is intended to present to CGESD staff members examples of such situations, 

and guidelines for responsible, ethical internet use. 
 
 
Care and Use of CGESD Property 
All staff members are encouraged to exercise continuous and vigilant care of all CGESD-owned property. Such 
items as computer or video equipment are subject to theft. Incidents of theft or willful destruction of ESD 
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property through vandalism or malicious mischief should be reported immediately to Technology Department and 
Human Resources. (CGESD equipment and materials will be used only for school purposes.) 
 
Identification Badges 
To help ensure the protection of staff and students and, all CGESD employees shall be issued and wear 
identification badges when on CGESD property or working in membership districts. Please Note: 
 

1. Identification badges are the property of CGESD for use by CGESD employees. Any employee who 
duplicates or lends their identification badge will be subject to disciplinary action; 

 
2. All identification badges are to be worn in plain sight when the employee is engaged in the performance 

of CGESD duties while on membership district property; 
 

3. A report of a lost or stolen badge must be made to the appropriate administrator immediately; 
 

4. Identification badges will be surrendered when employee ceases. 
 
Gifts and Solicitations 
Staff members are prohibited from accepting items of material value from companies or organizations doing 
business with CGESD. Material value is defined by law as $ 50.00 or more from a single source in a single year. 
 
No organization may solicit funds from staff members within CGESD, nor may anyone distribute flyers or other 
materials related to fund drives through the department without CGESD Superintendent’s approval. 
  
Participation in Political Activities 

1. Any staff member shall be free to take part in any political issue or support any candidate for public office, 
so long as there is no pressure on their students or peers to support their views.  

 
2. Staff members are not to engage in such political activity during working hours, nor use ESD property to 

produce or distribute political materials.  
 

3. ESD employees have the right of any other citizen to belong to the political party of their choice and they 
have the right to be considered as candidates for public or political office as outlined in Board Policy. 

 
 
COVID-19 Vaccination Requirements for Staff 

Oregon schools have been directed by the Governor under OAR 333-019-1030 to ensure that school teachers, 
staff and volunteers are fully vaccinated against COVID-19. "Fully vaccinated" is defined as 14 days after receiving 
all required doses of an approved COVID-19 vaccine (currently two shots of Pfizer or Moderna vaccine, or one 
shot of Johnson & Johnson vaccine). Under this rule employees must provide proof of COVID-19 vaccination. 
Exemptions may be made only for eligible medical or religious reasons.  
 
 



 

 
 

Columbia Gorge Education Service District 
Handbook Receipt and Acknowledgment Form 

 
PLEASE RETAIN THIS PAGE FOR YOUR RECORDS. YOU WILL BE ASSIGNED A TASK IN TALENTED RECORDS WHERE YOU WILL 

ACKNOWLEDGE YOU HAVE RECEIVED, READ AND UNDERSTAND THE CONTENTS OF THE STAFF HANDBOOK.  
 

I understand that I am an employee of a subdivision of the State of Oregon, Columbia Gorge Education Service 
District, and that I am subject to ORS 244.040, which prohibits the use of public resources either for personal 
benefit, or to avoid personal detriment. 
 
I acknowledge receipt of the following information: 
 
Employee Handbook:  I have received a copy of the Employee Handbook. It is also located on the information ESD 
website. This handbook contains certain policies, practices, regulations and procedures which I have read, 
understand and agree to comply with during my employment with the agency. I understand that the contents of 
this handbook do not form a contract between CGESD and me but are only intended as a general statement of 
current CGESD employment practices. 
 
I further understand that CGESD reserves the right to change its policies, practices and regulations, and 
procedures and that I will be responsible for complying with future changes as they are communicated to 
employees from time to time, whether or not I have signed an acknowledgment of such changes. 
 
Mandatory Child Abuse Reporting:  I also understand my obligations under ORS 419B.010 as a mandatory 
reporter of suspected child abuse and how to report suspected abuse. 
 
Using CGESD Resources:  E-mail created on ESD-owned or leased computers or sent via the ESD e-mail system 
from non-ESD computers is a public record. Employees are required to check their emails daily while at work. 
 
 
              
Print Employee Name      Department 
 
 
             
Employee Signature      Date 
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