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Settlng District Policies

Purpose: The purpose of policies are to Suggested Areas for District Policy:
protect and steer the supervisors and e District office hours and holidays.
employees as they fulfill the mission of the * Sick, annual and compensatory leave
organization. They are a reference tool for (usage, pay out, etc.)
appropriate action, ethical decision making, e Financial management
and for dealing with potential or actual e Office logistics (who has keys, who is
conflicts. responsible for asset security)
e Equipment usage and rental

Policies are statements set to ensure the o Assistance to NRCS
district performs the tasks set by century code e Job descriptions for each employee
and lay out expectations of programs for (including full-time, part-time and seasonal)
conservation. They create a framework within e Evaluations (when they will be performed
which supervisors and staff can carry out their and what the employee will be evaluated
assigned duties with positive direction. They on)
tell what is wanted. ® District cost share programs (to ensure fair

customer service to all)
Why: District employees and board members * Any other areas where policy is needed to
need to be on the same page for a variety of carry out day to day functions or
district operations. Staff are expected to work conservation programming

with limited supervision and guidance. Good
policies alleviate stress and result in less
problems. Through policies, employees will
know what is required of them, and expected
through the job. Keeping up with a set of
policies can improve supervisor’s roles and
make them more aware of their
responsibilities. Once policies are established
by the board and made accessible to all
involved in district matters, it will be easier to
keep them current.

Policy Review: Policies should be reviewed
annually to ensure that all staff and
supervisors are aware of, and are in
compliance with the established policies.
Districts should consider a binder that has
categories, such as the ones listed above.
This will aid when searching for a policy and
maintaining policies. Whenever a new
policy is established it should be recorded in
the board minutes, but also placed in the
binder with reference to the meeting

How to organize district policies: Appointing a approved.

committee to draft the district policy is

; i Discussion Questions:
recommended to be considerate of supervisor’s

time. It is also advised to include the district 1. Does your district have a policy
manager on the committee. They will provide manual? If so, when was it updated? If
suggestions on daily district operations, and can not, what is your justification for not
share policies from other districts to assist in establishing the manual?

2. Why is it important for employees to
have a manual?

3. What other categories, besides the
ones listed above, does your district
need policy on?

the creation or update of the policy. Once the
policy is created all employees and board
members should review the document.
Supervisors will need to take action during a
meeting to vote and adopt the policies created.
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Conflict of Interest Disclosure Form

Note: A potential or actual conflict of interest exists when commitments and obligations are likely to be
compromised by the nominator(s)'other material interests, or relationships (especially economic),
particularly if those interests or commitments are not disclosed.

This Conflict of Interest Form should indicate whether the nominator(s) has an economic interest in, or
acts as an officer or a director of, any outside entity whose financial interests would reasonably appear
to be affected by the addition of the nominated condition to the newborn screening panel. The
nominator(s) should also disclose any personal, business, or volunteer affiliations that may give rise to a
real or apparent conflict of interest. Relevant Federally and organizationally established regulations and
guidelines in financial conflicts must be abided by. Individuals with a conflict of interest should refrain
from nominating a condition for screening.

Date:
Name:

Position:

Please describe below any relationships, transactions, positions you hold (volunteer or otherwise), or
circumstances that you believe could contribute to a conflict of interest:

|:| I have no conflict of interest to report.

_I:J_ I have the following conflict of interest to report (please specify other nonprofit and for-profit
boards you (and your spouse) sit on, any for-profit businesses for which you or an immediate family
member are an officer or director, or a majority shareholder, and the name of your employer and any
businesses you or a family member own:

I hereby certify that the information set forth above is true and complete to the best of my knowledge.

Signature:

Date:




