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2501 GENERAL PROVISIONS 
 

2501.1 Personnel Policy Handbook 

This Personnel Policy Handbook (the “Handbook”) has been prepared for each 
employee of the District. The Handbook is intended to acquaint you with some 
of the policies, procedures, and benefits applicable to District employees. 

 
Please take the time to review this Handbook. The District wants its employees 
to feel comfortable raising and discussing any issues related to their 
employment at any time.  If you have any questions or comments about the 
Handbook or your employment with the District, please contact your supervisor 
or the Human Resources Department. 

2501.2 Important Notices about the Handbook 
 

• The information contained in this Handbook supersedes all previous 
District Personnel Policy Handbooks. 

 
•  The District reserves the right to alter, amend, change, modify, or 

terminate any terms, benefits, or provisions contained in this Handbook or 
any other District documents, plans, policies, or procedures at any time. 

 
• The provisions contained in this Handbook are informational in nature only. 

They are not intended to, and do not, create or constitute a contract of 
employment or promise of any kind between the District and its employees. 

 
• Employment with the District is “at will,” meaning that it may be terminated 

by the employee or the District at any time, with or without notice and with 
or without cause. 

 
• Any promises, representations, or statements concerning “fair” treatment 

or the like, whether in this Handbook or otherwise, are in the nature of a 
goal only, and are not enforceable as a contract or promise. 

 
• The provisions of this Handbook may be superseded or modified by the 

terms of a written employment agreement with the District. 
 

2501.3 Employment “At-Will” 

Employment with the District is voluntary and “at will.” This means that each 
employee has the right to resign his or her employment, at any time. This also 
means that the District has the right to discharge the employee at any time for 
any reason whatsoever, with or without cause, and with or without notice. 
Changes in compensation, location, job duties, level of employment or other 
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changes do not modify the right of employees or the District to terminate the 
employment relationship at any time, with or without notice or cause. 
An employee’s status as an at-will employee may not be modified: (1) by any oral 
representation to the contrary, (2) by any practice or procedure of the District or 
the industry, or (3) by any document or agreement, except by a written 
employment contract authorized by the Commission and executed by the 
Commission President that specifically revokes the “employment at-will” 
relationship. No department manager, supervisor, or other employee of the 
District has the power or authority, either verbally or in writing, to alter an 
employee’s at-will employment status. 

2501.4 Equal Employment Opportunity 
 

The District provides equal employment opportunities to all employees and 
applicants for employment without regard to race, color, religion, sex, sexual 
orientation, gender identity, national origin, age, disability, military status, genetic 
information, or any other status protected by federal, state or local law. This 
policy applies to all terms and conditions of employment, including but not limited 
to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of 
absence, compensation, and training. All employees throughout the District have 
the responsibility to adhere to this policy. 

 
2501.5 Equal Employment Opportunity Policies 

 
Ada County Highway District does not discriminate in either hiring or employment 
practices on the basis of race, color, , religion, sex, sexual orientation, gender 
identity, national origin, age, disability, military status, genetic information, or any 
other status protected by federal, state or local law. 

 
All personnel programs, practices and operations will be directed by this policy 
and an effort will be made to promote the full realization of equal opportunity in 
employment throughout the District. 

The concept of "Affirmative Action" is both consistent with and fundamental to 
the maintenance of an effective personnel management system. Therefore, to 
the extent goals or targets of minority or women employees are negotiated by 
the District or required by federal or state contracting rules and regulations, good 
faith efforts to recruit, hire, and promote a diverse work force will be taken as 
an integral part of the personnel system of the District. 

 
One of the objectives in meeting the Equal Employment Opportunity and 
Affirmative Action policies is to locate, hire, develop, and retain a diverse work 
force. The District recruits from many sources to identify qualified employees 
and then develops programs to help train new and existing staff. 

 
Managers and supervisors are responsible for the implementation of all aspects 
of the District's Equal Employment Opportunity/Affirmative Action policy. The 
Director and Chief of Staff are responsible for developing the District's Equal 
Employment Opportunity/Affirmative Action policies, keeping them effective and 
current, and establishing adequate auditing and monitoring procedures. 
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Harassment of employees by fellow employees or third parties is not permitted, 
regardless of the working relationship. Specifically forbidden is harassment 
on the basis of sex, sexual orientation, gender identityage, disability, military 
status, race, national origin, or religion, genetic information. (See Section 
2511.1, Sexual and Other Harassment) 

 
Such harassment includes unsolicited remarks, gestures or physical contact; 
display or circulation of written and/or electronic materials or pictures derogatory 
of one’ s gender, sexual orientation, gender identityrace, age, nationality or 
religion; or basing personnel decisions on an employee's response to sexually 
oriented requests or conduct of any kind. 

Any employee who experiences conduct of this nature should report it to his/her 
supervisor or the Human Resource Department, as outlined in Sections 
2511.1.5, 2511.1.6 and 2511.1.8. The District will take prompt action on all 
findings of harassment of a prohibited nature. Such action will include 
appropriate discipline and may result in termination of the offending employee 
or employees. 

 
Any employee who in good faith files a complaint of discrimination or harassment 
or participates in good faith in an investigation of a complaint, will not be 
subjected to retaliation or adverse repercussions in his/her job as a result. If any 
employee believes he or she is being subjected to retaliation, a complaint should 
be filed pursuant to Sections 2511.1.5, 2511.1.6 and, 2511.1.8. 

 
2501.6 Accommodations of Individuals with Disabilities 

 
An employee who is a qualified individual with a disability may make a request 
for reasonable accommodation to the Human Resources Department. Upon 
receipt of an accommodation request, a member of the Human Resources 
Department will discuss the request with the employee and identify the precise 
limitation(s) resulting from the disability and the potential reasonable 
accommodation(s) that the District might make to help overcome limitation(s). 

The Human Resources Department, in conjunction with any other appropriate 
employee with a need to know, will determine the feasibility of the requested 
accommodation. Individuals requesting accommodation under this policy may 
be required to sign an authorization for release of medical information, so that 
the District can obtain medical information needed to evaluate accommodation 
issues. 

 
 

2501.7 Employee Responsibilities 
 

Each employee has been hired to do a job. How the employee performs his or 
her designated job will have an important effect on the success of the District. 
Certain responsibilities of employees are set out in this Handbook. 

There are, in addition, broader responsibilities of personal integrity and ethics 
which are expected of all persons employed by the District. The District expects 
employees to perform their jobs responsibly and to work in harmony with fellow 
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workers and the general public. Employees are expected to follow directions 
from their supervisor, unless they are reasonably believed by the employee to 
be illegalor unsafe. Should a situation arise in which conflicting directions are 
given, the employee is to follow the last order received from his/her supervisor. 

 
2501.8 Safety 

 
The District shall strive to protect the health, safety and security of all employees 
using accepted and feasible procedures. The Safety Manager will oversee the 
day-to-day operations of the safety program, ensuring the District is taking 
appropriate steps to effectively assist our employees in maintaining a safe, 
healthy and secure work environment. Each supervisor is responsible for 
maintaining safe working conditions and for effectively implementing the safety 
program in each work unit. However, despite every effort the District and the 
supervisors make, the basic responsibility for employee health and safety rests 
with the individual. It is a condition of employment for all employees to conduct 
their work in a safe and healthful manner. Each employee is responsible for 
being familiar with the District’s Safety Handbook set forth in Section 2100 of the 
District’s Policy Manual. 

 
In response to public health emergencies including a pandemic or other major 
health and safety concern, the District reserves the right to implement separate 
policies to safeguard employees' health and well-being while ensuring the 
District’s ability to maintain essential operations and continue providing 
essential services to the public.
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Failure to comply with such policies may result in discipline, up to and including, 
termination. 

2502 THE EMPLOYMENT PROCESS 
 

Employees are expected to discharge their responsibilities faithfully, willingly and to 
maintain a courteous, friendly, civil, and cooperative attitude toward fellow employees and 
the general public. 
. 
2502.1   Pay Increases 
The District is committed to awarding pay increases based on employee performance. 
Pay increases are intended to recognize contributions, encourage excellence, and ensure 
compensation practices align with District goals and fiscal responsibility.  
 
All regular or part-time employees are eligible to receive pay increases if they meet job 
performance expectations. Employees must successfully complete six (6) months of 
continuous service before initial eligibility. To be eligible for a pay increase, employees 
must also receive a satisfactory or higher annual performance rating.  
 
Employees may be ineligible for pay increases if they are on a performance improvement 
plan or subject to active disciplinary action. Employees may also be ineligible if they have 
not met performance expectations as documented in their annual review. 
 
Pay increase decisions are subject to budget availability and District approval. 

 
2502.2  Promotions and Transfers 

The District is committed to providing opportunities for all employees to attain 
higher levels of responsibility based on qualifications and job performance. 
Employees should consult the appropriate supervisor or the Human Resources 
Department regarding job requirements for promotion should opportunities arise. 
Employees should also check the District job postings for announcements and 
requirements for open positions. 

 
2502.3  Employment of Relatives 

 
The District will not consider applicants for employment who are immediate 
family members of a District Commissioner. For purposes of this policy, an 
“immediate family member” includes spouses, children, stepchildren, parents, 
stepparents, parents in-law, siblings, stepsiblings, brothers in-law, sisters-in law, 
stepparents in-law, grandparents, and grandchildren. 

 
If two District employees are immediate family members or become married to 
each other during their employment with the District, they must adhere to the 
following: 

1. One cannot supervise the other or work in the same line of supervision as 
determined by the District. 

2. Neither will interfere with the other's employment responsibilities during 
working hours. 
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3. Matters or activities not related to District work shall not interfere with the 
work responsibilities of either person. 

4. The District reserves the right to make placement decisions based on 
working relationships, which may include reassignment or termination of 
employment. 

 
2502.4  Romantic Relationship Policy 

 

Accordingly, managers and supervisors are prohibited from becoming romantically involved with 
one another or with any other employee of the District. Additionally, all employees, both managerial 
and non-managerial, are prohibited from becoming romantically involved with other employees 
when, in the opinion of the District, their personal relationships may create a conflict of interest, 
cause disruption, create a negative or unprofessional work environment, or present concerns 
regarding supervision, safety, security, or morale. All employees, both supervisory/managerial and 
non-managerial, romantically involved with a supervisor or fellow employee should immediately and 
fully disclose the relevant circumstances to the Human Resources Department so that a 
determination can be made as to whether the relationship violates this policy. Failure to disclose 
facts may lead to disciplinary action, up to and including termination. 
 

All employees should also remember that the District maintains a strict policy 
against unlawful harassment of any kind, including sexual harassment. 

2503 COMPENSATION GUIDELINES 
 

2503.1 Payroll 
 

2503.1.1   Pay Period 

Pay day is biweekly (every two (2) weeks). No checks will be distributed to any 
person other than the employee, or the employee's supervisor unless the 
employee authorizes the District, in writing, to release the check to some other 
party or unless a valid garnishment order is received. 

 
 

2503.1.2   Payroll Changes 

All changes in deductions, W-4 forms, insurance, deferred compensation and 
name and address information will be handled by the Human Resources 
Department. Any changes an employee wishes to make in deductions must be 
submitted to the Human Resources Department. 

2503.2 Overtime Pay and Classification of Employees as Exempt or Nonexempt 

2503.2.1  Exempt Employees 

An exempt employee is an employee who, because of his or her assigned job 
classification, duties and salary, qualifies as exempt under applicable federal 
and/or state guidelines. Because exempt employees are not covered by the 
overtime requirements of federal and/or state wage and hour laws, exempt 
employees who work more than forty (40) hours a week due to the demands 
of their jobs or to travel are not eligible to receive overtime. However, they may 
be eligible to receive compensatory time for required attendance at functions 



2500 - 7 Adopted:  Res. 469 (7/13/94) 
Revised:  Res. 740 (3/23/05); Res. 758 (11/30/05); Res. 825 (9/26/07); Res. 879 (12/22/08); Res. 986 (6/22/11); 

Res. 995 (8/17/11); Res. 1031 (3/7/12); Res. 1086 (2/6/13); Res. 2095 (1/28/15); Res. 2102 (6/25/15); 
Res. 2164 (11/9/16); Res. 2335 (12/16/20); Ord. 256 (3/25/26) 

 

occurring after normal working hours, pursuant to Section 2503.3. 
 

2503.2.2   Non-Exempt Employees 

A non-exempt employee is an employee who does not fall within any of the 
legally-recognized exemptions from overtime pay. Non-exempt employees who 
work in excess of forty (40) hours a week will receive overtime pay as required 
by federal and/or state wage and hour laws. Employees with questions 
concerning their job classification should direct them to their supervisor or the 
Human Resources Department. 

2503.2.3   Overtime Pay 

Only non-exempt employees are eligible for overtime pay. Overtime pay shall be 
paid to non-exempt employees for hours worked beyond 40 in one 40-hour 
workweek based upon emergency operations and/or time sensitive and/or critical 
requirements of the District only. All overtime hours worked by an employee shall 
be recorded on the employee’s time sheet. Approval of overtime work is required 
before an employee is authorized to work overtime. Except for the Maintenance 
Department and the Traffic Management Department, approval authority shall 
be limited, as follows: 

 
• Supervisor Approval Authority – The initial two (2) hours per week per 

eligible employee. If the emergency and/or time sensitive and/or critical 
requirement exceeds this limit, then Manager approval is required. 

 
• Manager Approval Authority – The next three (3) hours per week per 

eligible employee. If the emergency and/or time sensitive and/or critical 
requirement exceeds this limit, then Deputy Director approval is required. 

 
• Deputy Director and Chief Approval Authority – The next five (5) hours per 

week per eligible employee. If the emergency and/or time sensitive and/or 
critical requirement exceeds this limit, then Director approval is required. 

 
•  Director Approval Authority – Any additional hours in excess of the 

preceding ten (10) hours per week per eligible employee must be approved 
by the Director (or in Director’s absence, the Chief of Staff). 

For the Maintenance Department and the Traffic Management Department, 
approval authority shall be limited, as follows: 

 
• Supervisor Approval Authority – Maintenance and Traffic Operations 

Superintendents – Approval authority for up to 15 hours per week per 
person. 

• Manager Approval Authority – Maintenance and Traffic Services Managers 
– Approval authority for up to 25 hours per week per person. 

• Deputy Director and Chief Approval Authority –– Approval authority for up 
to 30 hours per week per person. 

 
• Director Approval Authority – Any additional overtime hours must be 

approved by the Director (or in Director’s absence, the Chief of Staff). 
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In approving overtime hereunder, all Supervisors, Superintendents, Managers, 
Deputy Directors, the associated Chief for the division, and the Director shall take 
into account employee welfare and safety and shall consider the total number of 
hours worked per day by each employee granted overtime as well as the total 
number of consecutive days worked by such an employee and shall ensure that 
affected employees have adequate rest periods between shifts or call 
backs.2503.2.4   Stand-By Pay 

Any non-exempt employee required to be on call for emergencies or winter 
maintenance is eligible for stand-by pay. An employee will receive stand-by pay 
for every shift they are covering – whether it’s a regular weekday, normal day 
off, or a holiday - regardless of whether you get called in.  Stand-by time must 
be reported on the timesheet.  

2503.2.5   Supervisor On-Call Pay 

During Winter Maintenance from November 1 through March 31 or as designated 

by the Deputy Director, any non-exempt employee required to be on-call as a 

supervisor is eligible for Supervisor On-Call Pay. Supervisor On- Call will be paid 

for every shift covered -  whether it’s a regular weekday, normal day off, or a 

holiday – regardless of whether you get called in.  On-Call pay will be paid 

whether or not the employee answers a call to a winter maintenance concern. 

While receiving Supervisor On-Call pay, employee will not be eligible to receive 

Stand-By pay. When not on-call as a supervisor, employee is eligible to receive 

stand-by pay when his/her crew is on stand-by (Crew 1 or Crew 2 rotation). It is 

the employee’s responsibility to record on his/her timecard on the days that 

he/she is the supervisor on call. 

2503.3 Compensatory Time for Attendance at After-Hours Functions 

2503.3.1 Compensatory Time for Exempt Staff Required to Attend 
Functions Occurring After Normal Working Hours 

 
The District will provide compensatory time to those exempt staff members who 
are required to be in attendance at functions occurring after normal working 
hours. Those eligible for the compensatory time will be limited to exempt level 
staff members who are not otherwise eligible to receive compensatory time, i.e., 
District Supervisors and Department Managers. The Director and General 
Counsel will be exempt from this policy, as their job descriptions require them to 
be in attendance at all Commission meetings and other functions occurring after 
normal working hours. The compensatory time will be provided on a one-for-one 
basis for each hour that the exempt staff member is in attendance at the after-
hours function and will be added to the exempt staff member’s accrued PTO. 

The Director will be responsible to determine who is eligible for the compensatory 
time, as this policy only applies when an exempt staff member is required to be 
in attendance at functions occurring after normal working hours. 

 
Any exempt staff member who wishes to partake in this benefit must submit a 
request to the Director (or his assistant), no later than the close of business on 
the Friday of the week of the after-hours function (or the Tuesday immediately 
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following an after-hours function, which occurred on the preceding Friday or over 
the preceding weekend.  This submitted request should indicate forwhat 
purpose the exempt staff member was required to be at the after-hours function, 
at what time he/she arrived at the after-hours function, and at what time he/she 
left the after-hours function. 

 
2504 WORK SCHEDULE, ATTENDANCE & LEAVE 

2504.1 Hours of Work and Timesheets 

2504.1.1  Hours of Work 

The District’s normal work hours and work week are established by the Director; 
however, the nature of the District's work frequently requires adjustments to the 
established schedule to meet emergencies or other operational requirements. 

 
2504.1.2   Timesheets 

Employees are required to complete a weekly timesheet. It is the employees’ 
responsibility to ensure that all the hours worked are properly recorded and 
submitted to their supervisor. Non-exempt employees are specifically prohibited 
from performing any work beyond forty (40) hours per week, unless they have 
prior approval from their supervisor. Failure to do so may result in employee 
discipline, which may include termination. 

2504.2 Rest Periods and Meal Breaks 

2504.2.1  Rest Periods 

Employees are allowed two 15-minute rest periods each day. Rest periods are 
paid and should to be taken at the employee's worksite unless other 
arrangements have been approved by the supervisor. Rest periods are not 
intended to be combined with meal breaks.  

 
2504.2.2   Meal Breaks   

Time off for meal breaks is unpaid time and is allowed for all employees. All 
lunch periods and breaks will be scheduled by the employee’s supervisor to meet 
the efficient workflow of the District. 

 
2504.3 Attendance 

 
An employee who plans to be absent or tardy must seek approval from his or her 
supervisor in as far in advance of the absence or tardiness as possible. 
Unplanned absences or tardies, such as those resulting from sickness or other 
unplanned situations, must be reported to the employee’s supervisor at least one 
(1) hour prior to when the employee is normally scheduled to start work, except 
when prevented in an emergency situation. 

 
Employees must call in each day they will be absent unless prior arrangements 
have been made with the supervisor or if personal or medical leave has been 
granted. If an employee is absent for three (3) consecutive days without calling 
in, the employee will be deemed to have voluntarily resigned from employment. 
Unexcused tardiness and absenteeism are unacceptable to the District and 
may result in discipline, up to and including termination of employment. 
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2504.4 Paid Holidays 

Paid holidays for District employees are as follows: 
 

January 1 ......................................................... New Year's Day 
3rd Monday in January …………………………..Martin Luther King Jr. Day 

3rd Monday in February. ................................ President’s Day 

Last Monday in May ....................................... Memorial Day 
June 19……………………………………………Juneteenth National 
Independence Day 
July 4 ............................................................... Independence Day 
1st Monday in September ............................... Labor Day 
November 11................................................... Veterans Day 
4th Thursday in November ............................. Thanksgiving Day 
4th Friday in November .................................. Day after Thanksgiving 
December 24................................................... Christmas Eve 
December 25................................................... Christmas Day 

If an employee is on parental leave during a recognized holiday, they must work 
either the day before or day after the holiday to be eligible for the holiday pay. 
Holiday pay cannot be used to extend parental leave.  

If any of the recognized holidays occur while an employee is using PTO, FTO, 
or “Special Leave” time, the holiday will be paid using holiday pay. No scheduled 
holiday can be worked and substituted for another day off at a different time 
without approval of an employee’s supervisor. Paid holidays will count towards 
the calculation of overtime. 

When a paid holiday falls on Saturday, the preceding Friday will be observed as 
the paid holiday; when a paid holiday falls on Sunday, the following Monday will 
be observed as the paid holiday. 

 
Paid holidays may be changed annually by the Board of Commissioners. 

 
2504.5 Paid Time Off (PTO) 

 
2504.5.1 Full-Time Employees 

Full-time employees earn PTO as follows: 
 

Term of 
Continuous 
Employment 

Accrual Rates 

Per Pay Period 
(based on 26 pp/yr) 

Accrual Rate 
Per Year 

Maximum Accrual 
Carried Over 

0-10 years 6.46 hours 168 hours 252 hours per year 

10-15 years 7.38 hours 192 hours 288 hours per year 

15+ years 8 hours 208 hours 312 hours per year 

 
* Employees whose PTO balances exceed the maximum accruals as listed 

above on December 31st will forfeit any amounts in excess of the maximum 

accrual. 
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2504.5.2  Part-Time Employees 

Part-time employees earn PTO on a pro-rated basis, based upon the actual 
number of hours they are normally scheduled to work each pay period as a 
percentage of a forty (40)-hour work week. (For example: if a part-time employee 
is working twenty (20) hours per week, the employee earns PTO at 

one-half or fifty percent (50%) the normal rate.) 

2504.6 Accrual 

Accrual of PTO hours will occur on a bi-weekly basis. PTO cannot be used until 
earned. 

2504.6.1  Changes in Accrual Rate Based on Rate of Hire 

When the employee’s PTO accrual rate changes, it will accrue at the new rate 
based on his/her date of hire and effective the first of the appropriate pay period. 

 
2504.6.2   PTO at Termination 
.  Upon termination an employee will be paid for any unused accumulated PTO. 

 
 

2504.6.3   Supervisor Approval 

An employee must obtain his/her supervisor’s approval prior to the use of PTO. 
Employees should give a supervisor as much lead time as possible to review 
and approve requests to take PTO. Supervisors have the right to require a 
specific period of advance notice and deny or re-schedule PTO to maintain an 
adequate work force and business operations. 

2504.6.4   PTO During Any Leave Without Pay 

PTO shall not accrue when an employee has recorded three (3) or more days of 
leave without pay during a pay period. in. 

 
2504.6.5   Recording PTO 

PTO must be used in a minimum of 30-minute increments. PTO used does not count 
as hours worked for purposes of  the calculation of overtime. 

 
2504.6.6   Retroactive PTO 

The use of PTO for any time originally charged to some other type of leave during 
any pay period will not be allowed on a retroactive basis. 

 
2504.6.7  Selling PTO to District 

Any employee with unused PTO at the end of the first pay period in 
November of each calendar year may request to be paid at the employee's 
current hourly rate based on the following: 
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Term of Continuous Employment PTO Sell Back Maximums 

0 – 10 Years 100 Hours 
10 – 15 Years 120 Hours 

15+ Years 140 Hours 

Employees may only sell unused PTO hours in excess of 80 hours and based 

on the schedule above, unless approved by the Director.  

2504.7 Flexible Time Off (FTO) 

2504.7.1  Eligibility 

Full-time employees are eligible for paid FTO after completing six (6) months of 
service. FTO is to be used to cover short-term illnesses of the employee or a 
family member, medical/dental appointments, or other unexpected personal 
hardships that require the employee to be away from work. 

 
2504.7.2   FTO Benefits, Pro-ration, Carryover and Forfeiture 

Eligible employees are granted 40 hours each calendar year. The FTO bank may 
not have more than 120 hours of accrual at any time; If an employee is enrolled 
in the defined contribution retirement (401k) plan, any hours in excess of 120 
hours of FTO accrual may be added to the employees 401k account otherwise 
excess hours are forfeited. Employees who leave employment with the District 
forfeit any remaining FTO. Retirees may be eligible to cash out FTO under 
certain circumstances.  

Employees who first become eligible for FTO during the middle of a calendar 
year will earn a pro-rated amount of FTO based on their service date. Employees 
eligible during the months of January through June will be given the full 40 hours. 
Employees eligible during the months of July through December will be given a 
pro-rated amount of 20 hours. After their first year of eligibility, they will then 
become eligible in January of each year and will receive the full 
40 hours.  Part-time employees will earn FTO on a pro-rated basis, based 
on the number of hours they are normally scheduled to work. 

FTO will be recorded only in 30-minute increments. FTO used does not count as 
hours worked for purposes of calculating overtime. 

 
FTO may only be used to supplement the employee’s time to equal a total of  40 
hours per week see Section 2504.9, Family and Medical Leave for the use of 
FTO for a portion of the leave authorized for eligible employees in accordance 
with the Family and Medical Leave Act of 1993. 

 
2504.7.3   Authorization 

An employee must contact his/her supervisor prior to the use of FTO (see 
Section 2504.3, Attendance). The use of FTO is limited to the reasons outlined 
above and subject to the approval of the supervisor/department manager as well 
as the review by the Deputy Director, if appropriate. Employees should give a 
supervisor as much lead time as possible to review and approve FTO 
requests.  
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2504.8 Disability Leave 

 
The District provides Short-term Disability Insurance and Long-term Disability 
Insurance to its employees for non work-related illnesses or injuries. The Human 
Resources department can provide additional information based on current 
benefits. 

 
 
 

2504.9 Family and Medical Leave 

Employees who have been employed for one year or more and who have worked 
at least 1,250 hours in the 12 months preceding the start of the leave may 
qualify for a maximum of twelve (12) weeks of unpaid leave per year under the 
Federal Family and Medical Leave Act (“FMLA”) for one or more of the following 
reasons: 

 
• For the birth or adoption of a child, or placement of a foster child; or 

 
• For the care of a spouse, parent or child with a serious health condition; or 

• For the employee’s own health care if the employee has a serious 
health condition that makes the employee unable to perform the functions 
of his/her job. 

• Qualifying Exigency Leave – Eligible employees are entitled to up to 12 
weeks of leave because of “any qualifying exigency” arising out of the 
fact that the spouse, son, daughter, or parent of the employee is a 
member of the National Guard or Reserves on active military duty or has 
been notified of an impending call to active duty status, in support of a 
contingency operation. 

 
• Military Caregiver Leave – An eligible employee who is the spouse, 

son, daughter, parent, or next of kin of a covered service member who is 
recovering from a serious illness or injury sustained in the line of duty 
on active duty is entitled to up to 26 weeks of leave in a single 12- 
month period to care for the service member. 

 
In such circumstances, the employee may take up to twelve (12) weeks of unpaid 
leave and return to the same (or equivalent) position as when the employee left, 
as long as the position (or an equivalent one) still exists. In addition, the 
employee will not lose any benefit that he/she earned or was entitled to before 
using FMLA leave. The Human Resources Department can provide additional 
information regarding FMLA leave. 

 
2504.10 Bereavement Leave 

 
All full time regular employees are eligible for 40 hours of bereavement leave 
with pay in the event of the death of an immediate family member. An “immediate 
family member” shall include the employee’s spouse, children, stepchildren, 
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parents, stepparents, parents in- law, siblings, stepsiblings, brothers and sisters 
in-law, stepparents in-law, grandparents and grandchildren. Employees should 
give their supervisors as much lead time as possible when taking bereavement 
leave. Employees needing additional time off or wanting to take leave from work 
for the deaths of other relatives or friends may take either PTO, FTO, or leave 
without pay, as appropriate, with the approval of their supervisor/manager. 

 
2504.11 Paid Parental Leave 

The District provides paid parental leave to be eligible employees to support and 

allow time to bond with a child, whether by birth or adoption.  Employees may be 

required to submit a copy of the birth certificate or adoption order to verify 

eligibility. This benefit is available to all eligible employees, regardless of gender 

 

Regular full-time or part time employees must meet FMLA eligibility by having 

been employed for 1-year and worked at least 1,250 hours in the previous 12 

months to be eligible.  

The maximum amount of paid parental leave is twelve (12) calendar weeks 

during the employee’s FMLA eligibility period. Holiday pay cannot be used to 

extend this timeframe. 

 
Eligibility determinations are made as of the date that the child is born or placed 

via adoption. 

If both parents are eligible employees, each may take up to twelve (12) weeks of 

Paid Parental Leave, either at the same time or separately 

Eligible employees must notify the District of their intent to use Paid Parental 

Leave and a parental leave plan must be submitted to Human Resources. 

 
Employees will not accrue PTO during the use of Parental Leave.  

 
2504.12 Jury Duty Leave 

 
To qualify for jury duty leave, the employee must submit to his/her supervisor a 
copy of the summons to serve prior to taking such leave. In addition, proof of 
service must be submitted to his/her supervisor when the period of jury duty is 
completed. The employee is expected to report for his/her regular duties as soon 
as the employee is excused from jury duty. 

While the employee is reporting for jury duty, they  

will be paid the regular rate of pay by the District, not to exceed forty (40) hours 
per week.  

When an employee appears in court for any reason other than jury duty or a court 
appearance in connection with their official duties, he/she may be considered 
absent from work and such time will be considered PTO, FTO, or leave without 
pay. 
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2504.13 Military Leave 

 
Leaves of absence without pay for military or Reserve duty are granted to all 
employees. If an employee is called to active military duty or to Reserve or 
National Guard training, or if an employee volunteers for the same, the employee 
should submit copies of the military orders to his/her supervisor and to the 
Human Resources Department as soon as the orders are received. An 
employee will be granted a military leave of absence without pay for the period 
of military service, in accordance with applicable federal and state laws.  In the 
event the employee’s military compensation is less than their District 
wage/salary, the employee may be eligible for encampment pay. 

An employee’s eligibility for reinstatement after military duty or training is 
completed is determined in accordance with applicable federal and state laws, 
including the Uniformed Services Employment and Reemployment Rights Act of 
1994 (USERRA). 

 
2504.14 Election Leave 
 
In those instances where the employee’s work duties prevent the employee from voting on 
his/her own time, when requested, an employee will be granted an appropriate amount of 
time, without the employee charging his/her PTO, for voting in primary, general, municipal 
or special elections. 

 
2504.15 Other Excused Absences 

 
Absences that are not otherwise defined in Sections 2504.4 - 2504.13 may be 
allowed without pay with prior approval of the employee’s supervisor and / or  the 
Human Resources Department. 

2505 BENEFITS 
 

2505.1 Eligibility 
 

Employees in full or part-time positions (working twenty (20) hours or more per 
week) are eligible for benefits through the District. 

 
To apply for or obtain more information on any benefit program, an employee 
should contact the Human Resources Department or refer to the Schedule of 
Benefits. 

2505.2 Educational and Training Benefits 

2505.2.1  Education Program 

The District offers a financial educational assistance program for employees of 
the District. Only full-time or part-time employees who have completed six 
months of employment and who are meeting performance expectations are 
eligible to apply for this program. 

 
The program is limited to employees taking courses that will improve the 
employee's job-related skills, prepare for advancement or for a college degree 
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applicable to their employment with the District. Applications for assistance must 
be filed with the Human Resources Department. A Human Resources staff 
member shall determine when educational assistance is to be granted to 
qualified employees. Participation in this program also requires prior approval of 
the employee’s supervisor for budgetary reasons. 

 
Upon proof of completion, with a grade of "C" or better, the District will provide 
partial reimbursement for costs of tuition, fees, books and materials up to the 
amount approved by the Director per semester or calendar year, for costs that 
are not otherwise covered by any other type of grant or scholarship. Verification 
and documentation of all classes and expenses incurred must be submitted 
before reimbursement will be made. 

 
If an employee voluntarily resigns within six (6) months after receiving an 
education reimbursement from the District, he/she shall immediately reimburse 
the District the full amount received. 

 
An employee receiving State or Federal assistance is not eligible for this 
benefit. Due to limited funding, this benefit is on a first-come, first-served basis 
and may be subject to IRS guidelines. For more information on this program, an 
employee should contact the Human Resources Department. 

 
2505.2.2   Training Program 

The District recognizes the importance of professional development in helping 
employees maintain job knowledge, prepare for advancement, and enhance their 
skills.  While not all training opportunities can be anticipated or budgeted in advance 
the District will review requests equitably according to funding eligibility, 
prioritization of requests, and business needs of the District.  

 
2505.3 Worker’s Compensation 

 
Every employee is covered by insurance for job-related injuries. This insurance 
is known as Worker’s Compensation and is paid for by the District. The Worker’s 
Compensation Insurance program is administered by the Human Resources 
Department and governed by the State of Idaho State Insurance Fund. The State 
Insurance Fund determines eligibility for benefits and the amount of benefits paid 
to employees for job-related injuries. 

If an employee is injured or becomes ill on the job, he/she must immediately 
report such injury or illness to his/her supervisor, Human Resources Department  
or Safety Manager. An employee’s failure to follow this procedure may jeopardize 
his/her right to benefits in connection with the injury or illness. Questions 
regarding worker’s compensation should be directed to the Human Resources 
Manager. 

 
An employee on worker’s compensation shall accrue his/her PTO on a pro- rated 
basis for the portion of the hours worked. 

 
An employee may use accrued FTO/PTO leave to make up the difference 
between the benefits paid by worker’s compensation and the employee's gross 
pay. If the employee elects to use FTO/PTO leave, payment will be made after 
the State Insurance Fund has determined the amount of worker’s compensation 
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benefits to be paid. 
 

2505.4 Unemployment Compensation Insurance 

The District provides unemployment insurance coverage to employees who meet 
the eligibility requirements under Idaho law. A terminated employee may seek 
assistance and information concerning employment benefits at the office of the 
Department of Employment. 

 
2505.5 COBRA (Continuous Omnibus Budget Reconciliation Act of '86) 

 
Group health and dental coverage is available to employees and/or dependents 
beyond the date coverage would otherwise end, subject to eligibility  
requirements of federal law. The temporary extension of health and dental 
coverage is available at group rates but must be paid for by the employee. 
Information can be obtained from the Human Resources Department. 

 
2505.6 Employee Assistance Program (EAP) 

 
The District provides an Employee Assistance Program (EAP) to support 
employees and their families in addressing personal issues that may affect the 
employee’s personal life or job performance.  

 

Human Resources or the EAP may provide additional guidance and/or support 
for supervisors or the employee.  Supervisors should reach out to Human 
Resources to determine the most appropriate steps to take and for additional 
resources. 

 

2505.7 Incentive Awards Program 

2505.7.1 Policy 

It is the District's policy to use incentive awards as an integral part of supervision 

and management to acknowledge employees who have provided the District with 
years of service; employees whose performance has exceeded their job 
requirements; employees or a group of employees for specific accomplishments; 
and employees whose suggestions have improved the District's economy, 
efficiency and effectiveness.  Specific awards programs are developed and 
awarded at the discretion of the Director. 

2506 CONDUCT/DISCIPLINARY ACTION 
 

2506.1 Conduct 
 

2506.1.1   General Policy 

The District is an agency created by statute and supported by the citizens of Ada 
County. Employees are expected to maintain standards of conduct and 
appearance appropriate to their positions. 

 
An employee is prohibited from engaging in any conduct which could reflect 
unfavorably upon District service and must avoid any action which might result 
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in or create the impression of using public office for private gain, giving 
preferential treatment to any person, or losing impartiality in the conduct of 
District business. 

While not all inclusive, the following list provides examples of conduct which is 
impermissible or performance which may lead to disciplinary actions, up to and 
including immediate termination. 

 
1. Obtaining employment based on false information or by making 

material omissions. 
 

2. Theft or unauthorized removal of District or another 
person’s property from District premises. 

3. Reporting to work under the influence of, using, or possessing drugs, 
controlled substances not prescribed for the employee, or using 
alcohol on the job while performing District business on District time 
or premises. 

 
4. Smoking in restricted areas. 

5. Insubordination, including improper conduct toward a supervisor or 
refusal to do work as assigned without proper justification. 

 
6. Fighting, provoking a fight, or threatening physical violence toward 

another employee or member of the public while on duty, or 
performing District business, or representing oneself as a District 
employee. 

7. Misusing, abusing, destroying or damaging District property or 
equipment. 

8. Using District equipment or vehicles for personal reasons without 
supervisor approval. 

 
9. Carelessness or negligence in the performance of work which 

compromises or jeopardizes the safety of the employee or others, or 
District property. 

10. Discourtesy or rudeness that would affect the District’s goodwill. 
 

11. Failure to report a job injury or accident; making false claims or 
inaccurate statements in the reporting of job injury or accident. 

 
12. Habitual tardiness, absenteeism, job abandonment, unexcused or 

unauthorized absence or leave from work. 
 

13. Altering, falsifying or destroying time keeping records. 

14. Unauthorized disclosure of confidential information from District 
records. 
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15. Failure to obtain and maintain licensure requirements lawfully 
required as a condition of employment in the position. 

16. Physical or mental inability to perform the essential functions of the 
position after reasonable accommodation has been offered and/or 
made. 

17. Engaging in unlawful job discrimination or harassment of other 
employees. 

 
18. Unsatisfactory performance. 

19. Failure to comply with or disregard of employment-related rules, 
policies and prohibitions. 

 
20. Violation of safety standards. 

 
21. Failure to work well with other District employees. 

22. Any other reason which may be deemed by the District to make 
discipline up to and including termination necessary. 

 
23. Violation of any of the District’s policies, including policies set forth in 

this Handbook and other sections of the District’s Policy Manual. 

2506.1.2   Appearance/Dress Code 
The District expects employees to maintain a neat, professional appearance that 
reflects accountability, professionalism, and respect for the work environment. 
District branded apparel is encouraged. Good grooming, hygiene, and common 
sense are essential. Safety requirements take priority at all times. The safety 
requirements of the job will be specified by the department or division 
supervisors. 

 
1. Exercise attire, including leggings, is not permitted. 
2. Hats: District-issued or supervisor approved for sun protection 

 

2506.1.3   Solicitation & Distribution of Literature 

To avoid disruption of District operations, the following rules apply to solicitations 
and distribution of literature on District property: 

1. Employees may not solicit other employees for membership, 
contributions, funds, or other purposes during employee’s working 
time or at any other time if the solicitation interferes with other 
employees’ work. 

 
2. Employees may not distribute literature (other than District 

information) during working time for any purpose. 
 

3. Persons who are not employed by the District may not solicit District 
employees or distribute literature to District employees on District 
property during working time. 
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Working time includes the working time of both the employee doing the soliciting 
and/or distributing and the employee to whom the soliciting and/or distributing is 
directed. Working time does not include break periods and/or meal periods. 

 
This section shall not be construed to prohibit: 1) members of the public soliciting 
or distributing literature to other members of the public, or 2) solicitation or 
distribution of literature during break periods or meal periods. 

 
The only exception to the above is that the District may authorize the solicitation 
of funds for recognized and established charities which benefit the general 
community. 
 
2506.1.4   Electronic Resources 
 

The District’s electronic information resources, including all 
information systems, computer, software programs and communications facilities, e-
mail and voice mail systems, accounts with on-line services and access mechanisms 
to those services and for the Internet as a whole, are the property of the District and 
are to be used for District business only. The District reserves the right to monitor 
the use of its electronic information resources, including the right to override 
individual passwords or other security techniques. All passwords and codes must be 
disclosed to the District in order to facilitate the District’s access to these resources. 
There should be no expectation of personal privacy on the part of employees 
with respect to their use of these resources.  

 
Additional policies regarding the use of the District’s computer system are set 
forth in Section 2008 of the Policy Manual and are incorporated by reference. 

 
2506.1.5   Workplace Violence 

The District strives to maintain a work environment free from intimidation, threats 
or violent acts; the District has adopted a zero tolerance to intimidating, 
threatening or hostile behaviors, physical abuse, vandalism, arson, sabotage, 
use of weapons, or any other act, which in management’s opinion is 
inappropriate in the workplace. 

All employees should immediately report any incidents of potential threatening, 
harmful, or criminal behavior of any employee, visitor, or vendor that may 
negatively affect the safety, security, productivity, or financial interests of the 
District to the Department Supervisor or Human Resources Department. If an 
employee believes there is an immediate threat to safety of themselves or others, 
they should contact law enforcement authorities. 

 
2506.1.6 Cellular Phone Policy 

1. Personal Cellular Phones 
While at work, employees are expected to exercise the same 
discretion in using cellular phones as is expected for the use 
of District desk phones. Excessive personal calls during the 
workday, regardless of the phone used, can interfere with 
productivity and be distracting to others and is not 
appropriate. The District will not be liable for the loss of 



2500 - 21 Adopted:  Res. 469 (7/13/94) 
Revised:  Res. 740 (3/23/05); Res. 758 (11/30/05); Res. 825 (9/26/07); Res. 879 (12/22/08); Res. 986 (6/22/11); 

Res. 995 (8/17/11); Res. 1031 (3/7/12); Res. 1086 (2/6/13); Res. 2095 (1/28/15); Res. 2102 (6/25/15); 
Res. 2164 (11/9/16); Res. 2335 (12/16/20); Ord. 256 (3/25/26) 

 

personal cellular phones brought into the workplace. 

2. District-Provided Cellular Phones 
District-provided cellular phones are issued to employees 
where their position demonstrates a business need to have 
one; meaning it is necessary for that position to have 
communication capabilities when away from the office. While 
cell phones are a necessary convenience of the business 
world, the District requires that the employee follow the 
guidelines and requirements as listed in this policy. 

 
3. Personal Use of District-Provided Cellular Phones Employees 

are strongly discouraged from using their District-
provided cellular phones to make any personal calls. The 
District recognizes, however, that in some circumstances, 
such use may be necessary. Flexibility will be provided in 
emergencies or certain situations demanding immediate 
attention. 

Employees who use their District-provided cellular phone for 
personal reasons may be asked to identify their personal calls 
on our bill. Employee agrees by his or her acknowledgment 
on this Handbook that the District is authorized to require the 
employee to pay the monthly bill that correlates to the 
identified personal calls/received texts/ downloads/pictures, 
etc. Being asked to pay for your personal use does not give 
the permission to use the District-provided cellular phone as 
a personal cell phone; other District policies still apply. There 
should be no expectation of personal privacy on the part of 
employees with respect to their use of these resources. 

 
When employees are in possession of a District-provided 
cellular phone, employees are expected to protect the 
equipment from loss, damage, or theft. Upon resignation or 
termination of employment, or at any time upon request, an 
employee may be asked to produce the phone for return or 
inspection. If the employee is unable to present the phone in 
good working condition within the time period requested, the 
employee may be expected to bear the cost of replacement. 

4. Texting on District-Provided Cellular Phones 
Texting on District-provided cellular phones is allowed for 
District business-use only. Texting for personal reasons is 
NOT allowed. 

5. Pictures on District-Provided Cellular Phones 
Taking and receiving pictures on the District-provided cellular 
phones is allowed for business-use only. Taking and 
receiving pictures for personal reasons is NOT allowed. 

6. Cellular Phone Use While Driving 
For the safety of our employee and others, regardless of the 
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circumstances, including slow or stopped traffic, it is 
imperative that the employee pull over and stop at a safe 
location to dial, receive or converse on a cellular phone in any 
way. Failure to follow this policy may violate Idaho law and if 
convicted for a violation may result in disciplinary action. 

 
If acceptance of a call is unavoidable and pulling over is not 
an option, employees are expected to use the hands-free 
option, refrain from complicated or emotional discussions, and 
keep eyes on the road. Under no circumstances should an 
employee place himself/herself or others at risk to fulfill 
business needs by making or receiving cell phone calls while 
operating a motor vehicle. 

 
7. Audits 

District-provided cellular phone bills are audited on a regular 
basis. 

Use of the District-provided cellular phone will follow each of the other relevant 
policies, such as EEO/Harassment & Diversity guidelines, Office Desk Phone 
Use, Safety guidelines, etc. 

 
 

2506.1.7   Tobacco Free Workplace Policy 

In accordance with the Idaho Clean Indoor Air Act (Idaho Code 39-5501), 
smoking is not permitted in most public and government owned buildings. 

Smoking, vaping, and tobacco chewing have been proven to be a health hazard 
and are known to cause cancer and cardio-pulmonary disease. Smoking and 
exposing others to secondhand smoke are both recognized as health hazards. 
In addition, the presence of cigarette smoke and tobacco chewing in any 
enclosed compartment, such as a District building or vehicle, may damage 
District property. 

To enhance our indoor air quality, contribute to the health and well-being of all 
employees, and protect District property, the District is entirely tobacco free. This 
means that the use of all tobacco products, including cigarettes (“vapor” and e-
cigarettes are included) and chewing tobacco is strictly banned from the 
following: 

 
• District buildings (including offices, warehouses, storage facilities, 

common work areas, conference and meeting rooms, hallways, 
lunchrooms, stairways, restrooms, and any other enclosed facilities 
or spaces) 

 
• District vehicles and equipment (including the areas immediately 

around vehicles and equipment) 

• District vehicle and equipment garages 
 

The only designated smoking areas at the District are outdoors at least 25 feet 
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from any entrance and within the designated areas identified by signage: 
“Warning: Smoking Permitted”. No one may smoke along any pathway or 
walkway leading to or from the designated smoking area, nor may employees 
smoke in grassy areas or the parking lots. 

Additionally, employees may smoke in their personal vehicles, if they are in a 
location that prevents the smoke and tobacco products from being encountered 
by others that must walk through to reach their vehicle or any other destination 
on the District premises.  

While the District makes these areas available to tobacco users, it in no way has 
any legal responsibility to do so. These designated areas are subject to change, 
or removal, at any time by the District.  Employees who choose to use 
these smoking areas do so at their own risk. No additional breaks are allowed 
to any employee who smokes. Finally, smokers and users of tobacco products 
must dispose of the remains in the proper containers. This helps to keep a neat 
and clean environment for all employees and our visiting partners and citizens. 

 
Failure to comply with all of the components of this policy may result in 
disciplinary action that can lead up to and include employment termination. 

2506.2 Drug/Alcohol Policy 
 

2506.2.1  Policy Statement 

The District desires, for the protection of its employees, as well as its 
customers and the public at large, to establish a work environment free from 
the influence of drugs and alcohol. The District has implemented a 
DRUG/ALCOHOL FREE WORKPLACE policy. Employees whose job duties 
require a valid commercial driver’s license (CDL) or employees in a safety 
sensitive position shall be referred to as “covered employees” in this 
document. For purposes of this policy, a safety-sensitive position is one that 
involves work that may pose an immediate threat to the public or a risk of harm 
to the employee or others, and includes but is not limited to such duties as the 
operation of dangerous instrumentalities, such as heavy vehicles and/or 
equipment, transporting or handling hazardous materials, installing or 
maintaining signal equipment, etc. This policy includes a drug and alcohol 
testing component for covered employees. This is consistent with regulations 
enacted by both State and Federal agencies requiring drug testing for 
commercial vehicle drivers, as well as Federal regulations requiring a 
DRUG/ALCOHOL FREE WORKPLACE for all businesses contracting with the 
Federal government. 

No employee is to report to work or be at work impaired by or under the 
influence of drugs or alcohol. For purposes of this policy, the term “drugs” 
refers to any drug whose production, distribution, or use is either forbidden by 
law or is allowed only with a doctor’s prescription (and the employee does not 
possess one). It also includes misuse of a prescription drug prescribed to the 
employee and any prescription drug that has been modified. 

 
As a condition of employment, every employee shall abide by the terms of this 
Drug/Alcohol Policy. Any employee convicted of a workplace violation of a 
criminal statute relating to drugs must notify the Human Resource Department 
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in writing of such conviction no later than five (5) calendar days after such 
conviction. Failure to provide such notice may result in employee discipline, 
including termination. 

 
 

2506.2.2  Possession, Use, or Distribution of Drugs or Alcohol 

The possession, use, purchase, or distribution of drugs, drug paraphernalia, 
or alcohol by an employee in a District vehicle, at a job site, while working on 
District business, or during work hours is strictly prohibited. 

 
Any off-the-job use, purchase, or possession of drugs or drug paraphernalia 
that results in criminal charges being brought against a covered employee 
must be reported to the Human Resource Department  as soon as possible 
and will result in the employee being asked to submit to a drug test. If that test 
is positive, the employee will be subject to employee discipline, which may 
include termination. The employee may be offered an opportunity to 
participate in the District's Employee Assistance Program. 

 
2506.2.3  Self-Referral 

All employees of the District who may consider themselves drug or alcohol 
dependent and who voluntarily identify themselves as such will be encouraged 
to seek treatment with the assistance of a substance abuse counselor. 
Employees in need of rehabilitation services are encouraged to contact the 
Human Resources or management officials for information relating to the 
District's Employee Assistance Program. 

Arrangements may be made to allow an employee to use paid time off in order 
to utilize the District's Employee Assistance Program. A request for 
rehabilitation or to participate in the Employee Assistance Program may not 
be made in order to avoid the consequence of a positive drug testing result or 
the consequence of being caught possessing or using drugs or otherwise 
violating the District’s DRUG/ALCOHOL FREE WORKPLACE policy. 

 
Employees who demonstrate successful progress under the terms of an 
Employee Assistance Agreement may return to work after taking and passing 
a drug and/or alcohol test. Any such employee returning to work will be 
expected to comply with all aspects of this DRUG/ALCOHOL FREE 
WORKPLACE policy and evidence successful progress under the terms of an 
Employee Assistance Agreement. 

 
2506.2.4  Prescription Medication 
All employees must notify their supervisor or appropriate District manager 
when they use any prescription medication which contains a WARNING label 
that the drug interferes with performing the essential functions of  the position 
or when they are aware that medication they are taking may negatively affect 
their ability to safely perform the essential functions of the job. Failure to 
provide such notice may result in employee discipline, including termination. 

 
An employee may be allowed to work while using prescription medication 
when (i) the drug is prescribed by a licensed medical practitioner who is 
familiar with the employee’s medical history and assigned duties and who has 
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advised the employee that the prescribed drug will not adversely affect the 
employee’s ability to safely perform his/her job, (ii) the drug is taken in no more 
than the prescribed quantity, and (iii) the drug has not been altered. The 
Human Resource Department may request verification of these facts as 
attested to by the physician involved and submitted to the District in writing. 
2506.2.5 Drug and/or Alcohol Testing Required of Prospective and Present 
Employees Drug and/or alcohol testing will be required as set forth in 2506.2.6 
through 2506.2.16. 

2506.2.5  Pre-Employment Testing 

All applicants seeking employment for a position requiring a commercial 
driver’s license (CDL) as part of their job duties, or any other “safety- sensitive” 
position designated by guidelines set forth by law and/or the District,, will be 
required to submit to drug testing at the time of a conditional offer of 
employment at the District. 

 
2506.2.6  Random Testing 

All covered employees will be subject to random testing. A random test is a 
test that is unannounced and results in every covered employee having an 
equal chance of being selected for testing at any given time. The random 
selection method used by the District will be determined in consultation with 
the District's servicing agency and will be conducted in a manner that ensures 
that the random testing will be spread throughout the work year. 

 
 

2506.2.7  Reasonable Cause Testing 

The District will require any employee to be tested for the use of alcohol or 
drugs if that employee gives a supervisor and another District official of equal 
or greater responsibility in the organization specific reason to believe that 
he/she may be under the influence of alcohol or drugs and, therefore, may 
adversely affect the performance of that employee’s job duties or endanger 
his/her own well-being, the safety of fellow employees, or the general public. 
Evidence that may provide reasonable cause includes but is not limited to: 

 
(1) Observable phenomena, such as direct observation of an 

employee engaged in drug-related activity or exhibiting the 
physical symptoms of being under the influence of a drug or 
alcohol; 

(2) A pattern of abnormal conduct or erratic behavior; 
 

(3) An arrest or conviction for a drug or alcohol-related offense, or the 
identification of an employee as the focus of a criminal investigation 
into drug possession, use or trafficking; 

(4) Information provided either by reliable or credible sources or 
independently corroborated; 

 
(5) Sudden change in work performance including unexplained or 

excessive absenteeism, tardiness or workplace negligence; or 

(6) Evidence that the employee has tampered with a drug and alcohol 
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test. 

The District will make arrangements to ensure that all employees who are 
requested to take a reasonable cause test will be transported to a collection clinic 
to take a drug or alcohol test. 

2506.2.8  Post Accident Testing 

Any employee who is involved in an accident (as defined below) will be tested 
for the use of drugs and alcohol as soon as possible after the accident. 

Any employee involved in an accident shall not consume alcohol within eight 
(8) hours after an accident or until completion of a post-accident alcohol test, 
whichever occurs first. 

 
Examples of an accident that will require an employee to take a drug and 
alcohol test include, but are not limited to, accidents that are primarily caused 
by the actions of an employee that result in: 

1. The death of a person; 
 

2. Bodily injury to a person who requires medical treatment away 
from the scene of the accident; 

3. Damage to District or other property; or, 
 

4.  One or more motor vehicles are disabled due to the accident and 
must be towed or otherwise transported from the scene. 

An employee who is seriously injured and cannot provide a specimen for 
testing will be required to authorize release of relevant hospital reports or other 
documentation that would indicate whether there were drugs or alcohol in their 
system at the time of the accident. 

 
If it is determined by management that an employee's injury was not caused 
by an unsafe act by the injured employee, the District reserves the right to 
waive post-accident testing. 

 
Employees who are involved in a work-related accident requiring medical 
attention are to inform their supervisor of the accident as soon as possible so 
that any needed drug or alcohol test may be promptly conducted in conjunction 
with their medical treatment. 

 
2506.2.9 Specimen Collection Procedure 

When a prospective or present covered employee is notified that he/she is to 
submit to drug or alcohol testing, he/she will be given instructions regarding 
where to report for testing. All specimen collections will be conducted by 
personnel that have been properly instructed and will be done according to 
collection procedures, subject to approval by the District. 

 
2506.2.10 Adulteration or Submission of Concealed Specimen 

If during the collection procedure, the collection monitor detects an effort by 
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a donor to adulterate or substitute a specimen, a second specimen will be re- 
quested. If a second specimen is provided, both will be tested. If the request 
for a second specimen is refused, the monitor will convey to the District the 
donor's refusal to submit a true specimen. Such substantiated conduct will 
result in either a prospective covered employee not being offered employment, 
or a present employee being terminated from further employment with the 
District. 

 
2506.2.11 Drug Testing and Confirmation 

All specimens will be tested for the presence of drugs and alcohol. When an 
employee is tested for the presence of alcohol, the testing level will be the 
equivalent of 0.04 BAC. The District reserves the right to test an employee for 
the presence of other drugs that it has reason to believe the employee may be 
abusing. 

All testing will be conducted by a laboratory that has been properly certified 
and/or accredited. All specimens shall be split to allow a separate test if 
requested. Any specimen that screens positive for the presence of drugs and 
alcohol will be confirmed by an alternate confirmation method. Any employee 
who tests positive for drugs or alcohol may request to have the split sample 
re- tested at the employee's expense. This must be requested in writing within 
seven (7) days of the employee being notified of the positive test result. Any 
such retest will be accomplished within thirty (30) days of the positive test 
result. 

 
2506.2.12 Refusal 
Any employee who refuses to be tested, or fails to release or provide 
information as directed under the provisions of this policy, will be terminated 
from further employment with the District. Any such refusal or failure by a 
prospective covered employee will result in the prospective covered employee 
not being offered employment. 

2506.2.13 Notification to the District of Test Results 

All results received from the laboratory will be forwarded through the District's 
drug testing servicing agency to the District. The agency's staff will be 
responsible for notifying the District regarding the results of an employee's 
test. In the event a specimen tests positive, the District will be notified of the 
employee's identity and drug(s) involved. Test results will be reported initially 
only to the Human Resource Manager and his/her designee and will be held 
by them in a confidential manner, unless legally required to divulge to a 
prospective employer and then only on the need-to- know basis, or pursuant 
to subpoena or court order. In the event disciplinary action may be taken 
against a current employee on the basis of such test results, those results may 
be shared with the appropriate members of leadership including, the Director 
and/or General Counsel. 

 
Prospective and present employees who are currently using prescription 
medication that may have been the cause of a positive test result will be asked 
to provide the name of the medication, dosage and the identity of the 
prescribing physician for verification by the Medical Review Officer (MRO). If  
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this information is verified, the employee's test result will be reported as 
negative. 

 
The District will afford an employee an opportunity to discuss a positive test 
result with the servicing agency prior to taking disciplinary action. If necessary, 
the agency's staff will consult with a medical professional and will follow up on 
such information, as is deemed necessary. If, after consideration of the matter, 
the agency finds no reason to doubt the validity of the positive test result, they 
will then report that finding to the District for disciplinary action. 

The servicing agency may communicate a positive result directly to the Human 
Resource Manager or his/her designee if the employee expressly declines the 
opportunity to discuss the results of the test or fails to contact the servicing 
agency in a timely manner after being instructed to do so. 

 
2506.2.14 Effect of Testing Positive 

Any prospective employee in a covered position who tests positive for the 
presence of drugs or alcohol will not be offered employment with the District. 

Any current employee who tests positive for the presence of drugs or alcohol 
may, in the sole discretion of the District, be discharged, or, in the sole 
discretion of the District, be offered continued employment based on the terms 
and conditions of the District's Employee Assistance Agreement and upon 
clearance from the U.S.Department of Transportation Drug and Alcohol 
Program, if applicable. In making this determination, the District may, but shall 
not be obligated to, consider the type, class, and category of the drug, the 
reported concentration of the drug and/or alcohol, the employee’s behavior, 
and any and all circumstances surrounding the testing. For purposes of clarity, 
nothing in this policy shall be deemed to obligate the District to offer continued 
employment or an Employee Assistance Agreement to any current employee 
who tests positive for the presence of drugs or alcohol. 

2506.2.15 Conclusion 

The terms of this DRUG/ALCOHOL FREE WORKPLACE policy are intended 
to achieve a work environment where employees are free from the effects of 
drugs and/or alcohol. Employees should be aware that the provisions of this 
policy may be revised when necessary and that they will be notified of any 
such changes. It should also be understood that the District's efforts to 
maintain a drug and alcohol free workplace are not limited to the terms of this 
policy. The District will take whatever measures it considers appropriate to 
detect and eliminate drug and alcohol abuse among its employees. 

 
The District anticipates that by implementing the provisions of this 
DRUG/ALCOHOL FREE WORKPLACE policy, its employees will enjoy the 
benefits of working in a safer and more productive work 
environment. 

 

 
2507 SEPARATION AND TERMINATION 
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2507.1 Resignation 
 

When an employee resigns, written notification should be given to the 
employee’s immediate supervisor who will forward it to the Human Resources 
Department. An employee should give as much advance notice of resignation 
as possible, preferably at least two (2) weeks. If the effective date of the 
resignation ends with a recognized District paid holiday, the employee will not be 
eligible for holiday pay unless he/she works the day before the holiday and the 
first work day after the holiday. 

2507.2 Retirement 
 

Employees who are retiring should give written notice of retirement to his/her 
Division Supervisor. The employee should contact the Human Resources 
Department at least one (1) month prior to his/her retirement date so benefit 
program arrangements can be made. 

 
 

2507.3 Exit Interview 
 

Employees leaving the District, regardless of the reason, will be asked to attend 
an exit interview with the Human Resources Department. This interview is an 
informal discussion with the employee about the job held and employment 
experience with the District. 

 
2508 PERFORMANCE APPRAISAL 

 
The District has a performance appraisal system covering all employees within its employ 
and is used as a method to measure and improve employee performance. The primary 
purpose of such a program is to inform the employee how he/she is performing in his/her 
position and to offer, where necessary, assistance on ways to improve his/her work. 

The appraisal process is a continuing one. Supervisors should periodically consult with 
their employees to keep them apprised of how they are doing on the job. Special 
appraisals and evaluation periods can be made at any time. 

 

 
 

2509 SEXUAL HARASSMENT – MBE/WBE POLICY 

2509.1 Sexual and Other Harassment Policy Statement 

2509.1.1 Policy Statement 

All employees, regardless of their status of employment, have a right to work in 
an environment free from intimidation, ridicule, or harassment based on race, 
color, religion, religion, sex, sexual orientation, gender identity, national origin, 
age, disability, military status, or genetic information. 

 
Ada County Highway District has designated the Human Resource department 
as the person responsible for receiving and investigating complaints of sexual 
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and other harassment. 

Sexual or other harassment, including retaliation against employees who report 
harassment, constitutes illegal employment discrimination and is unacceptable 
conduct in the workplace. 

 
2509.1.2   Definition – Sexual Harassment 

Unwelcome sexual advances, requests for sexual favors and other verbal or 
physical conduct of a sexual nature constitute sexual harassment including but 
not limited to the following: 

 
1. Submission to such conduct is made either explicitly or 

implicitly a term or condition of an individual's employment. 

2. Submission to or rejection of such conduct by an individual 
is used as the basis for employment decisions affecting 
such individual. 

 
3. Such conduct has the purpose or effect of unreasonably 

interfering with an individual's work performance or 
creating an intimidating, hostile, or offensive working 
environment. 

 
2509.1.3   Definition – Other Harassment 

Ethnic slurs, racial jokes, verbal/physical abuse or other offensive or persistently 
annoying conduct based on race, color, religion, sex, sexual orientation, gender 
identity, national orgin, age, disability, military status, or genetic information 
which 1) has the purpose or effect of creating an intimidating or hostile 
environment; 2) unreasonably interferes with an individual's work performance; 
or 3) otherwise adversely affects an individual's employment opportunities. 

 
2509.1.4   Examples of Sexual or Other Harassment 

The list below includes some of the social behaviors that are inappropriate and 
unacceptable on the job: 

Telling jokes covering sexual, racial, ageist, disability, military status, or genetic 
material. Use of slurs or slang names degrading to women/men or persons of  a 
particular race, color, religion, sex, sexual orientation, gender identity,national 
origin, age, disability, military or genetic status. 

 
Displaying and/or distributing printed or electronic material of any nature which 
stereotypes or degrades persons of a particular race, color, religion, sex, sexual 
orientation, gender identity, national origin, age, disability, military or genetic 
status. 

 
Pats, squeezes, embraces or uninvited touching or brushing against someone's 
body. Invitations for dates which do not stop when the response is negative. 
Openly discussing personal sexual activity. Displaying any material that may be 
unwelcome, objectionable or offensive. Using terms of endearment: sweetheart, 
babe, dear, honey, darling, fox, etc.  Whistling, lip-smacking, 
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making animal-type sounds or other similar-type behavior. 
 

2509.1.5   Complaint Procedure for Discrimination or Harassment 

It is the policy of the District to provide equal employment opportunity to all 
employees and applicants for employment devoid and free from bias, 
discrimination or harassment on the basis of race, color, religion, sex, sexual 
orientation, gender identity, national origin, age, disability, military or genetic 
status.. 

 
The purpose of the Complaint Procedure is to bring EEO and harassment 
problems to the attention of management and/or Human Resources, and to 
provide a viable and timely mechanism for examining and resolving the complaint 
in-house. 

 
The Complaint Form may be completed by an employee (regular or temporary) 
or applicant alleging or witnessing discrimination or harassment in violation of 
the District’s EEO, Sexual Harassment or other forms of harassment policies or 
violation of state and federal laws governing equal employment opportunity. 
Refer to 2511.1.8 for the complaint and investigation procedure. 

2509.1.6   Employee’s Responsibilities 

Take responsibility for your own behavior and act in a professional manner 
appropriate for a working environment. If you feel you are being sexually or 
otherwise harassed, tell the individual to stop the offending behavior. If you are 
uncomfortable doing so or the offensive behaviors do not cease, promptly report 
it to one or more of the following: your supervisor or the next appropriate level of 
supervision or management; your Department Head; OR to the Human 
Resources Department. If your complaint involves a member of the Commission 
or executive management of the District, and you do not believe a report to any 
of the individuals identified above will be effective, you should contact the 
Director, the President of the Commission, or General Counsel. 

2509.1.7   Supervisor’s Responsibilities 

Take the issue of sexual or other harassment seriously and communicate that 
attitude to your employees. 

 
Discourage any activity in the workplace that may be perceived as harassment, 
such as those listed in the examples above. 

If an employee brings a complaint to your attention, you must refer it to the 
Human Resources Department or General Counsel (or to the alternative persons 
listed in Section 2511.1.6, as may be appropriate) for investigation and take 
prompt and appropriate corrective action to have the conduct stopped. 

 
Recognize harassment for what it is. It is not the fault of the victim and he/she 
has a right to complain and see that it is stopped. 

 
 

2509.1.8   Investigation and Resolution 

1. Filing Complaint 
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Employees who believe they are being subjected to sexual 
or other harassment and are unable to stop it should file a 
complaint with their supervisor, Department Head, Human 
Resource Manager, or otherwise as stated in 2511.1.6 
above. 

2. Confidentiality 
a. All investigations surrounding such matters will be 

designed to protect the privacy of and minimize 
suspicion toward the accused as well as the 
complainant, to the extent possible. 

 
b. Any employee aware of or suspecting the occurrence 

of sexual or other harassment is expected to report the 
matter. Steps include: 

 
(1) Making a statement of known facts, in writing, 

to the Human Resource Manager. 
 

(2) Maintaining appropriate confidentiality as the 
matter is investigated. 

3. Investigation Procedure 
When an allegation of discrimination or sexual or other 
harassment is made by an employee, the Director or Human 
Resource Manager will take prompt steps to: 

a. Remove the complainant from the control of the 
accused or the allegedly offensive work environment. 
This may be affected through reassignment or 
administrative leave of the accused or placing both the 
accused and the complainant on administrative leave 
with pay pending investigation. 

 
b. Request a written statement from the complainant 

regarding the times, dates, places, and circumstances 
surrounding the allegations. Interview the complainant. 

 
c. Interview and obtain statements from witnesses or 

potential witnesses, if any. 
 

d. Interview and obtain statements from the accused. 
 

e. Prepare a report of the investigation and submit it to 
the legal department, for determination of who needs to 
read the report and/or be involved with resolving and 
responding to the complaint. 

The Director, Human Resources or the Legal 
Department may elect to hire a third party consultant to 
conduct an independent investigation. 
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4. Action and Resolution 
The District shall take immediate and appropriate action to 
determine whether or not the alleged conduct constitutes a 
violation of the District’s policies. The determination will be 
made from the facts on a case-by-case basis. 

a. If the investigation does not corroborate the complaint, 
the investigation will be closed and the complainant will 
be advised of the results. 

 
(1) No record of the allegation will be made a part of 

either the accused or complainant's personnel file. 
 

(2) A reiteration of the policy against sexual or other 
harassment may be appropriate. 

 
(3)  Bad faith allegations, or use of this policy for 

unintended purposes, may result in disciplinary 
action against the complainant. 

 
b. If determination that a foundation for the complaint 

exists, disciplinary action against the offending 
employee or employees will follow. The disciplinary 
action will be commensurate with the scope and severity 
of the policy violations. 

c. The complainant and all witnesses interviewed during 
the investigation will be advised that the District will not 
condone any retaliation or repercussions to their job as 
a result of making a complaint in good faith or 
participating in good faith in an investigation. 

 
2509.2 Affirmative Action: MBE/WBE 

The District supports contracting with legitimate Minority Business Enterprises 
(MBE) and Women-Owned Business Enterprises (WBE). Accordingly, specific 
guidance as to contract wording, proposal preparation, bid submittal procedures 
or other assistance may be offered, but only to the degree which brings minority 
firms to a level equal with other submitting companies. It is not intended to 
provide an unfair advantage to any vendor or contractor, but to help assure that 
legitimate minority enterprises receive fair and equal consideration. 

 
 
 

2510 CODE OF ETHICS 

2512.1 District Policy 
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The Commission recognizes that ethical issues may arise during the course of 
public employment at the District. It is the intent and policy of this Code of Ethics 
to establish minimum standards of ethical conduct that: 

 

• Promote the highest levels of ethical conduct so that the general public will 
have confidence that District employees are acting for the benefit of the 
public; 

 
• Protect the integrity of the administration and operation of the District while 

at the same time facilitating recruitment and retention of personnel needed 
within the District; 

• Assure independence, impartiality, and honesty of employees in the 
District’s functions; 

 
• Inform citizens of the existence of personal interests which may present a 

conflict of interest between an employee's public trust and private concerns; 

 

• Prevent public employment from being used for personal gain contrary to 
the public interest; 

 
• Prevent special interests from unduly influencing governmental action; 

 

• Assure that the District’s functions and policies reflect, to the maximum 
extent possible, the public interest; and 

 
• Specify the conduct and actions that constitute a breach of the public trust 

and other ethics standards and principles that are not consistent with state 
and federal law. 

 
This Code of Ethics addresses the ethical conduct of all elected officials, officers, 
and employees of the District. It is the intent of this Code of Ethics to enhance 
and clarify the District’s policy and to provide practical guidance. Employees 
should comply with both the letter and the spirit of this Code of Ethics and should 
strive to avoid situations, which create impropriety or the appearance of 
impropriety or unfairness. 

 
2510.2 Ethics Oath 

All elected officials and officers of the District, before commencing the duties of 
the respective offices, shall read and accept the following Oath: 

 
“I do solemnly swear that I will support the Constitution of the United States of 
America, the Constitution and laws of the State of Idaho, the rules, regulations 
and ordinances of the Ada County Highway District and that I will faithfully 
discharge the duties of the office of Ada County Highway District Commissioner 
according to the highest ethical standards and to the best of my abilities.” 
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2510.3 Employee Training 
 

All new employees shall attend ethics training, as provided by the District, 
regarding required ethical duties and responsibilities as established by federal 
and state laws and by the District’s Code of Ethics. This training shall be provided 
under the direction of the Human Resources Department and the Legal 
Department with a specific curriculum approved by the Director and the 
Commission. Attendance at the ethics training is mandatory and shall be 
considered in every employee’s performance evaluation. 

2510.4 Professional Employees 
 

ACHD encourages and supports the completion of ethics and civility training 
needed to maintain professional certification or credentials.  

 
2510.5 Definitions 

 
For the purposes of this policy section and unless a different meaning is clearly 
required in this section: 

BENEFIT means gain or advantage, or anything regarded by the beneficiary as 
gain or advantage, including benefit to any other person or entity. 

CONFIDENTIAL INFORMATION means knowledge gained through a public 
office, official duty, or employment by a governmental entity which is not subject 
to disclosure to the general public or is exempt from disclosure pursuant to the 
Idaho Public Records Act, Idaho Code 74-101, et. seq. 

 
CONFLICT OF INTEREST means any official action, decision, or 
recommendation by an employee, the effect of which could be to the pecuniary 
benefit of the employee or a member of the employee's household, or a relative 
including, but not limited to, any participation in the award and/or any direct or 
indirect management, authority, or oversight of a procurement contract or any 
other contract or agreement under which a relative of the employee could receive 
any direct or indirect pecuniary benefit. A conflict of interest does not exist if: (1) 
the direct or indirect pecuniary benefit does not exceed the value of fifty dollars 
($50.00) incidental to personal, professional, or business contacts and there is 
no substantial risk of undermining impartiality; (2) the employee’s personal 
interest is so remote that it would be unreasonable to question his or her ability 
to impartially serve the District’s best interests. 

 
DISTRICT means the Ada County Highway District and all departments, 
sections, and other related affiliates. 

ECONOMIC GAIN means increase in pecuniary value from sources other than 
lawful compensation as an employee. 
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EMPLOYEE means any elected official, officer, or employee of the District, 
including elected Commissioners and any person participating in performing a 
governmental function on behalf of the District. 

 
FIDUCIARY DUTY means a duty to act for the benefit of the citizens of Ada 
County and requires that the expenditure of District resources be reasonable, 
prudent, and for the benefit of the District and not for personal gain or pecuniary 
benefit. 

 
OFFICER means the Director, the Treasurer, the Secretary, the members of the 
Board of Commissioners, the Deputy Directors, the manager of any department 
or section of the District, and General Counsel of the District. 

 
OFFICIAL means an elected member of the Board of Ada County Highway 
District Commissioners. 

 
MEMBERS OF A HOUSEHOLD means the spouse and dependent children of 
the employee and/or persons whom the employee is legally obligated to support. 

 
PECUNIARY BENEFIT means any benefit to an employee, member of a 
household, or relative in the form of money, property, in-kind services or 
commercial interests, the primary significance of which is economic gain. 

a. DIRECT PECUNIARY BENEFIT means any pecuniary benefit flowing 
from the District to an employee, member of employee’s household, 
or relative of an employee, without aid or assistance of third parties. 

 
b. INDIRECT PECUNIARY BENEFIT means any pecuniary benefit flowing 

from the District to an employee, member of employee’s household, or 
relative of an employee, through or with the aid or assistance of third 
parties such as, but not limited to, contractors, subcontractors, agents, 
representatives or other intermediaries. 

RELATIVE means any person related to the employee by blood, adoption or 
marriage within the second degree and shall mean a father, mother, son, 
daughter, brother, sister, grandfather, grandmother, grandson, granddaughter, 
in full, half, step or in-laws. 

 
2511 ETHICAL STANDARDS AND PRINCIPLES 

 
2511.1 Financial Gain 

 
2511.1.1   Use of Employee’s Position 
An employee is prohibited from using or attempting to use the employee’s 
position to obtain a direct or indirect pecuniary benefit, including, but not limited 
to, any participation in the award and/or any direct or indirect management, 
authority, or oversight of a procurement contract or any other contract or 
agreement under which a relative of the employee could receive any direct or 
indirect pecuniary benefit nor shall the employee use or attempt to 
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use the employee’s position to obtain an economic gain, secure special 
privileges or exemptions for the employee, members of a household, relative or 
any other private interest. 

 
2511.1.2   Use of District Funds or Property 

An employee shall not use District funds or property to obtain a direct or indirect 
pecuniary benefit for the employee, members, of a household, relative or any 
other private interest, nor shall an employee, member of a household or relative 
of the employee rent, lease or otherwise obtain a possessory interest in any 
District property. 

2511.2 Confidential Information 
 

An employee is prohibited from using or disclosing Confidential Information 
gained in the course or by reason of the employee’s position that could result in 
a pecuniary benefit for the employee, members of a household, relative or any 
other private interest. 

 
2511.2.1 Use of Exempt Public Records 

An employee who has knowledge of exempt public records, including plans, 
programs, or other information may not use this exempt public information for 
a direct or indirect pecuniary benefit for the employee, members of a 
household, relative or any other private interest. 

2511.2.2   Improper Use of Confidential Information 

Employees shall not engage in any activity using Confidential Information or 
allow the improper use of such Confidential Information to further any private 
interest. 

 
2511.3 Gifts 

 
An employee is prohibited from soliciting, accepting, or receiving a direct or 
indirect pecuniary benefit as payment for services, advice, assistance, or conduct 
customarily exercised in the course of the employee’s duties from any person or 
entity that has business with the District, or is seeking official action from or 
conducting activities regulated by the District, or whose interests may be 
substantially affected by the performance or non-performance of the employee’s 
duties. 

2511.3.1   Pecuniary Benefit as Consideration for Employee’s Decision 

An employee shall not solicit, accept, or agree to accept any direct or indirect 
pecuniary benefit as consideration for the employee’s decision, opinion, 
assistance, recommendation, vote or other exercise of discretion customarily 
exercised in the course of the employee’s responsibilities and duties. 

 
2511.3.2 Pecuniary Benefit as Consideration for Promoting Transaction or 
Proposal 

An employee shall not solicit, accept, or agree to accept any direct or indirect 
pecuniary benefit, compensation for advice, or other assistance in preparing or 
promoting a bill, contract, claim, or other transaction or proposal as to which 
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the employee has or is likely to have an official discretion to exercise. 
 

2511.3.3 Pecuniary Benefit as Consideration for Interest in a Contract or 
Transaction 

An employee shall not solicit, accept, or agree to accept any direct or indirect 
pecuniary benefit from any person known to be interested in or likely to become 
interested in any contract, purchase, payment, claim, or transaction of which the 
employee has a discretionary function and authority to perform. 

 
2511.3.4 Pecuniary Benefit as Consideration from a Person or Entity 
Subject to District’s Official Transaction 

An employee shall not solicit, accept, or agree to accept any direct or indirect 
pecuniary benefit from a person or entity known to be subject to a District 
regulation, ordinance, policy, standard, inspection, official transaction, as to 
which the employee has or is likely to have an official discretion to exercise. 

 
2511.3.5   Exceptions 

1. An employee who is a candidate for public office may 
accept campaign contributions and services in connection 
with such campaign. 

 
2. An employee may accept gifts or other benefits on account 

of kinship or other personal, professional, or business 
relationships independent of the status of the receiving 
employee. 

 
3. An employee may accept trivial items such as hats, 

pens and similar items that are normally distributed by 
a company as advertising. 

4. An employee may accept trivial benefits such as food, 
beverages, meals, tickets or gift certificates or similar 
items that do not exceed the value of fifty dollars ($50.00) 
incidental to personal, professional or business contacts 
and involving no risk of undermining impartiality. 

 
2511.4 Fiduciary Duty 

An employee shall not violate the Fiduciary Duty owed to the District, which 
requires that the expenditure of District resources shall only be expended for 
legitimate District business. An employee shall not expend District Resources 
unless the expenditure is reasonable, prudent, and for the benefit of the District. 

 
2511.5 Conflict of Interest 

An employee is prohibited from directly engaging in any outside activity, 
employment, or financial investment that constitutes a Conflict of Interest or 
impairs an employee’s objectivity, independence, honesty, or judgment that 
substantially risks impartiality on a matter before the District. 
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2511.5.1   Prohibited to Act 

An employee shall not take any official action or make a formal decision or formal 
recommendation concerning any matter where the employee has a Conflict of 
Interest and has failed to disclose such conflict as provided in this section. 

 
2511.5.2   Disclosure 

An employee who, in the discharge of his/her official duties, would be required 
to take action or make a decision that would create or result in a Conflict of 
Interest shall fully disclose the potential Conflict of Interest, in writing, to the 
Director who may assign the matter to another employee. 

 
2511.5.3   Commissioner Disclosure - Quorum 

Disclosure of a Conflict of Interest does not affect a Commissioner’s authority  to 
be counted for purposes of determining a quorum. 

2511.5.4   Conflict Determination 

In order to determine whether a Conflict of Interest exists relative to any matter 
within the scope of the official functions of an employee, the employee may seek 
legal advice from the District’s General Counsel or from independent counsel. If 
the legal advice is that no real or potential Conflict of Interest exists, the employee 
may proceed and shall not be subject to the prohibitions of this Section. If the 
legal advice is that a real or potential conflict may exist, the employee shall 
disclose the Conflict of Interest in accordance with this Section. 

If the employee is a Commissioner, the Commissioner may obtain an advisory 
opinion from the District’s General Counsel or from independent counsel. The 
Commissioner may then act consistent with advice of the Attorney General or 
the District’s General Counsel or his/her independent counsel and be exempt 
from any violation, including any civil or criminal liability under Idaho law relating 
to that particular issue. 

 
If a Commissioner requests to be excused from voting on an issue which involves 
a potential Conflict of Interest, and the Board does not excuse the Commissioner, 
such failure to excuse shall exempt that Commissioner from any violation, 
including any civil or criminal liability under Idaho law relating to that particular 
issue. 

2511.5.5   Public Hearing and Meetings – Appearance of Fairness Doctrine 

Public hearings and meetings must not only be fair but must appear to be fair. 
Appearances are as important as substance. The test of whether the 
Appearance of Fairness doctrine may be violated is as follows: Would a 
reasonable, disinterested person, knowing all of the elected employee’s personal 
interest in a matter being acted upon, be justified in thinking that partiality may 
exist? 

 
 

2511.5.6   Request to Excuse a Commissioner 

Any Commissioner shall have the authority to request a Commissioner to be 
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excused based on an Appearance of Fairness violation. If two (2) or more 
Commissioners believe that an Appearance of Fairness violation exists, such 
Commissioners may move to request a Commissioner to be excused based on 
a potential Appearance of Fairness violation. In making this decision, the 
Presiding Officer or other Commissioners shall consider the opinion of the 
District’s General Counsel. 

 
2511.5.7   Outside Employment/Business Ownership or Control 

An employee may only engage in outside employment or have an ownership or 
control of a business when such employment or business ownership or control 
does not, in any manner, interfere with the proper and effective performance of 
duties with the District and which does not result in a Conflict of Interest with 
District business. If the District determines that the employment or business 
ownership or control is not in the District's best interests, the outside 
employment or business ownership or control must be terminated. 

 
2511.5.8   Contracts 

An employee shall not be a party to, or otherwise have a private interest in any 
contract prepared by them in his or her employed capacity. 

2511.5.9   Purchase or Sale of Property 

An employee shall not be financially involved in the purchase of any sale of 
surplus property of the District. An employee shall not be financially interested, 
directly or indirectly, in the purchase of property for the use of the District, or in 
the sale of any property belonging to the District, or in any contract made by the 
District or other person, unless authorized by law. 

2511.6 Other Mandatory Ethical Standards 

2511.6.1 District Property 

An employee shall protect and conserve District property and shall not use it for 
anything other than authorized activities. 

 
2511.6.2   Disclosure 

An employee shall disclose any waste, fraud, abuse, and corruption to 
appropriate authorities. 

 
2511.6.3   Financial Interests 

An employee shall not hold financial interests that conflict with the conscientious 
performance of his or her duties and responsibilities. 

 
2511.6.4   Unauthorized Commitments 

An employee shall not knowingly make unauthorized commitments or promises 
of any kind that bind the District. 

 
2511.6.5   Impartial or Preferential Treatment 

An employee shall act impartially and not give preferential treatment to any 
private organization or individual. 
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2511.6.6   Appearance of Violations 

An employee shall endeavor to avoid any actions creating the appearance that 
they are violating the law or the District’s Code of Ethics. 

 
2511.6.7   Influence Award of District Contract 

An employee shall not influence or attempt to influence the award of a District 
contract to a particular vendor, or to deprive or attempt to deprive any vendor of 
a contract. 

 
2511.6.8   Conspire to Influence Award of Contract 

An employee shall not conspire with a vendor or its agent to influence or attempt 
to influence the award of a contract, or to deprive or attempt to deprive any 
vendor of a contract award. 

 
2511.6.9   Competitive Bid or Procurement Policy and Procedure 

An employee shall not knowingly violate any competitive bid or procurement 
policy and procedure required under Idaho law or District policy. 

 
2511.6.10  Solicitation 

An employee shall not solicit money, influence, provide service or accept any 
other thing of value or otherwise aid or promote the nomination or election of any 
candidate for public office while on the District premises. However, nothing in this 
section is intended to restrict the right of an employee to express his/her political 
views outside the District premises. No political information posters or other 
printed political material is allowed on District premises or vehicles. 

 
2511.6.11  Elected Office 

A District Commissioner shall not be eligible to simultaneously hold the elected 
office of county commissioner, city mayor or member of city council. 

2511.6.12  Federal and State Law Prohibiting Unethical Conduct 

Employees shall also adhere and comply with the following federal and state 
laws, including, but not limited to, the following: 

• Idaho Ethics in Government Act 
• Idaho Prohibitions Against Contracts with Officers Act 
• Federal Ethics in Government Act of 1978 
• Conflict of Interest, 18 USC 201 et. seq. 
• Office of Federal Procurement Policy Act 

 
2511.6.13  Professional Code of Ethics and Professional Responsibilities 

Some employees that have obtained professional licenses, certificates or other 
accreditations may also be subject to rules of professional conduct and ethics 
standards within his or her profession, including but not limited to, the following: 

• AICP Code of Ethics and Professional Conduct – Certified 
Planners 

• Idaho Rules of Professional Conduct for Attorneys 
• Code of Ethics - Idaho Society of Professional Land Surveyors 
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• Rules of Professional Responsibility for Professional 
Engineers and Professional Land Surveyors 

• Code of Ethics for the International Right of Way Association 
 

2513 PENALTIES 

An employee who violates any provision of the District’s Code of Ethics, as set forth in this 
section, in addition to the punishment prescribed under state and federal law or within a 
professional licensing board, shall be subject to District disciplinary action up to and 
including termination, or under state law, forfeit his or her elected office. The District 
reserves the right to evaluate the facts and circumstances on a case-by-case basis and 
depending upon the severity of the violation. In addition, an employee may be required to 
make restitution of any benefit received to the District or from whom the benefit was 
obtained. 
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DISTRICT PERSONNEL POLICY HANDBOOK 
ACKNOWLEDGMENT FORM 

 
(Employee Copy) 

 
I hereby acknowledge that I have received a copy of the District Personnel Policy 

Handbook including the District’s Code of Ethics. I agree to comply with the policies set forth in 
the Handbook. I understand that if I have any questions about the matters contained in the 
Handbook, I should ask my supervisor or a member of the Human Resources Department. 

 
I understand that the Handbook is informational in nature only, and that it is not intended 

to, and does not, create or constitute a contract of employment. I understand that my employment 
is “at will,” meaning that it may be terminated by the District or me at any time, with or without 
notice and with or without cause. 

 
I understand that any promises, representations, or statements concerning “fair” treatment 

or the like, whether in this Handbook or otherwise, are in the nature of a goal only, and are not 
enforceable as a contract or promise. 

I understand that the provisions of the Handbook represent current District practices and 
supersede all previous District Personnel Handbooks. Further, I understand that the provisions 
of the Handbook are subject to modification at any time, at the sole discretion of the District, with 
or without notice to me. I agree to comply with any such modifications to the Handbook or other 
applicable District policies. 

 
 
 

Signature:   
 
 

Name:   
(Printed) 

 
Date:  
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DISTRICT PERSONNEL POLICY HANDBOOK 
ACKNOWLEDGMENT FORM 

 
(ACHD Copy) 

 
I hereby acknowledge that I have received a copy of the District Personnel Policy 

Handbook including the District’s Code of Ethics. I agree to comply with the policies set forth in 
the Handbook. I understand that if I have any questions about the matters contained in the 
Handbook, I should ask my supervisor or a member of the Human Resources Department. 

 
I understand that the Handbook is informational in nature only, and that it is not intended 

to, and does not, create or constitute a contract of employment. I understand that my employment 
is “at will,” meaning that it may be terminated by the District or me at any time, with or without 
notice and with or without cause. 

 
I understand that any promises, representations, or statements concerning “fair” treatment 

or the like, whether in this Handbook or otherwise, are in the nature of a goal only, and are not 
enforceable as a contract or promise. 

I understand that the provisions of the Handbook represent current District practices and 
supersede all previous District Personnel Handbooks. Further, I understand that the provisions 
of the Handbook are subject to modification at any time, at the sole discretion of the District, with 
or without notice to me.  I agree to comply with any such modifications to the Handbook or other 
applicable District policies.. 

 
 
 

Signature:   
 
 
 

Name:   
(Printed) 

 
Date:  
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