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PART II.  ABOUT THE OREGON DEPARTMENT OF FORESTRY  
 

 
A. The Oregon Department of Forestry employs 1,100 permanent and seasonal employees in 
over 30 locations throughout the state.  Headquartered in Salem, our 15-acre campus serves as 
the administrative headquarters for the Departmentôs Protection from Fire, Private Forests, State 
Forest Management, and Agency Administration Programs.  The field function is divided into 
three areas; each area includes from four to seven districts or associations.  The districts are 
responsible for administering all of the Department programs while the associations are under 
contract to provide protection from fire only. 
 
 M ISSION 

To serve the people of Oregon by protecting, managing, and promoting stewardship of Oregonôs 
forests to enhance environmental, economic, and community sustainability. 
 

 VISION  

These department vision statements have been revised from past department strategic plans to be 

consistent with the current vision statements of the Board of Forestry.
1
  It is important that the 

board and the department are working towards the same vision of the future.  Together, the 

boardôs and the departmentôs actions will help create these desired future conditions. 

The Department of Forestry will be successful in achieving its mission when Oregon has: 

1. Healthy forests providing a sustainable flow of environmental, economic, and social outputs 
and benefits.  

2. Public and private landowners willingly making investments to create healthy forests. 

3. Statewide forest resource policies that are coordinated among Oregonôs natural resource 
agencies. 

4. The Department of Forestry recognized as an agency operating openly and in the public 
interest. 

5. Citizens who understand, accept, and support sustainable forestry and who make informed 
decisions that contribute to achievement of the vision of the 2003 Forestry Program for 
Oregon. 

6. Adequate funding for the Department of Forestry to efficiently and cost-effectively 
accomplish the mission and strategies of the Board of Forestry, appropriate use of 
information technology, business management strategies, and department personnel policies 
that encourage and recognize employees, allowing them to meet their full potential in 
providing excellent public service. 

 

                                         
1 References to information technology and business management strategies, which do not appear in the Forestry Program for Oregon, have 

been added to statement #6. 
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 VALUE STATEMENTS  

In addition to supporting the Board of Forestryôs ten Value Statements listed in the 2003 Forestry 
Program for Oregon, the Department of Forestry will incorporate the following core values as our 
employees work together with our stakeholders and customers to achieve our mission and vision. 
The Department values: 

 Being a leader in professional forestry. 

 Innovation based on sound science. 

 Excellent, efficient, and effective service. 

 The involvement and cooperation of all Oregonians. 

 Honesty and integrity. 

 Individual initiative, effectiveness, and hard work. 

 Respectful, strong, cooperative relationships. 
 
 
B. Agency Director 

 Marvin Brown, State Forester 

 Oregon Dept. of Forestry 

 2600 State St., Salem, OR 97310 

 503-945-7211 

 
C. Governorôs Policy Advisor 

Mike Carrier 

Governorôs Policy Advisor for Natural Resource Agencies 

GNRO (Governors Natural Resource Office)  

900 Court St. NE, Salem, OR 97301 

503-986-6525  

D. Agency Affirmative Action Representative 
Christopher Roach 

Learning and Organization Development Coordinator 

2600 State St., Salem, OR 97310 

503-945-7306 



 

Affirmative Action Report 09-11.doc/Jaz E (HR) 4 

 

 
This page left blank intentionally 

 

 



 

Affirmative Action Report 09-11.doc/Jaz E (HR) 5 

OREGON BOARD

OF FORESTRY

OREGON DEPARTMENT of FORESTRY

2600 State Street, Salem, OR  97310

(503) 945-7200

TTY in Salem Area:  503-945-7213

TTY Outside Salem Area:  1-800-437-4490

Web Page:  www.odf.state.or.us 

Marvin Brown (503) 945-7211

State Forester

Regional Forest Practices Advisory Committees (3)

Forest Trust Land Advisory Committee

Emergency Fire Cost Committee

Committee for Family Forestlands

Forest Resource Trust Advisory Committee

Gayle Birch (503) 945-7210

Board of Forestry Support

Administrative Rules

Office Management

Paul Bell (503) 945-7205

Division Chief

Fire Protection Division

Nancy Hirsch (503) 945-7204

Division Chief

State Forests Division

Clark Seely (503) 945-7203

Associate State Forester

Administrative Services Division

Jim Paul (503) 945-7206

Division Chief

Private Forests Division

Travis Medema (503) 945-7271

Fire Protection

Deputy Chief

Peter Daugherty

(503) 945-7482

Private Forests 

Deputy Chief

Mike Cafferata

(503) 945-7351

State Forests

Deputy Chief
Jim Walker (503) 945-7434

Fire Operations

Large Fire Mobilization, Statewide

Dispatch, Air Operations, State Fire

Cache Operations, FEMA

Michelle Remmy (503) 945-7444

Fire Business

Administration, Fire Business, 

FEPP, Grants

Rick Gibson (503) 945-7440

Fire Prevention

Meteorology, Fire Intelligence, Fire 

Investigation, Cost Recovery, 

National Fire Plan Coordination

Tim Keith (503) 945-7449

Oregon Forestland Protection 

Fund Administrator

Rosemary Mannix (503) 945-7347

Resource Specialists

Silviculture, Wildlife, Engineering

Barbara Lee (503) 945-7354

Policy and Planning

Forest Planning, Policy Assessment,

T&E Policy

Ed DeBlander (503) 945-7348

Asset Management

Legal Issues, Business Mgt.,

Land Exchanges, Log Accountability

Jeff Brandt (503) 945-7228

Adaptive Management

GIS,  Inventory, Research, 

Monitoring, and Modeling

Mark Hubbard

(503) 945-7231

Business Services

Program Director

David Morman (503) 945-7413

Forest Resources Planning 

Program Director

Analysis, Economics, 

Forest Planning
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Vacant (503) 945-7385

Planning and Budget

Vacant (503) 945-7487

Policy

Policy, Interagency Coordination

Area Directors

(see reverse)

Lanny Quackenbush (503) 945-7478

Operations

Field Coordination, Training

Marganne Allen (503) 945-7240

Forest Health & Monitoring

Program Effectiveness and Compliance 

Monitoring, Training

Dan Postrel

Agency Affairs Program Director

Information, Citizen Participation, 

Education, Legislative Liaison

Elizabeth (Betsy) Kelly

(503) 945-7209

Support Services

Administration, Property Control,

Distribution/Mail, Payroll

Vacant (503) 945-7383

Facilities/Procurement

Construction and Facilities 

Planning, Procurement

Lorene Judge (503) 945-7230

Fiscal Services

General Ledger, Revenues, 

Disbursements

Jill Neely (503) 945-7311

Budget Management 

Budget Development and  Analysis

Oregon Department of 

Forestry - Salem Structure

Jeanne Davis (503) 945-7296

Human Resources

Program Director

Personnel, Safety, Training, Wellness

Paul Ries (503) 945-7391

Urban & Community Forestry 

Program Manager

David Clouse 

(503) 945-7266

Quality Assurance 

Program Director
Internal Auditing, Risk Assessment, 

and Quality Assurance

Cary Long (503) 945-7477

Administration

Bob Young (503) 945-7437

Workforce Capacity  & Fire Policy

Contract Services Unit, Wildfire and 

Program Training, Certification and

Safety Standards

Charlie Stone (503) 945-7436

Protection from Fire

Projects Director

Policy and Project Development, 

Directives and OARs, Legislation, 

Cooperative Agreements/Contracts

Sandy Jefferson

(503) 945-7337

Information Technology

Program Director

Mike Shuft (503) 945-7331

GIS & Application Development

System Design and Programming, 

GIS/Graphic Services

Diana Morris (503) 945-7288

Administrative Resources

Data and Voice Communications, 

Records Management, Word 

Processing, Log Brands

Eulus Newton

(503) 945-945-7312

FAX (503) 945-7320

Equipment Pool

Equipment Pool Manager
2600 Lee Street

Salem, OR 97310

Forest History Center

(503) 945-7208 

FAX (503) 945-7212 

Alan Maul, Coordinator

E.  ODF ORGANIZATION CHARTS  
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EASTERN OREGON AREA

Cliff Liedtke , Area Director

Area Office

3501 E. 3rd Street

P.O. Box 670

Prineville, Oregon 97754

(541) 447-5658 * FAX (541) 447-1469

NORTHWEST OREGON AREA

Mike Bordelon, Area Director

Area Office

801 Gales Creek Road

Forest Grove, Oregon 97116-1199

(503) 359-7426 * FAX (503) 359-9514 

Forest Grove District

Andy White

District Forester

801 Gales Creek Road

Forest Grove, Oregon 97116-1199

(503) 357-2191 * FAX (503) 357-4548

Astoria District

Tom Savage

District Forester

92219 Hwy 202

Astoria, Oregon 97103

(503) 325-5451   FAX (503) 325-2756

South Fork Camp

Gordon Dana

Camp Manager

48300 Wilson River Highway

Tillamook, Oregon 97141-2999

(503) 842-8439   FAX (503) 842-6572

North Cascade District

Gregg Cline

District Forester

22965 North Fork Road SE

Lyons, OR 97358

(503) 859-2151   FAX (503) 859-2158

Tillamook District

Andy White

District Forester

5005 Third Street

Tillamook, Oregon 97141-2999

(503) 842-2545   FAX (503) 842-3143

West Oregon District

Steve Laam

District Forester

24533 Alsea Hwy.

Philomath, Oregon 97370-9112

(541) 929-3266   FAX (541) 929-5549

SOUTHERN OREGON AREA

Dan Shults, Area Director

Area Office

1758 N.E. Airport Road

Roseburg, Oregon 97470-1499

(541) 440-3412 * FAX (541) 440-3424

Southwest Oregon District

Dan Thorpe

District Forester

5286 Table Rock Road

Central Point, Oregon 97502

(541) 664-3328   FAX (541) 776-6260

Coos District

Jim Young

District Forester

63612 Fifth Road

Coos Bay, Oregon 97420

(541) 267-4136   FAX (541) 269-2027

*Douglas Forest Protection Association

Melvin Thornton

District Manager

1758 NE Airport Road

Roseburg, Oregon 97470-1499

(541) 672-6507   FAX (541) 440-3424

*Coos Forest Protective Association

Mike Robison

District Manager

63612 Fifth Road

Coos Bay, Oregon 97420

(541) 267-3161  FAX (541) 269-2027

D.L. Phipps

Forest Nursery

Anne Helms

Nursery Manager

2424 Wells Road

Elkton, Oregon 97436

(541) 584-2214   FAX (541) 584-2326

Western Lane District

Dave Lorenz

District Forester

87950 Territorial Highway

P.O. Box 157

Veneta, Oregon 97487-0157

(541) 935-2283   FAX (541) 935-0731

Northeast Oregon District

John Buckman

District Forester

611 20th Street

LaGrande, Oregon 97850

(541) 963-3168    FAX 962-1058

Central Oregon District

Vacant

District Forester

3501 E. 3rd Street

P.O. Box 670

Prineville, Oregon 97754

(541) 447-5658   FAX (541) 447-1469

Klamath -Lake District

Vacant

District Forester

3200 DeLap Road

Klamath Falls, Oregon 97601

(541) 883-5681   FAX (541) 883-5555

*Walker Range Patrol

Association

R.D. Buell

District Supervisor

P.O. Box 665

Gilchrist, Oregon 97737

(541) 433-2451   FAX (541) 433-2215

*  Designated activities in Fire Protection Program

MARVIN BROWN (503 945-7211)

STATE FORESTER

J. E. Schroeder Seed Orchard

Rick Quam

Seed Orchard Manager

PO Box 400

St. Paul, Oregon 97137

(503) 378-3429   FAX (503) 390-6576

South Cascade District

Lena Tucker

District Forester

3150 Main Street

Springfield, Oregon 97478

(541) 726-3588   FAX (541) 726-2501

Oregon Department of 

Forestry - Field Structure

Forestry Org Chart - Salem and Field.vsd/Jaz A (Visio)

Revised:  July 21, 2008

Tillamook Forest Center

Jim Quiring

Center Director

45500 Wilson River Hwy.

Tillamook, OR 97141

(503) 815-6800   FAX (503) 842-2663
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INTRODUCTION  

 

The State of Oregon's Affirmative Action Plan is designed to: 

 

 Reaffirm the State's policy of nondiscrimination and affirmative action; 

 

 Identify state agencies' goals and action plans for achieving goals for women, 

racial/ethnic group members, and persons with disabilities; 

 

 Provide program specifics for promoting and assuring equal employment opportunity; 

 

 Communicate the Governor's commitment to equal employment opportunity and 

affirmative action principles; and 

 

 Demonstrate the continued "good faith" efforts of the State of Oregon. 

 

Equal Opportunity is defined as the availability of employment and advancement to all persons 

on the basis of merit, ability and potential.  It is a concept which addresses equal opportunity for 

all persons in the employment process. 

 

Affirmative Action is defined as a method of eliminating the effects of past and present under-

representation, intended or unintended, that are evident by analysis of present employment 

patterns, practices or policies. 

 

The State of Oregon's Affirmative Action Plan is intended to create a work environment which 

will attract and retain employees who represent the broadest possible spectrum of society, which 

includes, but is not restricted to, women, minorities, and the disabled. 

 

The State of Oregon will not tolerate discrimination or harassment on the basis of race, color, 

gender, marital status, religion, national origin, age, mental or physical disability, or any reason 

prohibited by state or federal statute, nor shall any vendor/provider for the State of Oregon 

discriminate or harass in the above described manner. 

 

The Governor of the State of Oregon is dedicated to the belief that the State has a commitment to 

the right of all persons to work and advance on the basis of merit, ability, and potential.  In so 

doing, the Governor has delegated authority to oversee the implementation of the State 

Affirmative Action Program to the Director of Affirmative Action.  The Governor also charges 

and holds accountable Agency Directors and Administrators with the responsibility of ensuring 

that principles of affirmative action are met. 
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PART II I  ï AFFIRMATIVE ACTION PLAN  
 

A.  AFFIRMATIVE ACTION POLIC Y 
 

OREGON DEPARTMENT OF FORESTRY AFFIRMATIVE ACTION POLICY  
 

General Policy 

It is the policy of the Oregon Department of Forestry (the Department and ODF) to provide an equal 
opportunity for employment and advancement regardless of race, religion, national origin, age, 
gender, marital status, sexual orientation, or physical or mental disability. 

The Departmentôs Diversity Action Plan provides the umbrella for:  (1) exploring diversity issues 
within ODF; (2) creating an inclusive work environment that encourages each employee to reach 
their full potential; and (3) guiding ODF to become an ñEmployer of Choice.ò 

To achieve this diversity the Department will carry out an Affirmative Action program which 
provides procedures for the consideration of protected class candidates in all aspects of human 
resource management. 

It is the policy of the Department to strive to eliminate the effects of past and present discrimination, 
intended or unintended, which are evident by analysis of present employment patterns and practices. 

Recruitment and Selection 

It is the policy of the Department that all vacancies in job groups that show an underutilization will be 
recruited on an open competitive basis.  Any departure from this procedure must be approved by the 
State Forester or the Associate State Forester.  During periods of Department downsizing and 
restructuring or when ODF specific knowledge and experience is required, methods other than open 
competitive recruitment may be approved.  Recruiting periods will be of sufficient length to adequately 
allow for proper distribution and response to every recruiting announcement. 

Interview and other employee selection panels will be created and utilized to reflect the diversity of the 
Departmentôs workforce and stakeholder base.  Interview panel members can be from outside agency 
stakeholder and partner groups and from both represented and management service employee groups 
regardless of the status of the recruited position.  When managers create interview panels, consideration 
will be given to inclusion of protected class employees, field and staff employees, operating and 
support program employees, and represented and management service employees.  For all management 
service interview and other selection panels, the supervising manager will make a reasonable effort to 
include at least one protected class employee as a panel member, and at least one field or staff 
employee is utilized as a panel member opposite to the recruited position, i.e. for a staff position, and 
that at least one field employee will be utilized as a panel member, if possible, and vice versa.  In 
addition, for management service panels, an effort will be made to include at least one panel member 
from outside the agency from stakeholder or partner groups.  For all position selection processes, 
interview or other selection panel composition will be approved by the ñnext in commandò supervisor, 
i.e. the supervisor of the recruiting supervisor.  The roster of utilized panel members will be discussed 
with the Human Resources Section at the closure of the recruitment.  

The best suited candidate will be selected for each position.  Best suited is defined as that individual 
who meets the minimum qualifications of the position and best serves the need of the Department and 
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public it serves at the time the selection is made.  It may not be the person with the highest score, the 
most experience, or the best education.  The decision as to who is the best suited must be made on a 
position by position basis.  

Employee and Stakeholder Protection 

It is the policy of the Department that harassment or discrimination of anyone employed by or 
associated with the Oregon Department of Forestry, will not be tolerated.  All employees play a vital 
role in ensuring a discrimination-free work place.  In addition, management and executive service 
personnel at all levels of the organization are responsible to create and maintain a work environment 
that is free from discrimination or harassment of any kind.  Employees who feel they have been 
harassed or discriminated against are encouraged to bring such behavior to the attention of Department 
management via the complaint and grievance procedures outlined in this plan. 

No employee of ODF nor any entity contracting with it may coerce, intimate, threaten, or interfere 
with any individual who has opposed any act or practice prohibited by the Americans with 
Disabilities Act (ADA); participated in any investigation, or aided or encouraged others to assert 
rights granted under the ADA. 

Communication 

ODF shall maintain a copy of the Affirmative Action Policy on the ODF website for all employees to 
access.  In addition, a copy of the Affirmative Action Plan will be provided to all managers.  
Managers shall participate and encourage others to participate in the ODFôs activities designed to 
promote affirmative action.  As part of their annual performance evaluation, each manager or 
supervisor shall be evaluated on their effectiveness in promoting the affirmation action goals and 
objectives for ODF. 

Responsibilities 

All employees have a responsibility to implement and adhere to this plan within the context of the 

Departmentôs Working Guidelines.  All managers have a responsibility to manage their respective 

programs, functions and work force in accordance with the principles, policies and procedures of this 

plan, and will be held accountable for their performance. 

To help ensure organizational success, the Departmentôs Executive Team will make necessary 

decisions and monitor the accomplishment of this plan on an ongoing basis, and make plan 

adjustments as necessary.  

Term 

This Affirmative Action Plan is in effect from July 1, 2009 to June 30, 2011. 

 

 _______________________________  

  Marvin D. Brown 

 State Forester 
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B. STATUS OF CONTRACTS TO MINORITY BUSINESSES (ORS 659A.015) 

Registered Women and Minority Owned Businesses that ODF contracted with during the 

2007-2009 biennium 

·        Robert Brooks Painting Contractor 

·        Superior Interiors Inc. 

·        Neway Laser Engraving LLC 

·        Valley Custom Seal Coating Inc. 

·        Ash Creek Forest Management  

·        Eagle Pass Reforestation Inc.  

·        Doherty Fence LLC 

·        Fire Extinguisher Service Center 

·        Bullet Rental & Sales Inc.  

·        Eastern Oregon Service Company 

·        Lakeview Redi-Mix  

·        Superior Fence  

·        Sea Reach LTD 

·     Forest for the Future Inc.  

·     Heritage Research Associates 

·     Hanamura Consulting Inc.  

·     Interstate Auto Parts  

·     Tri Phase Electric Supply Co LLC 

·     Brothers Concrete Cutting Inc. 

·     Cantel of Medford Inc.  

   

In addition, a review of our contract vouchers indicates that ODF is hiring a high 

percentage of additional minority owned businesses, particularly for fire crews and forest 

silvicultural work, that are not currently registered under ORS 659A.015.   

 

C. TRAINING, EDUCATION AND DEVELOPMENT PLAN  

1. Staff 

Diversity is considered a core theme of all training at ODF.  Affirmative Action 

and Diversity are covered at New Employee Orientation, required for all 

employees during their first six months to a year of employment and also at 

Managers Training, required for all new managers.  Diversity training is also an 

important half-day section of our Agency Leadership Program, delivered once 

each biennium.  Staff is encouraged to attend local Diversity conferences and 

events including the annual YWCA Diversity Conference. 

 

All employees are required to attend the DAS Discrimination and Harassment-

Free Workplace Training.  To date, two-thirds of agency employees have attended 

this training.  We have expanded it to provide a forum for dialogue on diversity 

and valuing differences.  We strongly emphasize our Working Guidelines and 
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regularly have 2-3 hour facilitated sessions with work units that emphasize 

inclusion and improved communication.  We have delivered a course entitled 

Sharpening Your Communication Skills to all employees over the last three years 

that fosters the acceptance of different styles of communication and skills to be 

more effective in this area. 

 

Succession planning in a comprehensive and systematic manner is a high priority 

at Forestry.  It is addressed consistently at all our core training programs, is 

regularly a part of top managementôs communication with agency employees, and 

is an important component of our Business Improvement Initiative.  The agency 

Organization Development and Learning Coordinator has provided consultation 

and presentations on succession planning to several agencies and groups including 

the Governorôs Affirmative Action Group.  Diversity and retention are key aspects 

of this effort. 

 

2. Volunteers 

All volunteers at the Tillamook Forest Center receive the training mentioned 

above. 

 

3. Providers 

  This category is not applicable to the work of ODF. 

 

4. Vendors 

Contracts include standard Federal and State statues and policies related to 

Affirmative Action and Discrimination.  No formal education or training is 

provided to vendors. 

D. STATUS OF CULTURAL COMPETENCY ASSESSMENT/IMPLEMENTATION  

This has not been accomplished to date.  We are exploring options to have the consultants 

that are under contract with DAS outline the assessment process and its cost.  A previous 

diversity assessment was conducted by Metropolitan Group in partnership with Portland 

State University which included focus groups and individual interviews with a random 

sample of ODF protected class employees.  Data from this survey was used to develop 

and address agency ñUnwritten Rules.ò  We have completed an ñUnwritten Rulesò 

Assessment with all work units across the state.  The Unwritten Rules that were identified 

provided the foundational data used to target our Diversity Training and other actions.   

E. PROGRAMS 

The following activities play a major role in moving the agency toward its affirmative 

action goals as well as building a foundation for future efforts to diversify the work force. 

 

1. Forestry continues its excellent Forestry Intern Program for natural resource college 

students.  In 2003 we hired 25 interns from 8 universities; 44% were women.  In 2004 

we hired 25 interns from 5 universities; 40% were women.  In 2005 we hired 22 

interns from 4 universities; 45% were women, and in 2006 we hired 21 interns from 7 
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universities; 43% were women. In 2007, there were 28 interns from eight universities 

and 46% were women.  In 2008, there were 25 interns from 8 universities, and 25% 

were women.  This substantial drop in women is attributed to a significant increase in 

outreach efforts by private industry who offers much higher intern salaries than 

Forestry.  Also, several Forestry schools have recently changed or eliminated their 

programs.  We will be evaluating this trend in the near future to develop successful 

strategies. 

  

The intern program provides an excellent applicant pool for future recruitments as 

well as a valuable network with university counselors and students.  In the past 2 

years recruiters made on-campus visits to the following universities:  University of 

Montana, University of Idaho, Oregon State University, Humboldt State University, 

Washington State University, Chemeketa Community College, Northern Arizona 

University and State University of New York.     
2. Forestry makes a special effort to attend the Minorities in Agriculture and Natural 

Resource Related Sciences Conference (MANRRS).  We attended the MANRRS 

Conference in March 2008 in Denver, CO.  This conference was selected because it 

serves as a national link to students of color studying various natural resource topics.  

This has been a very positive event with the Oregon Department of Forestry typically 

being the only state agency in attendance outside of the host state.  Oregon was the 

host state in 2002, which increased our opportunity to recruit locally as well as 

nationally. 

 

3. While short-term recruiting needs are being addressed through outreach events and 

the intern program, a longer-term approach for developing future interest in 

employment is also needed.  Exposure to natural resources as a potential career needs 

to be addressed at the K-12 grades in Oregon.  Forestry has developed several options 

that will increase exposure of urban students to natural resource issues and potentially 

to natural resource careers.   

 

 Forestry education program in Northwest Oregon that provides teachers with 

forestry educational material and strategies for the primary grades and middle 

school levels.  The Northwest Education Program Coordinator is currently 

working with the Tillamook and Portland School Districts to provide Forestry 

education materials, curriculum, and field experiences to students. 

 

 Collaborate with the Oregon Forest Resources Institute (OFRI).  OFRI has funds 

available to assist with transportation costs for forestry related fieldtrips for 

students in urban areas.  

 

 Tillamook Forest Center ï field trips and exposure to the general public. 
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 Field offices throughout Oregon conduct fire prevention programs, support 

outdoor school activities and natural resource curriculums for various grade 

levels. 

 

 Forestry has dedicated time to classroom presentations, field trips, mentoring, 

informational interviews, and job shadows to students from elementary school 

through four universities.  For example, Forestry staff conducted 15 field trips for 

approximately 400 students, ranging from grade school to the university level.   

 

 Forestryôs School-To-Work Coordinator coordinates efforts to provide students 
with informational interviews, job shadows, and student internships.  

 

4. Forestryôs recruiter and Affirmative Action Officer have developed and continue to 

make contacts with a wide variety of people of color organizations and the 

educational community.  These efforts focus on how to integrate our outreach and 

educational efforts with the ongoing efforts of these organizations.   Forestryôs 

recruiter participates on the YWCA Diversity Conference Planning Committee. 

 

Additional Plans for Special Program Emphasis in the 2009-2011 Biennium: 

1. Continue to serve as business partners with North Salem and McNary High School in 

the Salem-Keizer School District.   

2. Encourage district offices to participate as business partners with their local school 

districts. 

3. Continue to build relationships with organizations representing people of color and 

organizations representing women. 

4. Continue implementation of high priority action items identified in the agencyôs 

Diversity Action Plan.  Such items include:  

 Develop and implement an action plan to address Forestryôs ñunwritten rulesò 

 Implement our revised employee recognition program 

 Continued emphasis on all employees developing an Individual Learning Plan 

 Implementation of the action items in Forestryôs Succession Management Plan 

 Continue to communicate and emphasize Forestryôs Working Guidelines at all 

levels of the organization  

 Expand participation in the Forestryôs Mentorship Program 

 Expand communication skill training for all employees 

 Additional training for managers in supervisory and leadership skills 
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 Continue to provide employees with a yearly policy update and/or training on the 

prohibition of Sexual Harassment  

5. Continue to emphasize the potential of a career in natural resources to our customers, 

the public, students and School-To-Work counselors.  The possibility of a career in 

Forestry or natural resources seems to be a ñblind spotò in many peopleôs mind and as 

such they donôt consider it as an option.  Continue to work with the School-To-Work 

Program to provide high school students with real work experiences in a Forestry 

career path. 

6. Continue to target outreach to recruit women and people of color.  To spark interest in 

the natural resources field, we will target universities, publications, websites, 

associations, and Forestry Interns. 

7. Participate in the Salem/Keizer School Districtôs ñExpanding Your Horizonsò.  This 

is a Math and Science Career Expo for girls in 6th through 8th grade. 

8. Participate in the Salem/Keizer School Districtôs JIFFY (Job Interview Fair for 

Youth).  
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PART IV  ï ROLES FOR IMPLEMENTATION OF 

AFFIRMATIVE ACTION PLAN  
 

 

Policy and Plan Dissemination 

 

A. Internal : All employees will be informed of the Affirmative Action Policy and Plan to 

ensure their understanding, and gain their acceptance and support for its implementation. 

 

 The policy will be published on the internal website.  Copies of the complete 

Affirmative Action Plan will be distributed to each manager to be accessible to 

employees. 

 

 Meetings shall be conducted with executive, managerial, and supervisory personnel to 

explain the intent of the policy and individual responsibility for effective implementation.  

 

 Policy statements shall include a clear statement of the agency head's commitment to 

affirmative action and support for the policy and plan.  The policy shall be thoroughly 

discussed in the orientation of employees and internal management training programs. 

 

 Union officials will be informed of the policy and their cooperation will be 

requested.  Non-discrimination clauses should be included in all union agreements, 

and all contractual provisions will be reviewed to ensure non-discrimination. 

 

B. External:  The Department shall put itself on public record as an affirmative 

action/equal opportunity employer.  Consistent with that posture: 

 

 A copy of the Affirmative Action Plan must be made available to interested 

members of the public; 

 

 An EEO/AA statement must be included on each job announcement. 

 

 All bidders, contractors, subcontractors, and suppliers of materials shall be 

notified of the ODF's Affirmative Action Policy.  Notice shall include a statement 

that the Department will not knowingly do business with any bidder, contractor, 

subcontractor, or supplier of materials who discriminates against members of any 

protected class. 

 

 Except in the case of a bona fide occupational qualification, employment 

advertising shall omit reference to gender, religion, age, and national origin, and 

shall clearly convey the commitment of the Department to equal 

opportunity/affirmative action. 
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Organizational Structure and Responsibilities for Plan Implementation 

 

A. Organizational Structure 

 

The 1911 Legislature passed forest laws that established the Board of Forestry and the 

Department of Forestry. 

 

The Board of Forestry is appointed by the Governor.  It meets at least quarterly and is 

composed of seven members.  The State Forester is appointed by the Board of Forestry and 

serves as secretary to the Board. 

 

Functions of the Department are under the direction of the State Forester, Associate and 

Assistant State Foresters and Area Directors. 

 

B. Major Department Functions 

 

Protection from Fire:  Responsible for fire protection on about 15.5 million acres of Oregon 

forest land.  This involves prevention, detection, suppression, smoke and fuels management.  

This program also includes vigorous fire investigation and cost recovery activities. 

 

Private Forests:  The Private Forests Program administers the Oregon Forest Practices Act, 

provides technical and financial assistance to forest landowners, provides insect and disease 

surveys and technical assistance statewide; and conducts effectiveness and compliance 

monitoring.  

 

 State Forest Management:  Manages 780,000 acres of forestland in Oregon.  These lands are 

actively managed to produce multiple values such as revenue from timber harvests, water 

quality, and recreational education opportunities. 

 

 Urban and Community Forestry:  This program involves the planting, care and management 

of the trees in our communities. 

 

 Agency Administration:  Agency Administration includes policy direction and management 

control of Department activities.  This involves administrative support services to department 

programs including agency leadership, interagency coordination, forest resource analysis and 

policy development, land use planning coordination, information systems support, 

accounting, payroll, budgeting, purchasing coordination, property management coordination, 

human resources, safety and training support, public affairs coordination support, quality 

assurance and staff support for the Board of Forestry. 
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C. Responsibilities for Implementation 

 

 1. State Forester 

 

 The State Forester has committed the Department to a policy of equal employment 

opportunity and maintains an active interest in the attainment of the Department's 

published Affirmative Action goals and objectives.  The State Forester has overall 

responsibility to: 

 a. Implement the Affirmative Action Plan; 

 b. Monitor progress toward meeting Affirmative Action goals; 

 c. Ensure compliance with all applicable federal and state laws, rules and regulations 
regarding equal employment opportunity. 

 d. Deal directly with reported actions that are contrary to the policies and procedures 
outlined in the Affirmative Action Plan. 

 

 2. Leadership Team  

 

 The Leadership Team includes the Executive Team, Program Directors, and District 

Foresters. The Leadership Team, in addition to managers and supervisors are responsible 

for full implementation of the Affirmative Action plan within their area of responsibility. 

Specific responsibilities are to: 

 a. Establish a positive climate for program success within their area of responsibility; 

 b. Review personnel practices and procedures including training programs, hiring and 
promotion patterns, and work climate to identify possible roadblocks to equal 
employment opportunity and upward mobility, then take appropriate remedial action; 

 c. Participate in meetings of minority organizations, women's organizations and 
community service groups, as appropriate; 

 d. Hold regular discussions with managers, supervisors, and employees to be certain that 
the Affirmative Action Plan is understood and is being implemented as assertively as 
possible; 

 e. Evaluate managerôs and supervisorôs performance on the basis of their Affirmative 
Action efforts and results as outlined in the Goals and Strategies Section (Part V). 
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 3. Managers and Supervisors 

 

 Department managers and supervisors have primary responsibility for the success of the 

Affirmative Action Plan through their direct supervisory role.  Part of these 

responsibilities include: 

 a. Become thoroughly familiar with the details of the Affirmative Action Plan as they 
apply to his or her program/section or district/unit and monitor progress of hiring and 
promotions in relation to Affirmative Action goals. 

 b. Communicate the Affirmative Action Plan by: 

  1. Briefing all new employees on the Plan; 

  2. Maintaining a copy of the Plan readily available for reference and for employees 

to read; 

 c. Take steps to become involved in outreach and high school/college programs, such as 
"career days" to introduce potential applicants/students to the field of forestry and the 
Department to encourage their consideration of ODF or natural resources as a career 
option.   

 d. Take proactive steps to develop strong, diverse applicant pools for current and future 
vacancies.  Select the best-suited candidates taking Affirmative Action goals into 
consideration. 

 e. Attend and encourage employees to attend EEO/AA and Diversity training programs. 

 f. Create a working environment which encourages all employees to achieve their full 
potential.  This includes addressing career development opportunities, developing 
individual learning plans and by reviewing employee training and career plans to 
determine appropriate developmental assignments. 

 g. Maintain a professional attitude and an inclusive work environment, free of 
harassment and other forms of discrimination, that enhances employee perception of 
ODF as their ñemployer of choice.ò 

 h. Promptly elevate informal and formal discrimination and sexual harassment 
complaints to the Human Resources Director. 

 

4. Affirmative Action Officer - Human Resources Director 

 

 The Human Resources Director is the Department's Affirmative Action Officer.  The 

Human Resources Director is responsible for the coordination of the Affirmative Action 

Plan and ensuring completeness and operational effectiveness of the program.  The 

Human Resources Director represents the State Forester on all matters relating to 

Affirmative Action.  Specific responsibilities are to: 

 a. Develop the written Affirmative Action Plan; 

 b. Publicize its content both internally and externally; 
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 c. Assist managers and supervisors in collecting and analyzing employment 
demographics, identifying problem areas, setting goals and timetables, and developing 
programs to achieve goals; 

 d. Assist managers and supervisors to identify resources and opportunities to achieve 
affirmative action goals. 

 e. Periodically review internal policies and procedures to ensure alignment with the 
Department's EEO/AA policy; 

 f. Maintain statistical information of race, gender, and disabled with respect to 
personnel actions; 

 g. Provide counseling related to informal discrimination complaints; 

 h. Monitor and ensure that internal discrimination complaint procedures are being 
followed; 

 i. Promptly investigate and attempt to resolve all discrimination and sexual harassment 
complaints.  Report directly to the State Forester all formal complaints. 

 

 5. All Employees  

 

Apply the "Working Guidelines" and ñCoveyôs 7 Habitsò principles to the working 

environment as well as support the Departmentôs Affirmative Action Policy. 
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PART V ï 2007-2009 - ACCOMPLISHMENT S AND 

PROGRESS MADE OR LOST SINCE PREVIOUS 

BIENNIUM  
 

 

2007-2009 Accomplishments 
 
During the 2007-2009 biennium, ODF employees have been involved with activities to 
attract and retain a diverse workforce and have met parity in some EEO categories.  For 
people of color, there were gains in 2 of the EEO categories.  The total number of ODF 
employees increased from 966 in September 2006, to 1099 in June 2008, impacting our 
workforce representation.  The information in the charts below came from the Affirmative 
Action Progress Reports provided by the Department of Administrative Services. 
 
ODF has met parity for people of color in the D01 (security officer) category and is near 
parity for people of color in the Skilled Craft Worker Category.  There is still work 
required to reach parity in several of the other categories. 
 
The charts below show the changes in numbers for People of Color, Disabled Individuals, 
and Women between the 2005-2007 and 2007-2009 biennia. 

 

Workforce Representation 

 

 People of Color 

EEO-4 Category 05-07 

Total 

Employees 

05-07 

Number 

People of 

Color 

07-09 

Total 

Employees 

07-09 

Number 

People of 

Color 

% Change 

in Number 

People of 

Color 

A. Officials/Administrators 62 6 61 4 -33% 

B. Professionals 340 22 346 24 +9.0% 

C. Technicians 54 4 69 3 -25.07% 

D. Protective Service 

Workers 

105 7 131 10 +43.0% 

F. Administrative Support 139 8 135 6 -25.0% 

G. Skilled Craft Workers 32 2 20 2 0% 

H. Service/Maintenance 

Workers 

232 18 337 15 -17.0% 

TOTAL AGENCY 966 67 1,099 64 -4.4% 
 

2005-2007 Data from September 2006 DAS statistics 

2007-2009 Data from June 2008 DAS statistics 

 

Data Analysis 

Reported for the 2005-2007 biennium from September 2006 statistics, employees of color 

who chose to disclose this voluntary information comprised 6.9% of ODFôs workforce.  

Reported for the 2007-09 biennium using June 2008 statistics, the number of employees of 

color who chose to disclose the voluntary information decreased from 67 to 64 or 5.8% of 

the total workforce, which is an overall decrease of  4.4%. 
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 Disabled Individuals 

EEO-4 Category 

05-07 

Total 

Employees 

05-07 

Number 

Employees 

with 

Disabilities 

07-09 

Total 

Employees 

07-09 

Number 

Employees 

with 

Disabilities 

% Change 

in Number 

Employees 

with 

Disabilities 

A. Officials/Administrators 62 1 61 2 +100.0% 

B. Professionals 340 8 346 9 +12.5% 

C. Technicians 54 3 69 3 0.0% 

D. Protective Service 

Workers 

105 0 131 0 0.0% 

F. Administrative Support 139 7 135 5 -28.6% 

G. Skilled Craft Workers 32 2 20 2 0.0% 

H. Service/Maintenance 

Workers 

234 0 337 0 0.0% 

TOTAL AGENCY 966 21 1,099 21 0.0% 

 
2005-2007 Data from September 2006 DAS statistics 

2007-2009 Data from June 2008 DAS statistics 

 

 

Data Analysis 

Reported for the 2005-2007 biennium from September 2006 statistics, employees with 

disabilities who chose to disclose this voluntary information comprised 2.2% of ODFôs 

workforce.  Reported for the 2007-2009 biennium using June 2008 statistics, the number 

of employees with disabilities who chose to disclose the voluntary information stayed the 

same at 21 or 2.2% of the total workforce which is a slight overall decrease of 1.9%. 

 

We believe that there are a higher percentage of employees with disabilities than 

represented by current data.  The records presently do not reflect the agencyôs formal 

accommodation of individuals through reasonable accommodation and individuals who 

have sustained a permanent disability via the workersô compensation process.  The 

agency will be proactive in these circumstances in notifying the employee that they will  

be designated as disabled. 

 

On a regular basis, the agency will solicit voluntary declaration of employeesô disability 

to more accurately reflect the statistical data. 
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 Women 

EEO-4 Category 05-07 

Total 

Employees 

05-07 

Number 

Women 

07-09 

Total 

Employees 

07-09 

Number 

Women 

% Change 

in Number 

of Women 

A. Officials/Administrators 62 13 61 13 0% 

B. Professionals 340 68 346 64 -6.0% 

C. Technicians 54 3 69 12 +300.0% 

D. Protective Service 

Workers 

105 7 131 9 29.0% 

F. Administrative Support 139 125 135 124 -0.8% 

G. Skilled Craft Workers 32 0 20 0 0.0% 

H. Service/Maintenance 

Workers 

234 41 337 53 +29% 

TOTAL AGENCY 966 257 1,099 275 +7.0% 

 
2005-2007 Data from September 2006 DAS statistics 

2007-2009 Data from June 2008 DAS statistics 

 

Data Analysis 

Reported for the 2005-2007 biennium from September 2006 statistics, women comprised 

26.6% of ODFôs workforce.  Reported for the 2007-2009 biennium using June 2008 

statistics, there was an incremental decrease in the number of women of 1.6%.  There was 

an increase in the number of women in all groups except the Professionals and 

Administrative Support Categories. 

 

During the 2007-2009 biennium, efforts will be focused on attracting and retaining a 

diverse workforce, including disabled individuals, people of color, and women.  Since 

disclosing information about ethnicity or disability is voluntary, ODF will biennially poll 

itôs employees to attempt to capture more accurate statistics about our workforce 

representation. 



 

Affirmative Action Report 09-11.doc/Jaz E (HR) 26 

 

 

This page left blank intentionally 

 

 



 

Affirmative Action Report 09-11.doc/Jaz E (HR) 27 

PART VI - 2009- 2011 GOALS AND STRATEGIES 
 

Problem Analysis and Action Plan 
The most significant problem facing state government and the Department in the 
achievement of affirmative action goals and plans today is recruitment and retention 
barriers created by less than adequate compensation plans (particularly for managers) and 
poor budgetary decisions related to workforce capacity and compensation. 
 
The following job groups represent the most significant areas in need of improvement due 
to the large number of employees in these job groups.  In addition, the A02 group 
includes the formal leaders of the organization, and the A01, B08 groups serve as an 
applicant pool for professional and management positions in the Department. 
 
 A01 - Middle Management:  (consists of forty-two employees in Principal 

Executive/Manager A, B, C, and D positions) 
 

This job group is underutilized in women, people of color and to a lesser extent, 
disabled. 
 
Discussion:  The Principal Executive/Manager C and D positions make up over 88% 
of the jobs in this group and nearly 80% of these positions require a natural resources 
background with an emphasis in forestry.  The B08 job group, which is underutilized 
in disabled, people of color and especially women, is a prime source of candidates for 
the A01 positions.  Since 2006 the A01 job group has increased the number of women 
from 20.4% to 23.8%, and the number of people of color decreased from 9.0% to 
7.1%.  While changes have occurred, the total number of women and persons of color 
is small and continued efforts are necessary. 
 
Action: 

 
1. Continue to identify those positions for which forestry knowledge is not necessary 

or a minimal requirement and use the open competitive method for recruitment. 
 

2. Use the open competitive process whenever possible when recruiting for positions 
that require a forestry background. 

 
3. Improve the B08 representation of persons of color and women since this group 

provides a large percentage of the candidates for the Principal Executive/ 
Manager C and D positions. 

 
 A02 - Upper Management:  (consists of nineteen employees in Principal Executive/ 

Manager E, F, G, and H positions) 
 

This job group is underutilized in women, people of color and to a lesser extent, 
disabled. 
 
Discussion:  This job group represents the Executive Staff, Program Directors, and Area 
Directors of the Department.  Nearly 71% of these positions require at least a natural 
resource background but not necessarily a forestry background.  While some 
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improvement has occurred in this job group over the years, the changes have been 
small.  Since 2006, the percent of women has decreased from 22.2% to 15.8%; the 
percent of people of color has decreased from 11.1% to 5.3%.  The number of qualified 
candidates outside the department is limited for this job group in the natural resource 
field.  The primary reason is that affirmative action candidates with the experience 
needed for these high-level positions are usually in secure positions with other 
agencies/companies and are difficult to recruit.  In addition, the A01/B08 groups 
provide many of the qualified candidates and they are both underutilized. 

 

Action: 

 

1. Continue to identify those positions for which a natural resource background is 

not necessary and use the open competitive process to recruit. 

 

2. On an on-going basis, aggressively seek out top-notch protected class managerial 

candidates both inside and outside of state government, through professional 

networking. 

 

3. Use the open competitive process whenever possible when recruiting for natural 

resource positions. 

 

4. Improve the representation of people of color, disabled and women in the 

A01/B08 job categories. 

 

 B08 - Natural Resource Professionals:  (consists of 286 employees in Natural 

Resource Specialist 1, 2, 3, and 4, Forest Unit Supervisor 1 and 2, and Forest Nursery 

Supervisor positions) 

 

This job group is underutilized in women, people of color and disabled. 

 

Discussion:  This is the largest job group in the Department and makes up 

approximately 30% of the permanent workforce.  These jobs require forestry 

experience and/or natural resource degrees with an emphasis in forestry.  This is an 

extremely important job group because it provides the forestry technical know-how of 

ODF and it is a primary source of qualified candidates for A01 and A02 job groups.  

Improvement has not occurred in this job group since 2006.  Although we are still 

short of parity for women (31.7%), the number of women has decreased slightly from 

15.5% to 14.8%.  The number of people of color has increased slightly from 5.1% to 

6.3%.  While we may be close to parity (7.2%) for people of color, we have an 

ongoing challenge of working towards parity.  The challenge ahead is to continue 

working towards parity in all classifications in the job group and to prepare 

employees for promotions to higher positions in the A01/A02. 
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Action: 

 
1. Continue the intern program that employs forestry and natural resource students 

during the summer.  Continue to recruit from a number of forestry schools (such 
as, Oregon State University, Washington State University, University of Montana, 
University of Idaho, Humboldt State, Northern Arizona University, Chemeketa 
Community College, and State University of New York).  Seek out protected class 
candidates in hopes of recruiting some of them after they graduate. 

 
2. Continue to participate in career days and job fairs so that the Department is 

known as a potential employer.  
 

3. Participate in the Minorities in Agriculture, Natural Resources, and Related 
Sciences (MANRRS) Conference to network with universities, career counselors, 
and minority students. 

 
4. Continue to broaden outreach efforts by participating in School-to-Work.  

Evaluate how programs such as the Tillamook Forest Center and the Urban and 
Community Forestry programs and other natural resource educational programs 
can assist with outreach efforts. 

 
 D01 - Security Officer:  (consists of 131 employees in Forest Officer positions) 

 
This job group is underutilized in women. 
 
Discussion:  Since the majority of the Forest Officers (approximately 87%) are 
summer seasonals, it is necessary to examine June 2008 data to properly analyze this 
job group.  In June 2006, 9 out of 122 (7.3%) Forest Officers were women, 9 out of 
122 (7.3%) were people of color.  The representation for women has decreased 
slightly the last couple of years to 6.9%.  The representation of people of color at 
7.6% is above parity (4.9%). 
 
The women parity figure of 44.2% for this job group is too high for wildland 
firefighters.  A more realistic goal would be 25% as substantiated by the following 
information: 

 
1. The State of Washington, Department of Natural Resources currently has 

17.1% women firefighters (66 out of 385 positions). 
 
2. The B08, Natural Resources Professional, and C08, Natural Resources Technical, 

job groups show women parity at 25% and 30% respectively.  These parity figures 
represent natural resources within which forestry and wildland firefighting exist as 
occupations. 

 
3. The Department firefighter classifications of Student Worker, Laborer 1, and 

Laborer 2 are indicators of what can be achieved in the Forest Officer job group. 
These classes make up an important part of the applicant pool for the Forest 
Officer.  In the summer of 2008, the percentage of women in Student Worker 
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positions were 16.8%, Laborer 1 positions were 19%, and Laborer 2 positions 
were 21.9%, all increased from the 2006 data. 

 

Action: 

 
1. Review  the hiring process for Forest Officers with District Managers to see what 

is causing the difference in women representation between Forest Officer and 
feeder classes. 

 
2. Emphasize the Forest Officer class to women at recruiting events. 
 
3. District outreach events need to ensure that female candidates are aware of 

seasonal employment opportunities. 
 
4. Districts need to ensure employees in feeder classes (Student Worker, Laborer 1 

& 2) are prepared for promotion. 
 
 H00 - Service Maintenance Worker:   (consists of 307 primarily seasonal employees 

in the following classifications:  Forest Nursery Worker 1, 2 and 3, Laborer 1 and 2, 
Custodian, Maintenance Labor Coordinator, Forest Lookout, Student Worker, 
Equipment Operator 2, Property Specialist 1 and 2 positions). 

 
This job group is underutilized in people of color with 15 out of 337 (4.4%) and 
women with 53 out of 337 (15.7%). 
 
Discussion:  This job group is primarily made up of two groups of seasonal 
employees:  the Nursery group (Forest Nursery Worker 1, 2, and 3, Custodian, and a 
couple of Laborer 1's); and the Firefighting group (Student Worker, Laborer 1 and 2, 
Forest Lookout).  The makeup of H00 changes with the seasons.  Fire season runs 
from June to October, compared to the Nursery which has several seasons throughout 
the year with the largest number of employees working from December to March.  
Due to this seasonal variation, the numbers outlined below represent but a snapshot in 
time. 

 
We will analyze the firefighting portion of this job group since the data indicates 
women are underutilized and this job group is an important applicant pool for the D01 
(Forest Officer) job group which is also underutilized.  In the summer of 2008, the 
percentage of women in Student Worker positions was 16.8%, Laborer 1 positions 
were 19.0%, and Laborer 2 positions was 21.9%.  It is important to note that the 
Department believes that parity for the firefighting portion of H00 should be lower 
than 38%.  The arguments for a lower parity figure are the same as those outlined in 
D01.  A goal of 25% seems to be more in line with reality. 
 
Action: 

 
1. Review the current underutilization in the H00 job group with District Managers.  

Districts will review their recruiting and retention processes to see if issues need 
to be addressed that will help increase women and people of color in the applicant 
pool as well as increase the number of women and people of color hired. 
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2. Districts will review local employment data (Employment Department and 

USFS/BLM statistics) for their respective areas to determine realistic goals for 
people of color and women in their seasonal firefighting workforce.   

 

 Disabled Workers:  The Department is underutilized in the disabled category. 

 
Discussion:  The statewide goal for disabled employees is 6% of the workforce and 
the Department is currently at 1.9%.  Due to the nature of our seasonal workforce 
(labor intensive), it may be very difficult to achieve the 6%. 
 
Actions: 
 
1. The ADA Coordinator in the Human Resources Section will consult with 

supervisors when reasonable accommodations are requested and provide advice 
and guidance. 

 
2. The Human Resources Section will assist supervisors who have disabled 

employees in locating needed assistance and/or training provided by the 
Vocational Rehabilitation Division, Commission for the Blind, Disabilities 
Commission and other related agencies and organizations. 

 
3. In circumstances when the Human Resources Section has granted a request for 

formal accommodations or if the employee sustained a permanent disability via 
the workersô compensation process, the agency will designate these employees as 
disabled. 

 
 On a regular basis, the agency will solicit voluntary declaration of employeesô 

disability to more accurately reflect the statistical data.  
 
Short-Term Goals 
In order to focus our effort, short-term goals for 2009-2011 have been set for only those 
job groups for which an analysis was done.  These are critical groups and will influence 
how the entire Department performs. 
 
A01 ï Middle Management, A02 ï Upper Management, B08 ï Natural Resource 
Professionals: 
 
The Department's goal is to fill positions in the A01, A02 and B08 job groups at the B08 
parity percentages for women (25.1%), people of color (7.2%) and people with 
disabilities (6%).   
 
D01 ï Security Officer (Forest Officer): 
 
The Department's goal for the D01 job group is to first increase the rate of women found 
in the (Student Worker, Laborer 1, and Laborer 2) feeder classifications to a rate of 25%.  
Second, set the Department goal for the overall D01 job group at which is comparable to 
the June 30, 2008 Laborer 1 classification which is the highest percentage of women in 
the H00 job group. 
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H00 (Firefighters): 

 
The Department's goal for the H00 job group is to increase the number of women in the 
firefighting portion of this job group.  Our goal will be to hire women firefighters at the 
B08 parity percentage for women (25.1%).  
 
 
Internal Monitoring and E valuation 
The Oregon Department of Forestry shall monitor its affirmative action program on a 
continual basis, in preparation for the annual progress reports.  Monitoring shall include 
such items as: 
 
1. Creating a process to gather data (e.g., applicant flow data and hiring stats) from 

Districts for delegated recruitments (Student Worker, Laborer 1, Laborer 2). 

2. Informing top management of problem areas and recommended corrective 
measures. 

3. Consideration of changes in goals and objectives to meet ODF's changing 
employment needs. 

4. A procedure for evaluating each supervisor's progress toward achieving the goals 
of the ODF's affirmative action plan. 

5. Analysis of discrimination complaints. 

6. Review of progress on implementation of programs developed to achieve goals. 

7. Review composition of interview panel members. 

8. Exit interviews will address work climate issues. 
 
Support data shall be compiled and retained by ODF as part of the Affirmative Action 
Program, to be made available to the Governor's Affirmative Action Office upon request. 
 
 
Development and Implementation of Programs 
In addition to the specific actions identified for each job group, the following represent 
policies and actions the Department will undertake. 

1. All vacancies in job groups that show an underutilization will be recruited on an 
open competitive basis.  Any departure from this procedure must be approved by 
the State Forester or the Associate State Forester. 

 During periods of Department downsizing and restructuring or when ODF 
specific knowledge and experience is required, methods other than open 
competitive recruitment may be approved. 

2. Recruiting periods will be of a sufficient length to adequately allow for proper 
distribution and response to every recruiting announcement.  
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3. Selection is one of the main tools available to overcome the effect of past and 
present discrimination in the Department.  Policy requires that "the best suited 
person" be selected for each position.  For the purposes of this plan, best suited is 
defined as that individual who meets the minimum qualifications of the position 
and best serves the need of the Department and public it serves at the time the 
selection is made.  It may not be the person with the highest score, the most 
experience, or the best education.  The decision as to who is the best suited must 
be made on a position by position basis. 

4. District Foresters and Program Directors will make every attempt to hire protected 
class students from forestry and natural resource schools into existing positions 
for seasonal work.  In addition, these managers will make an effort to recruit 
qualified protected class and disabled individuals when filling permanent 
vacancies.  Districts will develop local contacts with organizations such as tribal 
or Hispanic groups, especially when recruiting for seasonal positions. 

 
5. The Department will participate in "Career Days" and "Job Fairs" at schools and 

community groups.  Emphasis will be placed on schools and/or groups with 
diverse populations. 

 
6. Actively participate in the statewide School-to-Work initiative by strengthening 

our official business partnership with North Salem and McNary High Schools. 
 
7. The Department will maintain an Internship program to enhance our effectiveness 

in recruiting protected class candidates from forestry and natural resource schools. 
 Students will be hired into summer seasonal positions before they graduate in 
order to give both the Department and the student an opportunity to "size up" one 
another before making a permanent commitment. 

 
8. Increase awareness of employees and managers regarding Affirmative Action goals 

and diversity issues.  Human Resources will present an update on the 2009-2011 
Affirmative Action Plan, provide periodic updates on Affirmative Action 
accomplishments, and consult with managers whenever a position is to be filled. 

 
9. In order to create a work environment that works for all employees and allows 

them to meet their full potential, the department will utilize the "Working 
Guidelines" to foster trust and positive work relationships.  This includes 
addressing career development opportunities, developing individual learning plans 
and by reviewing employee training and career plans to determine appropriate 
developmental assignments.  The department will continue to send employees to 
our "Coveyôs Seven Habits" training course which complements the "Working 
Guidelines." 

 
10. Government-to-Government State/Tribal relations task force was established to create a 

network of intergovernmental cooperators to address preservation of Native American 
archeological and cultural sites throughout Oregon.  In addition, in cooperation with the 
Oregon Department of Parks and Recreation, the task force has developed a 
archeological and cultural awareness training session for ODF employees with 
information on the appropriate process to protect Native American sites. 
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11. The recruitment coordinator will attend and participate in the MANRRS 

(Minorities in Agriculture, Natural Resources and Related Sciences) Conference 

and Career Fair.  The recruitment coordinator will serve as liaison to students of 

color, college recruiters and advisors, and will promote the Department as a viable 

potential employer. 

 

12. Conduct a periodic self-assessment by sending a self-declaration survey to 

employees. 

 

13. Continue to work proactively on issues of classification and compensation that 

impact achievement of diversity and affirmative action goals and actions. 
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PART VI I  ï APPENDIX A  
 

AGENCY POLICY DOCUMENTATION  
 
 

A.  ADA AND REASONABLE ACCOM MODATION POLICY  

The Department of Forestry will comply with the Americans with Disabilities Act 

(ADA), and in doing so will meet the Act's requirement of providing reasonable 

accommodation in the following areas: 

 Ensure equal opportunity in the application process; 

 Provide reasonable accommodations to enable qualified individuals with disabilities 

to perform the essential functions of a job; 

 Provide employees with disabilities the same employment rights and privileges that 

are enjoyed by employees without disabilities; 

 Provide equal access to the Department's programs and services (employees and 

public). 

 

Reasonable accommodation is a critical component of the Act's assurance of non-

discrimination, and is a means of overcoming barriers that prevent or restrict employment 

opportunities for otherwise qualified individuals with disabilities. 

The Department of Forestry will post notices containing the provisions of the ADA, 

including the reasonable accommodation obligation. 

Under the ADA, an accommodation is any change, modification or adjustment of the 

work environment which enables individuals with disabilities to enjoy equal employment 

opportunities. 

No specific form of accommodation is guaranteed for all individuals with a particular 

disability or for all individuals in a particular job.  The process of identifying whether and 

to what extent reasonable accommodation is required will be made on a case-by-case 

basis and will involve both the employer and the person with a disability. 

Applicants, Clients, and the Public: 

ODF's Reasonable Accommodation Policy provides the following: 

 An applicant may ask for accommodation in the recruitment and selection process.  

Only an employee can request accommodation to perform essential functions of a 

position.  Supervisors, upon receiving a request, will take the following analytical 

approach: 

1. Analyze the particular job to determine its purpose and essential functions; 
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2. Consult with the employee to find out the precise job-related limitations 

imposed by the disability and how those limitations can be overcome; 

 

3. Identify potential accommodations and assess the effectiveness of each in 

enabling the employee to perform the essential functions of the job, with the 

employee's assistance; 

 

 4. Consider the employee's accommodation preferences and select and implement 

the accommodation most appropriate for both the employee and employer. 

 

When a reasonable accommodation is requested by applicant or employee, the 

supervisor will make every effort to accommodate, but in some cases an in-

depth analysis may be required.  The reasonable accommodation decisions will 

be documented. 

 The Department of Forestry has an internal dispute resolution process along with a 

provision for the timely notification of complainants of their right to seek resolution 

through appropriate administrative or civil procedures external to ODF.  This process 

applies to candidates and employees wishing to appeal an accommodation decision by 

ODF.  A complaint or concern may be directed to one's supervisor, or an ADA 

Coordinator at 503-945-7292 or 503-945-7293, or the Human Resources Director at 

503-945-7296.  All complaints will be investigated fully.  Complaints may also be made 

to the following: 

Equal Employment Opportunity Commission, Seattle District Office, Federal Office 

Building, 909 1st Avenue, Suite 400, Seattle, WA 98104-1061, (206) 220-6883 

(Voice), or (206) 220-6882 (TTY). 

U.S. Department of Justice, Civil Rights Division Office on the Americans with 

Disabilities Act, P.O. Box 66118, Washington, DC 20035-6118, (800) 514-0301 

(Voice), or (800) 514-0381 (TTY).  

 The Department provides the following services upon request:  qualified sign 

language interpreters, readers, writers, large print, Braille or taped material, and/or 

other appropriate communication access to persons whose disabilities affect their 

ability to receive or express information through speech or print.  Some of the 

services are covered by Directive 0-5-1-301 DEPARTMENT PUBLIC RECORDS, 

and Directive 0-5-1-215 ANNOUNCING AND CONDUCTING PUBLIC 

MEETINGS. 

 Employees/applicants requiring technical assistance may contact one of the 

Department's ADA Coordinator in Salem Human Resources at 503-945-7292 or 945-

7293.  Human Resources will facilitate the process by letting supervisors or 

employees know where they can find a variety of information from accommodation 

devices to ergonomic equipment.  Resources include the Commission for the Blind, 

the Division of Vocational Rehabilitation, Oregon Disabilities Commission, and/or 

other appropriate sources of technical expertise on job/worksite analysis/modification, 
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vocational assessment, and adaptive aides and equipment, and other possible 

accommodations. 

Employees/applicants with questions regarding ODF's obligation to make 

accommodation and the determination of reasonableness, you may contact the Equal 

Employment Opportunity Commission at the Seattle District Office. 

 All public meetings will be held in accessible locations.  Meeting notices, and 

interview notices, will contain similar or the following language:  "In order to ensure 

the broadest range of services to individuals with disabilities, we may need lead time 

to make the necessary arrangements.  Persons requiring a sign language interpreter, 

assistive listening device, large print material, or other accommodations, please call at 

least two working days (48 hours) in advance:  (contact phone number for meeting) 

VOICE; OR 1-800-437-4490 TTY." 
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B.  DISCRIMINATIO N AND HARASSMENT-FREE 
WORKPLACE  POLICY  
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C.   EMPLOYEE DEVELOPMENT AND IMPLEMENTATION OF 

OREGON BENCHMARKS  
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FORESTRY DEPARTMENT TRAINING AND DEVELOPMENT 

DIRECTIVE  
 
Human Resources        DIRECTIVE 

9/94 - P.N. 868        0-3-5-000 

 

 

FORESTRY DEPARTMENT TRAINING AND DEVELOPMENT  

 

 

PURPOSE.  The purpose of this directive is to define the policy, goals, scope, and responsibilities 

for employee training and development in the Department of Forestry. 

 

GOALS.  The goals of the training and development program are: 

 

1. To contribute to the attainment of Forestry Department goals and objectives by providing 

training and development that will maintain employees at the knowledge and skill level 

necessary to do their jobs effectively and efficiently. 

 

2. To identify employees who are interested in advancement and prepare them so there will be 

a good supply of qualified candidates available for promotion as vacancies occur. 

 

POLICY .  To achieve these goals it is the policy of the department to provide training and career 

development opportunities to employees in: 

 

1. The requisite knowledge and skills needed to effectively perform the duties, 

responsibilities, and tasks of their job assignments including any training required by law, 

rule, or policy. 

 

2. Areas that will enhance their value to the department either now or in the future. 

 

3. Areas that will prepare them for advancement where appropriate. 

 

AUTHORITY .  Oregon Revised Statutes 240.145, 240.250, 240.551, and Department of 

Administrative Services Personnel Rule 90.000.01 provide agencies and departments with the 

authority to implement training and development programs. 

 
SCOPE.  This directive is to be applied department-wide. 
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D.  VETERANôS PREFERENCE IN EMPLOYMENT  
 

105-040-0015  

Veteran's Preference in Employment  

Applicability: Recruitment and selection processes for all State of Oregon positions in 

agencies subject to ORS 240, State Personnel Relations Law, including but not limited to 

promotional opportunities.  

(1) Definitions: (see also HRSD Rule 105-010-0000 Definitions Applicable Generally to 

Personnel Rules and Policies)  

(a) Initial Application Screening: An agencyôs process of determining whether an 

applicant meets the minimum and special qualifications for a position. An Initial 

Application Screening may also include an evaluation of skills or grading of 

supplemental test questions if required on the recruiting announcement.  

(b) Application Examination: The selection process utilized by an agency after Initial 

Application Screening. This selection process includes, but is not limited to, formal 

testing or other assessments resulting in a score as well as un-scored examinations such as 

interviews and reference checks.  

(c) Veteran and Disabled Veteran: As defined by ORS 408.225 and 408.235.  

(2) Application of preference points upon Initial Application Screening: Qualifying 

Veterans whose discharge date is less than 15 years from the date of State employment 

application and Disabled Veterans are provided with preference points as follows;  

(a) Five Veteranôs Preference points are added upon Initial Application Screening when 

an applicant submits as verification of eligibility a copy of the Certificate of Release or 

Discharge from Active Duty (DD Form 214 or 215) with the State of Oregon Application; 

or  

(b) Ten Disabled Veteranôs points are added upon Initial Application Screening when an 

applicant submits as verification of eligibility a copy of the Certificate of Release or 

Discharge from Active Duty (DD Form 214 or 215) with the State of Oregon Application. 

Disabled Veterans must also submit a copy of their Veteranôs disability preference letter 

from the Department of Veteran Affairs, unless the information is included in the DD 

Form 214 or 215.  

(c) Veteranôs and Disabled Veteranôs preference points are not added when a Veteran or 

Disabled Veteran fails to meet the minimum or the special qualifications for a position.  

(3) Following an Initial Application Screening the agency generates a list of qualified 

applicants to consider for Appointment. An Appointing Authority or designee may then:  

(a) Determine whether or not to interview all applicants who meet the minimum and 

special qualifications of the position (including all Veterans and Disabled Veterans); or 
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(b) Select a group of Veteran and Disabled Veteran applicants who most closely match the 

agencyôs purposes in filling the position. This group of applicants may be considered along with 

non-veteran applicants who closely match the purposes of the agency in filling the position as 

determined by:  

(A) Scored Application Examinations (including scored interviews): If an agency utilizes, after 

an Initial Application Screening, a scored Application Examination to determine whom to 

consider further for Appointment, the agency will add (based on a 100-point scale) five points to 

a Veteranôs score or 10 points to a Disabled Veteranôs score or;  

(B) Un-scored Application Examinations: Un-scored Application Examinations done by sorting 

into levels (such as ñunsatisfactory,ò ñsatisfactory,ò ñexcellentò) based on desired attributes or 

other criteria for further consideration will be accomplished by:  

(i) Advancing the application of a Veteran one level;  

(ii) Advancing an application of a Disabled Veteran two levels.  

(4) Preference in un-scored interviews: A Veteran or Disabled Veteran who, in the judgment of 

the Appointing Authority or designee, meets all or substantially all of the agencyôs purposes in 

filling the position will continue to be considered for Appointment.  

(5) If a Veteran or Disabled Veteran has been determined to be equal to the top applicant or 

applicants for a position by the Appointing Authority or designee then the Veteran or Disabled 

Veteran is ranked more highly than non-veteran applicants and, a Disabled Veteran is ranked 

more highly than non-veteran and Veteran applicants.  

(6) Preference described in Sections 2 through 5 of this rule is not a requirement to appoint a 

Veteran or Disabled Veteran to a position. An agency may base a decision not to appoint the 

Veteran or Disabled Veteran solely on the Veteranôs or Disabled Veteranôs merits or 

qualifications.  

(7) Veteran or a Disabled Veteran applicants not appointed to a position may request an 

explanation from the agency. The request must be in writing and be sent within 30 calendar days 

of the date the Veteran or Disabled Veteran was notified that they were not selected. The agency 

will respond in writing with the reasons for not appointing the Veteran or Disabled Veteran.  

[ED. NOTE: Forms referenced are available from the agency.]  

Stat. Auth: ORS 240.145(3), 240.250 Stats. Implemented: ORS 408.225, 408.230, 408.235 Hist.: 

HRSD 3-2007(Temp), f. & cert ef. 9-5-07 thru 3-3-08; HRSD 1-2008, f. 2-27-08, cert. ef. 3-1-08  
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E.  VIOLENCE -FREE WORKPLACE  
 

State of Oregon 
DEPARTMENT OF ADMINISTRATIVE SERVICES  

Human Resource Services Division  
 
State Policy:  50.010.02 Violence-Free Workplace 
 
APPLICABILITY:  All employees 
 
REFERENCE: ORS 240.306; 240.321; 240.555; 240.560 
 

 
(1) Policy: The State of Oregon does not tolerate any type of workplace violence committed by or against 

employees. 
 

(a) State agencies are required to provide a safe workplace for all employees. 
 
(b) An agency head shall adopt a written workplace violence policy which clearly defines the agencyôs 

expectations and the actions to be taken when the policy is violated. The policy shall: 

(A) Specifically prohibit physical, verbal, or written acts of violence or threats against individuals or 
damage to property. 

(B) Clearly assign responsibility to both employees and supervisors for reporting incidents. 

(C) Strictly prohibit retaliation for reporting threatening or violent behavior or cooperating in an 
investigation. 

(D) Include clear procedures for reporting incidents. 

(E) Be disseminated to all employees and supervisors. 
 

(c) The agency head shall assess the level of risk within the agency and provide appropriate information and 
training to both employees and supervisors. 

 
(d) The Workplace Violence Policy model, an addendum to this policy, shall serve as the agencyôs policy 

unless the agency has adopted an alternative process. 
 
(2) Policy Clarification:  
 

(a) Workplace violence includes harassment, threats, threatening behavior, violence and violent behavior. 
 
(b) Threats and threatening behavior are physical, verbal, or written acts that express or is perceived as 

expressing, intent to cause physical or psychological harm, or both, against an individual or individuals, or 
cause damage to property. 

 
(c) Violence or violent behavior is the actual carrying out of threatening behavior. 
 

Performance Measure: Percent of employees aware of violence-free workplace policy. 

Performance Standard: 100% 

Performance Measure: Percent of incidents where immediate and appropriate action is taken. 

Performance Standard: 100% MODEL WORKPLACE VIOLENCE POLICY 
 
Policy:  50.010.02 1 of 2 Effective:  2/01/01 
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MODEL 
DISCRIMINATION AND WORKPLACE HARASSMENT POLICY 

 

(1) Policy Statement 

 

 It is the policy of [agency] to promote a safe environment for all employees. To ensure a safe workplace and to 

reduce the risk of violence, all employees should review and understand all provisions of this workplace 

violence policy. 

 

(2) Policy 

 
(a) The agency has zero tolerance for behavior which, to a reasonable person, is intimidating, hostile, 

threatening, violent, abusive or offensive. Such behavior can include oral or written statements, gestures, or 
expressions that communicate a direct or indirect threat of physical or psychological harm. Also prohibited 
are acts that express or are reasonably perceived as expressing intent to cause damage to property. 
Employees who commit such acts may be removed from the premises and may be subject to disciplinary 
action, criminal penalties, or both. 

(b) [Agency] will respond appropriately to workplace violence where individuals other than employees are 
concerned. Appropriate action may include referral to appropriate law enforcement authorities which may 
result in criminal charges. 

(c) Any potentially dangerous situations must be reported immediately to a supervisor or the Human Resource 
Section. Reports may be made anonymously and all reported incidents will be investigated. Reports or 
incidents warranting confidentiality will be handled appropriately and information will be disclosed to 
others only on a need-to-know basis. Supervisors shall report incidents to the Human Resource Section. 

(d) This policy prohibits retaliation against employees who report or experience workplace violence. Any 
employee found to have engaged in retaliatory action or behavior will be subject to discipline, up to and 
including dismissal. 

 (e) The following measures shall be taken to effectively implement this policy and maintain a safe working 
environment: 

(A) Pre-employment screening. It is essential to conduct reference checks and reviews of final candidatesô 

backgrounds to reduce the risk of hiring individuals with a history of violent behavior. 

(B) Training. Employees and managers should be trained to identify unsafe workplace hazards or 

employees who exhibit behavior which could be a sign of potentially dangerous situations. 

(C) Safety. [Agency] will conduct annual inspections of the premises to evaluate and determine 

vulnerabilities to workplace violence or hazards. Necessary corrective action will be taken to reduce all 

identified risks. 

(D) Employees at risk. The Human Resource Section will maintain a list of employees who have been 

determined to be at risk for becoming victims of violence because of the nature of their job or because 

they are subject to harassment, violence, or threats from a non-employee. Human Resources will design 

a plan with at-risk employees to prepare for any possible emergency situations. Threats or assaults 

that require immediate attention by security or police shall be reported to security at (xxx) xxx-

xxxx or to police at 911. 

(f) Employees who confront or encounter an armed or dangerous person should not attempt to challenge or 
disarm the individual. Employees should remain calm, make continual eye contact and talk to the 
individual. If a supervisor can be safely notified of the need for assistance without endangering the safety of 
the employee or others, such notice should be given. Otherwise, cooperate and follow the instructions given. 

 

Policy:  50.010.01 2 of 2 Effective:  2/01/01 
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F.  WORKPLACE VIOLENCE DIRECTIVE  
 
Human Resources        DIRECTIVE 

09/02 - P.N. 956        0-3-6-011 

 

 

WORKPLACE VIOLENCE  

 

 

PURPOSE:  The purpose of the Workplace Violence directive is to promote a safe workplace 

environment and reduce the risk of violence in the workplace for all employees.   

 

POLICY:   It is the policy of the Department that no violence of any kind is permitted at any time at any 

location where the work of the Department is being conducted.  This includes but is not limited to any 

building or property owned, operated, leased, occupied or controlled by ODF, any location or ownership 

under the Departmentôs regulation, or any location where an employee is directed to be. 

 

AUTHORITY :  State Policy 50.010.02: Violence-Free Workplace; State Policy 50.010.01: Harassment-

Free Workplace; Directive 0-3-6-020: Standards for Conducting Inspections on Private Land; Directive 

0-3-6-010: Possession of Firearms; SEIU Collective Bargaining Agreement Letter of Agreement 121.00-

99-41. 

 

DEFINITIONS:  

 

Workplace:  Any location or ownership under the Departmentôs regulation or any location where an 

employee is directed to be. 

 

Dangerous situation: Any event where an employee is exposed to behavior that to a reasonable person 

is intimidating, hostile, threatening, violent, abusive or offensive or acts that express or are reasonably 

perceived to express intent to cause damage to property. 

 

STANDARDS:  

 

The Department has zero tolerance for behavior that to a reasonable person is intimidating, hostile, 

threatening, violent, abusive or offensive.  Such behavior can include oral or written statements, gestures, 

or expressions that communicate a direct or indirect threat of physical or psychological harm.  Also 

prohibited are acts that express or are reasonably perceived to express intent to cause damage to property. 

 Employees who commit such acts may be removed from the premises and may be subject to disciplinary 

action, up to and including dismissal, criminal penalties or both. 

 

The Department will respond to workplace violence appropriately where individuals other than 

employees are concerned.  Appropriate actions may include referral to appropriate law enforcement 

authorities that may result in criminal charges. 
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Human Resources        DIRECTIVE 

09/02 - P.N. 956        0-3-6-011 

 

 

WORKPLACE VIOLENCE  

 

 

STANDARDS:  (Cont.) 

 

Any potentially dangerous situations that occur in the workplace must be reported immediately to the 

supervisor or Human Resources Section.  Reports may be made anonymously and all reports will be 

investigated.  Reports or incidents warranting confidentiality will be handled appropriately and 

information will be disclosed to others on a need-to-know basis.  Supervisors shall report incidents to the 

Human Resources Section. 

 

This policy prohibits retaliation against employees who report or experience workplace violence. Any 

employee found to have engaged in retaliatory action or behavior will be subject to discipline, up to and 

including dismissal. 

 

Employees will be provided copies of Local Workplace Violence Prevention Plans that will be located in 

the required local safety plan and updated annually.  Each location should analyze their work 

environment and, if necessary, incorporate additional training and/or guidance into their plan.  Training 

development for forest inmate crew coordinators will be coordinated with the Department of Corrections 

in response to the agencyôs budget note for the 2001-2003 biennium. 

 

Employees who confront or encounter an armed or dangerous person should not attempt to challenge or 

disarm the individual.  Employees should remain calm.  If a supervisor can be safely notified of the need 

for assistance without endangering the safety of the employee or others, such notice should be given. 

 

RESPONSIBILITIES : 

 

Managers/Supervisors: Inform all employees of this policy.  Investigate reports.  Be aware of employee 

security issues and work with employees to mitigate such issues where possible.  Ensure a local 

prevention plan for workplace violence is developed, placed in the local safety plan, implemented and 

annually updated.  Ensure the contractually required training in workplace violence is offered annually to 

employees. 

 

Employees:  Comply with the policy.  Report situations that involve employee security issues. 

 

Safety Coordinator: Assist supervisors by providing suggestions and identifying resources to assist in 

workplace violence prevention and mitigating dangerous situations.  Maintain a library of training 

materials for use by supervisors, employees and work units.  

 

REVIEW :  This directive will be reviewed and updated if necessary every three years from the date it is 

issued. 

 
036011.doc/Jaz F  
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